[Date today]

 

[Recipient's name]
[Company name]
[Address]
[Address]
[Address]

Dear [Recipient's name]:

Thanks for taking the time to meet with me yesterday to discuss sales opportunities with [Company name]. I am excited about the possibility of your company starting up a sales office in Shenzhen and I look forward to being your first sales person from Shenzhen. 

I am willing to wait for your hiring decision and will keep in touch. 

Sincerely, 

[Sign here]

[Your name]

