[L]Apology—Poor Customer Service







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I have received your letter dated [date] regarding the phone conversation you had with one of our associates.

I’d like to offer you my personal apology, as well as an apology on behalf of our company. I have spoken with the associate in question, as well as others in the department and I can understand your dissatisfaction. I have assigned [name] to manage your account going forward.

[Name] has been with our company for [number] years and is knowledgeable about our products, and your use of them. I am sure that [Name] will provide the service you are accustomed to, and have a right to expect from us.

We have transferred [name] to another department, where [he/she] will have no customer contact, and will monitor this situation closely.

We regret that you experienced this lack of service, but we appreciate you bringing it to our attention. Again, please accept our most sincere apology.

Sincerely,

[Name]

[Title if applicable]

[L]Apology—Order Delay







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Please accept our apology for the delay in processing your order. Our warehouse was experiencing a network issue, which caused orders over the period of [from/to] to be “lost.”  We have corrected our internal process and believe we have located all the “missing” orders.

We will process your order for shipment tomorrow, and it will ship UPS Blue, at our expense. Please contact us if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L]Apology—Missed Meeting







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I’m sorry that I missed the meeting last week. I appreciated your note, and our family is doing as well as can be expected.

I have reviewed the notes that my associate took, and I will be in touch when I am back in the office. Please accept my apologies for the short notice, but I am sure you can understand that my family is a priority during this time.

Sincerely,

[Name]

[Title if applicable]

[L]Apology—Quantity Error







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your call yesterday. I have reviewed the order process, and I would like to get straight to the point and say that the error was ours.

Your purchase order clearly stated 30 cases. The shipment of 60 cases was our error. There are two options available at this time; you can keep the additional merchandise and we will bill you thirty days from now, or we will arrange to have it picked up at your loading dock and issue a credit to you. Please let me know of your preference.

We will do everything in our power to ensure that this type of error does not occur again. Thank you for your understanding. If I can be of any assistance in any way,
please do not hesitate to call on me.
Sincerely,

[Name]

[Title if applicable]

[L]Apology—Cancelled Order







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is to acknowledge receipt of your letter of dated [date], in which you explained the need to cancel your purchase order [#].

I am very sorry about the problems that led to this cancellation and have taken the matter up with management in order to ensure that a problem of this nature does not occur again.

As one of our valued customers, your satisfaction is one of our primary concerns. Please accept our apology.
Sincerely,

[Name]

[Title if applicable]

[L]Apology—Damaged Order







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am sorry to learn that the [product] we shipped to your firm last week arrived in bits and pieces. Per your request, a new shipment for [details] left our dock this
morning and is scheduled for afternoon delivery to you on [date]. The driver will has been instructed to pick up the damaged merchandise and return it to us, on our account. 


I am sorry that this occurred. I sincerely appreciate your continued patronage, and look forward to serving you better in the future.
Sincerely,

[Name]

[Title if applicable]

[L]Apology—Wrong Order







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is to acknowledge that we are in receipt of your notice that the goods shipped to you on [date] did not conform to our agreement dated [date].

We apologize for this error. We have looked into the order history and it appears that the problem was [describe].


While we recognize that the agreement has expired, according to the terms of our contract, we are requesting that you extend the time to [date] in order that we may replace the shipment with goods which conform to our agreement.


Please accept our apology for this inconvenience. We will look forward to your response.
Sincerely,

[Name]

[Title if applicable]

[L]Apology—Damaged Goods







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your letter dated [date] in which you informed us that the product you purchased from us what not working properly.


We are sorry that you experienced this problem and are enclosing [compensation].While we make every attempt to ensure that our products are of the highest quality, this incident can occasionally occur.

We are very appreciative that you have taken the time to bring this to our attention and would like to thank you for purchasing our products.
Sincerely,

[Name]

[Title if applicable]

[L]Apology—Billing Errors







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for bringing your recent difficulties to my attention. Please accept the delay in responding to you, as it took some time to understand what has occurred.

It appears that although you have been paying in a timely fashion, your payments were credited to an account which bears a similar name to yours. Our “past due” notice process is an automated electronic email, as you know, so you were automatically receiving notices for payments you had made.  Unfortunately, even after the posting error was rectified, our accounting department failed to notify our credit department, which is why you continued to receive our correspondence demanding payment.

I’m sure this has been frustrating for you and I am sorry that it has taken so long to straighten out this problem. While there is a procedure within our firm
to preclude this type of error from occurring, we are reinforcing this procedure with additional training so this does not occur again.

You have been a valued customer of ours for a long time and we appreciate your affording us the opportunity to serve you. You may rest assured that this problem will not
surface again.

Sincerely,

[Name]

[Title if applicable]

[L]Congratulations—Anniversary







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


On (date) it will be your fifth anniversary as a member of our team. We’d like to take this opportunity to thank you for five years of fine workmanship and company loyalty.

We know that the growth and success of our company is largely dependent on having strong and capable staff members, such as yourself, and we recognize the contribution you make in helping us maintain the position we enjoy in the industry.

We are hoping that you will remain with us for many years to come and would like to offer our congratulations on this anniversary.
Sincerely,

[Name]

[Title if applicable]

[L]Congratulations—Business Expansion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We received your letter regarding the expansion of your firm, and we congratulate you on your success!


There are few firms that can boast of the success you have achieved over such a relatively short period of time. A great deal of that success, in our opinion, must be directly attributed to your strong leadership and the sense of direction that you provide.

Please accept our sincere congratulations and best wishes for your continued success.

Sincerely,

[Name]

[Title if applicable]

[L]Congratulations—New Company







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Recently I read the announcement of the formation of your new company. You have certainly chosen an area that is coming into its own. I know that
with your background, expertise and enthusiasm, your firm should make quite an impression in the industry.

Please accept my congratulations and best wishes for your success. Don’t hesitate to contact me if I can be of assistance to you.
Sincerely,

[Name]

[Title if applicable]

[L]Congratulations—Sales Goals Met







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

The numbers are in and I am proud to announce that our total sales for the period of [Date to Date] amount to [$], which represents a [%] increase over our sales for the preceding period.

You are to be highly commended for your achievement. Congratulations on a job well done!
Sincerely,

[Name]

[Title if applicable]

[L]Congratulations—Award 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We’d like to offer our congratulations on your selection as the Business Person of the Year. We can’t think of a candidate who works harder, or deserves it more than you.

We’re sure that, knowing you as we do, you are already back at work but we hope you take some time to savor this accomplishment, and know that you have the admiration and respect of your peers.

Sincerely,

[Name]

[Title if applicable]

[L]Congratulations—Promotion 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


Congratulations on your recent promotion to [position title]. I know how hard you have worked to earn this opportunity. Your management team made a wise choice in giving you this opportunity and I look forward to following your success.


Please accept my best wishes for your success in your new position.






Sincerely,







[Name]







[Title if applicable]

[L]Congratulations—New Branch







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


Congratulations on the opening of your branch business [Name]. We are very pleased that you have brought your new venture to our community, and look forward to working with you.


We hope that you will come to our next Business Owners Association meeting, which will take place at [location and time]. We look forward to meeting you, and congratulating you in person!

Sincerely,

[Name]

[Title if applicable]

[L]Congratulations—Winning Bid







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


Congratulations on winning the [Name] bid! We are pleased that you will be joining us in the creation of [project] and look forward to the expertise you will bring to this challenge.


We look forward to working with you. Again, please accept our sincere congratulations.

Sincerely,

[Name]

[Title if applicable]

[L]Congratulations—Recent Achievement







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


The announcement of your recent achievement is no less than you deserve. You have proven the skeptics wrong and accomplished what most said were impossible.


There is no doubt that your success, where so many others have tried and failed, will be spoken of for some time to come. The admiration for your accomplishments is felt by all of us within the industry as well as the general public.


Please accept my heartiest congratulations for your success.






Sincerely,







[Name]







[Title if applicable]

[L]Congratulations—Appointment to Board







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


Congratulations on your recent appointment to the Planning Board. We are excited to work with you, and know that you will bring a wealth of knowledge to the board as we consider applications brought to our community.


We appreciate your willingness to serve with us, and look forward to seeing you at the meeting next month.

Sincerely,

[Name]

[Title if applicable]

[L]Congratulations—Retirement 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


We’d like to be among the first to offer our Congratulations on your retirement. We appreciate all the things you have done for our Community over the past [number] years, and know that your accomplishments, both business and personal, are ones that will be hard to match in the years to come.


We hope that you enjoy your retirement to its fullest. You certainly deserve it!

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—New Sales Rep







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I’m writing to introduce myself as the new area representative for [Company]. I have been with [Company] since [date], and have recently been promoted to [title]. I will be relocating to your area soon, and would like to stop by and introduce myself in person.

In the interim, please don’t hesitate to contact me at [contact information]. I look forward to meeting you, and working with you in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—Company to New Resident







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Welcome to the city of [city]. We are pleased that you have chosen this as your new home and know that you will enjoy living here.

We’re writing to introduce our company to you. [Company name] has been in business since [year] and we carry a complete line of the finest brand names of appliances available. In addition to new appliances, we also offer rebuilt and used models which are sold with our personal warranty. We will also accept your older appliance as a trade-in if you decide to purchase a new one from us. 

Should you require service on one of your appliances that is no longer under warranty, our service department will make the necessary repairs and provide you with a one year guaranty on all parts replaced.

As our way of welcoming you as a new customer, we have enclosed a certificate which entitles you to a 5% discount on any purchase of new merchandise over $100. Please come and visit us soon.
Sincerely,

[Name]

[Title if applicable]

[L]Introduction—New Resident







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Welcome to our Community! [Spa Name] invites you to a free visit at our
health spa in order that you may witness our beautiful facility for physical fitness.

You may avail yourself of our famous herbal body wrap, join our exercise classes, take a sauna, sample our swimming pool and Jacuzzi, bathe in our mineral baths and work out in our gym. Since that alone would require one day, I haven't even mentioned our tennis and racquetball courts.

We are very proud of our facilities and would love to show them off to you. Please take advantage of our offer by stopping in and bringing this letter with you.


We do hope you will come.
Sincerely,

[Name]

[Title if applicable]

[L]Introduction—New Associate







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I’d like to introduce my associate to you. [Name] has been with our firm since [year] and is well versed in all aspects of our product line.

[Name] will be visiting your community next month, as he is relocating to the East Coast, and is considering [location] as his home base.

I’ve given [Name] your contact information, and would appreciate any help you can give him regarding local realtors, school districts, etc.

Thank you in advance for your help! I look forward to seeing you when I am in town.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—New Product Line







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

It is with great pleasure we announce our new product line [Name]. [Product Name] is an enhanced version of [product] which will be phased out over the next 6 months.

Each of our customers will have the option to upgrade to [New Product], at the low introductory cost of [amount].  For those clients who don’t wish to upgrade, our technical support staff will continue to support [existing product].

We have enclosed a brochure which outlines the features and benefits of the new product. Please call us if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—New General Manager







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I would like to take a few moments of your time to introduce myself as the new General Manager of [Name of Company].

Having spent over [years] in this sector of industry, I have accumulated invaluable knowledge, understanding and experience of our trade. I am delighted to be where I can put that knowledge and experience to work for your benefit. 

As a valued customer, I want you to know that I will be available personally, at all times to help and do what ever it takes to solve any problems that may arise with your account. 

In coming months I hope you will pleasantly surprised as our company introduces many, innovative new changes to further improve and streamline our service to you.

We also intend to continue our investment in the latest information technology so that we can speed up order supplies and try to eliminate all unnecessary mistakes and delays. 

Thank you again for being our customer, I look forward to being of service to you for many years to come.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—New Town Administrator







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

The Town of [Name] is pleased to announce they have hired a new Town Administrator. [Name] will be starting with the town on [date.] [Name] comes to us with over 20 years experience in law enforcement and municipal planning, and we are confident that his expertise will help guide the town through this critical growth phase.

The Selectmen will be hosting a “coffee and conversation hour” on [date] at [location]. We encourage all our residents, both year-round and seasonal, to meet informally with [name] as well as the Selectmen and other town employees.

We look forward to seeing you on [date].

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—Customer Service Staff Member







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We are pleased to announce that we have added to our growing staff of Customer Service Associates. [Name] and [Name] have joined our organization and will be available to handle any needs you may have beginning [date].

[Name] and [Name] along with our current associates [Names] are ready to help! Thank you for your continued patronage. We are sure that with the additions to our staff, we will continue to serve you in a manner that exceeds your expectations.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—Company







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


I’m writing this letter to introduce our Company to you. We are a [Type of Business] who provide [Services] for [Business Type] in [Industry].

We started our business [Number] years ago and already we have built up a special reputation not only for quality of our overall service but for our specific expertise in the following areas:

[list]

Our existing clients include [Business], [Business], and [Business] so as you can see we're well respected in the local community.

We would love to offer our service to you please let us know if you would like more information.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—New Employee







[Date]

[Recipient Name]


[Company Name]

[Address]

[City, State, Zip]

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

I want to take this opportunity to introduce you to [Name], who will be joining us shortly as the new [Title]. He will take over from [name] and will begin work on [Type date here].

[Name] has worked at [previous company] for [Number] years and we are delighted that he has decided to join our company at this stage of our development.

He is a person of [Quality] and I have no doubt he will make an excellent contribution to all aspects of our work here.

I hope over the next few days you will all try to make him feel as welcome as possible.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—Product Line







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

It is our pleasure to inform you that our new product line is ready for your inspection.

We believe that you will be delightfully surprised to see some of our latest innovations in both concept and design and invite you to call for an appointment to visit our display room [name of individual] will be happy to arrange a demonstration time for you at your convenience.

We look forward to seeing you soon.

Sincerely,

[Name]

[Title if applicable]

[L]Thank you—To Employees for Great Year







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


We’d like to thank our employees for another great year! We appreciate each and every one of you and all you do to make our business a success.


We’re having a company meeting on [date] where we will celebrate our achievements, and introduce some new benefits to our employees and their families.


Look for more information on our new programs in the coming week. We’re proud you’re part of our organization, and hope you remain with us for many years to come.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—New Representative







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

As a valued [product] customer I wanted to personally introduce myself as the new [Name] representative for your area.

[Name], who had the privilege of serving you for the past [#] years, has left to re-locate to [area]. I know [he/she] found it a very difficult decision to make as he thoroughly enjoyed his time here. I also know the high regard [he/she] was held in by all the customers he served.

I intend to continue to provide the top-notch, quality personal service that you have come to expect from a [Name] representative. I know it will take time and a lot of work on my part to earn that same level of respect and confidence but I intend to do just that.

I look forward to meeting with you personally very soon. I would also be delighted to answer any questions you may have about the five new products we have recently launched on the market.


Thanks for your continued patronage. I look forward to earning your trust.

Sincerely,

[Name]

[Title if applicable]

[L]Invitation—Visit Showroom 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

It is our pleasure to inform you that our new product line is ready for your inspection.

We believe that you will be surprised to see some of our latest innovations in both concept and design and invite you to call for an appointment to visit our showroom. [Name] will be happy to arrange a demonstration time for you at your convenience.

Sincerely,

[Name]

[Title if applicable]

[L]Invitation—Open House







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We have received your resume and would like to invite you to our open house on [date] from [time],which will be held at our Corporate Office at [location].

During this open house, you will have the chance to tour our facilities, and meet with representatives from Human Resources and a variety of department managers.

Please have [number] copies of your resume, and references available for this event. We look forward to meeting you on [date]

Sincerely,

[Name]

[Title if applicable]

[L]Invitation—Annual Shareholder’s Meeting







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

As a stockholder in [Company] it is my pleasure to invite you to our annual meeting which will take place [location and time].

We have had an outstanding year, and will be announcing several new products which will launch in the next 12 months. Please join us for this important event.

Sincerely,

[Name]

[Title if applicable]

[L]Invitation—Web Demo of New Product







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

[Product Name] will be available for purchase on [date]. As a “sneak peek” to our current customers, we’d like to invite you to a “web demonstration” which will take place on [date and time].

The “webinar” will take about [number] of minutes and will cover all aspects of the product line. You will need internet access, and will be able to ask questions to the presenter in a live format.

Simply fill out the enclosed card, and send it back to us by [date]. You can also visit our website at www.address.com, and register there. Once we receive your registration, we will send you a user name and password so you can log into the event.

We look forward to your participation.

Sincerely,

[Name]

[Title if applicable]

[L]Invitation—New Website







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

[Company Name] is now accepting orders online! We have created a “secure web server” which you can access to place your order, check the status of an order in process, or check availability of product.

Please visit our web page www.address.com, and from there, follow the link to “orders.” We think you will find this an easy to use system, and we look forward to seeing you online!

We’d like to invite you to take advantage of this new feature by offering you free freight on your first order. Some restrictions do apply, visit our website for details.

Sincerely,

[Name]

[Title if applicable]

[L]Invitation—Join Organization







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Congratulations on your promotion! We know how hard you have worked and are glad to see you receive the recognition you deserve.

We’d like to invite you to join our organizations [name] which meets on [date and time]. Our membership is made up of young professionals like you, who come together to share “war” stories, get tips, and network, personally and professionally.

We hope you will join us, and look forward to meeting you, and congratulating you in person.

Sincerely,

[Name]

[Title if applicable]

[L]Job Well Done







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

The displays you created for the "Summer's Coming" promotion are just beautiful. Several of our sales personnel have told me that they have received numerous
compliments from the customers.

Congratulations on a job well done!
Sincerely,

[Name]

[Title if applicable]

[L]Permission—Customer Testimonial







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am in the process of updating my business web page, and I am interested in including some testimonials from current customers.

I’d like to use a portion of the letter you sent to me dated [date] in which you expressed your satisfaction at the outcome of the project I did for you. I will send you the copy I’d like to use beforehand so that you can authorize it.

Please let me know if this is something you are able to do. Thank you in advance for your consideration.

Sincerely,

[Name]

[Title if applicable]

[L]Permission—Letter in Service Manual







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for taking the time to write. Although your reasons for your letter were due to an error in your order, I appreciate your letting me know about your positive experience with our Customer Service staff. 

I think it’s important to use both simple; and “challenging” examples of customer relations as tools for staff growth and development.  I am in the process of updating our internal service manual, and would like to include the chain of correspondence between you and our service staff, as examples of researching problems, and keeping the client informed each step of the way.

I’d like to include the letters verbatim, but will only do so with your permission. Please let me know if you are agreeable to this.

Thank you, again, for your understanding as we researched and corrected the billing errors in your account. We value your business.

Sincerely,

[Name]

[Title if applicable]

[L]Permission—Reprint Copyrighted Material







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am in the process of creating [Describe project]. I would like your permission to include the following material with this [Project]: 

[Information and Source Cited]

The [Project] will be used [Describe how the project and material will be used]. It will be accessible by [Describe users]. 

If you do not control the copyright on all of the above-mentioned material, I would appreciate any contact information you can give me regarding the proper rights holder(s). Otherwise, your permission confirms that you hold the right to grant the permission requested here. 

I would greatly appreciate your consent to my request. If you require any additional information, please do not hesitate to contact me at the number listed above. 

Sincerely,

[Name]

[Title if applicable]

[L]Permission—Photocopy Material







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am teaching a course at [location], I would like to photocopy the following material(s) and hand them out to the students in my class, so that they may use them as reference materials. 

[Description of information and sources]

This request is for the [semester/timeframe], and for the following course: 

[Course description and general information regarding class size]

If you do not control the copyright on all of the above mentioned material, I would appreciate any contact information you can give me regarding the proper rights holder(s). Providing your permission confirms that you hold the right to grant the permission requested here.  Use of this information is limited to the semester and course listed above, and I will contact you to renegotiate any additional use, should that be needed.

 If you require any additional information, please do not hesitate to contact me. Thank you in advance for your consideration.

Sincerely,

[Name]

[Title if applicable]

[L]Permission—Reprint Printed Material







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am writing to request permission to reprint the following material from your publication:

[Author, title, date of publication, pages, etc.]

This material is to appear as originally published in the following work, which the [publisher name] is preparing for publication:

[Author, title, approx. no. pages]

I am requesting nonexclusive world rights to use this material as part of my work in all languages and for all editions, including those in electronic format.

If you are the copyright holder, may I have your permission to reprint the material described above in my book? Unless otherwise requested, I plan to use the conventional scholarly form of acknowledgment, including author and title, publisher’s name, and date. If you are not the copyright holder, or if for world rights I need additional permission from another source, please let me know. Thank you for your consideration of my request.

Sincerely,

[Name]

[Title if applicable]

[L]Permission—Reprint Passage







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am writing a [description of printed material] titled [title] for publication by [Publisher Name] and I would like permission to reprint the attached passage from [title, author, and year of publication of the work].

I would like nonexclusive world reprint rights in all languages in all editions of my work and also for electronic reprint rights. Please complete the information at the bottom of this letter and return the original to me in the enclosed stamped, self-addressed envelope. I have also enclosed a copy for your records.

My work is being published by a not-for-profit press. I am responsible for paying all permissions costs, therefore I am respectfully requesting a waiver of fees.

If you do not hold the copyright for this material, please let me know.

Thank you very much for your help in this matter.

Sincerely,

[Name]

[Title if applicable]

[L]Permission—Professional Reference







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am now in my last semester at [College or University] and am beginning my job search. I am writing to ask your permission to include your contact information as a professional reference for my resume.

I truly enjoyed the time I spent at [Company Name, dates] during my internship, and I feel that the work that I did, and the prestige of your company, and you personally, will provide a positive impact for a prospective employer.

If you prefer to send a letter of reference that I may include, rather than receive phone calls, please let me know. Thank you in advance for your help.

Sincerely,

[Name]

[Title if applicable]

[L]Permission—Reference for Job Change







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I would appreciate your assistance with my job search. I am in the process of relocating to [City/State], and I am searching for a position in [field].

I would appreciate being able to use you as a reference who can speak to my qualifications, skills, and abilities. I will advise you when I have given out your name and contact information, so you will know when to expect a call.

 Please let me know if you would be willing to provide a reference for me. I would also appreciate any advice and suggestions on the best way to conduct my job search. If you know of any companies currently seeking people in my field, please let me know.

Thank you for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L]Sympathy—Death in Family







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

On behalf of all of us at [Company] please know you have our deepest sympathy during this time of loss for you and your family.

We can only imagine what you are going through, but please know that you are in the thoughts and prayers of all your friends and co-workers.

If there is anything we can do to provide comfort or assistance during this time, please don’t hesitate to reach out to us.

Sincerely,

[Name]

[Title if applicable]

[L]Sympathy—Death of Company Employee







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I wanted to write and express my sympathy as I read of the passing of [Name], formerly [position] at [Company].

I had the pleasure of working for [Name] when I first started my career, and I look back on [him/her] as my first mentor. I will always remember [Name] for [his/her] knowledge, sense of humor, and willingness to share [his/her] experience.

Please know that you are all in my thoughts at this time.

Sincerely,

[Name]

[Title if applicable]

[L]Sympathy—Death of Company Employee







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

[Name] told me about [Name’s] passing. I am so sorry. You have my deepest condolences.

[Name] was a great person and one of the smartest [men/women] I have ever known. I will always remember coming to the office and seeing [Name] as [he/she] bustled around, making sure everyone was well taken care of.

I won’t forget [Name] and all the kindness [he/she] showed me. I will miss [him/her] but I am glad to know [he/she] is at peace.

Sincerely,

[Name]

[Title if applicable]

[L]Sympathy—Plant Accident 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I have been following the stories in our local news about the accident that took place at your plant, and I wanted to express my sympathy to you and your employees.

The news reports have made many references to how your staff is helping one another at this time, and of your plans to “come back better than ever.”

As a customer of yours for many years, I wanted you to know that I am sorry for your current difficulties, but I look forward to returning as your customer, when you reopen for business.

Sincerely,

[Name]

[Title if applicable]

[L]Sympathy—Death of Family Member--Knew







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Please accept our condolences at this time in your life. We know that you have a strong support net of friends and family to lean on, but please know as well that those of us who work with you are also here for you.

We hope that the memories you have of [Name] are a comfort to you at this time of loss.

Sincerely,

[Name]

[Title if applicable]

[L]Sympathy—Death of Family Member—Didn’t Know 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I’d like to express my sincere sympathy as you grieve for your [relation]. I am sure that you are finding great comfort in your family and close friends. I will always remember [Name] as someone who would reach out and help, no matter what the need or circumstance.

I am sure that you are hearing many stories of [his/her] generosity and kindness, and especially since [he/she] tended to keep their goodwill private, many of these stories are probably new to you.

Never forget that [Name] has made a difference in every life [he/she] touched. I will keep you and your family in my thoughts.

Sincerely,

[Name]

[Title if applicable]

[L]Thank you—For Pricing Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for contacting [company] for a price quote. The item you are requesting has been discontinued. We have a similar product, [name] that is in the same price range as the item you requested.

I am enclosing a sample of the new product, as well as a quote for the same quantities as your request. Please let me know if I can be of service. I look forward to your response.

Sincerely,

[Name]

[Title if applicable]

[L]Thank you—Helping in Time of Need







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Accidents are something that happen to the next person, so it was rather surprising to wake up in [Hospital Name] and learn “I was the next person.”

My family have told me of countless kindnesses extended to us during my recovery, and would like to sincerely thank for all that you provided during my convalescence. Individuals like you are few and far between.

I am looking forward to returning to work as soon as I get my clean bill of health. Thank you again.
Sincerely,

[Name]

[Title if applicable]

[L]Thank you—Post Interview







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for the time and courtesy you extended to me during my interview today. I enjoyed meeting you and learning more about your organization.

I would like to reaffirm my desire to join your company, and hope to hear favorably from you in the near future.

Thank you again.

Sincerely,

[Name]

[Title if applicable]

[L]Thank you—Discussing Career Options







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I would like to thank you for taking the time to discuss career options with me. It was very helpful to learn about opportunities in my chosen field, and to understand what education and experience prospective employers are seeking.

I would like to keep in touch with you, if I may, as I continue my education, and will hopefully be able to successfully interview for a position within your organization after I graduate.

Sincerely,

[Name]

[Title if applicable]

[L]Thank you—For Resume







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for sending your resume to [Company]. We have carefully reviewed your background and education and while there may be a variety of opportunities for someone with your experience, at this time our Company is not hiring, and do not expect to do so for at least 6 months.

We will keep your resume in our files, should any opportunities present themselves for someone with your skill set. Thank you for your interest in [Company Name].

Sincerely,

[Name]

[Title if applicable]

[L]Thank you—For Manuscript







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for sending us your manuscript. We are returning it to you, as we do not accept unsolicited work. We would recommend you secure an agent, who can help you determine the best publisher for your project.

We wish you the best of luck in your endeavor.

Sincerely,

[Name]

[Title if applicable]

[L]Thank you—for Suggestions







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your call today. It is always nice to hear from a satisfied customer, and we appreciate your taking the time to make your thoughts known to us.

I have forwarded your suggestions to our Marketing Department, and if they have any questions, they will get in touch with you. Thank you again for your interest in [Company].

Sincerely,

[Name]

[Title if applicable]

[L]Thank you—Customer Referral







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for referring [customer] to us. I have given this account to [representative] who will be responsible for managing this relationship on a day-to-day basis. [Representative] is well versed in all aspects of our product line and I am sure [customer] will be well taken care of.

We appreciate the confidence you place in us, through your referrals. I will keep you updated on this client, but please call me at any time if you have questions.

Sincerely,

[Name]

[Title if applicable]

[L]Thank You—for Order 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your recent order. I am enclosing an order confirmation; please check it carefully to assure that we have processed your order to your needs.

Our client services group will automatically send you tracking, once the order has shipped. Generally, this type of order is processed in 24 hours.

We appreciate your business, and look forward to serving you again.

Sincerely,

[Name]

[Title if applicable]

[L]Welcome—to Community







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Please accept our congratulations and best wishes for your success in your new business.

Our purpose in writing this letter is to welcome you to the community and familiarize you with our services. We provide [service] to many small businesses in the area and will be happy to have one of our sales representatives call on you at your convenience.

As our way of welcoming you, we have enclosed a certificate which entitles you to a ten (10%) discount on your first order placed with our firm.

We will look forward to seeing you.

Sincerely,

[Name]

[Title if applicable]

[L]Welcome—To Business/Organization







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Welcome to the [business association/organization]. We are always pleased to have new companies join us, and we look forward to seeing you at the next meeting.

Enclosed is a brochure which explains the charter of our organization as well as the mission of the various committees. We encourage you to join any of our action groups, look forward to having your expertise.

Sincerely,

[Name]

[Title if applicable]

[L]Welcome—New Employee







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

As [Title] of [Company, I’d like to take this opportunity to welcome you as an employee of our company. We value each of our employee’s and the family-oriented business climate that we have created together.

This year, the goal of each of our employees is “service.” We are striving to be of service to our customers, our vendors, and one another each and every day.

All of us at [company] look forward to your first day with us, which we hope will be the beginning of a long and successful career. 

Sincerely,

[Name]

[Title if applicable]

[L]Welcome—to Customer Base







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for choosing [company name] as the supplier for your [product] needs. We’re pleased to welcome you to our growing list of customers in the [location] area.

Your area representative is [name] and can be reached at [contact information]. [He/she] will contact you soon to make sure your [product] is satisfying your requirements.

Sincerely,

[Name]

[Title if applicable]

[L]Welcome—New Tenant







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We’d like to take this opportunity to welcome you the newest tenants in our [industrial or office space]. We appreciate your selecting our facility for your company’s needs.

We have a number of benefits and we encourage your employees to take advantage of them. Our cafeteria is located in [describe] and serves [description]. We also have an ATM on site, which you will find at [location]. We are currently under negotiations to bring in a local gym/health facility, and we hope to have an announcement soon, in that regard.

As a special “welcome” gift, we would like to offer each of your employee’s “free coffee for a week” from our cafeteria. They should bring a copy of this letter with them, and will be given a card, which will be good for one week.

If there is anything we can do to help you settle in, please let us know.

Sincerely,

[Name]

[Title if applicable]

[L]Welcome—New Branch in City 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Welcome to [community]. We are pleased you have chosen [city] for your expansion and look forward to your opening.

Enclosed is general information about our city, including contact information for the various municipal departments, including building inspection, fire, and police contacts (non emergency numbers). As always in the event of an emergency, please call 911.

Information about road conditions, travel hazards and weather can be found by calling [number]. We encourage you to make this information available to your employees as many of them will be commuting from other cities.

If there is anything we can do to assist in your relocation, please don’t hesitate to contact our office.

Sincerely,

[Name]

[Title if applicable]

