[L] Inquiry Benchmark Study-Women’s Retail







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I would like to speak you concerning providing assistance in a “Benchmark Study” of the women’s retail industry. I am planning to open a business such as that and I am seeking someone who can help me compile data such as financial statement data and capital and asset management will give me a better idea of what my target market should be.

I look forward to hearing from you company.

Sincerely,

[Name]

[Title if applicable]

[L] Inquiry-Benchmark Study-Software







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I would like to speak with a representative of your company concerning providing assistance in a “Benchmark Study” of the software industry. We feel that having an independent organization compile data such as financial statement data, profit and loss ratio and working capital and asset management from our members will give us a better view of our existing client base, and what areas to target for growth.

I look forward to hearing from you company.

Sincerely,

[Name]

[Title if applicable]

[L] Inquiry-Case Studies-Electronics







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am writing to inquire what information you may have concerning Case Studies for the Electronics Manufacturing Industry.  My clients are planning to open a business of this type in [timeframe], and you name was given to me as a resource for documented case studies for similar markets.

I will contact you in the near future to discuss the resources you have available, and will answer any questions you have at that time. I look forward to speaking with you.

Sincerely,

[Name]

[Title if applicable]

[L] Inquiry-Case Studies-Footwear






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I would like copies of any information you may have concerning Case Studies for footwear manufacturing.  My clients are planning to expand their manufacturing capabilities in [timeframe], and they are considering utilizing existing manufacturing space for the manufacture of shoes and boots for Men and Women.

If this is not within your business services, I would appreciate any recommendations you may have for other contacts. I look forward to speaking with you.

Sincerely,

[Name]

[Title if applicable]

[L]
Market Research Focus Group-General






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am the [Title] for [Company Name] and I am conducting exploratory research as a component of developing our Marketing Plan.

Your organization was recommended to me as one who could assist in identifying potential focus groups for the purpose of market research.

I am including a brief synopsis of our mission statement and will contact you early next week to set up a meeting. If you find, on review of the enclosed information, that your group is not suited to market research specific to our industry, we would appreciate any suggestions or recommendations you may have.

I look forward to speaking with you.

Sincerely,

[Name]

[Title if applicable]

[L] Market Research-Focus Group- Retail







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am conducting exploratory research as a component of developing the marketing plan for [Company Name]


My partners and I are considering opening a retail store that will provide upscale home furnishings, and we have been referred to you for assistance in developing questions to be used in focus group studies.

If you find, on review of the enclosed information, that your group is not suited to market research specific to our industry, we would appreciate any suggestions or recommendations you may have.

I look forward to speaking with you.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for information- food service






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am developing a marketing plan for [Company] and am writing to request any information you may have on the food service industry.  I am looking for any data on [products] and [markets] that would help me develop competitive analysis.

Please let me know if this is something you can assist with. Thank you in advance for your reply.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for information- publication back issues






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am interested in locating a copy of your publication [Name] which I would like to use as a reference guide. I am developing a marketing plan for a similar type of product, and would like to review your information for possible inclusion in my Business Plan.

Please let me know if you would be interested providing me with this information. I would be happy to cite you as a source.

I can be reached at the number above and would like to speak with you soon, if convenient.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for information- Business Statistics






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our organization intends to open for business in [location] during the [timeframe]. I am looking for statistical data regarding the success rate for new businesses in [location] and any analysis you can provide of businesses by type.

Please review the attached synopsis of our marketing plan and feel free to include any information you think would be relevant to this type of business.  I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for information- Competitive Analysis






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your name was given to me by [referral] as a possible resource for competitive analysis for [product]. Our goal is to open our business in [location] within [timeframe] and we would like to learn more about the products and services provided by [competitor], to better understand the current business climate.

I will call you next week to discuss my needs in more detail and look forward to answering any questions you may have at that time.

Sincerely,

[Name]

[Title if applicable]

[L] Request to Receive Survey Results







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent the interests of [Company Name] who are planning to open a [business type] in [location].

I am writing regarding your interview in [publication], where you discussed the survey your group conducted to better understand the needs and desires of your residents.

I would like to request a copy of the survey questions and results. I feel that the data that you have gathered will give us a more in-depth understanding of what types of businesses your citizens are seeking. Our goal is to assure that the products and services my clients will offer will be targeted to meet the areas your residents feel need improvement.

Please let me know if you can honor this request.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for information- History of Product or Process






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am looking for some general information regarding the history of [industry] to include in my Marketing Plan. I am particularly interested in the evolution of the [product or process] and how the [industry] has changed. I would appreciate any reference information you could provide, as well as any referrals you feel would be appropriate for this type of inquiry.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for Information- Trade Show Listing






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are looking for information regarding possible trade shows and seminars that would be targeted to the [industry]. We would be interested in trade show participation, in the [area or region] during the coming year.

Please put us on your mailing list for events in this market. Thank you for your prompt attention to this request.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for Information- Organization Membership Request






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our company is interested in joining the [organization name] for the coming year. Please provide us with all information concerning application fees, dues, newsletter or magazine offerings and what other organizations you partner with that are within this or related markets.

Our application for admission is enclosed and we look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Patents and Trademarks







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] is a [type/description] with intent to begin operations in [location/timeframe].  Our intent is to offer [product(s)] and we would like to more closely examine the direction the industry has taken with respect to trademarks and patents in [definition].

We are interested in any data you can provide as to the most common type of patent found in [product type] including any published challenges to these patents.

Your assistance is appreciated.

Sincerely,

[Name]

[Title if applicable]

[L] Request for meeting- Hiring Marketing Research Group







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] intends to open for business in [timeframe] and offer consumers the [product/service]. The purpose of this letter is to request your assistance in understanding the current consumer climate for [product/service].

We would be interested in discussing ways we might work together to examine buyer interest in [product] and would be open to any suggestions you might have for ways to engage potential customers in developing a marketing plan geared to buyers in [demographic].

Representatives from our company will be in your area during [dates]. If you would be open to a meeting to discuss ways you can assist us, please contact me at the number below.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Legislation specific to industry type







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our parent company [Name] intends to open a [business type] in your Region. My role is to determine what legal issues have been, or are currently part of the business climate for [Business Type].

I would like to better understand the local and state legislation for [Business], as well as any proposed or pending laws or revisions that could impact an organization of this nature. Can you direct me to the right department in your organization to learn more about these issues?

Thank you for your help.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information-Environmental Regulations 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our parent company [Name] intends to open a [business type] in your Region. My role is to determine what regulatory have been, or are currently part of the business climate for [Business Type].

I would like to better understand the local and state environmental mandates for [Business], as well as any proposed or pending laws or revisions that could impact an organization of this nature. Can you direct me to the right department in your organization to learn more about these issues?

Thank you for your help.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Competitive Analysis Specific Companies







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am compiling market data for [industry] and I am writing to you to request information on the following companies:

[list]

I would appreciate any reference information or public documents on these organizations so that I can include data from them in my analysis.

Please don’t hesitate to contact me if you have questions. Thank you for your prompt attention.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Competitive Analysis Specific Item






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your name was given to me as someone who can provide specific information on the following [brand/model]. I am creating a marketing plan for [Company name] and any information on these [brand/model] will be an integral part of my market analysis.

Thank you for your assistance with my request.

Sincerely,

[Name]

[Title if applicable]

[L]
Market Analysis- Product Review






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am developing a marketing strategy for [Company Name and type]. I have been researching the various publications which provide an impartial review of products, and have found your periodical to be the best suited to our product.

I am interested in learning more about any product or service reviews you may have done for [type]. Please let me know if there are back issues or indexes I should refer to in my research.

Thank you.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Geography and Climate







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I have been asked to assist in the development of a Marketing Plan for [Company Name]. This organization will be providing [product/service] and will be located in [area]. I am asking for your assistance in providing me with information regarding the geography, climate and weather of [location].

These issues are of significant importance to the company, since these products are marketed towards [demographic], it is vital that we understand the impact any climate or geographic issues would have.

Please send me any information you have on the geographic and climatology makeup of [location] including any data you might have on the affect these environmental considerations have on businesses in the area.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for Information- Government Military






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

My company intends to start a [business type]. We are conducting market analysis for these products and would like to incorporate any information regarding usage of this type of product in government or military installations.

I am asking for your assistance in locating resources of this nature and appreciate any support you can provide.

Sincerely,

[Name]

[Title if applicable]

[L] Market Analysis-International







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our organization [Name] will be open for business in [timeframe], providing [service description/location.] We are interested in understanding the opportunities for this type of product within the International Marketplace.

We’d like to ask your help in locating the resources necessary to understand the options, and obstacles for such a venture. Someone from my office will be in touch with you in the coming weeks to set up a meeting. We look forward to meeting at a mutually convenient time.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Meeting- Independent Consultant







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your name has been given to me as a professional in the [industry type] who is well known, and well respected as an authority on [type]. I represent a group of professionals who are engaged in a start up operation, and I would like to meet with you informally, to discuss retaining your services as a consultant.

My colleagues and I are seeking a spokesperson for our company who can represent our particular product and market, and be able to address competitive analysis, and product trends.

I will call you next Monday to discuss in more detail, and make arrangements to meet with you. If your current workload does not permit any additional obligations, perhaps you can refer me to an associate whom you feel would provide a similar professional view. I’m looking forward to speaking with, and meeting you in the near future.

Sincerely,

[Name]

[Title if applicable]

[L] Letter of Introduction-Colleague







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please accept this letter as a formal introduction for [Name], a colleague of mine who is developing a marketing plan for [Company Name]. [Name] has asked me to refer him to professionals in the [industry name] that he might speak with concerning competitive analysis and trends, and your name came to my mind as a leader in this field.

I think you will find [Name] to be a quick learner, and a good listener. I would appreciate any time you can spare for [Name] to get [Company Name] off to a successful start.

I hope all is well with you, and look forward to seeing you the next time I am in [Town].

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Product Failure Rate







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] has hired me to provide an independent market analysis for [products]. I have found several military and government installations that are currently using this type of product, and I am interested in learning more about how these products are being used, and in what physical and geographical environments. My client is interested in any data concerning MTF (Mean Time to Failure) in high temperature environments.

I am asking for your assistance in locating resources of this nature and appreciate any support you can provide.

Sincerely,

[Name]

[Title if applicable]

[L]  Research Study- College Students






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I would like to speak with you at your convenience regarding utilizing students in your Marketing Major program to conduct exploratory market research.

The type of research I am interested in having your students provide would be on the order of telephone and face to face surveys. I am enclosing some general information on our company and strategy, and will be delighted to speak to your class, or a select portion of your career path students, as you prefer.

If there is a possibility of your [college/university] providing credit or other collegiate recognition for this type of program, I will be glad to provide whatever forms are necessary for your student to receive credit for their participation.

I will contact your office next week to discuss, and to set up a meeting as you see fit.

Sincerely,

[Name]

[Title if applicable]

[L] Market Research – Work for Credit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am interested in learning more about your work study programs, as I am considering utilizing college students in my marketing research.

My company is developing a new product that will revolutionize the transportation industry, and I am seeking students that will conduct face to face surveys with commuters.

I am willing to provide a stipend but the primary benefit to students should be academic. Please advise me what is required for them to receive credit for their participation.

I will contact your office next week to discuss, and to set up a meeting as you see fit.

Sincerely,

[Name]

[Title if applicable]

[L]
Marketing Research Focus Group Rental Space






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent a professional consortium opening a [business type] in [location]. As part of the development of our Marketing Plan, I am inquiring if your facility would allow us to lease a space, for a short term, for the purpose of interviewing consumers as to their preferences for [product/service].

Please send me your current leasing agreements including any special licenses or fee’s involved with such a program. I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L] Market Research Focus Group-Trade Show Booth Rental







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] plans to introduce a new product [type] in the next 18 months, and we are conducting our initial market research.  We are interested in leasing space at your trade show [name]/date/location] to conduct interviews with attendees. 

Please provide us your trade show vendor package, including rental agreements, contracts and electrical and signage requirements.

Sincerely,

[Name]

[Title if applicable]

[L] Market Research-Consumer Demographics







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am developing a marketing plan for [Company} would like to discuss your participation in our market research.  I am looking consumer demographic data for [product] which would give me gender, age, income, home owner or renter. 

I will call you on [day] to discuss this opportunity in more detail. 

Sincerely,

[Name]

[Title if applicable]

[L] Request to Cite as Source in Business Plan







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am interested in locating a copy of your publication [Name]. I am developing a marketing plan, and would like to review your information for possible inclusion in my Business Plan.

Please let me know if you would be interested providing me with this information. I would be happy to cite you as a source, and will honor your copyright by giving you full credit.

I can be reached at the number above and would like to speak with you soon, if convenient.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information-Business Statistics by type







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] plans to open a retail store in [month/year]. We would like to provide our investors with information about the current business climate in your area. Our specific questions are number of new businesses which have opened in the past [number] years, and the percentage of those businesses that remain open today. If you have this data broken down by industry or service, we would appreciate receiving it in that format.

Please review our marketing plan and feel free to include any other information you think would be relevant to this type of business.  I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Meeting- Industry Consultant







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your name was given to me by [referral] as someone who can provide me with competitive analysis for [product]. I understand that you have been involved in this industry for a number of years and are considered very knowledgeable in this field. I would be interested in discussing what consulting services you offer and how I might be able to retain your services.

I will call you next week to discuss my needs in more detail and look forward to answering any questions you may have at that time.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Meeting- Independent Consultant-2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent the Principals of [Company Name] who are planning to open a [business type] in [location].

I have read your interview in [publication], regarding the survey your group conducted to better understand the needs and desires of your residents.

I would like to discuss contracting your service for the creation of a similar survey. Your reputation in this field is well known and respected, and I am confident that your participation will give our venture good exposure and credibility in the market.

I will call you next week to discuss my proposal in more detail. If you have any questions, please don’t hesitate to contact me at the number above.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for Information- Electronics Industry






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am looking for some general information regarding the changes in manufacturing technology in the electronics industry. I would it if you could refer me to any publications or organizations where this type of information would be available.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for Information- Trade Show Food and Hospitality






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We are interested in receiving a listing of national trade shows and seminars that would be targeted to the food and hospitality industry. Our organization has developed new products for the food preparation, and feels that these venues would be good opportunities for market research and product introduction.

Please put us on your mailing list for events in this market. Thank you for your prompt attention to this request.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Organization Membership-2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

We would like to apply for admittance to your organization for the coming year. We would like to receive any publications, newsletters, email updates and special offers that would pertain to [industry name].

We have been in business for [number] years and have [number] employees. Our application for admission is enclosed and we look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Internet Service Provider







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] will be opening for business during [dates] and will offer web design and hosting services to real estate brokers in this area.  We are interested in considering your company as our internet service and data storage provider.


Please have a sales representative contact me to discuss what options are available and what your current plans can offer. We are especially interested in your technical support response time and any plans you have for upgrade of your equipment and service areas.

Your assistance is appreciated.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Consumers Food Cooperative






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] intends to open offer consumers an alternative to traditional food markets in your area. We are opening a food cooperative and would like to learn more about the current consumer choices in the [name] region. Our cooperative will provide the many local farmers with a place to sell their products under one roof, and give local consumers the chance to purchase locally grown organically sound fruits and vegetables.

Representatives from our company will be in your area during [dates]. If you would be open to a meeting to discuss ways you can assist us, please contact me at the number below.

Sincerely,

[Name]

[Title if applicable]

[L]  Request for Information- Tax Structure






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our parent company plans to open a second location in your area. I am writing to request your help in understanding the City and State Tax Structure as it applies to [business type].

I would also be interested in learning of any pending legislation that would affect tax structures for companies like ours.  If you are not the correct person for inquiries of this nature, your assistance in directing me to the correct agency would be appreciated.

Thank you in advance.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Raceways







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our parent company [Name] intends to open an auto-cross track for motorbikes. I will be developing the portion of our business plan which will outline the current local and state zoning laws 

I would like to better understand the local and state regulatory mandates for racing venues and learn more about what your special impact study requirements are for entertainment of this nature. I will call you next week to set up a meeting and look forward to speaking with you at that time.

Thank you for your help.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Case Studies







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am compiling market data for [industry] and would like to request copies of your case studies for the following organizations, as listed in the [publication name]:

[list]

This information will be used for confidential review and analysis and will not be published or cited without your express permission.

Please don’t hesitate to contact me if you have questions. Thank you for your prompt attention.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for Information-Graduate Study






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Your name was given to as a possible resource for specific information on the marketing and advertising history of [brand/model]. I am a graduate student in Marketing and Advertising at [college] and would like to speak with you, and possibly cite your work in my thesis.

I will contact you in the next week to see if you are willing to provide me with the benefit of your experience. Thank you for your assistance with my request.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- Magazine Subscription






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am developing a marketing strategy for [Company Name and type]. I have found your periodical to be the best suited to our product and would subscribe to your magazine. Enclosed you will find my subscription form, for corporate members.

I am also interested in learning more about any product or service reviews you may have done for [type]. Please let me know if there are back issues or indexes I should refer to in my research. If there are charges to receive archived publications, please include that information in your reply

Thank you.

Sincerely,

[Name]

[Title if applicable]

[L]
Request for Information- Product for Mobile-Modular Homes






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I have created a product which will aid home owners in mobile and modular homes in the prevention of frozen water pipes. This product has been patented, and will soon receive national recognition because of its safety features. 

Since these products are marketed towards home owners in pre-fabricated homes it is vital that we understand the climate and geography of the region, so that we can continue our testing.

Please send me any information you have on the geographic and climatology makeup of [location] including any data you might have on the affect these environmental considerations have on businesses in the area.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Information- International Exportation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our organization will soon open for business and will offer our product worldwide.  We are interested in understanding the requirements for packaging this type of product to the International Marketplace.

We’d like to ask your help in locating the resources necessary to understand the requirements not only for the product itself, but to understand the requirements for exportation. Someone from my office will be in touch with you in the coming weeks to set up a meeting. We look forward to meeting at a mutually convenient time.

Sincerely,

[Name]

[Title if applicable]

[L] Request for Meeting- Speaking Engagement







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

My colleagues and I are seeking a spokesperson for our company who can represent our particular product and market, and be able to address competitive analysis, and product trends. I was fortunate to be in the audience at [location] when you spoke about [subject] and I feel your style of public speaking would be an outstanding asset to our company.

 If your current workload does not permit any additional obligations, perhaps you can refer me to an associate whom you feel would provide a similar professional view. I’m looking forward to speaking with, and meeting you in the near future.

Sincerely,

[Name]

[Title if applicable]

[L]  Letter of Introduction-Colleague-2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please accept this letter as a formal introduction for [Name], a colleague who has joined [Company Name] as their [title]. [Name] has asked me to refer him to professionals in the [industry name] that he might speak with and your name came to my mind as a leader in this field.

Thank you for agreeing to meet with [Name]. I hope we can get together next month when I am in the City.

Sincerely,

[Name]

[Title if applicable]

[L] Obtaining Information from Statewide Nonprofit

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I read in a recent issue of the Equine Report about your independent study of the equine industry in the Pacific Northwest. I am putting together a business plan to open a tack shop and would like to obtain a copy of that report to include some of the statistics in my plan.

Enclosed is a check for $10, as the article indicated the report would cost. I look forward to receiving it.

When you send the report could you also verify in writing that it is permissible for me to reproduce the information in the report in my business plan?

Thank you.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Requesting Information from National Organization

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am working on a business plan to open a mail order and internet-based equine supplies business. I read in a recent issue of U.S. Horse that you procured an independent study of the horse industry in the U.S.

Please send me a copy of that study. I have enclosed a check for $25, as the article indicated the report would cost. I look forward to receiving it.

When you send the report, could you also verify that it is permissible for me to reprint from the report in my business plan? Thanks very much.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Letter to Another Company

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am in the process of putting together a business plan to open a catering service in the greater lakes region. 

For the marketing plan part of the overall business plan, I was hoping you might be able to provide me with some information regarding the lobster business in this area. I am interested in questions like whether people eat lobster in this area or do they reserve it for when they are right on the coast?

Do you believe there is a market for a catering service that focuses on clambakes? Do you see lots of people ordering their own lobster to cook themselves? Has anyone ever expressed their desire to see a clambake catering service in the area? 

I would like to follow up with a phone call to get answers to these and other questions like this. Perhaps you could email me at [email address] with a convenient time to call?

Thanks very much.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Request for bid on logo design

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am putting together a marketing plan for my new business. I was hoping you could provide me a quote for designing a logo that I could include in the business plan.

My logo would be fairly simple, one color. I have enclosed a rough sketch of what I think it might look like. 

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Request for ad rates

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am opening a new business in [name of town] and would like some quotes on advertising to put in my business plan.

Please let me know what it would cost to run a regular 1/3rd page ad in your weekly newspaper.

Also, if you could send along your entire advertising kit that would be very helpful.

Thank you very much.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Request for print materials from another business

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I was in your area recently and happened to notice one of your flyers in an office I was visiting. Your materials were very unique and I would love to do something similar for my [name] business, for which I am currently writing the business plan.

I took down your name and address and was hoping I could convince you to send me a full set of your marketing materials. I am happy to pay a fee or at least pay for shipping them.

My email address is [email address] and my phone number is [number] if you would be so kind as to contact me about this request.

Thanks very much. 

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Request for out of print book

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am struggling to write my marketing plan section of my business plan. I noticed your company published a book on this very topic called [name of book] by [author] published in [year]. I also noticed it is out of print and I have not been able to find it anywhere.

Do you have a copy of this book lingering in your warehouse that I could purchase? If you could email me [address] or call me [number], I would very much appreciate it.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Request for materials from Chamber of Commerce

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am planning to open a [type] business and am considering the town of [name of town]. Could you send me any information and statistics on the town that might help me decide whether it is the right community to start my business in? I would also like to include such information in the marketing section of my business plan.

Thanks very much.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Requesting Review of Marketing Plan

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

Thank you so much for agreeing to review the marketing section of my business plan. I have always trusted your judgment and admired your marketing sense and know you will be a keen eye to look over my draft.

Please keep in mind that this is an early draft. You can suggest anything you think would help, it is definitely not too late for me to change anything. And if you have any suggestions of where I might go to get hard numbers to include, that would be appreciated.

I have enclosed a self-addressed, stamped envelope for the return of the material with your comments.

Thanks for your time.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] Seeking Meeting

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am writing a business plan to open a [type of business]. Although our industries are completely different and we would not be competitors in any way, I feel our target market is the same kind of customers.

Would you be able to spare an hour of your time to sit and chat with me so I might get a better handle on the buying attitudes of this customer base? I want to be able to include this information in the marketing section of my business plan.

I will call you within a few days of your receipt of this letter to see if we can set up a time to meet.

Thank you very much.

Sincerely,

[Your Name]

[Your address if not on letterhead]

