[Name]





[Date]

[Company]

[Address]

[City, State ZIP]

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

I appreciate your inquiry as to whether my business is for sale. At this time, I am not interested in selling. However, I will certainly keep your inquiry on file in case the time comes that I do decide to sell.


I wish you the best of luck in your search for a business to purchase.

Sincerely,

[Your name]

[Your title]

[Name]




[Date]

[Company]





[Address]

[City, State ZIP]

Dear [Mr. or Ms + Last Name]

Thank you very much for thinking of a tour of [your business name] as a possible field trip for your students. We do welcome student tours and enjoy them when we have them. 

Since we are a small company we need to limit the number of student tours we conduct each year. Unfortunately, we have already conducted our limit for tours for this school year. If, however, you want to plan one for next year, please contact us at the start of the new school year in the fall and we will be pleased to try to fit your class into our schedule. The person you should contact is [name], who arranges all the tours of our plant.

I am sending some information about our company and a box of imprinted pencils as a token of our appreciation for your interest in [your business name]. We hope to see you in the future.

Sincerely,

[Name]

[Title]

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

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

I am opening a retail store in a neighboring town. I was hoping I might be able to treat you to breakfast some morning in exchange for chatting with you about the retail experiences you have had. If lunch, dinner, or even late afternoon coffee works better for you, that is fine too.

I will call you next week to see if there is a good time for us to meet. 

Thanks very much.

Sincerely,

[Name]

[Business/Title, if appropriate]

[Name]




[Date]

[Company]





[Address]

[City, State ZIP]

Dear [Mr. or Ms + Last Name]:

[Your real estate company name] is always ready to help homeowners sell their homes or land. The market in your area is strong. If you have been thinking about selling, now is a great time.


I have enclosed my business card. I welcome the opportunity to talk with you about how I could make your dreams become reality. 

Sincerely,

[Name]

[Business Title, if appropriate]

[Name]




[Date]

[Company]





[Address]

[City, State ZIP]

Dear [Mr. or Ms + Last Name]:

Please allow me to introduce myself as the Director of a new funeral home in your community. [Your company name] has been in business in the neighboring town of Edwards since 1985. Started by my father and run by my sister and myself, we are proud of our years of service to the people in the greater Edwards area. 

[Your company name]’s mission is to help families get through a difficult time with theknowledge that someone with our history of experience is taking care of the details.

Please let us know how we can be of service to you. We offer pre-paid funeral plans and can walk you and your family through the options. And you can take comfort in knowing that we understand and we care.

Sincerely,

[Your name]

[Your title]

[Company Name]

[L]

[Name]




[Date]

[Company]





[Address]

[City, State ZIP]

Dear [Mr. or Ms + Last Name]:

I am so excited to announce my new pet sitting service in the greater Minneapolis area! [Your business name] promises to offer the highest quality care. You can count on your pet being well cared for, whether you are away on a long weekend retreat, a business trip, or just at work for the day.


I am a licensed veterinary technician and worked in a veterinarian’s office for the past five years. My dog, Sal, and my cat, Rainbow, will attest to the great care I give animals! 


The enclosed flyer outlines the services I offer. I look forward to meeting your pets and caring for them in the near future.

Sincerely,

[Your name]

[Your business name]

[Name]




[Date]

[Company]





[Address]

[City, State ZIP]

Dear [Mr. or Ms + Last Name]:

We are pleased to have been selected by the town of [town name] to be your new recycling service company. 

[Your business name] has been the business of recycling for over thirty years. Our mission is to provide you with quality service and to make it easy for you to recycle. We will do curbside pickup of glass, plastic, paper, and cardboard.

The enclosed flyer should cover everything you need to know to have your recyclables ready for us to pick up on Tuesday mornings, beginning [include date]. If you still have questions, we encourage you to call at 888-555-5555.

We look forward to many years of serving you and your town.

Sincerely,

[Company president name]

[Company name]

[Name]




[Date]

[Company]





[Address]

[City, State ZIP]

Dear [Mr. or Ms + Last Name]:

I am pleased to announce that your building has a new supervisor. Her name is [insert name] and she can be reached at [insert phone number].


[Name] has many years of experience as building supervisor for a large apartment complex in Fort Lauderdale. She comes to us highly recommended by both her previous employer and several tenants in the buildings under her care.


In order to start getting to know you and to introduce herself, [Name] will be present at the next building meeting on May 1st. Please try to stop by and meet [Name]. [Company name] will be providing refreshments at the meeting to encourage you to linger and chat with [Name] and welcome her to the building.

Sincerely,

[Name]

[Company]

[Name]




[Date]

[Company]





[Address]

[City, State ZIP]

Dear [Mr. or Ms + Last Name]:

[Business name] will again this year be taking donations for the annual Toys for Tots drive. Our customers have always been extremely generous to children in need over the holiday season and we look forward to making this another record-breaking year!

For every twenty toys collected, [Business Name] will donate one tricycle from our inventory.

The collection van will be in our parking lot from November first through December 10th. Please stop by during our business hours (Monday through Sat 9-6, Sunday 12-5) to drop off your donations of unwrapped new toys. All donors are invited to come in and fill out a raffle ticket to enter to win some great prizes donated by other local businesses in town. 

[Business name] takes great pleasure in doing this for our kids and we thank you for your generosity.

Sincerely,

[Your name]

[Company name]

[Name]




[Date]

[Company]





[Address]

[City, State ZIP]

Dear [Mr. or Ms + Last Name]:

[Business name] is delighted to let you know we have hired a new caregiver in the toddler area of our day care center. 

[Person’s name] is a former kindergarten teacher and mother of two pre-teens. We know you will welcome her to our staff. And we are pleased to announce that with the arrive of [Name], we now are able to open up two more places in our toddler section. If you know of families looking for quality day care for their toddler, we appreciate your recommendation.

Thanks for your continued support, and please say “hello” to [Name of new hire] when you come to pick up your child in the near future.

Sincerely,

[Name]

[Business]

