






Your Agency Name







Address







Tel : 
Thank you for your recent enquiry for a cleaner from (Your Agency Name).
I understand that you now employ, or will shortly be employing, one of our cleaners for general household duties. I hope that you will find the arrangement satisfactory. If you are not happy, or have any queries, please do not hesitate to contact us on the above number.

Our workers' terms are ------ per hour. This is paid to the worker direct.

Membership of (your Agency name) is -------- per month for ----- hours a week service (----- per hour) - provided our fee is paid by quarterly standing order mandate. The fee is ------- if paid by monthly mandate and -------- if paid by monthly cheque in advance. 

You will find various enclosures with this letter. Please could you complete both copies of the Terms of Agreement Form, retaining one copy for yourself and sending the other, together with the completed Standing Order Mandate of your choice, to me at the above address. The Mandate can be cancelled at any time and represents the most convenient way of remitting the monthly agency fee.

Please note that it is often advisable to write down in detail exactly what work you require so that your cleaner can follow a regular routine. Also we are very happy to receive referrals. 

May I take this opportunity to welcome you as a client of the agency, (your agency name), (your town’s name) most selective agency. I look forward to hearing from you shortly. Please return the enclosed forms within seven days - thank you.

Yours sincerely,

