
If you know the name then finish with Yours sincerely otherwise use Yours faithfully.

Dear (Sirs or their name)    
re:    (subject)

Thank you very much for your request.

Rest of message and information here.

I hope this answers your question.    If there are any other questions then please don't 
hesitate in getting in contact.

Yours (faithfully or sincerely).

Name.

Company.


