[COMPANY NAME]
[Address Line -1]
[Address Line -2]
[Phone]
[Email]
[Website]

Dear Mr. Steven,
This letter is intended to offer our transport services to your ABC School. 
We are a small business that caters to the needs of safe transport to and from the schools. We have a fleet of four buses, with around 85 seating capacity. The buses are allotted different routes, so to cover the whole city in the most efficient manner. Your students and teachers can reach the school timely, without waiting on the bus for long. Our buses are maintained on a regular basis and you can inspect the buses as well as the driving skills of our drivers at any time. The safety issue is our topmost priority, for which we have proper registration and identification electronic system for the drivers and conductors.  
We hope you will consider our proposal (attached to this letter), and we look forward to serving you in the best manner possible. If you need any modifications or information, you can contact us at [X].
Regards,
Jane William.
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