[L]Email—Confirmation for Credit Card Purchase

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Confirmation Credit Card Purchase

Date and Time:

Hello [Name]

 

Attached is the invoice you requested on [date]. You will note that the total amount, including freight, has been charged to your credit card, as you authorized.

 

Please let me know if I can be of any further assistance.

[Auto Signature]

[L]Email—Confirmation for Credit Card Purchase

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Confirmation Credit Card Purchase

Date and Time:

Hello [Name]

 

Attached is the invoice you requested on [date]. You will note that the total amount, including freight, has been charged to your credit card, as you authorized.

 

Please let me know if I can be of any further assistance.

[Auto Signature]

[L]Email—Equipment Pricing

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Equipment Pricing

Date and Time:

Hello Josh,

 

I have attached 2 pricing proposals and two PDF data sheets.

 

The first proposal is for the [name] Machines ONLY - the cabinets and conveyors are not included.  I have included maintenance and the [product] we spoke about.

 

The second proposal is for the "packages" we spoke about, each package includes the cabinet and the conveyor.  I have also included maintenance and the [product]

 

Here are the list prices for the items I have quoted

 

[Description]
 

Annual Maintenance costs are a pass thru and therefore I have quoted you the list price.

[Auto Signature]

[L]Email—General Follow-up

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Follow-up General

Date and Time:

I wanted to touch base and see how things are going for you and see if you were working on any new [product] projects that I might be able to help with.  The last time we spoke you had a customer who was interested in [product], but had not made any final decisions.

 

In case you have not been to our web site lately, we have new [product] with [feature] that has been quite popular with those clients we are concerned about [benefits].

 

Give me a call if I can be of any assistance, and take a moment to visit our home page.  www.companyname.com
[Auto Signature]

[L]Email--Follow-up Inquiry

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Follow-up Inquiry

Date and Time:

I understand you spoke with my associate [Name] last week regarding our [product]. I noted that [Name] forwarded you samples of the product and I wanted to confirm that you have received them.

 

Attached is a price proposal for your end-user, should you need to provide them with their costs.   I have not provided you with your reseller cost, as [Name] indicated you would prefer to send your client to us directly, as opposed to reselling the product to them.

 

I also wanted to make you aware of our lead referral program.  We have many partners who do not wish to resell our product and often just refer their end users to [Company Name] to secure product directly.  

 

To show our appreciation and to encourage this type of partnership, we will register you as a lead generator and would provide you with a 2%-5% commission for every product your customer purchases, every time they purchase.  

 

Enrollment in this program is simple and can be done via telephone or email.  Registration of your leads is handled the same way.  You can either call me or email me with the end user information; it will then be entered into our database and linked to your commission code.   

 

Please take a moment to review the attached brochure on our partner program and give me a call should you have any questions.

 

[Auto Signature]

[L]Email—Follow-up on Order

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Follow-up on order

Date and Time:

It has been [timeframe] since I chatted with you so I wanted to touch base.  How is your customer doing with the [product]?  Are they ready for a re-order?  

 

I also noted that you were going to order some customized products from our B2B web site, did you end up ordering those products directly from the site?

 

Let me know if I can provide you any additional information or samples.  

[Auto Signature]

[L]Email—Quarterly Follow-up

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Quarterly follow-up

Date and Time:

Just a quick email to see if you require any updated information on our broad line of products.

 

As you may know, [Company] is a global provider of value-added [products].  [Company Name’s] primary product focus is on [product and service] but [Company] also provides customers with [additional, lesser known products/services].

 

Please feel free to contact me should you have any requirements regarding our products or services.

[Auto Responder]

[L]Email—Follow-up Samples

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Follow-up Samples

Date and Time:

I wanted to follow up one more time with you on the [product name] we spoke about earlier in February.

 

Let me know if you need samples of the forms for testing purposes, as those are readily available for shipment to you.

 

Thank you for contacting [Company Name] for your [product] requirements.

[Auto Signature]

[L]Memo—Adding Personnel

To:

All Employees

Fr:

[Name]

Subject:
Adding personnel



Date:



[Company] is adding to the family.  We are hiring a [title].  [Name] is going to focus more on the [job duties] and we are hiring someone to [description of new duties]. (If you know anyone who is interested, please have them send in their resume).

 

If you have any questions, please let us know.

[L]Memo—Cancellation of Company Activity

To:

All Employees

Fr:

[Name]

Subject:
Cancellation of Company Activity



Date:



I regret to announce that we will not be having [Activity and Date].  

 

After reviewing activities today, I have found that over half the sales staff did not clear their activities for [date].  Also, more than half the sales people have so many activities scheduled for [day] that there is no way they would be going into [day] with no activities to do. 

 

We announced [activity] over 3 weeks ago to give sales ample time to prepare and assign activities appropriately.  The day was meant to accomplish two things.  The first was to give sales the opportunity to have a day focused on cleaning up all the junk, open prospects, open proposals, activities that have been done, missing email addresses, etc.  Second, it was to give everyone a chance to have a potluck lunch that everyone enjoys and to have some fun in the process of getting things cleaned up.

 

We will try this again at a later date.  The potluck for [date] is canceled.  I will, however, be passing out lists for you to take a look at over the next couple of weeks.

[L]Memo—Employee Departure

To:

All Employees

Fr:

[Name]

Subject:
[Employee Name]

Date:



[Company] announces, with regret, that [Name] is no longer employed at [Company]. We will make an announcement in the next week as to a transition plan, while we search for [name] replacement.

Please join me in wishing [Name] well in future endeavors

[L]Memo—New Product

To:

All Employees

Fr:

[Name]

Subject:
New Product



Date:



As most of you know [Company] now offers a full line of [product].  Marketing is working on a complete marketing plan. [Product] have now been added to the web site.  We have also added pricing to the intranet as well as product information.  We will be offering a sales incentive, doing emails to customers, and visiting [Vendor] to see the machines.  If you are quoting [product] before we complete all of these things, please keep in mind we are finding we will be most competitive 20-30% off of list.  Please let me know if you have any immediate questions. 

[L]Memo—End of Month Open Orders

To:

All Employees

Fr:

[Name]

Subject:
End of Month Open Orders



Date:



We will be running the end of month open order report at noon today. If you have not done so, please review your open order report prior to this deadline, and highlight and return any listings on your report which should have been billed.

[L]Memo—Vendor Pricing Increase Confirmation

To:

All Employees

Fr:

[Name]

Subject:
Vendor Pricing Increase confirmed



Date:



As you know we have been keeping you updated on pending price increases. [Vendor] has given us 30 more days with the pricing we have.  The new prices will be effective [date].  We should have those new prices in the next week.

[L]Memo—Reminders from Meeting

To:

All Employees

Fr:

[Name]

Subject:
Reminders



Date:



During our monthly customer service meeting, the following were brought to my attention. Here are some reminders for you:

1) UPS:  We have had many cases where the dates of tracking from UPS do not match the tracking date of delivery to the customer.  The UPS system is not working properly in some cases.  We are working with UPS to get this corrected but everyone to let management know when they find a discrepancy.

 

2) INSURANCE COST:  Please round up on your insurance costs on purchase orders.  You should insure each line item where your sell price is more than $100.00.

 

3) [Address] SUITE #:  If you request information to be sent to you here via UPS please make sure the sender uses our Suite #.  We are finding that UPS is charging us every time our suite # is not on the package.

 

4) AUTO EMAIL RESPONDER:  When you put your auto responder on, please choose Respond Once.   Often when people are out I have noticed that every time I send them a message I get their auto responder.  This can be annoying to your customers and prospects.

[L]Memo--Reprints

To:

All Employees

Fr:

[Name]

Subject:
Reprints



Date:



Please make sure you are referencing the most recent job number on your reorder.  Since we no longer send samples of the previous job, this is very important as it is the only way the plant knows which job they are duplicating.  If you reference the wrong job and the wrong job is duplicated we will have to reproduce at our cost, which comes off your bottom line.

Please see your Manager if you have any questions.

[L]Memo--Transition

To:

All Employees

Fr:

[Name]

Subject:
Transition



Date:



As you know with [name] no longer here things will be a little crazy in the transition.  I am also out for [dates].  All sample requests for [dates] can go to [Name].  If you need Kits, Notepads, etc. please see [Name] if they are not already in the literature area.

 

[Name] will be covering phones as best she can.  When I get back on [date] we will put together a complete plan on how things will flow until [Name] gets back.

 

While I am out, you can call my cell anytime at [Number]. 

[L]Memo—Client Visit

To:

All Employees

Fr:

[Name]

Subject:
Client Visit

Date:



Representatives from [Client] will be visiting our company on [date]. We are expecting a visit from the following staff:

[Names]

“Casual Friday” is suspended for that day. Please come to work in your normal Business attire, and make sure your work area is neat, corridors free from obstruction, etc.

We will be touring the offices with [Names] and you will have a chance to meet them and say hello.

[L]Memo—Annual Company Outing

To:

All Employees

Fr:

[Name]

Subject:
Annual Company Outing




Date:



[Company] summer outing has been scheduled!  We are very excited!  More details will be coming in the next few weeks but we wanted to make sure we reserved the date with all of you!
 

The summer outing will be on [date and time].  This outing will have an overnight option at no charge to the [Company] employees so reserve [date] too!  For those of you who have not attended a summer outing it is for your entire family.  Kids are welcome!
 

Again, many more details will be coming in the next couple of weeks!
[L]Memo--Congratulations

To:

All Employees

Fr:

[Name]

Subject:
Congratulations




Date:



Congratulations are in order for [Employee] who has been selected as volunteer of the year by [Organization].

We are proud to call [employee name] “one of our own.” Please join us in congratulating [Name] for a job well done.

[L]Memo—Holiday Schedule

To:

All Employees

Fr:

[Name]

Subject:
Holiday Schedule



Date:



Management as confirmed the following days are considered holidays for the year [year].

[Details]

We will continue our tradition of “half staff” on Columbus Day and Presidents Day, so that we can all enjoy one of the two days as a “bonus” day.

[L]Memo—Death of Board Member

To:

All Employees

Fr:

[Name]

Subject:
[name]



Date:



It is with sadness we announce that [Name], former Chairman of the Board, passed away today after a long illness.

[Name] was a co-founder of [Company Name] and worked for more than [number] years in our industry.

Funeral arrangements will be announced later in the week. Please keep [Name] and [his/her] family in your thoughts.

[L]Memo—Rush Orders

To:

All Employees

Fr:

[Name]

Subject:
Rush Orders



Date:



I have been working with [Vendor] to get clarification on lead time and “rush” orders. We don’t have it fully resolved as yet, but in the interim, here are some things to keep in mind when you are quoting [product] to your customers:

· [Vendor] does not consider any job a “rush” unless it is shipping overnight. “Rush” orders shipping by ground transportation will not be processed as a rush order

· Typical lead time for [product] is [days]

· If the product you are ordering is out of stock, you will not be notified until you have placed your order. This understandably creates some conflict with your client, so please tell them you will confirm the delivery date with them after the order is placed.

· [Vendor] has agreed to waive any order cancellation charges due to a stock shortage until we resolve this issue

This is a temporary fix to a problem that has plagued us for some time. Please keep your customers informed and assure them we are working to create a better solution for everyone concerned.

[L]Memo—Security Concerns 

To:

All Employees

Fr:

[Name]

Subject:
Security




Date:



It has been brought to our attention that several cars in the [location] parking lot have been tampered with. We have asked the Police to patrol more frequently in this area.

Employees who work after hours are encouraged to walk to the parking lot with a co-worker, or call security for an escort.

We will continue to keep you updated on this situation.

[L] Memo—Time Off

To:

All Employees

Fr:

[Name]

Subject:
Time Off



Date:



The new timekeeping system is now fully operational, and all personnel have been trained on its use.

Effective immediately, each employee is responsible for requesting time off through that system. Employee’s are also responsible for tracking their weekly time, and if they are short from 40 hours, selecting vacation or personal time to “make up” to 40.

Employee’s who do not note how to make up time will have personal time reduced accordingly. If personal time is not enough to make up time lost, vacation time will be used.

Please see your Manager if you have any questions.

[L]Memo—Dress Code Change 

To:

All Employees

Fr:

[Name]

Subject:
Weather



Date:



Because of the inclement weather, and the problems we have been experiencing with the heating system, we will allow “casual dress” until further notice. While we expect our employee’s to follow the casual dress code, please “bundle up” while we work on our heating and cooling system.

[L]Memo—Welcome to New Employee

To:

All Employees

Fr:

[Name]

Subject:
Welcome

Date:



Please join us in welcoming [Name] to our organization. [Name] will assume the responsibilities held previously by [Name]. [New Employee] comes to us with experience in [detail] and was most recently employed by [Company].

[Name] will join us on [date]. Please welcome [him/her]

[L]Email—Pricing

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Pricing

Date and Time:

Thank you for calling [Company] for your [Product] requirements.  I have attached the pricing proposal we spoke about earlier today.  Please let me know if you need samples of the products.

[Auto Signature]

[L]Email—Price quote

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Price quote- credit card form

Date and Time:

Attached is the proposal for the [product] we spoke about earlier today.

 

Quantity breaks on this product start at 5+ cases. Please feel free to call me with any questions. This product is in stock and would ship within 24 hours.

 

I have taken the liberty of sending a credit card authorization to expedite your order process. Once we have your information on file, we can use your credit card for 1 year, provided we receive permission for each order. Email permission is acceptable, or you can include this on your purchase order.

Please contact me if I can be of further assistance.

[Auto Signature]

[L]Email—Pricing Confirmed

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Pricing Confirmed

Date and Time:

 

I was able to secure your pricing for the [product].  The part-number is [number], list price is [amount], and your cost will be [amount].  This cost does not include shipping.  

 

Please let me know if I can be of any other assistance in [Associate’s] absence.

[Auto Responder]

[L]Email—Quantity Price Break

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Quantity Price Break

Date and Time:

Attached is the price quote for the [quantity] cases of the [products]. The volume discount breaks are at [number] cases and [number] cases and there are [amount] per case. 

 

Please let me know if I can be of any further assistance in [associates] absence.

[Auto Signature]

[L]Email—Request for Quote

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject:  Request for Quote

Date and Time:

Dear [Name]

Thank you for your call this morning. I am attaching several documents for your review. You will find a proposal for the items we discussed, and 2 PDF brochures which will give you an outline of the features and benefits of these products.

I will give you a call in the morning to go over any questions you might have. Thank you for your interest in products from [Company Name].

[Auto signature]

[L]Email--Reorder

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Reorder

Date and Time:

Hello [Name]

I hope all is well with you. I wanted to check with you regarding your inventory levels on [product]. You have been reordering every [month/year] and as we are approaching that time I thought I would inquire.

If you wish to place a reorder for an “exact repeat” you will be pleased to know that your price is the same as the previous order. These [product] are in stock, and available for shipment within 24 hours of your order.

Thank you for choosing [Company Name] for your [Product] needs.

[Auto Signature]

[L]Email—Reorder—Price Increase


From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Reorder- Price Increase

Date and Time:

I hope all is well with you. I wanted to inquire if [Client Name] is ready for a re-order on the [Product].  We have been informed that paper cost will be increasing on [date].  No set increases have been announced, but we have been told to expect between 3% - 5%.  Should [Client] need a re-order, providing the order prior to [date] will ensure the costs remain the same.

 

[Auto Responder]

[L]Email—Request for Information

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject:  Request for Information

Date and Time:

Good Morning [Name]

Thank you for contacting [Company Name] via our website, www.company.com. Your request for information has been forwarded to me, as I currently work with other contacts in your organization.

I am working with [Name and Name] on a project involving [specify]. Is your request related to that project? If so, I would be happy to provide you with a quote that “bundles” the products you are looking for with their quote, and give you a full turnkey solution.

I have not been able to reach you by telephone as yet. My complete contact information is below. If you prefer, please feel free to call me to discuss this. I will give you a call again this afternoon, if I have not heard from you.

Regards,

[Auto Signature]

[L]Email—Thanks for Assistance

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Thanks for your assistance

Date and Time:

I’m writing to say "Thank You," for helping me to straighten out the shipping charges to [Customer].   I also wanted to remind you that the pricing for the cut sheets for [Customer], has increased to $/cs, from $/cs.

Thanks again for your assistance.

[Auto Signature]

[L]Email—Vendor Inquiry

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Vendor Inquiry

Date and Time:

I have a prospect looking for the [Product Name and Model numbers]. According to my cross reference list, I am only able to provide them with the [product].  

 

Are the [name] upgrade kits available for any of these models?  And if so, what would list price and my cost be on the kits?

[Auto Signature]

[L]Email—Vendor Pricing

From: Sendername@emailaddress.com
To: Recipient Name@emailaddress.com
Subject: Vendor Pricing

Date and Time:

[Name] is out all week and I need a repeat with change (new Art) price quote on the following jobs and quantities for [Client]

 

Job 313914 (Form number) QTY 10M
Job 313413KF (Form number) QTY 10M
Job 395552 (Form number) QTY 5M
Job 311623KF (Form number) QTY 5M
 

Would you be so kind as to email me the new costs?

[Auto Signature]

[L]

MEMO TO: All Employees

MEMO FROM: The Management Committee

DATE: 15 May 2006

RE: Summer Hours

# of pages (including this one): one

The Management Committee is pleased to announce summer hours, commencing the week of June 5 and ending the week of August 28. As in the past, each employee is welcome to pick whichever half day (4 hours) during the week they would like to have free and make up for it by working an extra hour each of the other four days. Please keep in mind the following guidelines:


--The half day you pick can’t change each week, you need to stick to the same half day all summer. 

--Likewise, please pick the times you would like to make up for these hours during the rest of the week and stick with them all summer. 


--Be sure to clear your choice with your supervisor. All business hours must be covered in your department, so be sure to have a second choice in case yours conflicts with that goal.

We appreciate your cooperation. Enjoy your summer hours!

[L]





MEMORANDUM

TO: All [STORE NAME] Stores

FROM: Corporate Sales Office

DATE: 18 May 2006

RE: Ad correction

Please be advised that the flyer that is being distributed with the Sunday May 28 papers has incorrect information. The Brand-X as grill is listed as being on sale for $149.95. In fact the sale price is $129.95.


Please post the attached correction sheet near the entrance to your store and in the area where you display grills.


We apologize for the inconvenience.

[

[L]

MEMO TO: Jane Doe, Marketing Manager

MEMO FROM:  Jane Smith, President

DATE: 4 November 2005

RE: Late employees

It has been noticed by me and pointed out to me by other managers that several employees in your department regularly arrive for work later than the designated 8:30 start time. Please be advised that this situation needs to be corrected or I will need to take action. Arriving late for work is inconsistent with the work ethic of our company. To not address this situation is unfair to the rest of the employees of the company.


Since we have discussed this situation more than once before and since you assured me you would take action, this memo is being recorded in your company file. I am sure you will find a way to correct this by 31 January 2006. If you need management support to take action, please be sure to let me know.

[L]

MEMO TO: All Employees

FROM: John Jones, Director, Customer Service 

DATE: 10 February 2005

RE: Promotion

I am pleased to announce that Ellen Smith has been promoted to Manager, Customer Service. 

Ellen has been with [COMPANY NAME] for seven years, starting in 1998 as a part-time customer service operator.

In her current role as Assistant Manager, Customer Service, Ellen has implemented several ideas that have significantly increased the efficiency of our customer service operators and provided them with more information to better serve our customers. Although there were several qualified candidates for the manager opening, the search committee is confident that Ellen is the best choice for the job at this time.

I know you will join me in congratulating Ellen on this well-deserved promotion.

[L]

MEMO TO: All Employees

FROM: Allen Smith, Marketing Manager

DATE: 5 April 200X

RE: Visitor

Please be advised that Mr. Chin and Ms. Ming will be visiting us from Aerial Printing in Hong Kong, China, on 12 April. 


Our marketing department does a great deal of business with Aerial Printing. We have had a long relationship with Mr. Chin, owner of the company, and his associate, Ms. Ming has been named customer service rep for our company. We are excited to host them at [COMPANY NAME] and know that all employees will join us in welcoming them.


For this special visit, we all will want to put on our best company face. There will be a small reception for Mr. Chin and Ms. Ming from 4:30-5pm on the 12th in the foyer and all employees are welcome too attend.

