[ULTIMATE BUSINESS LETTERS BOOK]

[CHAPTER 9 SALES LETTERS]

[L]Announcement—Immediate Price Increase 








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

The sudden increase in raw material costs has unfortunately affected our pricing, and all orders will be subject to a [%] price increase, effective immediately.


          We have enclosed our new price list for your review 


          We wish to thank you for your valued account and know that you will understand the necessity for this price increase.
Sincerely,

[Name]

[Title if applicable]

[L]Announcement—Upcoming Price Increase 








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Due to the increase in raw material costs, we must unfortunately raise the cost of our merchandise to you.

We have enclosed our new price list for your review which goes into effect on [date]. Any orders placed between now and [date of increase] will be honored at the lower prices.

We wish to thank you for your valued account and know that you will understand the necessity for this price increase.
Sincerely,

[Name]

[Title if applicable]

[L]Catalog Cover Letter—Fax Follow-up








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We have received your fax and request for information. Included with this letter is our catalog and information specific to your inquiry about [product].

We would be happy to provide you with a demonstration of our product and its flexibility to your needs. One of our representatives would be happy to set up an appointment, at your convenience.

After you have reviewed our material, we would appreciate hearing your comments, and we will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product].

Sincerely,

[Name]

[Title if applicable]

[L] Conference Call Confirmation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter is to confirm our planned conference call with [participants] on [date] at [time]. I will call you first and patch in the others.

I’m also enclosing the information you requested. I hope these facts and figures will aid you in determining your initial investment in this new process.

You will be hearing from [participant] soon, with the additional information you need. Don’t hesitate to call in the meantime if I can help.

Sincerely,

[Name]

[Title if applicable]

[L]Conference Call--Follow-up







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I’d like to follow-up on the conference call we had last week with [participants]. I’ve enclosed the additional information you requested. I hope these facts and figures will aid you in determining your initial investment in this new process.

I’m sure you will be hearing from [participant] soon, with the further information on [subject] that you need to make your decision. Don’t hesitate to call if I can help.

Sincerely,

[Name]

[Title if applicable]

[L]Confirming Appointment Change 1







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is to confirm that we are changing our meeting from [date and time] to [date and time]. I am happy to accommodate your schedule, and look forward to a productive meeting.

Please let me know if you have any questions before we meet on [date].

Sincerely,

[Name]

[Title if applicable]

[L]Confirming Appointment Change 2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is to confirm that we are changing our meeting from [date and time] to [date and time]. I appreciate your flexibility in changing our appointment, and look forward to a productive meeting.

Please let me know if you have any questions before we meet on [date].

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Catalog







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your inquiry. You will find our catalog enclosed with this letter.

Our products provide you with a comprehensive and effective means of transmitting information and to help modernize your manufacturing methods. 

We will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product].

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Catalog







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your inquiry. You will find our catalog enclosed with this letter.

Our products provide you with a comprehensive and effective means of transmitting information and to help modernize your manufacturing methods. 

We will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product].

Sincerely,

[Name]

[Title if applicable]

[L]Catalog Cover Letter--Equipment 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your inquiry about our [equipment]. I am enclosing our catalog for your review.

We developed [name of equipment] to provide professionals with a comprehensive and effective means of transmitting information and to help modernize your manufacturing methods. 

After you have reviewed our material, we would appreciate hearing your comments, and we will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product].

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter for Catalog--Equipment







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I appreciate your taking the time to call [Company] and express your interest in [product].

[name of equipment] was created to include the most up to date manufacturing process, which will save you time, enhance your productivity and create more opportunities for profit!

We will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product].

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Fax Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for faxing us with your request for product information. Included with this letter is our catalog and information specific to your inquiry about [product].

We would be happy to provide you with a demonstration of our product. One of our representatives would be happy to set up an appointment, at your convenience.

One of our sales people will contact you in the next week to answer any questions and set up a meeting, if you wish. We will look forward to answering any questions you have about our products at that time.

Once again, thank you for your interest in the [product]

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Fax Request—Demo Offer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for faxing us with your request for product information. Included with this letter is our catalog and information specific to your inquiry about [product].

We would be happy to provide you with a demonstration of our product. One of our representatives would be happy to set up an appointment, at your convenience.

One of our sales people will contact you in the next week to answer any questions and set up a meeting, if you wish. We will look forward to answering any questions you have about our products at that time.

Once again, thank you for your interest in the [product]

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter with Product Literature 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

It was a pleasure speaking with you today and as I promised, I am enclosing literature on the [products].

I will be happy to get meet with you, upon your request, to explain the functions of each system in order to assist you in your decision-making process.

Thank you for the courtesies you extended during our telephone conversation. I hope that we can assist you with your requirements.

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter--Ad Promotion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We have taken the liberty of sending the attached advertisement for your consideration.


The ads that we have illustrated were designed for a standard 8-column newspaper. If your advertising resources utilize a different format, then you simply ask them to reduce to fit their column width.

We hope that you find this offer as exciting as we do, and will take it into consideration for your marketing and advertising needs. You know that you can depend on our high quality of printing to assure your satisfaction with the finished product.

When you decide to place your order, please contact me at [telephone]. If I can be of assistance to you in any additional way, please don't hesitate to call.
Sincerely,

[Name]

[Title if applicable]

[L]Catalog Cover Letter—Followup









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I enjoyed speaking with you today and appreciate your taking the time to call [Company] and your interest in [product].

We developed [name of equipment] to provide professionals such as you with the most up to date manufacturing process, which will save you time, enhance your productivity and create more opportunities for profit!

After you have reviewed our material, we would appreciate hearing your comments, and we will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product].

Sincerely,

[Name]

[Title if applicable]

[L]Catalog Cover Letter—Trade Show Follow-up









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for visiting our booth at the [trade show]. I enjoyed speaking with you and appreciate your interest in [product].

We developed [name of equipment] to provide professionals such as you with the most up to date manufacturing process, which will save you time, enhance your productivity and create more opportunities for profit!

After you have reviewed our material, we would appreciate hearing your comments, and we will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product].

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Web site followup 1







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for visiting our web site. I am including our full line kit and information specific to your inquiry about [product].

If you find that the technical components of [product] are what you are looking for, perhaps we could set up an on-line demo to give you a more in-depth view of its capabilities.

After you have reviewed our material, we would appreciate hearing your comments, and we will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product].

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Catalog--Web Site Follow-up 2









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for visiting our web site and filling out our questionnaire. I am including our full line kit and information specific to your inquiry about [product].

Our staff is here to provide you with any additional information you may need. If you find that the technical components of [product] are what you are looking for, perhaps we could set up an on-line demo to give you a more in-depth view of its capabilities.

After you have reviewed our material, we would appreciate hearing your comments, and we will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product]

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Catalog--Web Site Follow-up 2









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for visiting our web site and filling out our questionnaire. I am including our full line kit and information specific to your inquiry about [product].

Our staff is here to provide you with any additional information you may need. If you find that the technical components of [product] are what you are looking for, perhaps we could set up an on-line demo to give you a more in-depth view of its capabilities.

After you have reviewed our material, we would appreciate hearing your comments, and we will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product]

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Catalog--Web Site Follow-up 2









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for visiting our web site and filling out our questionnaire. I am including our full line kit and information specific to your inquiry about [product].

Our staff is here to provide you with any additional information you may need. If you find that the technical components of [product] are what you are looking for, perhaps we could set up an on-line demo to give you a more in-depth view of its capabilities.

After you have reviewed our material, we would appreciate hearing your comments, and we will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product]

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Coupon for Next Visit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for visiting our outlet store and signing our guest registry. We hope you found our products to your liking. We are always adding new items to our inventory, so we encourage you to come in and browse often.


We’ve enclosed a discount coupon, good on your next visit. We look forward to seeing you again soon.







Sincerely,







[Name]







[Title if applicable]

[L]Cover Letter with Flyer—Leasing Equipment—Customized Lease









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our business experience has already shown you some of the advantages of leasing needed equipment. We’d like you to consider a lease prepared with your special requirements in mind. 

A firm, such as ours, is not just interested in your financial statements, but also in your growth potential and the nature of your specific business. This personal attention will keep you in a profit making position firmer and faster than any alternate financial arrangement.

Please contact us if you are considering adding to your current equipment and we will be happy to discuss your needs either personally or by telephone, whichever you prefer.



Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter with Flyer—Leasing Equipment—Customized Lease









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our business experience has already shown you some of the advantages of leasing needed equipment. We’d like you to consider a lease prepared with your special requirements in mind. 

A firm, such as ours, is not just interested in your financial statements, but also in your growth potential and the nature of your specific business. This personal attention will keep you in a profit making position firmer and faster than any alternate financial arrangement.

Please contact us if you are considering adding to your current equipment and we will be happy to discuss your needs either personally or by telephone, whichever you prefer.



Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter--Flyer










[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for signing our guest registry when you visited our store. We are always adding new items to our inventory, so we encourage you to come in and browse often.

We’ve enclosed our current sale flyer, with special discounts available only to those on our mailing list. Whether you visit us in person, or on our new website, make sure you refer to the special customer number when you purchase. 

Either way, we will be looking forward to seeing you soon.
Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Flyer Promotion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We have taken the liberty of sending the attached flyer for your consideration.
The format and design of this piece can be used to promote this occasion as a direct mail piece or in-house handout.


We hope that you find this offer as exciting as we do, and will take it into consideration for your marketing and advertising needs.

Should you decide to place your order, please contact me at [telephone]. If I can be of assistance to you in any additional way, please don't hesitate to call.






Sincerely,







[Name]







[Title if applicable]

[L]Cover Letter with Flyer—Leasing Equipment—Customized Lease









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our business experience has already shown you some of the advantages of leasing needed equipment. We’d like you to consider a lease prepared with your special requirements in mind. A firm, such as ours, is not just interested in your financial statements, but also in your growth potential and the nature of your business. This personal attention will keep you in a profit making position firmer and faster than any alternate financial arrangement.

We’ve put a special offer together for companies like yours, and as a preferred customer, we’re giving you a “sneak peek” at the details!

Please contact us if you are considering adding to your current equipment and we will be happy to discuss your needs either personally or by telephone, whichever you prefer.

We know that when our service is good, your business is better!
Sincerely,

[Name]

[Title if applicable]

[L]Flyer Cover Letter—Lease Followup







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Your experience has already shown you the advantages of leasing needed equipment as opposed to purchasing. We are committed to giving customers a minimum of "red tape" and time delay so you can be on the job with your equipment as soon as possible.

We are pleased we were able to structure a Personalized Lease to meet the specific needs of your company. Due to our size, we can also offer our customers the option of rewriting existing leases at certain points along the way, should that be of interest to you.

Please contact us if you are even considering the future acquisition of more income producing equipment. We are ready to help you! 

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Leasing Preview







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your inquiry regarding options for leasing equipment. We’d like you to consider a lease prepared with your special requirements in mind. 


We’ve put a special offer together for companies like yours, and as a preferred customer, we’re giving you a “sneak peek” at the details!


We know that when our service is good, your business is better! We look forward to hearing from you, and meeting your growing needs.






Sincerely,







[Name]







[Title if applicable]

[L]Cover Letter—Leasing Flyer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our leasing experience gives us a real edge in meeting the needs of your firm with a minimum of "red tape" and time delay.


We also know that it’s important to offer a Personalized Lease so that it may meet the specific needs of your company in the most beneficial way possible. Due to our size, we can also offer our customers the option of rewriting existing leases at certain points along the way, should that be of interest to you.


Please contact us if you are even considering the future acquisition of more income-producing equipment. The enclosed flyer outlines some of the equipment we are currently leasing, and some special opportunities you won’t want to ignore! We look forward to being of service.






Sincerely,







[Name]







[Title if applicable]

[L]Cover Letter—Literature—Appointment Confirmation 









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your call regarding our products. It was a pleasure speaking with you today and as I promised, I am enclosing literature on the [products].

I look forward to meeting with you on [date] to explain the functions of each system in order to assist you in your decision-making process.

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Phone Call followup








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

It was a pleasure speaking with you today and as promised, I am enclosing literature on the [products].

I will be happy to meet with you and explain the functions of each system in order to assist you in your decision-making process.

Thank you for the courtesies you extended during our telephone conversation. I hope that we can assist you with your requirements.

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Literature—Trade Show Contact









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for visiting our booth at the [trade show]. I hope that the information I was able to give you was helpful in determining which product is right for your needs.

We developed [name of equipment] to provide professionals such as you with the most up to date manufacturing process, which will save you time, enhance your productivity, and create more opportunities for profit!

After you have reviewed our material, we would appreciate hearing your comments, and we will look forward to answering any questions you have about our product.

Once again, thank you for your interest in the [product].

Sincerely,

[Name]

[Title if applicable]

[L]Credit Application Approved







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We have reviewed your application for credit, and with pleasure we have opened an account for your company, with a credit line of [amount].

Please take a moment to review the attached brochure which outlines the terms and conditions upon which this account has been opened.

Should your credit requirements change, or should you have any questions regarding your new account, call this office and ask to speak to one of our account representatives.
You should have your account number available so that we can confirm who you are, before we give any information relevant to your account.

Welcome to our family! We look forward to working with you as our valued customer.

Sincerely,

[Name]

[Title if applicable]

[L]Credit Application Approved After First Payment









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


We have processed your application for credit. After payment accompanying an initial order, we will be happy to open an account for you with a credit line of [amount].


Please take a moment to review the attached information which outlines the terms and conditions upon which this account has been opened.


Should your credit requirements change, or should you have any questions regarding your new account, call this office and ask to speak to one of our account representatives.



You should have your account number available so that we can confirm who you are before we give any information relevant to your account.


Welcome to our family! We look forward to working with you as our valued customer.







Sincerely,







[Name]







[Title if applicable]

[L]Cover Letter—Discount Certificate







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

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

[Company Name] has been in business since [year] and we offer a complete line of [product]. In addition to new [product], we also offer rebuilt and used models which are sold with our personal warranty. 


As our way of welcoming you as a new customer, we have enclosed a certificate which entitles you to a 10% discount on any purchase of new merchandise over $100. Please come and visit us soon.
Sincerely,

[Name]

[Title if applicable]

[L]Information Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am compiling letters to be used in a book, [Title] and I was given your name as someone with a detailed understanding of [market]. I would like to set up a meeting with you, to explore your participation in this venture.

The book outline is attached so that you can see what types of information I am seeking. [Referral] has asked me to send his regards to you, and should you have questions about my background, please don’t hesitate to contact [referral] prior to our meeting.

Sincerely,

[Name]

[Title if applicable]

[L]Information Request 1







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Your name was given to me by [Client] as someone with a detailed understanding of [market]. I am compiling letters to be used in a companion CD for the book, [Title], and would like to set up a meeting with you to discuss [market].

The book outline is attached so that you can see what types of information I am seeking. I will call you next week to set up a meeting. [Referral] has asked me to send his regard to you, and should you have questions about my background, please don’t hesitate to contact [referral] prior to our meeting.

Sincerely,

[Name]

[Title if applicable]

[L]Initial Sales Contacts 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am enclosing the details of the inquiries we have received from your region regarding [product]. These are first-time calls so a follow-up with literature and a letter is probably most appropriate at this point.

If I may be of any help, please give a call.

Sincerely,

[Name]

[Title if applicable]

[L]Meeting Confirmation 1







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter is to confirm our meeting for [date] at [time].  I will bring the samples you requested, as well as some other products for you to consider.

Thanks again for your time on the phone, and I am looking forward to our meeting.

Sincerely,

[Name]

[Title if applicable]

[L]Confirming Meeting at Trade Show







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter is to follow-up on our phone conversations yesterday regarding the upgrade in equipment you are seeking. I also want confirm our appointment to meet at the [name] trade show on [date] at [time]. I will be sure we have the equipment you may be interested in at our exhibit.

Thanks again for your time on the phone, and I am looking forward to our meeting.

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—New Customer Promotion








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


Welcome!  We are pleased that you have chosen [City] as your new home and know that you will enjoy living here.


Our company has been in business since [year] and we offer a complete line of [product]. In addition to new [product], we also offer rebuilt and used models which are sold with our personal warranty. 



As our way of welcoming you as a new customer, we have enclosed a certificate which entitles you to a $100 off on any purchase of new merchandise over $1000. Please come and visit us soon.






Sincerely,







[Name]







[Title if applicable]

[L]Payment Terms for New Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank your for your recent order and your accompanying payment. We have set up an account for you, number [number]. I am enclosing a brochure which outlines our discount terms, which are 1% 10, Net 30. Please note these terms do not apply to credit card orders.

Please contact our credit and accounting department if you have any questions. We value your business, and are here to serve you.

Sincerely,

[Name]

[Title if applicable]

[L]Payment Terms Reminder






[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank your for your order and your recent payment. Before placing your next order, please take a moment to review our terms, which are outlined on our order forms, and within our credit application and are 1% 10, Net 30. These terms do not apply to any credit card orders.

Please contact our credit and accounting department if you have any questions. We value your business, and are here to serve you.

Sincerely,

[Name]

[Title if applicable]

[L]Price Reduction—Certain Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Your business is appreciated, and we’d like to say Thank You with the following offer!  For the next [date] we are offering our valued customers an additional 10% off our already competitive prices for the following products:

__________________________________________________
_________________________________________________
_________________________________________________

This 10% discount is available on any order set for delivery from [date] through [date]
and is our way of saying thank you for being such a valued customer.

We hope you will take advantage of this offer and will send us your purchase order today. We will look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L]Price Reduction—Customer Appreciation








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

          As a special Thank You to our valued customers, we have put together a special offer!  For the next [date] we are offering our valued customers an additional 10% off our already competitive prices for the following products:

__________________________________________________
_________________________________________________
_________________________________________________

          This 10% discount is available on any order set for delivery from [date] through [date ,
and is our way of saying thank you for being such a valued customer.

          We hope you will take advantage of this offer and will send us your purchase order today. We will look forward to hearing from you.

                                                                      Sincerely,

[Name]

[Title if applicable]

[L]Product Search







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I have been referred to your company as a source for [product]. I am interested in learning more about [product] for use in my company.

Please have a representative of your sales team call me at the number below, so that I can better understand your product and its features and benefits.

Sincerely,

[Name]

[Title if applicable]

[L]Follow-up—Referral to Local Dealer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Your inquiry for [product] has been referred to me.  We appreciate your interest in purchasing our products. We market our products through appointed dealers, so that you have uniformity of service and consistent local representation.

The name of the local dealer in your area is [dealer]. Your order has been referred to that office and you should hear from them within a week.

Thank you for choosing our product. If we may be of any help in the future, please feel free to contact this office.

Sincerely,

[Name]

[Title if applicable]

[L]Referral to Regional Distributor







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your inquiry. We appreciate your interest in carrying our products. We market our products through appointed distributors, so that retailers have uniformity of service and consistent local representation.

The name of the local distributor in your area is [distributor]. Your order has been referred to them and you should hear from them within the week.

Thank you for your interest in our products. If we may be of any help in the future, please contact this office

Sincerely,

[Name]

[Title if applicable]

[L] Referral—International Distributor Information







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your recent inquiry regarding where our products can be purchased in your country.

We do not have any overseas distribution channels for our products, therefore they can only be purchased from distributors in the United States If you would like to place an order for any of our merchandise, please direct your correspondence to: [Distributor]

We have forwarded a copy of your letter of [Date] to our distributor in order to alert him to your interest.

We thank you for your interest and hope to serve you through our US Distributor.

Sincerely,

[Name]

[Title if applicable]

[L]Referral—International Distributor 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your recent inquiry regarding where our products can be purchased in your country.

Our overseas distribution channels are centralized; we have forwarded a copy of your letter of [Date] to our distributor in order to alert him to your interest. I am sure he will be able to help you with everything you need.

We thank you for your interest.

Sincerely,

[Name]

[Title if applicable]

[L]Referral—Thank you 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

[Client] has contacted me to provide him with a quote for services.

During our initial conference, he mentioned that he had chosen our firm based upon your recommendation. I want to thank you for the confidence you place in my company through your referral. I’m sure I will be able to assist [name of client] in this matter.

I am pleased that everything has worked out so well for you. Please let me know if I can be of service to you again in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Sale Announcement 1








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

For a limited period of time, we are reducing prices on certain items in product lines. Take a moment to review the enclosed catalog. I have circled in red ink the items that are temporarily reduced. What an opportunity!

Please take advantage of these prices. If you wish to order large quantities, or stagger shipments, give me a call and we will try to work out mutually acceptable terms and conditions.

In any event, get your order in, as these prices are only in effect until [date].

I do enjoy writing this type of letter! Thank you in advance for your order.
Sincerely,

[Name]

[Title if applicable]

[L]Sale Announcement 2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

For a limited period, we are reducing prices on certain items in our product line. Take a moment to review the enclosed catalog. The items that are temporarily reduced are circled.

           Please take advantage of these prices. If you wish to order large quantities, or stagger shipments, give me a call and we will try to work out mutually acceptable terms and conditions.

          In any event, get your order in, as these prices are only in effect until [date].

          Thank you in advance for your order.
Sincerely,

[Name]

[Title if applicable]

[L]Sales Contacts Follow-up







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am enclosing the details of the inquiries we have received from your region regarding the [product]. Literature has already been mailed with your name to each interested company.

A follow-up sales call would be appropriate in most cases. Your sales continue to be in the top 5, and I’m sure you can turn these opportunities into customers!

If I may be of any help, please give a call.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Staff--Letter of Appreciation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your kind letter regarding your exceptional treatment by one of our sales staff. A copy of your letter has been forwarded to the personnel department and will be included in the employee's file.

Sincerely,

[Name]

[Title if applicable]

[L]Service Inquiry







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

[Name] gave me your company’s name as a possible source for [service]. I would be interested in your [service] for use by my company.

Please have a representative of your sales team call me at the number below so that I can learn more about your company and the services and kinds of service contracts available.

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Service Reminder







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is the time of year to maintain your environmental equipment, before the summer is upon us!  We’d like to suggest you call us and have one of our service representatives perform a thorough and complete inspection of you air-conditioning systems.

We’ve learned that by taking preventative measures like correcting a minor electrical problem, you can avoid a more costly repair later.

This is the time of year to have those systems tuned up, so that in the height of the summer heating season, your employees are cool, comfortable, and productive. 


Won't you give us a call now, so we can ensure you of a cool and comfortable summer?

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Service Promotion







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is the time of year to maintain your environmental equipment, before the summer is upon us!  We’d like to suggest you call us and have one of our service representatives perform a thorough and complete inspection of you air-conditioning systems.


Scheduling this preventative maintenance now will avoid a call in the height of the summer heating season. The details of our “early bird” specials are on the attached flyer- don’t wait, it’s only going to get warmer!


Won't you give us a call now, so we can ensure you of a cool and comfortable summer?







Sincerely,







[Name]







[Title if applicable]

[L]Thank you—Gift Certificate







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We have had several contacts lately from potential clients who have told me they chose our firm based upon your recommendation. I want to thank you for the confidence you place in my company through your referrals!

I am pleased that everything has worked out so well for you. I am enclosing a gift certificate to a local restaurant as a thank-you for sending so much business our way. Please let me know if I can be of service to you again in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Thank You—Letter of Appreciation—Gift Certificate 









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I have been given a copy of the letter you wrote regarding your positive experience with our sales staff. A copy of your letter has been forwarded to the personnel department and will be included in the employee's file.

It is seldom that a customer takes the time to write a letter of appreciation and I want you to know that we value your comments.

As a token of our thanks for taking the time to write, please accept the enclosed certificate, which, when presented, will entitle the bearer to a ten percent discount on the merchandise being purchased at that time.

Sincerely,

[Name]

[Title if applicable]

[L]Unsatisfied Customer Follow-up—Product Replacement









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

On behalf of [Company Name], I’d like to thank you for bringing your experience with our product to our attention.

We are sorry that you are not satisfied with the performance of [product], and hope that you found the replacement we shipped you to be satisfactory.

Our goal is to assure that our products and services exceed your expectations, and your feedback will help us in that regard.  Please take a moment and fill out the enclosed comment card, so that we can assure you are now satisfied. We hope you will accept our apologies and the enclosed coupon good for your next purchase with us.

Sincerely,

[Name]

[Title if applicable]

[L]Unsatisfied  Customer Follow-up—Refund 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I’d like to thank you for bringing your experience with our product to our attention. We are sorry that you are not satisfied with the performance of [product]. Enclosed you will find a check for the full amount of the product, plus shipping and handling charges.

Our goal is to assure that our products and services exceed your expectations, and your feedback will help us in that regard.  Please take a moment and fill out the enclosed comment card, so that we can assure you are now satisfied. We hope you will accept our apologies and the enclosed coupon good for your next purchase with us.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Staff Appreciation Letter








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Your enthusiasm and product knowledge has resulted in a significant increase in productivity and profitability. Your consistent positive attitudes are motivating those around you, and on behalf of the management team, please know that your efforts have not gone unnoticed.

Please accept our sincere appreciation for the fine job you are doing.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Staff Appreciation—Incentive 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Your enthusiasm and product knowledge shows! We are pleased to inform you of a significant increase in productivity and profitability. Your positive attitudes are motivating those around you, and on behalf of the management team, please know that your efforts have not gone unnoticed.

As you know, we have several levels of incentives for high-achieving sales staff. Your efforts have just won you the 5th level incentive—a $100 gift certificate to [name of restaurant], the finest Italian restaurant in [city]. Enjoy your gift certificate—we look forward to awarding you the 4th level incentive—2 box-seat tickets to [ball team] game!

And please accept our sincere appreciation for the fine job you are doing.

Sincerely,

[Name]

[Title if applicable]

[L]Thank you for Positive Feedback on Follow Up









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you very much for your letter dated [date] and for your positive feedback about our follow up.

Not only do we work very hard to make each one of our customers feel appreciated, we also believe that our sales effort does not end with the sale itself. We want to be sure what you buy is meeting your expectations. To know that we are making a difference means a great deal to our organization.

Thank you again for taking the trouble to write to us. It is deeply appreciated.

Sincerely,

[Name]

[Title if applicable]

[L]Thanks for Letter of Appreciation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you very much for your letter dated [date] and for your positive feedback  on our sales staff.

We work very hard to make each one of our customers feel appreciated, and to know that we are making a difference means a great deal to us.

Thank you again for taking the trouble to write to us. It is deeply appreciated.

Sincerely,

[Name]

[Title if applicable] 

[L]Thank you--Order







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your order! We value your business and want you to know that your satisfaction is our first priority. Your order should ship within the next two business days.

Thank you again for the trust you place in us through your business.

Sincerely,

[Name]

[Title if applicable]

[L]Order Confirmation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your order! Please check the attached order confirmation carefully, as it contains the details of your order, including any special shipping instructions. If you find any discrepancies, please let us know right away. We value your business and want you to know that your satisfaction is our first priority.

Thank you again for the trust you place in us through your business.

Sincerely,

[Name]

[Title if applicable]

[L]Sale Staff Appreciation 2









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I’ve received a letter from one of your customers, [name] who wanted me to know how much they appreciate the sales and service you provide.

Please know that we value these comments, and that we think you are doing a terrific job, but it’s always nice to hear that from the customers themselves.

We’re glad you’re on our team.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Staff Appreciation 1







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Several of your customers have written me to express how much they appreciate the sales and service you provide.

Please know that we value these comments and they do not go unnoticed. We think you are doing a terrific job, but it’s always nice to hear that from the customers themselves.

We’re glad you’re on our team.

Sincerely,

[Name]

[Title if applicable]

[L]Catalog Follow-up—Phone Inquiry 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Recently you called and requested information on our products. I hope you found our catalog informative and appropriate for your needs.

I’m going to be in your area on business during [timeframe], and would like to take a few minutes of your time to show you samples of the [product] you’re interested in.

I’ll call you next week to set up a meeting. I’m looking forward to speaking with you!

Sincerely,

[Name]

[Title if applicable]

[L]Catalog Follow-up—Internet Inquiry 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your recent internet inquiry. I am following up on the catalog we sent you. I hope you found our catalog informative and appropriate for your needs.

I’m going to be in your area on business and would like to show you samples of the [product] you’re interested in.

I’ll call you next week to set up a meeting. I’m looking forward to speaking with you!

Sincerely,

[Name]

[Title if applicable]

[L]Sales Call--Referral







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I was referred to your company by [referral], with whom I have done business since [year]. Our company, [name], offers a full line of [products], and I’d like to set up a meeting with you to establish any interest you may have in our [product].

I hope you’ll be available to take my phone call on [date] so that we can chat for a few minutes and determine if a meeting would be advantageous.  I’m looking forward to speaking with you, and meeting you in person.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Call--Appointment







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our company, [name] offers a full line of [products], and I’d like to set up a meeting with you to discuss our [product] and how they may be of benefit to [company name].

I hope you’ll be available to take my phone call on [date] so that we can chat for a few minutes and determine if a meeting would be advantageous.  I’m looking forward to speaking with you, and meeting you in person.

Sincerely,

[Name]

[Title if applicable]

[L]Demonstration Appointment--Request








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for visiting our web site [web address] and filling out the request for information form we provide.

As the Sales Representative for your area, it would be my pleasure to give you a demonstration of [product] at your business. I’ll be in your area during [timeframe] and will call you a week before to schedule an appointment at your convenience.

Thank you again for your inquiry, and your interest in [Company Name].

Sincerely,

[Name]

[Title if applicable]

[L]Demonstration Appointment--Confirmation








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for visiting our web site [web address] requesting information.

As the Sales Representative for your area, I am writing to confirm our appointment when I will give you a demonstration of [product] at your business. As I mentioned in our conversation, the only thing I will need is access to a grounded outlet. 

Thank you again for your inquiry, and your interest in [Company Name]. I look forward to our meeting.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Call—Referral from Trade Show








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

[Associate Name], who you met at the [trade show/event], gave me your contact information and has told me of your interest in [product]. I am the local representative for [Company], and I’d like to set up a meeting with you to explore your needs in more detail.

We have a new showroom, located at [Address], not far from your facility. Please consider my invitation to meet with me at our showroom, so that I can present a hands-on demonstration of our product line, as well as give you a preview of some new products scheduled for release [timeframe].

I’ll give you a call in a day or two to set up a meeting, but if you have questions, please feel free to call me at the number below. 

Sincerely,

[Name]

[Title if applicable]

[L]Invitation to Local Showroom







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

[Associate Name], gave me your contact information and told me of your interest in [product]. I am the local representative for [Company], and I’d like to set up a meeting with you to explore your needs in more detail.

We have a new showroom, located at [Address], not far from your facility. Please consider my invitation to meet with me at our showroom, so that I can provide a hands- on demonstration of our product line, as well as give you a preview of some new products scheduled for release [timeframe].

I’ll give you a call in a day or two to set up a meeting, but if you have questions, please feel free to call me at the number below. 

Sincerely,

[Name]

[Title if applicable]

[L]Sales Call—New Rep, Old Client—Schedule Meeting








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am the new representative for [Company Name] for your area, and I’d like to take this opportunity to thank you for the trust you have demonstrated in [Company Name] through your continued business. [Former rep] indicated to me that you are one of his most loyal clients and he enjoyed doing business with you.

I look forward to meeting your needs in the future, and so that I may better understand your business and its requirements, I’d like to drop by next month and meet you in person.

If you have any questions or need anything before then, please don’t hesitate to contact our main office. I am in the process of relocating to [area], but the office will get a message to me right away, and I’ll return your call promptly.

I look forward to being of service to you.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Call—New Rep, New Client—Schedule Meeting









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am the new area representative for [Company Name]. It appears to have been quite a while since my former colleague called on you. I am hoping we can arrange an appointment so I can show you the changes [company] has made in our product lines since you may have last been introduced to them.

I am enclosing a catalog and will plan to call you in two week’s time to set up an appointment time at your convenience. If you have any questions or need anything before then, please don’t hesitate to contact our main office. I am in the process of relocating to [area], but the office will get a message to me right away, and I’ll return your call promptly.

I look forward to being of service to you.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Staff--Reprimand







 


[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Several of your co-workers told me of the incident that occurred last Friday when [Customer] called to get pricing for their [product]. I understand from them that the call got a bit heated and that you lost control. Your co-workers were surprised by your reaction and concerned that our long-term relationship with [customer] was jeopardized by your behavior. 

I know that situations like that can be hard to deal with. I also understand that [customer] can be demanding. However, he has been a loyal customer for over 25 years; it is not appropriate to deal with him in this manner.

I did speak with [customer] and he is willing to forget about the incident. I would like to speak with you personally, as well, about this situation in order to hear your side of the story.  Your contribution to the company has been exemplary since you started with us six months ago; I assume this is atypical behavior for you.

Please join me for lunch on [date] where we can have a private conversation with the goal of leaving this incident behind us. 

Sincerely,

[Name]

[Title if applicable]

[L]Sales Staff--Commendation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Several of your co-workers told me of the incident that occurred last Friday when [Customer] called. I understand that despite your making every effort to satisfy [Customer], they were abusive and derogatory toward you. 

I know that situations like that can be hard to deal with; I compliment you on your self-control and in handling the situation in such an exemplary manner. I have placed a call to [Customer] to let them know that while we value their business; we also value you as our employee, and won’t tolerate those types of comments. 

Please let me know if you hear from them again, and know that we want all of our employees to be treated respectfully, and feel safe in their workplace.

Keep up the good work.
Sincerely,

[Name]

[Title if applicable]

[L]Sales Management—Congratulations on Closing Sale







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thanks for being “on top of your game” yesterday. We have heard from [Customer] and your quick response to their inquiry helped them to make a decision critical to their product line.

I know you feel, as I do, that Sales means going beyond the order and continuing to delight the customer. Thanks for all that you bring to our organization.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Management—Concern About Losing Sales







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I have noticed that you have not been able to close sales on a high percentage of your calls lately. It is [company name]’s goal for both of us to be successful, and in the process satisfy customer needs. 

With that in mind, I am first going to suggest that you spend some time on the road with [name]. [Name] has been in sales with us for fifteen years and has a high rate of closings compared to number of calls she makes. 

I am confident you will be a great salesperson and am interested in doing what I can to help you achieve your sales goals.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Management—Congratulations on Making Quota







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Congratulations on making quota for every week during the past quarter. Our quarterly objectives were high, but were also critical to meet the projections we have given to our stockholders.

Keep up the good work!

Sincerely,

[Name]

[Title if applicable]

[L]Encouragement to Make Quota







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

You came very close to making quota during the past quarter. Our quarterly objectives are high, but it is critical to meet the projections we have given to our stockholders. If we can help you in any way to meet your quota this next quarter, please let us know. We know you can do it! 

Sincerely,

[Name]

[Title if applicable]

[L]Sales Management—Need More Appointments  









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I’ve been reviewing your appointment schedule for the previous month. Your closing percentage could probably benefit from a more full schedule. The company ratio of sale closures to number of appointments averages [number of sales] to [number of appointments]; if you fit in more appointments during the week you would likely close more sales.  

I’d like to help you be more efficient in your scheduling and your calls to allow you to fit in more calls. To that end, I’ll be traveling with you during the week of [date]. Please provide me with your appointment schedule for that week by [date] so that we can fill in some of the open areas with opportunities.

I know you can be successful, and look forward to traveling with you.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Staff Management--Better Response Time








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I’ve been reviewing your appointment schedule for last month, and I’m concerned that you are losing opportunities by not responding in a more timely fashion.

For every opportunity, there are at least twice as many competitors who know about the same lead. It’s important to react to an inquiry so that the prospect knows we want their business.

I’ll be traveling with you during the week of [date]. Please provide me with your appointment schedule for that week by [date] so that we can fill in some of the open areas with opportunities.

I know you can be successful, and look forward to traveling with you.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Management—One-on-One Meetings










[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

During the next quarter, I will be working with each of you on a “one-on-one” basis, for approximately 2 hours each week. I will have a schedule to you by [date]. I plan to sit with each of you to see how you organize your time, and respond to the day-to-day inquiries.

Please be prepared to work as though it was “any other day” so that I can get a sense of how things come through our department and work is allocated. I will not be discussing any individual work habits during these sessions, but will meet with each of you privately so that you share any thoughts or concerns you may have freely.

I am excited by the prospect of learning more about your work day, and hope you will find this a positive experience as well.

Sincerely,

[Name]

[Title if applicable]

[L]Price Quote--Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


Thank you for your inquiry.  Attached is a price quote on the products you are interested in. We keep most of these products in stock in the colors you requested. I have also enclosed brochures that include complete dimensions and fixture placement. 


If you need a bid on installation, we are happy to do that as well.



We will be looking forward to your reply and hope that we will have the opportunity to be of service to you in the near future.






Sincerely,







[Name]







[Title if applicable]

[L]Price Quote--Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for providing us with the opportunity to quote our services to you.  Attached is a price quote which outlines the scope of work, materials, and timeline which we feel is required for a project of this type.

As you will note, the price quoted is good for 30 days following the submission of our bid. 


We will be looking forward to your reply and hope that we will have the opportunity to be of service to you in the near future.
Sincerely,

[Name]

[Title if applicable]

[L]Sales Management—Service Proposal








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Cold Calls, Leads, Qualifying. These are critical to building your customer base. 

Understanding the clients needs, creating a solution, implementing the strategy. These are critical to keeping your customer base.

Anyone can find a new customer. The trick is to retain the customers you find! Let us make the cold calls, identify and qualify the leads, and set up appointments for your experienced sales team. Put the productivity, experience and resources of your sales team to work closing the sale, after we’ve identified the opportunity.

Once you’ve had a chance to review our proposal, why not give us a call? It may be the last “Cold Call” you ever make.

Sincerely,

[Name]

[Title if applicable]

[L]Follow-up—Quote on Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our proposal to [proposed service] was submitted to you some time ago. Since we haven't heard from you, we wanted to be sure that it was brought to your
attention. We’re enclosing a copy of our original proposal for your review.

As you will note, the price quoted is good for 30 days following the submission of our bid. Therefore, we thought it would be wise to check with you at this time to see if
you are interested in having us [service to be performed].

We will be looking forward to your reply and hope that we will have the opportunity to be of service to you in the near future.
Sincerely,

[Name]

[Title if applicable]

[L]Follow-up—Price Quote on Products

[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our price quote on [products] was submitted to you some time ago. Since we haven't heard from you, we wanted to be sure that it was brought to your attention. We’re enclosing a copy of our original quote for your review.


Because the prices quoted are good for 30 days following the submission of our bid, we thought it would be wise to check with you at this time to see if you are interested in placing an order. 


We will be looking forward to your reply and hope that we will have the opportunity to be of service to you in the near future.






Sincerely,







[Name]







[Title if applicable]

[L]Bid Confirmation--Service







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for the opportunity to bid on providing [service] for your project [description].

This letter is to acknowledge our receipt of your request and to advise you that we will be submitting our proposal on or before [confirmation of deadline].

We look forward to participating in this proposal and to receiving your feedback.

Sincerely,

[Name]

[Title if applicable]

[L]Bid Confirmation--Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for the opportunity to bid on providing [list of products] for your project [description]. 

This letter is to acknowledge our receipt of your request and to confirm we will be submitting our proposal on or before [confirmation of deadline].

We look forward to participating in this proposal and to receiving your feedback.

Sincerely,

[Name]

[Title if applicable]

[L]Bid Process—Information Package--Service








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for including our company in your bid list for the [service]. We have completed the company information package and attached our price structure based on the quantities and configurations you indicated.

We have been in business since [year] and our area of expertise is in [specify]. We feel that our strengths and ability to adapt our products to a variety of vertical markets will be attractive to you, and exceed your expectations.

We look forward to your feedback, and a favorable response. Please don’t hesitate to contact our company if you need additional information.

Sincerely,

[Name]

[Title if applicable]

[L]Bid Process—Information Package--Products 








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for including our company in your bid list for the [product]. As you requested we have completed the company information package and have attached the price structure based on the quantities and configurations you indicated.

[Company] has been in business since [year] and our area of expertise is in [specify]. We feel that our strengths and ability to adapt our products to a variety of vertical markets will be attractive to you, and exceed your expectations.

We look forward to your feedback, and a favorable response. Please don’t hesitate to contact our company if you need additional information.

Sincerely,

[Name]

[Title if applicable]

[L] Introducing a new sales rep-retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We’d like to take this opportunity to introduce [Name] as the newest member of our sales team. [Name] has been in the retail sales industry for the past 15 years, most recently with [Company Name]. 

Please stop by and say hello to [Name] the next time you’re in the store. We appreciate your business, and look forward to seeing you soon.

Sincerely,

[Name]

[Title]

[L] Introducing a new sales rep-Hi Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company Name] is growing again!  The newest member of our sales team [Name] will be joining us next week, and we want to take this opportunity to introduce him/her to you, and to let you know that in addition to [New Rep], all of us here at [Company] are ready to assist you with your hardware and software needs.

[Name] has a variety of certifications and technical expertise in both desktop and mainframe platforms, and will be primarily responsible for working with customers who are considering upgrading their networks.

Please don’t hesitate to contact any of us, if we can be of service. We hope you will take a moment and welcome [Name] to our Sales Team.

Sincerely,

[Name]

[Title]

[L] Introducing a new sales rep-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The most frequent time of year to purchase or lease a new car is right around the corner! The new models are arriving, and we need to make room for them!

One of the services you, our customers, have requested is that we add someone to our team who is knowledgeable about ways to enhance your cars performance while still staying “street legal.” We are pleased to introduce [Name], who will be responsible for creating and managing our “speed shop” as well as helping customers on the sales floor.

Look for our advertisements in the [newspaper] regarding special sales days. Why not consider purchasing a new car or truck, and letting [Sales Rep] create a look that is “uniquely you”!

Thank you for your continued business. We look forward to seeing you again soon.

Sincerely,

[Name]

[Title]

[L] Introducing a new sales rep-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Hotel Name] and Conference Center is pleased to announce that [Name] has joined us as our new Banquet Manager. A graduate of the [Name] school of Hotel and Restaurant Management [Name] has been working on the West Coast for the past 5 years, as Assistant Banquet Manager for [Name].

If your Company is considering hosting an event, conference, banquet, or a combination of both, please call [Name], and let her/him assist you with your planning.

We look forward to being of service to your Company.

Sincerely,

[Name]

[Title]

[L] Introducing a new sales rep-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company Name] your Sales and Service providers for [Name] Cable, is once again growing to meet the increasing demand for our service.

[Name] has been promoted to Service Manager, and we are pleased to introduce [name] to you, as the new Sales/Service Associate for your area.

If you are considering upgrading your existing service, or adding additional digital boxes to your home or office, please give [Name] a call. We’re proud to be your digital provider, and look forward to continuing to serve your needs.

Sincerely,

[Name]

[Title]

[L] Introducing a new sales rep-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are pleased to announce that [Name], and Independent Manufacturers Representative covering the tri-state area, will be offering our products to his existing customer base, as well as looking for new opportunities in the Region.

We feel that adding our products will complement the manufacturing equipment that [Name] currently sells, and that this full manufacturing solution will benefit our customers, as well as having the benefit of his/her knowledge and expertise in helping you manufacturing plants maintain peak profitability and efficiency.

[Name] will be in [City] next week, and will call to make a courtesy call. If you need something right away, please call our office, and we will put you in touch with [Name].

Sincerely,

[Name]

[Title]

[L] Introducing yourself as a new sales rep-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’d like to take this opportunity to introduce myself to you as the newest member of the Sales Staff at “Cook4U.” Cooking has been my passion since I was a small child, and after attending the Culinary Academy at [School], I have had positions in restaurants, managed a cafeteria for an industrial park, and had my own catering business.

Please stop in and let me meet you in person! We have the newest line of cookware as seen on [program], and it’s set up in our working kitchen. In addition to this new line of cooking products, I will be offering beginning, and intermediate cooking classes in our working kitchen, starting next month. I hope you will sign up for a class or two!

Please accept the enclosed certificate, good for either a jar opener or a wine cover, with my thanks. I am looking forward to meeting you, and getting the chance to “Cook4U.”

Sincerely,

[Name]

[Title]

[L] Introducing yourself as a new sales rep-Hi Tech

[Name]





[Date]

[Company]

[Address] 

[City, State, Zip]

Dear:

I’m pleased to announce that I have joined [Company] in their Sales Department. Many of you have worked with me in the past, through my association with [Company.] I am grateful for the opportunity to bring my experience in VoIP to [Company], as they expand their technology product line.

I hope that the service I have provided you in the past is remembered in a positive way, and that you will consider looking at [Company] for your Technology needs. I look forward to speaking with you again soon!

Sincerely,

[Name]

[Title]

[L] Introducing yourself as a new sales rep-automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It’s time to start thinking about winter driving, and what better time to investigate leasing or purchasing a 4-wheel-drive vehicle.

As the newest member of the sales team for [Dealership] why not stop by and let me show you how easy it is to get behind the wheel of a new [vehicle]. As a special thank you for coming in to meet me, I’d also like to enter you into a drawing for a complete winter tune up. Let our service department get your new or existing automobile ready for the cold winter driving ahead.

I hope to see you soon!

Sincerely,

[Name]

[Title]

[L] Introducing yourself as new sales rep-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

What better way to get ready for spring than to start thinking about your garden. [Name] Garden care has been providing quality plants, shrubs and flowers to homeowners in the Valley since [year].

I have recently joined [Company] and I’d like to introduce myself to you on your next visit to the greenhouse. You’ll find me in the perennial section, helping folks like you develop a look that’s right for their home.

Come in; get away from the last days of winter, and Think Spring! I’m looking forward to meeting you.

Sincerely,

[Name]

[Title]

[L] Introducing yourself as a new sales rep-Hospitality

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The Upper Valley Repertory Theater will begin their 15th season in January. In addition to well-known plays such as “Cat on a Hot Tin Roof,” the company plans to produce plays written by the 4th year theatre majors of [college], as part of a cooperative effort between our two organizations.

Although I am new to this Company, I have been in the theatre since I was a young child, and I am excited to begin my new role here, selling season and corporate tickets for our productions.

If you are thinking about hosting a company or customer event, why not consider a night at the theatre for your entertainment? My contact information is on the enclosed card, please don’t hesitate to give me a call, and let me show you how you can impress your customers and thank your employees with a night at the theatre.

Sincerely,

[Name]

[Title]

[L] Introducing yourself as a new sales rep- Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’m writing to introduce myself to you, as your new sales representative for [Company]. I am excited to be a part of a company as well known and respected as [Name], and look forward to meeting you in person, and helping you achieve your manufacturing goals through providing quality electronic components.

I’d like to call you next week when I am in the city to schedule a brief visit, at a time if that is convenient for you. I look forward to getting to know more about your organization, and how I can continue to meet your growing needs.

Sincerely

[Name]

[Title]

[L] Introducing a new company-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] is proud to announce that we are opening our first retail store, located at [address]. For years our customers have only been able to purchase our products through our on-line store. By popular request, we are opening the first of 3 retail locations in the state.

Please visit us for our Grand Opening on [date] and take advantage our Opening Day Sale prices! We look forward to welcoming you to our store.

Sincerely,

[Name]

[Title]

[L] Introducing a new company-Hi Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are proud to announce the launch of our new company “Change of Address.” For the first time, families, businesses or individuals who are relocating can change all their address information on bills, subscriptions, affiliations, with one visit to one web site.

Whether you are moving across the hall, or across the country, let “Change of Address” be your moving assistant.

For more information, visit us at our website, www.changeofaddy.com
Sincerely,

[Name]

[Title]

[L] Introducing new company-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

You’ve all heard the old adage, “the devil is in the details.” Attention to detail is one of the most important strengths anyone can display. For consumers like yourself, who take pride on driving a car that is clean, in good repair, and attractive to the eye, our new service may be just the detail you are looking for.

Drop your car off in the morning and let one of our staff bring you to work. While you are busy, our “dirt devils” will clean, wash, wax and even detail your car, if you like.

Let our devils take care of the details in keeping your car clean and attractive. Take advantage of our special introductory offer by calling for an appointment, and mentioning this letter. Then leave the details to us.

Sincerely,

[Name]

[Title]

[L] Introducing new company-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Today, more and more families are skipping healthy, wholesome meals. Between working parents, children in sporting or other after-school activities, the time to prepare a balanced meal and then sit down as a family and share it is something of a rarity.

That’s why I am proud to introduce my new company, “Dinner Time.”  I’m located at [address] close to all the major highways and intersections. Stop by between [times] and pick up a pre-made home cooked meal, including dessert! There are 2 meals each day to choose from, a vegetarian, and a standard meal. My food is home made with the best ingredients, and, when available I use produce from local farms.

Come to my home, and let me help you bring back the family dinner. The conversation is up to you!

Sincerely,

[Name]

[Title]

[L] Introduction to a new company-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’m writing to you as a homeowner, who, like you, travels for business or pleasure. One of the details I had to always take care of was finding someone to care for my home while I was away.

Now that I have retired from the workforce, I wanted to offer a service that was lacking when I was a traveling sales person. That’s why I am proud to introduce my company to you.

Home & Hearth is an insured and bonded home care service. Whether you are going away for a day, a week, or longer, I will come to your home on a regularly established basis, and take care of things for you. For short-term visits I will walk dogs, feed and care for pets (although for visits longer than a week I recommend you consider a professional kennel for your pet’s mental and physical health.) I will water your plants, take your mail in, pick up dry cleaning, no job too small, or task too hard.

Take a look at the very competitive rates on the attached card, and the next time you want to get away for a long weekend, try out Home & Hearth for your peace of mind.

Sincerely,

[Name]

[Title]

[L] Introducing a new company-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are pleased to announce that [Name] has opened for business in [City]. We are a light manufacturing contract facility with expertise in electronics, injection molding, and assembly.

Our core customer focus is companies in the high-tech industry, who need short-term manufacturing support, either to meet a deadline or to “step in” while equipment maintenance is proceeding.

Call us today, and schedule a visit to our plant to see our state of the art equipment and our highly trained and enthusiastic staff.

Let us be your manufacturing support plan.

Sincerely,

[Name]

[Title]

[L] Introducing a new promotion

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] Barbershop, a unisex salon located at [address] is pleased to announce a return of the popular “shave and a haircut” program.

For the price of a haircut, men can receive a shave, complete with skin conditioning. Ladies who come in for a haircut can receive a complimentary eyebrow wax.

While it does cost a little more than “two bits” we think our shave and a haircut are worth the trip!

Make your appointment today.

Sincerely,

[Name]

[Title]

[L] Introducing a new promotion-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company], your cable and internet service provider, is pleased to announce a new program to help you get the most out of your dollar!

For the next month, customers who upgrade their existing cable service have the option of adding Internet access with no installation charges. Customers who already have both cable and Internet and want to upgrade their cable service can take advantage of adding a second digital box, at no installation charge!

We hope you will take advantage of this promotion, and add or enhance your existing services from [Company].

Sincerely,

[Name]

[Title]

[L] New Promotion-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on the birth of your baby [boy/girl]! We at [Company] are proud to be your automotive dealer, and to help you celebrate the new addition to your family, we’d like to offer you a new child safety seat, free with an oil change, or state inspection.

We’ll install the car seat and give your family instructions on proper installation and how to assure your child is secure.

We value your business, and the safety of your family. Congratulations! We hope to see you soon.

Sincerely,

[Name]

[Title]

[L] Introducing a promotion-service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] Carpet care has been installing, cleaning, and repairing carpeting in the city since [year]. We are proud to be mentioned as one of the city’s most service-oriented businesses, and continue to manage our customers’ expectations, every day.

To celebrate our award, we are offering a special fall cleanup promotion. For every rug we shampoo, we will shampoo a second one at half price.  Take advantage of this chance to have your rugs cleaned before winter, and let us show you the service we have been recognized for.

Sincerely,

[Name]

[Title]

[L] Introducing a new promotion-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Happy Holidays from all of us at [Hotel]. We appreciate your business and hope that we have provided a clean, comfortable place for your friends and relatives to stay, when visiting you.

As a part of our holiday celebration, we are pleased to announce our annual weekend special will take place again this year. Patrons who reserve for a weekend stay, and arrive Friday night, will receive a voucher for free brunch on Sunday morning. Our award- winning chef has received statewide recognition for her Sunday Morning Brunch specials. We hope you will take advantage of this opportunity to enjoy a fine breakfast, and that your family has a safe and joyous holiday season.

Sincerely,

[Name]

[Title]

[L] Introducing a new promotion- manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It’s our 25th anniversary and we’d like to thank all our customers for their continued business, and patronage of our products.

As a special “thank you” we would like to announce free ground shipping, for all reorders that are placed during the month of November. For customers who require upgraded, or priority shipping, we will pick up the cost of ground transportation, and bill you the difference.

We appreciate your business and thank you for the trust you place in us through your orders.

Sincerely

[Name]

[Title]

[L] Introducing a new product to an existing customer-retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are pleased to announce a new line of foot care products, “Terrific Toes,” made by the makers of [product].

Since you have purchased [product] in the past, we thought that you would like to try the enclosed free sample, and, if you like it, use the 20% off coupon on your first purchase of Terrific Toes.

Foot care makes you feel better, walk better, and look better. We hope you enjoy this new product!

Sincerely,

[Name]

[Title]

[L] Introducing a new product to an existing customer- hi tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

As a user of our email program, Lookout, we are pleased to announce that we are now shipping the companion product, “Look-In” only to current customers.

Look-In allows inter-office instant messaging. You can set pre-selected messages, put up a “do not disturb” sign to keep interruptions to a minimum, and send global messages to everyone logged in.

Call us today, and we will tell you how to download a free 15-day trial of Look-In.

Sincerely,

[Name]

[Title]

[L] Introducing a new product to an existing customer- Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are pleased to announce that we have partnered with [Company], a well-respected manufacturer of automotive electronics, and are now selling remote ignition systems for cars not previously able to interface with this feature.

Information on the system, and which models and years of automobiles we can now accommodate are attached. As a preferred customer, you will receive a 10% discount on system installation, if you order in the next 30 days.

We hope you will take advantage of this new product, and we thank you for your business.

Sincerely,

[Name]

[Title]

[L] Introducing a new product to an existing customer-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

For years, waiters and waitresses in upscale restaurants like yours have had one complaint: “mood lighting” makes it impossible to accurately record meal requests in the spaces provided on the order pad.

Our new menu pen is an upgraded version of the wand used in the scanning/control panel for ordering. With the menu pen, servers can light their writing space with the click of a button, and by turning the pen around, can use the same instrument for selecting menu items at the computer screen.

Sales people will be calling on you in the weeks to come for a free, no obligation demonstration. We’d love to hear your feedback on this new product.

Sincerely,

[Name]

[Title]

[L] Introducing a new product to an existing customer-service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company Name] lawn and garden care is pleased to announce we have added to our equipment, and are now able to offer wood chipping and mulching to our existing service plans.

If you are thinking about clearing old brush or small trees, why not have us chip and mulch, giving you the added value of clean property, with attractive wood chips on borders, flowerbeds, and tree stands. Mulching your flowerbeds now, will give you healthier, more vibrant plants in the spring.

Call us today, for a free estimate.

Sincerely,

[Name]

[Title]

[L] Introducing a new product to an existing customer-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Packaging your products to ship to customers is as important as the products themselves. Making sure that skids are packed correctly and that products don’t ship during transport is something that manufacturers are concerned about.

We are pleased to announce we have developed new equipment that will shrinkwrap pallets, quickly and consistently. You can adjust the size and tension on the wrap based on the skid size, which makes every shipment you send out packaged consistently and arriving “factory fresh.”

Your manufacturers rep will be contacting you soon, and offering you a free demonstration of this remarkable technology.

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer- Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

“Window Pro” is pleased to announce that we have retained the services of [Name] a well-known and respected window and display designer. [Name] will be responsible for providing our new “Window Dressing Service.” Starting next month, [Name] will come to your retail location and create a display that will attract customers into your store.

Whether it’s a display for a holiday, or to introduce a new product line, let [Name] create a display that will have customers flocking to you.

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Almost everyone uses some kind of firewall or virus protection these days, but despite the best efforts of IT professionals to keep data safe, there seems to always be a new virus looming on the horizon.

We at [Company] take our IT protection seriously, and that’s why we are offering a new on-site service to our customers.

Let our team of technicians visit your office monthly. We’ll do a complete virus check, upgrade any existing virus software with the latest version, check for cookies, and clean out temp files.

Take a look at the pricing on the attached service list, and you’ll find that paying us to take care of your computer systems is less costly than dealing with lost data and viruses.

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It’s the middle of January, you have a car lot that spreads as far as the eye can see, and you need help clearing, scraping, and warming up cars before the customers arrive.

Auto care is pleased to announce a new service to all local dealerships. Our team of automotive care specialists will clear cars in your lots, scrape windows, check fluid levels, and periodically warm up cars so that they start when you need them to.

Winter’s bad enough without trying to maintain all the cars on your lot. Give us a call.

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] has expanded their food service offerings and are now offering catering to local businesses. Whether you want an assortment of muffins and Danish for a breakfast meeting, a catered business lunch, or a variety of appetizers and main dishes for a function, let us help you make your event successful.

Leave the food to us, and the enjoyment to your employees.

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer-service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Companies are relying more and more on outsourced lead generators, and one thing the lead generation company needs, is statistical data that shows the call success rate.

Our new service will take your raw data, compile it, graph it, and present it to you in a colorful, easy to read format, that you can, in turn, present to your client.

Making cold calls for a living is hard work, let us measure your success!

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer-manufacturer

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are pleased to announce the creation of a local “small order” delivery service. For those rush jobs, or jobs with small quantities that need to be somewhere local, fast, try out our courier service.

For a small fee, we will give you guaranteed door-to-door delivery service, for all your manufacturing components. Space and weight limitations apply; call us today for details.

Sincerely,

[Name]

[Title

[L] Introducing a new website- retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Retail store] has a new website! Visit us at www.retailstore.com, and take advantage of shopping from the comfort of your home.

Our full line of clothing and accessories is available in our secure shopping area, and we take all major credit cards.

We look forward to your first visit.

Sincerely,

[Name]

[Title]

[L] Introducing a new website-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our company is proud to announce that we have completed the upgrade of our website, and invite all our customers to visit us at www.higtech.com. Customers can now pay their bill online, schedule a service call, change or upgrade Internet or cable services.

Our secure website gives you the opportunity to conduct your business when convenient for you, safely and from the comfort of your home.

We hope you visit our new web site, and we look forward to your feedback.

Sincerely,

[Name]

[Title]

[L] Introducing a new website-automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] your local [model] dealership, has created a new website for our customers. Visit us at www.autodealer.com, and take a look at pictures of the cars on our lots. Not sure what you are looking for? An interactive query base will let you select cars to view by type, price range, or features.

We will continue to add features to this site in the coming months. If there is something you want us to add, please click on the “Contact us” link and let us know.

We hope you find this new service helpful to you.

Sincerely,

[Name]

[Title]

[L] Introducing a new wesbite-Hospitality 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The Nighty Nite Motel is pleased to announce that we have launched our website, www.nightynitemotel.com. Whether you would like to take a virtual tour of our rooms, health, and banquet facilities, check prices, or make a reservation; a click of a button will take you where you need to go.

The web site is a wonderful new tool, but the service and hospitality are still the hallmarks of our business. Visit us soon, and let us take care of you!

Sincerely,

[Name]

[Title]

[L] Introducing a new website-Service 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

“Pleased to meet you” the matchmaking service voted “most compatible” by singles 26-35, has expanded their programs to include Internet based searches.

Our new website will give you the option of signing up, creating, or updating your compatibility profile, and a message community where you can post messages, have discussions, and make friends.

Please visit us at www.pleased2meetu.com
Sincerely,

[Name]

[Title]

[L] Introducing a new website-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Wingnut, Inc., a leading manufacturer of nuts and bolts proudly announces the completion of our website.

Customers can place orders, check on the status of orders, track shipments, or have a “live” chat with a customer service representative.

Your unique log in and password are below. Once you have logged on for the first time, we recommend you change both your user name and password. Technical Support personnel will be happy to help you if you have any questions.

Visit us on the web at www.wingnutinc.com.

Sincerely,

[Name]

[Title]

[L] Introducing your company to a potential client-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your grand opening! I had the opportunity to visit your restaurant over the weekend, and the food, service, and atmosphere are top notch!

I wanted to let you know that my company, UNI-Forms, provides professional clothing for men and women in the restaurant industry. If you are adding staff and need clothing, aprons, hats, or jackets, I would be delighted to meet with you and show you some of our designs.

Good luck in your new venture. Judging by the crowds last Saturday, you are well on your way to a successful restaurant.

Sincerely,

[Name]

[Title]

[L] Introducing your company to a potential client-Hi Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Manufacturers are always working on a deadline, and even with the most carefully considered plans, forecasts, and training, a “Rush Order” will change everything.

Our organization offers temporary manufacturing personnel, on a shift, weekly, or contract basis. Our staff come from the industries that they serve, which gives them the ability to understand what your needs are, and get up to speed quickly and accurately.

If your customers are rushing you, why not come to us, so that we can show you what we can offer.

Sincerely,

[Name]

[Title]

[L] Introducing your company to a potential client-automotive 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We’re “Corporate Pick Up” and we offer a wide range of sedans, limousines, vans, and busses to meet your corporate transportation requirements.

Our drivers are insured, bonded, and guaranteed to be courteous, professional, and discreet. Let us help you welcome your customers and business associates with a Corporate Pick-Up.

Sincerely,

[Name]

[Title]

[L] Introduction to a potential client-Hospitality 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Welcome to [City]. We are pleased you selected our community for your corporate offices and we hope that you find our city to be a great place to work and live.

Our hotel offers both short- and long-term rates for business people you may bring in from other locations. We have a full conference and banquet service for any seminars or sales meetings you may want to hold off-site.

Let us welcome you, and your customers with a stay at the [Hotel].

Sincerely,

[Name]

[Title]

[L] Introduction to a potential customer- Service 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I read the article in the [newspaper] regarding your new business venture. Let me congratulate you! If you are looking for leasing opportunities for your office or production facility, please consider Valley Realty.

 If you are looking for short-term leasing or wish to consider purchasing land or buildings, I want to help you! I have taken the liberty of including our current commercial listings, please call me if there is something you are interested in.

Sincerely,

[Name]

[Title]

[L] Introducing your company to a potential client-Manufacturing 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Are you outgrowing the space that you are in? My company has 200,000 square feet of commercial space ready for your lease.  This is a concrete and brick construct, fully wired for multi-phase power, DSL Internet service, close to the main highway.

If this is of interest to you, please call me at the number on the enclosed card. If this is not something you are currently seeking, but know of someone who is in the market for a lease opportunity of this nature, I would appreciate your passing my contact information to him or her, so that they can contact me if they wish.

I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Cold Call Letters-Retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’d like to introduce [Company] which manufactures and markets leisure clothing for men and women. Our clothing is made entirely in the USA, with all natural fibers and dyes. Your retail store is the type of venue that this clothing typically does well in. I would like to make an appointment to meet with you and show you our fall line.

I will be in your area next week, and will give you a call to set up a meeting.

Sincerely,

[Name]

[Title]

[L] Cold Call Letter-Hi Tech 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I read the article regarding your injection molding CD production facility, and I wanted to send you my contact information for your future needs.

I am an independent sales representative, and one of the products that I offer is jewel cases used to store CDs and DVDs.

My line card and contact information are enclosed. If you are considering adding the outer packaging to your product line, or are looking for a new vendor for the same, I would like to speak with you.

Sincerely,

[Name]

[Title]

[L] Cold Call Letter-Automotive 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I represent [Company], a distributor of automotive accessories such as mats, seat, and wheel covers, and a variety of decorative components.

I am new to this territory and would like to visit your dealership next month and show you some of the quality products I can offer for your retail store. I look forward to speaking with you, and will call you next week to arrange a mutually convenient appointment.

Sincerely,

[Name]

[Title]

[L] Cold Call Letter-Hospitality 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our state generates 60% of its revenue from tourism. Studies show that while 57% of all visitors are from the tri-state region, the remaining 43% come from across the United States and Canada.

I’d like to talk with you about the benefits of advertising with [Name] magazine. We have national distribution and circulation, and our demographics are those of young professionals who like to participate in winter sports.

I am enclosing a copy of our current magazine, and our rate card. I will call you in a few days to set up a meeting to go over our advertising programs.

Sincerely,

[Name]

[Team]

[L] Cold Call Letter-Service

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Although we don’t want to think about it, the winter months are right around the corner. The days of open windows and air conditioners will soon be replaced with sweaters and heating bills.

One of the most common reasons heating bills are inflated is low or no maintenance on heating systems. [Name] offers a seasonal cleaning and inspection of your furnace, so that it is running at peak efficiency.

Call now and plan ahead so you aren’t calling to have your furnace repaired on the coldest day of the year!

Our rates and service programs are attached, give us a call!

Sincerely,

[Name]

[Title]

[L] Cold Call Letter-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Manufacturers like you often need specialized containers and packaging supplies, and [Company Name] specializes in boxes, chip, shrinkwrap, and taping supplies.

We know how hard it is to keep customers happy--don’t let improper or inferior packaging make your clients look elsewhere.

I have included our line card for your reference, and look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Letters to prospects met casually-retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I enjoyed chatting with you in Atlanta on Tuesday while we were waiting for our connecting flights. I think that your retail store idea sounds like a real winner, especially considering the mix of products you are considering.

I am enclosing information on the store racks and display materials I had mentioned to you. I know you are in the beginning of your development, but it’s often helpful, especially when you are looking for financing, to have some ideas to show investors.

When you’re ready, give me a call, and I will put you in touch with the local representative.

Good Luck!

Sincerely,

[Name]

[Title]

[L] Letters to prospects met casually-Hi-Tech 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It was great meeting you at the trade show last week in Toronto. I went on to another trade show in Vancouver on Friday, and there was a company there with the exact product you were looking for.

I got the name of the local representative and I am including her card. Let me know how it works out for you!

Sincerely,

[Name]

[Title]

[L]  Letters to prospects met casually-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I hope your trip home from the Sales Seminar was uneventful. It was great having lunch with you and talking about our businesses.

I am including our full-line kit, and I was hoping you would pass it along to your purchasing manager. I would like to speak with her; if you could let me know a good time to call, I would appreciate it.

Sincerely,

[Name]

[Title]

[L] Letter to casual prospect- Hospitality 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I hope you remember me! We met at the banquet honoring [Name] last month in Philadelphia.

You had mentioned that you were looking for a new software package that would help you track reservations and analyze repeat business. I wanted to send you information on a software that I think might be perfect for your needs.

I am including the data sheet for this program. If you think it’s worth exploring in more detail, give me a call and I can arrange for a trial version that you can download.

I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Letter to casual prospect-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It was great getting to know you at the Chamber of Commerce event last evening. I know that you are busy preparing for the opening of your insurance agency, and I wanted to send you my contact information for any recruiting needs you might have.

Once you are ready to bring on CSR’s and Agents, give me a call. I have contacts in the personal and commercial insurance lines, and would be happy to help you find the staff you need.

Sincerely,

[Name]

[Title]

[L] Letter to casual prospect-Manufacturing 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It was a pleasure meeting you at the ASNI meeting in Denver. I am sending you the data you requested on the current standards for printing. I will be in your area in three weeks, and would like to give you a call to talk about ways my company might be able to help you with your press issues.

Give me a call if you have any questions before then!

Sincerely,

[Name]

[Title]

[L] Letters to prospects you met in the past-retail 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I had the chance to meet you last year in New York when we were both attending one of the Fashion Week presentations. At that time I was working with a company that was marketing a line of infant clothing.

I have joined a company that markets a line of sunscreen products and would like to show you some samples of new moisturizers with bronzers, when I am in [City] next week.

I will give you a call on Thursday to make sure you are available and set up a meeting. I look forward to seeing you again.

Sincerely,

[Name]

[Title]

[L] Letter to prospect met in the past-Hi Tech 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I recently joined [Company] which has developed and markets a software product used in Customer Service call tracking. As I was reviewing the call list for my new territory, I was pleased to see your name on my client list.

We met about five months ago when we were both attending a motivational seminar (you and I were on the same brainstorming team). It will be a pleasure to see you again, and I hope that you will have a few minutes to meet with me when I am in Omaha.

Sincerely,

[Name]

[Title]

[L] Letter to prospect met in the past-Automotive 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Are you the same [Name] that I worked with at [Company] in 1979?  Last week I was meeting with my District Sales Manager and your name came up as someone who is one of the biggest [model] dealers in the area.

I often wondered what career path you took! I am the new sales representative for [model], and as such, will be visiting your dealership during the second week in March. I hope you will have time to speak with me, and perhaps let me buy you lunch?

I look forward to renewing our acquaintance.

Sincerely,

[Name]

[Title]

[L] Letters to prospects met inn the past-Hospitality

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am the new area representative for Chambers Insurance, the Insurance plan which covers Chamber of Commerce staff for health, life, long, and short term disability. I think we met at a national Chamber event about two years ago, and if I remember correctly, we had a very detailed discussion on the need for health care for this type of industry.

I will give you a call Monday, for the purpose of setting up a meeting to discuss insurance options. I hope you will take my call.

Sincerely,

[Name]

[Title]

[L] Letter to prospect met in the past-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I had the pleasure of meeting you several years ago when we were both attending night school in [City]. I am currently the Sales and Service Representative for [Company] and your name was given to me as a possible source for information on hiring technical support representatives for the Call Center Industry.

I will give you a call at the end of the week to discuss my requirements; I look forward to speaking with you at that time.

Sincerely,

[Name]

[Title]

[L] Letter to prospect from the past-Manufacturing 

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I hope you remember me; we met a few years ago when we were visiting a manufacturing plant producing electronics.

I am currently the Sales Manager for [Company] and I would like to call on you and discuss the products I represent, and how they might fit with your manufacturing requirements.

I hope this note finds you well and I look forward to speaking with you again.

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospects-Retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Fashion Week is approaching, and as always the annual Footwear exposition at the Jacob Javits Center in Manhattan will take place on [dates].

We hope you will visit us at booths [location] and see the fine line of outdoor footwear we are presenting for the fall/winter season.

See you in New York!

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospects-Hi Tech 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thanks for visiting our booth at the Dal-Com Software show last week. The information you requested is included in this packet as well as the name and contact information of the area Sales Representative.

Thank you for your interest in our product.

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospect-Automotive 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The Annual Boat and Camper show will be held at the County Fairgrounds the week of [dates]. We will have the latest in boats, from bow riders to catamarans, and a complete line of campers, including the new self-contained Windstream.

Use the enclosed pass for free parking, and visit us at our grandstand location.

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospects-Hospitality 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations! You are the winner of the Grand Prize at the Center of Florida Hospitality Exposition. You and a companion have round trip tickets, and a three-night stay at the [name] Hotel in Miami. A packet of information about how to book your trip will follow shortly.

We appreciate your visiting our booth at the Expo. The information you requested is included, and a sales representative will call you to follow up.

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospect-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Recently you contacted our company through our website and requested more information on our products. The information you requested is enclosed. We are attending the [name] trade show, in your city in November. Please watch for more information as the date gets closer. We invite you to visit our booth for a demonstration of our products.

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospect-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The annual Plastics Manufacturing trade show will take place on [date] at [location.] This year, we intend to have our new plastic molding system available so that customers can see it and learn more about how changes in manufacturing technology have improved our abilities.

Look for us in booth [number!]

Sincerely,

[Name]

[Title]

[L] Letters to prospects referred- Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am writing to you regarding your corporate accounts for uniform cleaning and dry cleaning. I was referred to you by [Name] who suggested you were considering changing the service with which you are currently doing business.

I am including a brochure that covers our services, and would like to meet with you to discuss using our services. I have taken the liberty of including a 20% off coupon, so that you can give us a try, at your convenience.

I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Letters to prospects referred-Hi-Tech  

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am representing a search committee that is looking into options for accounting software, and your firm was suggested to me as one I should consider in my research.

I would like to receive your brochures, and if possible, a demo disk of your software, so that I can determine if the functionality meets the requirements we are seeking. If this first review is successful, I would then like to meet with you to discuss our application in greater detail.

I look forward to your prompt response.

Sincerely,

[Name]

[Title]

[L] Letter to prospect referred-Automotive 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our company continues to grow, and we are considering offering a Corporate Lease program for our Management and Outside Sales Team, so that automotive expenses are something incurred at the corporate budget level.

I was speaking with [Name] last week, and he/she suggested that I contact you, as you are currently providing a similar service, one that he/she is very satisfied with.

I would like to meet with you next week, and discuss options for automobile leasing. Please contact me so that we can set up a meeting.

Sincerely,

[Name]

[Title]

[L] Letters to prospects referred-Hospitality 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am in charge of locating a venue for our summer outing, and I would like to receive information on your resort. You were recommended to me by [Name], who said your company specialized in outings for multi age and interest groups.

Our projected attendance is 250, including spouses and children. We would like to have a two-day event, giving people the option of an overnight stay if they wish.

Please send me your event information. Once I review it, I will call you to schedule a tour.

Sincerely,

[Name]

[Title]

[L] Letter to prospect referred- Service 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] gave me your business card and suggested I give you a call. I am looking for a company that can provide us with a variety of cell phone options for our sales team. I would be interested in traditional cell phones, and phone/email wireless equipment.

Do you have programs for these types of services? I would appreciate your call, so that we can discuss the needs of my company, and what you can offer.

Sincerely,

[Name]

[Title]

[L] Letter to prospect referred-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am seeking a contract manufacturer for light assembly of plastic components, and your company was suggested as a possible resource.

These components are created at our offshore plant, and will need to be snapped together, labeled, inspected, and packaged.

I will give you a call Tuesday to discuss my requirements in more detail. If this is not something that is within your scope, I would appreciate any recommendation you would care to make.

Sincerely,

[Name]

[Title]

[L] Letters to prospects using competition- Retail 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I represent [Company Name] whose specialty is creating mall-clothing displays, such as pegboard, racks, and shelving. 

I know that you are currently using [Company] for your store needs, and the purpose of my letter is simply to introduce myself as a possible alternative for your display requirements.

If you are considering making a change, or if your current supplier is unable to supply a specific item you are interested in, I hope you will consider [Company].

Sincerely,

[Name]

[Title]

[L] Letter to prospects using the competition- Hi Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Today Call Centers need to use the latest technology to assure that calls are answered quickly, responded to correctly, and customers feel their needs are being met.

Headsets and amplifiers help agents work more efficiently, by keeping their hands-free to take notes, log phone calls, etc. 

[Company], a leading supplier of call center components for many years, has announced it will close at the end of the month. The purpose of my letter is to introduce our products as a possible alternative.

If you are seeking a new supplier out of this current situation, I hope you will consider evaluating the products my company manufactures. I am enclosing our catalog, and would like to speak with you when convenient.

Sincerely,

[Name]

[Title]

[L] Letter to prospect using competition-Automotive4 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Are you considering purchasing or leasing a new automobile? [Name] is a full service dealership located at [address], and we’d like to be your automotive dealer.  Our dealership offers factory trained service representatives, a speed shop, and sales representatives who are consistently top sellers for [Model] in the State.

Smart consumers shop around, and if you are looking for your next car, please stop in and see what we have to offer. You will be pleasantly surprised!

Sincerely,

[Name]

[Title]

[L] Letter to prospect using competition- Hospitality 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Coastal Catering is a fully licensed catering facility that offers soup to nuts, and everything in between. Our staff is trained chefs and come to us from successful careers in restaurants and resorts.

The article in [newspaper] regarding your annual shareholders meeting caught my attention, as it mentioned that you had used a caterer from [City] to provide for your attendees. As a catering company in your community, I wanted to make sure you are aware of our services, for any future events you may be considering.

I hope that Coastal Catering has the chance to work with you.

Sincerely,

[Name]

[Title]

[L] Letter to prospects using competition- Service 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Physical fitness is important for the body, mind, spirit, and for the health and happiness of your employees.

Those of us at [name] Gym and fitness center think that it’s never too late to begin an exercise program, and while many people have been using [name] in town, our facility will be opening in your industrial park, and we’d like your employees to consider switching to our gym.

We’re open daily, have long and short term programs, and a variety of high and low impact equipment. Stop by and visit us! We think you’ll like what you see.

Sincerely,

[Name]

[Title]

[L] Letter to prospects using competition-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Contract manufacturing has become a popular way for companies to have products produced locally without taking on the responsibility for manufacturing overhead.

The problem with the popularity of this method is that the lead-time is frequently longer than desired, because of a simple supply and demand conflict.

Our contract manufacturing facility, located at [address] has the equipment and capabilities you need. If you are not getting the turn time your jobs require, why not consider our plant for your short or contract jobs?

Information about our equipment and process capabilities is enclosed. Let’s talk.

Sincerely,

[Name]

[Title]

[L] Letters to former customers-Retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our winter clothing line has arrived, and we have a variety of sizes and colors of coats, hats, boots, and scarves from the latest designers.

Our records show that you have not shopped in our store in some time. Your business is important to us and we’d like to see you back.

The enclosed discount certificate is good for any purchase, and we hope that you will take advantage of it.

Sincerely,

[Name]

[Title]

[L] Letter to former customers-High-Tech 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] has reopened for business and we would like to take this opportunity to thank you for your patronage in the past, and ask that you consider returning to us for your computer needs.

Our warehouse is stocked with computers, monitors and accessories, and our customer service staff is eager to help you purchase or upgrade your home or office computer system.

We hope you will consider giving our products and services another try, and we look forward to hearing from you.

Sincerely,

[Name]

[Title]

[L]  Letter to former customer-automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I recently joined the [dealership] in their service department, and I wanted to send you my new contact information and invite you to consider having your truck serviced at [dealership.]

Whether you need an oil change, a 100,000-mile tune-up, or diagnostic help for a car problem, our team can help you.

If you are considering having your vehicle serviced, I hope you will contact me.

Sincerely,

[Name]

[Title]

[L] Letter to former customer- Hospitality 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The snow is fresh, the lifts are running, and the skis are waxed! Our reservation records note that you and your family visited us in [year], but you haven’t returned for a day of skiing since that time.

This letter is to invite you back! Conditions are the best they have been all season, and if that’s not enough, perhaps the buy-one-get-one-free lift certificate will make you want to come out and play!

See you on the mountain!

Sincerely,

[Name]

[Title]

[L] Letter to former customer- Service 

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our records show that you have not had your septic system pumped since [year]. Regular cleaning and inspection of septic systems is critical to their maintenance. Most of the time, when septic systems start having problems, it’s too late for anything but a costly repair.

If you are currently having your system maintained by another company, please fill out the attached card and let us know. If you are in need of our services, however, please give us a call.

Sincerely,

[Name]

[Title

[L] Letter for former customers- manufacturing 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] fireplace inserts, has purchased [Company Name]. We are integrating all the sales and service for both companies into our main manufacturing plant located at [location].

As a former customer of [Name] we want to introduce ourselves to you, and we hope to do business with you in the near future.

Our plant is producing [products] now, and we will be shipping [products] within 30 days. Please contact us if we can assist you.

Sincerely,

[Name]

[Title]

CD—Chapter Seven

Letters Requesting a Sales Appointment

[L]Appointment following a cold call-Retail 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thanks for taking a moment to speak with me yesterday. I can appreciate that this is a busy retail season, and I’m sure that your customers are keeping you in the store much of the time.

I wanted to set up an appointment with you at your convenience, to continue our discussion about the spring line of women’s fashions I am representing. The Christmas season will soon be over, why not look ahead to the season by looking at spring fashions and colors now?

I will give you a call on Friday to see if we can set something up.

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-High Tech 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’m sorry I got you at a bad time yesterday. I can appreciate that you receive many calls from sales people who want to meet with you.

I read the article in the [newspaper] regarding the work your company has been doing to upgrade your software support. I am a recruiter specializing in technical placements.

I, too, would like to meet with you. Based on your comments in the [name] article, I think I have the contacts that are right for an organization like [company], both in a fit to the company culture as well as the technical expertise your agents need.

Now that I have introduced myself more specifically, I hope that you will accept my call, and that we can find a time to meet. I look forward to being of service to your company.

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thanks for responding to my voice mail. The new model year of [name] automobiles is only a month away from being released, and car dealerships are looking for ways to make room for the new cars and trucks that are on the way!

One way to make room is to move your existing inventory. The best way to do that is to advertise in order to generate interest and create opportunities for your customers to buy the cars you have now.

May I call on you next week to discuss advertising programs designed for dealerships like yours? I’d like to go over advertising plans, discuss our demographic and circulation data, and help you create opportunities through media advertising.

I will give you a call on Wednesday to finalize a meeting date and time. I look forward to meeting you.

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I enjoyed meeting you at the Chamber meeting last evening. I think that the changes you have made in your hotel will attract people from all parts of the region, as well as tourists who travel to our state during the summer and winter.

I would like to set up an appointment to discuss items that you can carry in your gift shop. A facility as upscale as yours will want to stay away from the traditional “snowmen in snow globe” souvenirs.

I represent the state league of craftsmen and artisans, an organization that promotes products made “by artists in the state, with products that come from the state.” The guests that are traveling to your establishment are typically of middle- to high-level income, and will be looking for a gift that is of high quality and will impress their friends back home.

I will stop by next week when I am in the area. If you have time to meet with me then, I would appreciate it, but we can always set up a meeting for the future if that is better for you.

I am enclosing a complimentary set of coasters, made in the Shaker tradition, made in our state. This is an example of the type of products I would urge you to consider offering your guests.

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for taking the time to speak with me on Monday. I am inquiring if you would have time to meet with me next week so that I can show you around our repair shop, and introduce you to our repair staff.

We specialize in repairing trucks and vans that see heavy use as field service repair vehicles. Your business is growing, and the cold weather means your repair calls are going to increase with every week. Why not contract us to provide preventative maintenance, service, and roadside emergency service? Our on-call contract service will keep your repair trucks on the road, and eliminate the worry for you.

I look forward to your visit; I’ll call you in a few days to finalize our appointment.

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I enjoyed speaking with you today. I am including our shipping rates, packaging options, and warehouse fee information, as you requested.

I would like to invite you to visit our regional warehouse, so that you can see the state-of-the-art warehousing equipment, and meet our staff.

I will call you on Friday to answer any questions you have about the rate information, and to set up our next meeting.

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction-Retail 

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am writing to follow-up on a letter of introduction sent to you by [name]. He/she has been a colleague of mine for [timeframe], and he/she was kind enough to offer to contact you.

I am a developer and plan to open a shopping center in [city] near the highway interchange. This facility will be anchored by [store names] and I would like to meet with you to discuss your opening a location in my center.

I have included information regarding the layout and available space. I will call you next week to schedule an appointment.

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction- Hi-Tech 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your call. I appreciate the kind words of [name] in her introductory letter. I would like to meet with you for the purpose of requesting an internship with your software developers. I would like to do the internship this summer as I prepare for my senior year.

I am including my transcript and two letters of recommendation, one from my professor and one from my curriculum advisor. I look forward to meeting with you at your convenience.

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction-Automotive 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am following up with you regarding a letter of introduction sent by my Regional Sales Manager, [name]. He suggested that I should meet with you and present the contract manufacturing services that my firm offers.

In addition to the manufacturing space we own, and our light manufacturing capabilities, we also have a full staff that can go on site, and work in production, materials, shipping, and receiving.

I will call your office next week to schedule an appointment. I hope to meet with you, and look forward to doing so.

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction-Hospitality 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your note. It’s always a pleasure when a former employer recommends you. I have very fond memories of my apprenticeship with [name] and feel that the skills I gained there have prepared me for the next step in my culinary career.

I would like to meet with you and formally introduce myself as a potential candidate for sushi chef. I would be happy to prepare some of my specialties for you and your staff.

Please let me know when it would be convenient for us to meet.

Sincerely,

[Name]

[Title]

[L] Appointment following a letter of introduction-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I would like to set up a meeting with you, so that we can discuss your needs for ski area grooming and maintenance, and the equipment and services my company offers.

I have a letter of introduction from [Name] who asked that I give you his very best regards. May I call on you next Tuesday? You can reach me at the number above.

Sincerely,

Name]

[Title]

[L]  Appointment following letter of introduction-Manufacturing

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for emailing me. I was pleased to know that [name] sent you a letter introduction. I feel that [name] was my first mentor, and to have his/her respect is a benefit I don’t take lightly.

I would like to meet with you to discuss joining your firm in an engineering position. My CV is attached for your review, and I look forward to meeting you next week.

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for contacting [Company]. Your inquiry has been forwarded to me as I am the sales representative for the eastern region.

I would be happy to meet with you and demonstrate the unique bar coding system we have developed. Our system will help you mark your stock with a theft deterrent ink clip that is also bar coded to your retail inventory system.

Combining these two technologies make identifying your inventory and securing it one easy step, saving you time and money.

I would like to meet with you and show you the product next week. I’ll give you a call to finalize our appointment.

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Hi-Tech 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your time today. I appreciate your interest in our [name] software, and would like to arrange for a web demonstration.

Web demonstrations take about 45 minutes, and you will need access to both the internet and a phone. Once we confirm a date and time, I will send you a set-up file. It would be helpful if you could run the set-up wizard prior to our discussion.

I have time available on [dates/time]. Please let me know what works best for you, and we will finalize our meeting. I look forward to speaking with you again and demonstrating the flexibility and functionality of [software.]

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Automotive 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The new racing season is fast approaching, and soon the cheers of the fans and the sounds of racing engines will fill the air. [Company] is pleased to be the preferred parts supplier for the [name] racetrack, and I would like to meet with you regarding the programs we have put in place.

We will be having an open house at the track on [date] and will be offering a variety of presentations throughout the day. Space is limited, but I would like you to join us if possible. Please let me know if you plan to attend, and I will have your admission pass waiting at the south gate.

I look forward to speaking with you on [date].

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Service 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for visiting our web site. [Product] is the most advanced call distribution center used in call centers today.  Centers who use [product] have been able to more accurately manage incoming calls, locate available agents, and record peak call periods, allowing managers to schedule staff to meet call requirements.

Our Call Center showroom is a “live” center where our customer service, sales, and technical support staff work in a blended center environment. I’d like to invite you to tour the center so you can see our product in a real time environment.

I am including some basic information regarding our product and will follow-up with a call next week set up a time for your visit.

I look forward to meeting you.

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for visiting our booth at the [name] trade show.  Your inquiry has been forwarded to me, as I will be in your area next week. I’d like to set up a meeting to show you the full line of packaging and shipping supplies my company offers.

We are also developing a new warehouse bar coding system that will print shipping labels while scanning and deducting shipped product from your inventory. We are looking for beta-test sites for this product, and I would like to speak with you about that as well.

I will give you a call on Tuesday to set up a meeting. I am looking forward to meeting with you.

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Hospitality 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] bus tours are coming to your state! We are excited to add [state] to the list of New England states we cover, and our plan is to offer tours for the fall foliage season.

Our customer demographics are typically retired professionals in the 50-75 year age range who like to visit local artisans, eat at fine dining establishments, and stay in upscale hotels or bed and breakfasts.

We are holding an open house at our facility located at [address] on [date], and we’d like to invite you to attend.

Information regarding the day’s events and directions are attached. Please contact us if you plan to visit

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales promotion -Retail

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I hope this note finds you well. I am pleased to announce that [company] has developed a new sales and ordering strategy, in response to customer requests.

Beginning with the fall boot program, we will be accepting orders for spring shoes, with future deliveries and terms. The pricing will be based on the products and quantities ordered, and the terms will be 2% 20 net 60, to allow you extra time to process the invoices.

Our kickoff to this promotion is free freight for the first shipment, but to take advantage of this offer you must place your spring order by [date].  I’d like to set up an appointment so that I can take inventory of your fall products, and show you the spring line.

I will give you a call at the end of the week to set up a meeting.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales promotion –Hi Tech

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We appreciate the support you have shown of our software solution throughout this difficult year. Our developers have been working long hours to correct the flaws that customers experienced, and we are pleased to report that all issues have been fixed.

I’m pleased to announce that the company is offering a special promotion to those customers who stayed with us while we created the solutions needed. For all existing customers who renew their maintenance plan, we will provide you with an additional license, at no charge, and include the first year maintenance plan for the new license also.

This offer won’t last long, and we urge you to consider taking advantage of it! I’d like to stop by soon and make sure your current programs are working to your satisfaction, and to talk about this new program. I’ll be in touch soon.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sale promotion-Automotive

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Your lease of [automobile] is due to expire [date], and I hope that you continue to enjoy the use of your [model]. I would like to meet with you regarding your lease, and the other corporate leases your company holds, and introduce a new leasing program.

[Company] is pleased to announce several new programs for company lease arrangements, that include “flex time,” increased mileage programs, and much more. I’d like to go over the details in person. Would you have time to meet with me next week?

I’ll give you a call to firm up a time for our discussions. I am looking forward to seeing you again soon.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales promotion-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I represent [Company] a full service hotel, spa, and resort operating in [location]. I am meeting with colleges and universities across the state to present our “Spring Break Alternative” promotion.

Each year, thousands of college students go out of state for spring break. While many have a safe and enjoyable trip, statistics show that the percentage of students who suffer illness, injury, or bodily harm due to alcohol or substance abuse far outweighs the percentage of students who leave and return home safely.

Spring break alternative is a program designed to give students the mental and physical break they need, in our home state. Our resort will cater to students from our colleges, universities, and trade schools for one week only, at special rates, with recreational activities and programs designed for that age and interest group.

I would like to schedule an appointment with you to go over this program in more detail, since your endorsement and participation is critical to the success of this event. I will call you in a few days and schedule an appointment. I hope you will find our program of interest.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales promotion -Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

“We Walk Dogs” a full-service pet service center, is pleased to announce that we will now “also walk cats.” We have increased our staff and are now offering in-house pet visits, including cleaning and maintaining feeding and sanitation areas, playtime, and transportation to and from veterinarian appointments.

I will be visiting companies in your industrial park the week of [dates], and would like to make an appointment to meet with you. People who take advantage of this program will be eligible for special savings, which I will go over when we meet.

Please contact me if you have time to meet with me.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales promotion-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] has ceased manufacturing operations as of [date], but we currently have 125,000 sq/ft of warehouse space available for lease. I would like to meet with you to discuss a special promotion we are offering to local companies who are seeking additional space for distribution/warehousing.

For a limited time, we are offering free warehousing for three months, with the contract for a two-year lease. Our warehouse has five loading docks, multi-level storage space, heat, and air conditioning, so products that require specific temperature or humidity requirements can be stored on our facility.

I will call you by the end of the week to see if you would like to meet and discuss this opportunity in more detail. I look forward to working with you.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative-Retail 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I hope this note finds you well. I am working with a new sales representative, and as part of hertraining, I want to introduce her to some of our key customers. I know that your store is busy with the back-to-school sales, but I think that the pace of activity in your store is a good learning tool to help her understand retail needs.

I will be in your region the first week of [month]. Can we plan to meet you and show you the holiday clothing and accessory line? Let me know if this is convenient for you. Thank you in advance for your help.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative –High Tech

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your note. I am looking forward to my transfer with a mixture of excitement and sadness. I feel ready to take on my new responsibilities and move to a new city, but at the same time, [City] has been home to me, and I enjoy the relationship with my friends and customers.

The sales representative who will cover this area, and work with you is [Name]. He comes to our company from [company name] which has a similar product. He has completed training, and I am working with him for the next month, so that he has an opportunity to meet each customer, and understand what your needs are.

I will give you a call a week before we plan to be in your area. I would like him to meet with you and your technical support team. After, I hope you will be my guest at lunch so that I can personally thank you for your business and your friendship.

I look forward to seeing you soon.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative -Automotive

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] is pleased to announce that  [Name] has been selected as the Regional Sales Manager for [Automobile Maker]. [Name] has worked for us for ten years, starting as a car salesman, sales manager, and District Sales Manager.

[Name] will be traveling to each dealership in the weeks to come, with your District Representative. We appreciate your continued businesss. We are confident that [Name] will continue to support your efforts in his new role with us.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative - Hospitality

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am writing to introduce myself as your new account representative. I have been in the hotel and restaurant industry for seven years, having graduated from the Culinary Institute. I am pleased to be working for a company as reputable and well known as [name], and I am anxious to meet with my new customers.

I would like to call on you Friday, [date], if that is convenient, to both introduce myself to you and to get the samples of tablecloths and silverware that you requested from my predecessor, [name]. I will give you a call in a day or so to firm up an appointment.

I am looking forward to meeting you, and seeing your operation, which is well known in the industry as a benchmark for hospitality and service.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative -Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am the new area representative for [Name] Electrical Supply. I wanted to drop you a short note to introduce myself and give you my card. I have been reviewing the records of the customers in my new territory, and your store has been in the top three for sales for the past two years. You are to be congratulated for your efforts!

I would like to arrange an appointment so that I can meet you personally and get to know your retail operations as a means of providing you top service. I am traveling in the southern part of the state next week, but I will be in your area the following week. May I call on you then?

I will call you to confirm a convenient time for our meeting, but please don’t hesitate to contact me if you need something right away.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative - Manufacturing

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

On behalf of [Company] let me first begin this letter by thanking you for your note, and your generous donation to the American Cancer Society in memory of [Name]. While I can never fill [Name] shoes, I have accepted the opportunity to take over his territory, and as such, would like to meet with you for an informal introductory meeting.

I will give you a call Monday morning and perhaps we can confirm a meeting at that time? Thank you again for your thoughts in memory of [Name]

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service-Retail

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’m happy to introduce our newest product, The Peerless Plunger.”  For years, homeowners and maintenance personnel have been struggling with a way to clear lavatory blockages, quickly and neatly. The Peerless Plunger takes the traditional “fanfold” plunger one step further. Once you have cleared the lavatory of the blockage, a quick press of the button on top of our plunger will clear the bulb of any trapped waste, and spray a disinfectant inside the plunger, keeping it sanitary for its next use.

I’ll be calling you in the next few days to demonstrate this new product, and show you our complete line of industrial maintenance cleaning items. I’ll be glad to demonstrate any of our products for you also!

I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service-Hi-tech

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your call today. I am enclosing a brochure that describes our “Home Alone” monitoring system. Using the latest in GPS technology, people living alone can, with the press of a button alert, authorities of their location, summon help, or, for less emergency situations, can implement a “call back” so that agents can determine their need and act on it, without calling “911.”

Home Alone allows loved ones to maintain their independence, while you maintain your peace of mind. I would like to meet with you to discuss this service in more detail. I will follow-up with you in a few days, but please don’t hesitate to contact me if you have a question.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for stopping by our booth at the auto show last week. I hope that the information we gave you was helpful to your needs. You had indicated that you were looking for a remote starter system that you could use in your dealership. I think the product information I am including is what you are looking for.

I would like to meet with you to show you how this system works.,I will give you a call on Tuesday when I am in town, to see if we can meet. I look forward to seeing you again.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service-Hospitality

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] is pleased to announce that we are expanding our service to include pick up from all airports and train stations in the state. I’d like to meet with you to discuss options for including your resort in our pick-up/drop-off schedules.

With the holidays approaching, your intake rates are going to increase. Why not add value to your guest’s stay by adding door-to-door service from transportation to hotel lobby?

I will call on you next week to discuss.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service -Service

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for contacting me regarding your interest in our new product. Our company has been developing lawn care technology since 1979, and we think our newest product will help homeowners keep moles, voles, and other rodents away from lawn and flowerbeds.

We are about to begin distribution of this lawn care product through a select group of home and garden centers, and I would like you to consider carrying this product in your store. I will call on you Friday afternoon to discuss this amazing new pest control product. I look forward to seeing you then.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service -Manufacturing

[Name]







[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] has added shipping to Puerto Rico, Bermuda, and the Bahamas to the area’s we serve. We have partnered with New Jersey Container and because we are combining our freight with that of other companies we are able to offer very competitive rates for shipments of all sizes.

I will call you next week to set up an appointment and go over the pricing and schedules. I know that serving your offshore customers has been somewhat problematic in the past, and I am confident that this can help you provide an alternative for them.

I look forward to reviewing this new program with you in detail.

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Retail

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

This letter is to confirm our appointment on [date] for the purpose of discussing the advertising campaign we propose for your chain of retail shoe stores. The main points of our presentation are as follows:

· Overview of the geographic markets advertising will reach

· Demographics within those markets

· Media Schedule

· Rough Draft for print ads

In addition I have photos and biographies of the actors you requested, although I still feel you would be the better spokesperson!

If I have left anything out, please call or email me. I look forward to seeing you on [date].

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Hi Tech

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for calling me to discuss our product. I have set up an interactive demonstration for you on [date and time]. Our Technical Presenter, [name] will send you a set-up file that you should run prior to our meeting, so that you can access the files needed to participate in this demonstration.

The files you sent me were very helpful, and we will incorporate them into the product demonstration. Our presenter will give you a short overview of the product as a whole, followed by how you would use it (using your files as examples). The security features, user permissions and reporting functionality will also be covered during this meeting.

If you have any questions before the demonstration, please let me know.

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Automotive

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The National Automobile Show is only a few weeks away! We have all been busy here at [Company Name] putting the graphics and video together for your booth, and we would like to meet with you and get your input before we finalize.

During our meeting, we will show you the proofs for the booth headers; the drapes and carpet are finished and we have samples of the material as well as swatches so that you can match other items to that color scheme. We have the posters, and also will have the video that will show on the overhead panel. We have not mixed the music into the video as yet, since you are still considering options there. We have a selection of several musical pieces for you to listen to; the mixing itself is a relatively simple step.

You had mentioned that you are ordering new shirts for your booth staff, if you can have a sample of one on hand, we can make sure everything we are creating will blend together.

My team and I look forward to seeing you and getting your feedback on [date]

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

As you requested I am sending you the outline of my planned presentation to [Company Name]. I appreciate your interest as this is a critical account for my region, and your feedback is most welcome.

The state wants to branch out from its current regional advertising and marketing programs and extend their reach to national audiences. They want to cover all seasonal sports as well as the landmarks for which the state is known.

I have created a sales and marketing campaign for them that will meet those needs. Briefly, here is what I am recommending:

· The campaign be broken into four sections, so that each section can fully represent a region in the state

· Each sectional campaign covers all the media, TV, radio, internet, and print advertisements

· Postcard mailings, followed by glossy literature packages to the major travel agencies in the state to gain their support in generating interest

· Upgrade of the magazine “The State of” followed by national distribution

The first four bullet items on the agenda are what we are working on now; the magazine will be the final project. All major hospitality, service, and entertainment venues are being approached for advertising.

Please let me know if there are areas you feel should be covered during this meeting. If your schedule permits and you want to go with me, I know that your presence would underscore the firm’s commitment to meeting the needs of the state.

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your interest in our customer service training programs. I am excited at the prospect of bringing a service seminar to your organization. To that end, I have several items that I would recommend covering, for your consideration.

I typically start by reviewing the mission of the company, as the service needs to reflect that mission. A copy of your mission statement would be helpful in that regard. I prefer to make my seminars as interactive as possible, so I like to begin by having the group identify the five most important things they do, followed by the five most difficult things they do. We don’t always get to each item in detail, but I often find there is a link between them so by addressing one issue we can touch on the others.

Humor is a large component of customer service, and I also incorporate that into our seminar, by covering the most commonly uses phrases that can create misunderstandings. This is usually a favorite section as I ask the participants to imagine a manager when they are thinking of a phrase.

Finally we work on taking ownership of problems, and taking praise for what they do well. Team building exercises are an important component of this section.

The commitment that your company demonstrates to improving customer relations is evident in you willingness to take the service reps out of the center for a day. Please give me any feedback you or your management team may have so that I can make changes if needed.

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for agreeing to meet with me on [date]. I am intrigued by the prospect of selling your line of wing nuts, and I have put together a presentation that will outline the sales approach I use.

I would like to present to your team an overview of my background and employment history, followed by my understanding of your products and processes. I would like to review your current sales model, and what changes I would suggest to increase sales, particularly in the northern part of the state.

I look forward to meeting with you on [date].

Sincerely,

[Name]

[Title]

CD—Chapter Eight
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[L]Appointment following a cold call-Retail 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thanks for taking a moment to speak with me yesterday. I can appreciate that this is a busy retail season, and I’m sure that your customers are keeping you in the store much of the time.

I wanted to set up an appointment with you at your convenience, to continue our discussion about the spring line of women’s fashions I am representing. The Christmas season will soon be over, why not look ahead to the season by looking at spring fashions and colors now?

I will give you a call on Friday to see if we can set something up.

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-High Tech 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’m sorry I got you at a bad time yesterday. I can appreciate that you receive many calls from sales people who want to meet with you.

I read the article in the [newspaper] regarding the work your company has been doing to upgrade your software support. I am a recruiter specializing in technical placements.

I, too, would like to meet with you. Based on your comments in the [name] article, I think I have the contacts that are right for an organization like [company], both in a fit to the company culture as well as the technical expertise your agents need.

Now that I have introduced myself more specifically, I hope that you will accept my call, and that we can find a time to meet. I look forward to being of service to your company.

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thanks for responding to my voice mail. The new model year of [name] automobiles is only a month away from being released, and car dealerships are looking for ways to make room for the new cars and trucks that are on the way!

One way to make room is to move your existing inventory. The best way to do that is to advertise in order to generate interest and create opportunities for your customers to buy the cars you have now.

May I call on you next week to discuss advertising programs designed for dealerships like yours? I’d like to go over advertising plans, discuss our demographic and circulation data, and help you create opportunities through media advertising.

I will give you a call on Wednesday to finalize a meeting date and time. I look forward to meeting you.

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I enjoyed meeting you at the Chamber meeting last evening. I think that the changes you have made in your hotel will attract people from all parts of the region, as well as tourists who travel to our state during the summer and winter.

I would like to set up an appointment to discuss items that you can carry in your gift shop. A facility as upscale as yours will want to stay away from the traditional “snowmen in snow globe” souvenirs.

I represent the state league of craftsmen and artisans, an organization that promotes products made “by artists in the state, with products that come from the state.” The guests that are traveling to your establishment are typically of middle- to high-level income, and will be looking for a gift that is of high quality and will impress their friends back home.

I will stop by next week when I am in the area. If you have time to meet with me then, I would appreciate it, but we can always set up a meeting for the future if that is better for you.

I am enclosing a complimentary set of coasters, made in the Shaker tradition, made in our state. This is an example of the type of products I would urge you to consider offering your guests.

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for taking the time to speak with me on Monday. I am inquiring if you would have time to meet with me next week so that I can show you around our repair shop, and introduce you to our repair staff.

We specialize in repairing trucks and vans that see heavy use as field service repair vehicles. Your business is growing, and the cold weather means your repair calls are going to increase with every week. Why not contract us to provide preventative maintenance, service, and roadside emergency service? Our on-call contract service will keep your repair trucks on the road, and eliminate the worry for you.

I look forward to your visit; I’ll call you in a few days to finalize our appointment.

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I enjoyed speaking with you today. I am including our shipping rates, packaging options, and warehouse fee information, as you requested.

I would like to invite you to visit our regional warehouse, so that you can see the state-of-the-art warehousing equipment, and meet our staff.

I will call you on Friday to answer any questions you have about the rate information, and to set up our next meeting.

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction-Retail 

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am writing to follow-up on a letter of introduction sent to you by [name]. He/she has been a colleague of mine for [timeframe], and he/she was kind enough to offer to contact you.

I am a developer and plan to open a shopping center in [city] near the highway interchange. This facility will be anchored by [store names] and I would like to meet with you to discuss your opening a location in my center.

I have included information regarding the layout and available space. I will call you next week to schedule an appointment.

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction- Hi-Tech 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your call. I appreciate the kind words of [name] in her introductory letter. I would like to meet with you for the purpose of requesting an internship with your software developers. I would like to do the internship this summer as I prepare for my senior year.

I am including my transcript and two letters of recommendation, one from my professor and one from my curriculum advisor. I look forward to meeting with you at your convenience.

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction-Automotive 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am following up with you regarding a letter of introduction sent by my Regional Sales Manager, [name]. He suggested that I should meet with you and present the contract manufacturing services that my firm offers.

In addition to the manufacturing space we own, and our light manufacturing capabilities, we also have a full staff that can go on site, and work in production, materials, shipping, and receiving.

I will call your office next week to schedule an appointment. I hope to meet with you, and look forward to doing so.

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction-Hospitality 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your note. It’s always a pleasure when a former employer recommends you. I have very fond memories of my apprenticeship with [name] and feel that the skills I gained there have prepared me for the next step in my culinary career.

I would like to meet with you and formally introduce myself as a potential candidate for sushi chef. I would be happy to prepare some of my specialties for you and your staff.

Please let me know when it would be convenient for us to meet.

Sincerely,

[Name]

[Title]

[L] Appointment following a letter of introduction-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I would like to set up a meeting with you, so that we can discuss your needs for ski area grooming and maintenance, and the equipment and services my company offers.

I have a letter of introduction from [Name] who asked that I give you his very best regards. May I call on you next Tuesday? You can reach me at the number above.

Sincerely,

Name]

[Title]

[L]  Appointment following letter of introduction-Manufacturing

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for emailing me. I was pleased to know that [name] sent you a letter introduction. I feel that [name] was my first mentor, and to have his/her respect is a benefit I don’t take lightly.

I would like to meet with you to discuss joining your firm in an engineering position. My CV is attached for your review, and I look forward to meeting you next week.

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for contacting [Company]. Your inquiry has been forwarded to me as I am the sales representative for the eastern region.

I would be happy to meet with you and demonstrate the unique bar coding system we have developed. Our system will help you mark your stock with a theft deterrent ink clip that is also bar coded to your retail inventory system.

Combining these two technologies make identifying your inventory and securing it one easy step, saving you time and money.

I would like to meet with you and show you the product next week. I’ll give you a call to finalize our appointment.

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Hi-Tech 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your time today. I appreciate your interest in our [name] software, and would like to arrange for a web demonstration.

Web demonstrations take about 45 minutes, and you will need access to both the internet and a phone. Once we confirm a date and time, I will send you a set-up file. It would be helpful if you could run the set-up wizard prior to our discussion.

I have time available on [dates/time]. Please let me know what works best for you, and we will finalize our meeting. I look forward to speaking with you again and demonstrating the flexibility and functionality of [software.]

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Automotive 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The new racing season is fast approaching, and soon the cheers of the fans and the sounds of racing engines will fill the air. [Company] is pleased to be the preferred parts supplier for the [name] racetrack, and I would like to meet with you regarding the programs we have put in place.

We will be having an open house at the track on [date] and will be offering a variety of presentations throughout the day. Space is limited, but I would like you to join us if possible. Please let me know if you plan to attend, and I will have your admission pass waiting at the south gate.

I look forward to speaking with you on [date].

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Service 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for visiting our web site. [Product] is the most advanced call distribution center used in call centers today.  Centers who use [product] have been able to more accurately manage incoming calls, locate available agents, and record peak call periods, allowing managers to schedule staff to meet call requirements.

Our Call Center showroom is a “live” center where our customer service, sales, and technical support staff work in a blended center environment. I’d like to invite you to tour the center so you can see our product in a real time environment.

I am including some basic information regarding our product and will follow-up with a call next week set up a time for your visit.

I look forward to meeting you.

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for visiting our booth at the [name] trade show.  Your inquiry has been forwarded to me, as I will be in your area next week. I’d like to set up a meeting to show you the full line of packaging and shipping supplies my company offers.

We are also developing a new warehouse bar coding system that will print shipping labels while scanning and deducting shipped product from your inventory. We are looking for beta-test sites for this product, and I would like to speak with you about that as well.

I will give you a call on Tuesday to set up a meeting. I am looking forward to meeting with you.

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Hospitality 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] bus tours are coming to your state! We are excited to add [state] to the list of New England states we cover, and our plan is to offer tours for the fall foliage season.

Our customer demographics are typically retired professionals in the 50-75 year age range who like to visit local artisans, eat at fine dining establishments, and stay in upscale hotels or bed and breakfasts.

We are holding an open house at our facility located at [address] on [date], and we’d like to invite you to attend.

Information regarding the day’s events and directions are attached. Please contact us if you plan to visit

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales promotion -Retail

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I hope this note finds you well. I am pleased to announce that [company] has developed a new sales and ordering strategy, in response to customer requests.

Beginning with the fall boot program, we will be accepting orders for spring shoes, with future deliveries and terms. The pricing will be based on the products and quantities ordered, and the terms will be 2% 20 net 60, to allow you extra time to process the invoices.

Our kickoff to this promotion is free freight for the first shipment, but to take advantage of this offer you must place your spring order by [date].  I’d like to set up an appointment so that I can take inventory of your fall products, and show you the spring line.

I will give you a call at the end of the week to set up a meeting.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales promotion –Hi Tech

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We appreciate the support you have shown of our software solution throughout this difficult year. Our developers have been working long hours to correct the flaws that customers experienced, and we are pleased to report that all issues have been fixed.

I’m pleased to announce that the company is offering a special promotion to those customers who stayed with us while we created the solutions needed. For all existing customers who renew their maintenance plan, we will provide you with an additional license, at no charge, and include the first year maintenance plan for the new license also.

This offer won’t last long, and we urge you to consider taking advantage of it! I’d like to stop by soon and make sure your current programs are working to your satisfaction, and to talk about this new program. I’ll be in touch soon.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sale promotion-Automotive

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Your lease of [automobile] is due to expire [date], and I hope that you continue to enjoy the use of your [model]. I would like to meet with you regarding your lease, and the other corporate leases your company holds, and introduce a new leasing program.

[Company] is pleased to announce several new programs for company lease arrangements, that include “flex time,” increased mileage programs, and much more. I’d like to go over the details in person. Would you have time to meet with me next week?

I’ll give you a call to firm up a time for our discussions. I am looking forward to seeing you again soon.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales promotion-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I represent [Company] a full service hotel, spa, and resort operating in [location]. I am meeting with colleges and universities across the state to present our “Spring Break Alternative” promotion.

Each year, thousands of college students go out of state for spring break. While many have a safe and enjoyable trip, statistics show that the percentage of students who suffer illness, injury, or bodily harm due to alcohol or substance abuse far outweighs the percentage of students who leave and return home safely.

Spring break alternative is a program designed to give students the mental and physical break they need, in our home state. Our resort will cater to students from our colleges, universities, and trade schools for one week only, at special rates, with recreational activities and programs designed for that age and interest group.

I would like to schedule an appointment with you to go over this program in more detail, since your endorsement and participation is critical to the success of this event. I will call you in a few days and schedule an appointment. I hope you will find our program of interest.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales promotion -Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

“We Walk Dogs” a full-service pet service center, is pleased to announce that we will now “also walk cats.” We have increased our staff and are now offering in-house pet visits, including cleaning and maintaining feeding and sanitation areas, playtime, and transportation to and from veterinarian appointments.

I will be visiting companies in your industrial park the week of [dates], and would like to make an appointment to meet with you. People who take advantage of this program will be eligible for special savings, which I will go over when we meet.

Please contact me if you have time to meet with me.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales promotion-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] has ceased manufacturing operations as of [date], but we currently have 125,000 sq/ft of warehouse space available for lease. I would like to meet with you to discuss a special promotion we are offering to local companies who are seeking additional space for distribution/warehousing.

For a limited time, we are offering free warehousing for three months, with the contract for a two-year lease. Our warehouse has five loading docks, multi-level storage space, heat, and air conditioning, so products that require specific temperature or humidity requirements can be stored on our facility.

I will call you by the end of the week to see if you would like to meet and discuss this opportunity in more detail. I look forward to working with you.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative-Retail 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I hope this note finds you well. I am working with a new sales representative, and as part of hertraining, I want to introduce her to some of our key customers. I know that your store is busy with the back-to-school sales, but I think that the pace of activity in your store is a good learning tool to help her understand retail needs.

I will be in your region the first week of [month]. Can we plan to meet you and show you the holiday clothing and accessory line? Let me know if this is convenient for you. Thank you in advance for your help.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative –High Tech

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your note. I am looking forward to my transfer with a mixture of excitement and sadness. I feel ready to take on my new responsibilities and move to a new city, but at the same time, [City] has been home to me, and I enjoy the relationship with my friends and customers.

The sales representative who will cover this area, and work with you is [Name]. He comes to our company from [company name] which has a similar product. He has completed training, and I am working with him for the next month, so that he has an opportunity to meet each customer, and understand what your needs are.

I will give you a call a week before we plan to be in your area. I would like him to meet with you and your technical support team. After, I hope you will be my guest at lunch so that I can personally thank you for your business and your friendship.

I look forward to seeing you soon.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative -Automotive

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] is pleased to announce that  [Name] has been selected as the Regional Sales Manager for [Automobile Maker]. [Name] has worked for us for ten years, starting as a car salesman, sales manager, and District Sales Manager.

[Name] will be traveling to each dealership in the weeks to come, with your District Representative. We appreciate your continued businesss. We are confident that [Name] will continue to support your efforts in his new role with us.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative - Hospitality

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am writing to introduce myself as your new account representative. I have been in the hotel and restaurant industry for seven years, having graduated from the Culinary Institute. I am pleased to be working for a company as reputable and well known as [name], and I am anxious to meet with my new customers.

I would like to call on you Friday, [date], if that is convenient, to both introduce myself to you and to get the samples of tablecloths and silverware that you requested from my predecessor, [name]. I will give you a call in a day or so to firm up an appointment.

I am looking forward to meeting you, and seeing your operation, which is well known in the industry as a benchmark for hospitality and service.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative -Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am the new area representative for [Name] Electrical Supply. I wanted to drop you a short note to introduce myself and give you my card. I have been reviewing the records of the customers in my new territory, and your store has been in the top three for sales for the past two years. You are to be congratulated for your efforts!

I would like to arrange an appointment so that I can meet you personally and get to know your retail operations as a means of providing you top service. I am traveling in the southern part of the state next week, but I will be in your area the following week. May I call on you then?

I will call you to confirm a convenient time for our meeting, but please don’t hesitate to contact me if you need something right away.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new sales representative - Manufacturing

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

On behalf of [Company] let me first begin this letter by thanking you for your note, and your generous donation to the American Cancer Society in memory of [Name]. While I can never fill [Name] shoes, I have accepted the opportunity to take over his territory, and as such, would like to meet with you for an informal introductory meeting.

I will give you a call Monday morning and perhaps we can confirm a meeting at that time? Thank you again for your thoughts in memory of [Name]

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service-Retail

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’m happy to introduce our newest product, The Peerless Plunger.”  For years, homeowners and maintenance personnel have been struggling with a way to clear lavatory blockages, quickly and neatly. The Peerless Plunger takes the traditional “fanfold” plunger one step further. Once you have cleared the lavatory of the blockage, a quick press of the button on top of our plunger will clear the bulb of any trapped waste, and spray a disinfectant inside the plunger, keeping it sanitary for its next use.

I’ll be calling you in the next few days to demonstrate this new product, and show you our complete line of industrial maintenance cleaning items. I’ll be glad to demonstrate any of our products for you also!

I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service-Hi-tech

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your call today. I am enclosing a brochure that describes our “Home Alone” monitoring system. Using the latest in GPS technology, people living alone can, with the press of a button alert, authorities of their location, summon help, or, for less emergency situations, can implement a “call back” so that agents can determine their need and act on it, without calling “911.”

Home Alone allows loved ones to maintain their independence, while you maintain your peace of mind. I would like to meet with you to discuss this service in more detail. I will follow-up with you in a few days, but please don’t hesitate to contact me if you have a question.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for stopping by our booth at the auto show last week. I hope that the information we gave you was helpful to your needs. You had indicated that you were looking for a remote starter system that you could use in your dealership. I think the product information I am including is what you are looking for.

I would like to meet with you to show you how this system works.,I will give you a call on Tuesday when I am in town, to see if we can meet. I look forward to seeing you again.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service-Hospitality

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] is pleased to announce that we are expanding our service to include pick up from all airports and train stations in the state. I’d like to meet with you to discuss options for including your resort in our pick-up/drop-off schedules.

With the holidays approaching, your intake rates are going to increase. Why not add value to your guest’s stay by adding door-to-door service from transportation to hotel lobby?

I will call on you next week to discuss.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service -Service

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for contacting me regarding your interest in our new product. Our company has been developing lawn care technology since 1979, and we think our newest product will help homeowners keep moles, voles, and other rodents away from lawn and flowerbeds.

We are about to begin distribution of this lawn care product through a select group of home and garden centers, and I would like you to consider carrying this product in your store. I will call on you Friday afternoon to discuss this amazing new pest control product. I look forward to seeing you then.

Sincerely,

[Name]

[Title]

[L] Appointment to introduce a new product or service -Manufacturing

[Name]







[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] has added shipping to Puerto Rico, Bermuda, and the Bahamas to the area’s we serve. We have partnered with New Jersey Container and because we are combining our freight with that of other companies we are able to offer very competitive rates for shipments of all sizes.

I will call you next week to set up an appointment and go over the pricing and schedules. I know that serving your offshore customers has been somewhat problematic in the past, and I am confident that this can help you provide an alternative for them.

I look forward to reviewing this new program with you in detail.

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Retail

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

This letter is to confirm our appointment on [date] for the purpose of discussing the advertising campaign we propose for your chain of retail shoe stores. The main points of our presentation are as follows:

· Overview of the geographic markets advertising will reach

· Demographics within those markets

· Media Schedule

· Rough Draft for print ads

In addition I have photos and biographies of the actors you requested, although I still feel you would be the better spokesperson!

If I have left anything out, please call or email me. I look forward to seeing you on [date].

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Hi Tech

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for calling me to discuss our product. I have set up an interactive demonstration for you on [date and time]. Our Technical Presenter, [name] will send you a set-up file that you should run prior to our meeting, so that you can access the files needed to participate in this demonstration.

The files you sent me were very helpful, and we will incorporate them into the product demonstration. Our presenter will give you a short overview of the product as a whole, followed by how you would use it (using your files as examples). The security features, user permissions and reporting functionality will also be covered during this meeting.

If you have any questions before the demonstration, please let me know.

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Automotive

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The National Automobile Show is only a few weeks away! We have all been busy here at [Company Name] putting the graphics and video together for your booth, and we would like to meet with you and get your input before we finalize.

During our meeting, we will show you the proofs for the booth headers; the drapes and carpet are finished and we have samples of the material as well as swatches so that you can match other items to that color scheme. We have the posters, and also will have the video that will show on the overhead panel. We have not mixed the music into the video as yet, since you are still considering options there. We have a selection of several musical pieces for you to listen to; the mixing itself is a relatively simple step.

You had mentioned that you are ordering new shirts for your booth staff, if you can have a sample of one on hand, we can make sure everything we are creating will blend together.

My team and I look forward to seeing you and getting your feedback on [date]

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

As you requested I am sending you the outline of my planned presentation to [Company Name]. I appreciate your interest as this is a critical account for my region, and your feedback is most welcome.

The state wants to branch out from its current regional advertising and marketing programs and extend their reach to national audiences. They want to cover all seasonal sports as well as the landmarks for which the state is known.

I have created a sales and marketing campaign for them that will meet those needs. Briefly, here is what I am recommending:

· The campaign be broken into four sections, so that each section can fully represent a region in the state

· Each sectional campaign covers all the media, TV, radio, internet, and print advertisements

· Postcard mailings, followed by glossy literature packages to the major travel agencies in the state to gain their support in generating interest

· Upgrade of the magazine “The State of” followed by national distribution

The first four bullet items on the agenda are what we are working on now; the magazine will be the final project. All major hospitality, service, and entertainment venues are being approached for advertising.

Please let me know if there are areas you feel should be covered during this meeting. If your schedule permits and you want to go with me, I know that your presence would underscore the firm’s commitment to meeting the needs of the state.

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your interest in our customer service training programs. I am excited at the prospect of bringing a service seminar to your organization. To that end, I have several items that I would recommend covering, for your consideration.

I typically start by reviewing the mission of the company, as the service needs to reflect that mission. A copy of your mission statement would be helpful in that regard. I prefer to make my seminars as interactive as possible, so I like to begin by having the group identify the five most important things they do, followed by the five most difficult things they do. We don’t always get to each item in detail, but I often find there is a link between them so by addressing one issue we can touch on the others.

Humor is a large component of customer service, and I also incorporate that into our seminar, by covering the most commonly uses phrases that can create misunderstandings. This is usually a favorite section as I ask the participants to imagine a manager when they are thinking of a phrase.

Finally we work on taking ownership of problems, and taking praise for what they do well. Team building exercises are an important component of this section.

The commitment that your company demonstrates to improving customer relations is evident in you willingness to take the service reps out of the center for a day. Please give me any feedback you or your management team may have so that I can make changes if needed.

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for agreeing to meet with me on [date]. I am intrigued by the prospect of selling your line of wing nuts, and I have put together a presentation that will outline the sales approach I use.

I would like to present to your team an overview of my background and employment history, followed by my understanding of your products and processes. I would like to review your current sales model, and what changes I would suggest to increase sales, particularly in the northern part of the state.

I look forward to meeting with you on [date].

Sincerely,

[Name]

[Title]

[L] Letters proposing a special offer -Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are having our fall clearance sale, and you’re invited! For a limited time only, customers who present this letter at the register can participate in our BOGA sale. (Buy one, get another). We have put all our merchandise out on the floor for this event, and we want you to drive, walk, take a bus, do whatever you need to do, but come in and take advantage of these bargains!

Mention BOGA at the register, and take another 10% off. (See? It does pay to pay attention!)

See you soon!

Sincerely,

[Name]

[Title]

[L] Letters proposing a special offer –Hi-Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] is pleased to announce we have a special grand opening offer, for customers who visit our facility on [date]. In addition to the state-of-the-art exercise equipment, we are pleased to announce we have opened our rock-climbing wall.

Trainers will be on hand to instruct you in how to use this new feature. We invite you to join us for a free day at the gym, with no obligation to join.

We hope you will take advantage of this offer, and learn how you can stay fit through exercise.

Sincerely,

[Name]

[Title]

[L] Letters proposing a special offer -Automotive

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The Speedway Auto Center is pleased to announce that we have contracted with the [name] racing team, and have put together an exciting new program, just for you!

Customers who purchase a [car] during the month of [specify] will be eligible for an eight- hour defensive driving course at no charge. This program will be offered by [name] who has been a NASCAR driver, and is currently manager of [name]. This course will teach you everything you need to know about defensive driving, operating a vehicle in poor weather conditions, and more.

We hope you will take advantage of this offer, and look forward to seeing you in our showroom.

Sincerely,

[Name]

[Title]

[L] Letters proposing a special offer -Hospitality

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Your child has gone off to college, and you are faced with two dilemmas: the anxiety of empty nest syndrome, and the excitement of empty nest syndrome!

Don’t worry, parents have been dealing with these conflicting emotions for years, and we have a solution. [Name] is pleased to announce a special weekend program for parents who have left their kids at college, and now want to visit.

Details are on the enclosed brochure. We look forward to seeing you, for just a little while, so that your children can get back to their lives, and you can get back to yours!

Sincerely,

[Name]

[Title]

[L] Letters proposing a special offer – Service

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Windows On Your World, the first window washing service for consumers, is pleased to announce that we have added three window-washing teams to meet the demand for our service.

In order to introduce our new team members to you, we’ve put a special program together that will be hard to resist. Schedule your complete window washing for the fall, and we’ll give you a coupon good for 25% off the same service in the spring.

There are some conditions to our offer, and it’s good for a limited time only, so call us right away and get your house ready for the winter months ahead.

Sincerely,

[Name]

[Title]

[L] Letters proposing a special offer –Manufacturing

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Lighten Up is pleased to announce that we have increased our factory capabilities to extend to a full three shifts. We appreciate all of the new business we have received this year, and we are confident that by adding staff and production time we can fill our backlog of orders.

As a way of saying “thank you” for your business, and your patience, we have put a special offer together for all our customers.

For every set of Lighten Up Track Lighting that you have on order, you can, for a limited time, add another set of lights to your order at 50% off the normal price.

We hope you will take advantage of this tremendous savings, and we look forward to hearing from you.

Sincerely,

[Name]

[Title]

[L] Letters proposing a contract- Retail

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for the time you spent meeting with our design team. We are excited at the prospect of providing signage for all your retail locations, and based on the designs you approved, we are submitting a formal proposal for the design, manufacture, and implementation of the new signs for each of your six retail stores.

The attached proposal completely outlines the costs, materials and timeline for completion. Please contact any member of our team if you have questions. We look forward to your feedback, and your favorable response.

[Name]

[Title]

[L] Letters proposing a contract- Hi-Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Technical Sales Solutions is pleased to present a contract for lead generation, qualification, and appointment setting for a three-month period. Based on the information you have provided us concerning your products and vertical markets we have created a plan for lead generation within the geographic markets you have suggested are in need of higher penetration.

The details of our proposal, with cost and projected return on investment are contained in the attached presentation. We look forward to reviewing this information with you at our meeting scheduled for [date].

Sincerely,

[Name]

[Title]

[L] Letters proposing a contract-Automotive

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for considering [Name] for your needs. Your plan to offer four-hour limo rides as a sales incentive is one that is popular with companies in the area. I have drawn up a contract for your review which will give you three options for limo reservations, based on the incentive level you are encouraging your sales staff to achieve.

I will give you a call in a few days to discuss, but please don’t hesitate to contact me if you have any questions.

Sincerely,

[Name]

[Title]

[L] Letters proposing a contract-Hospitality

[Name]







[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your upcoming wedding! I am pleased that you have selected [Name] for consideration, and I have drawn up a contract to cover the wedding, reception, special room rates for the bridal party and guests as well as catering.

Please let me know if you have any questions. A 15% deposit will be needed to secure your reservation, on signing and return of the contract. I look forward to working with you on this special day.

Sincerely,

[Name]

[Title]

[L] Letters proposing a contract-Service

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your interest in using my consulting services. I enjoyed meeting you and your front office staff and I am excited to being working with them to streamline your procedures and update your equipment.

I am including a contract that outlines the scope of services I will provide, including fees and invoice arrangements. Please sign and return one copy, and retain one for your records. I look forward to beginning my tenure with your organization on [date].

Sincerely,

[Name]

[Title]

[L] Letters proposing a contract-Manufacturing

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your consideration of our plant for your short-term manufacturing needs. I enjoyed meeting you and showing you our facility, and am pleased to present you with a proposal for contract manufacturing of your telephony products.

If you have any questions about the scope of work I am proposing please call me. I will be available by phone or email, and look forward to seeing you again on Tuesday.

Sincerely,

[Name]

[Title]

[L] Letters proposing a trial offer- Retail

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Turbo Charged Clothing was named “the hottest new fashion for young men” by Who Cares magazine. TCC is pleased to offer your clothing franchise the opportunity to be exclusive retailers for this line. To give you an incentive to sign up, we have put a special offer in place that allows you to purchase our line at full wholesale price, with no minimums, for a 30-day period.

We hope this trial offer will give you an opportunity to see the interest this clothing line will generate, and the traffic it will bring to your retail locations.

Sincerely,

[Name]

[Title]

[L] Letters proposing a trial offer- Hi-Tech

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your interest in our design software for custom forms. We are enclosing a CD, which will give you the ability to access the software for a period of 20 days, with limited printing capabilities.

We hope that you take advantage of this trial offer. Should you want to purchase a full license, please give me a call, and I will help you convert your software to a full edition.

Sincerely,

[Name]

[Title]

[L] Letters proposing a trial offer-Automotive

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for visiting our showroom. We are pleased that you are considering leasing a new [vehicle], and we have a special offer for you.

Should you decide to lease the vehicle for a one-year contract, we will set up your vehicle with the Quick Pass turnpike system, and pay the first month for you.

If you decide that you like the ease of driving through the tolls without stopping to pay cash, you can convert this trial offer to a permanent pass system, and we’ll help you with the paperwork.

Let me know if there is anything else I can do to help you decide if a lease is right for you.

Sincerely,

[Name]

[Title]

[L] Letters proposing a trial offer-Hospitality

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our records indicate that you have been a guest of our facility for the past two Valentine’s Day weekends, and [hotel name] is pleased to announce a new getaway weekend for couples, starting [dates].

Since you have stayed with us before, we are making a special offer to stay with us during the weekend of [dates]. We will have a variety of special programs available for our guests. For helping us out with this “trial run” we will give you an extra night stay, when you book your valentine weekend stay with us.

Details are in the attached brochure. We look forward to having you as our guest.

Sincerely,

[Name]

[Title]

[L] Letters proposing a trial offer-Service

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] wants to be your Cable Company! We are opening our channel bank up to all customers the weekend of [dates]. During these days, there will be no blocked channels, so customers with digital service will have all regular, digital and movie channels available.

We hope that you enjoy this trial offer. Visit our website at www.ww.com, and check out some of the specials we will be offering. Try it! You might find something you like!

Sincerely,

[Name]

[Title]

[L] Letters proposing a trial offer-Manufacturing

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for contacting us regarding your interest in our extreme sports products. I have including a complete catalog showing all the products we currently manufacture. We are launching a new line of roller blade equipment and would like to offer you the opportunity to wear test our skates, helmets and pads.

Details of this proposal are attached, and include a trial offer, so that you can evaluate the products before committing to our wear test program.

Please let me know if you have any questions.

Sincerely,

[Name]

[Title]

[L] Letters proposing a sale- Retail

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] Auto Parts announces the sale of the year, and only a select few customers are invited. We want to make you aware of this great opportunity to purchase all your high performance parts, because you have been an outstanding customer, and we think the items we have on sale are the type you typically purchase.

Take a look at the attached parts list, and we hope you will attend our sneak preview on [date]. See you there!

Sincerely,

[Name]

[Title]

[L] Letters proposing a sale- Hi-Tech

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We have been working with your organization for the past three months, understanding your needs, creating proposals, proof of concept presentations, and trial runs.

We feel that we have given you everything you have asked for, and more, so now the time has come to ask you for the sale.

If you feel, as we do, that the product we have developed for you will attract new customers and entice your current clients to upgrade, then we look forward to your purchase.

Sincerely,

[Name]

[Title]

[L] Letters proposing a sale- Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We hope you enjoyed test driving the new [automobile], which has just been named the Car of the Year by Motorhead Weekly.

You can be one of the first to own this high performance vehicle by participating in our pre-buy, which ends on [date].

Your sales rep is [Name]. Give him a call today to discuss financing options, and leave the rest to us.

Sincerely,

[Name]

[Title]

[L] Letters proposing a sale- Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The annual Western Caribbean Cruise that benefits the Valley Hospital is selling out fast, but there are a few cabins left and we want you to consider joining us!

Details of the cruise are included in the attached brochure. We hope you will consider purchasing tickets for this exciting cruise for a very worthwhile cause.

Sincerely,

[Name]

[Title]

[L] Letters proposing a sale- Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Upwind Septic Service is pleased to announce that we have added additional pump trucks to our fleet, and are now offering complete septic maintenance services to your community.

The time to call the septic company is before you need the septic company. Please call today, and schedule a no obligation inspection, with very reasonable rates for removing waste from your tank and inspecting your leach fields.

If you are due to a cleaning, or if you are having problems, let Upwind take care of it for you, we’re the experts, and don’t be embarrassed, “it all smells like money to us!”

Sincerely,

[Name]

[Title]

[L] Letters proposing a sale- Manufacturing

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

PC’s in Pieces is having an end of the season sale, and we invite you to take advantage of this chance to purchase a PC manufactured to your needs.

Browse through the enclosed list of components, pick and choose what you want your system to contain, and we’ll do the rest. Our trained manufacturing staff will assemble your PC and ship it to you, ready to plug and play.

Sale prices are only in affect for a short time, so don’t delay, order today!

Sincerely,

[Name]

[Title]

CD—Chapter Ten

Follow-up Letters

[L] Letters to follow up an appointment-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for seeing me on Wednesday. I enjoyed meeting you and your staff and touring your retail warehousing operations.

I have been in touch with the District Manager regarding your quality concerns on the winter coat line, and she will be in touch with you to set up a meeting.

We value your business and want to make every effort to assure you have the highest quality products to offer your customers.

I will follow up with you next week to make sure you and [Name] have spoken, but please call me anytime if you have a question.

Sincerely,

[Name]

[Title]

[L] Letters to follow up an appointment-High Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I appreciate your seeing me today on such short notice. I wanted to send you the samples of material we plan to use for the race uniforms, and have included three different fabric pieces for you evaluation.

I will see you on Monday, and will bring along bolts of each material so you can test the one you have selected.

Sincerely,

[Name]

[Title]

[L] Letters to follow up an appointment-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

It was good to catch up with you at the show last week. I’m glad you stopped by the booth, and I hope that I was able to answer your questions, in spite of how busy we were! I’d like to schedule a follow-up appointment so we can continue our discussion about the new models of Sports Utility Vehicles, and how we can introduce them into your dealership.

I will be driving one of the new models when I call on you. Let’s have lunch (my treat) but you can drive!

Sincerely,

[Name]

[Title]

[L] Letters to highlight the benefit of a product--Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your interest in “cold start,” remote automobile ignition system. I am including a brochure that outlines the features of this system. Once the remote is installed, you can start your car from the comfort of your home, and get into a car that is warm and ready to drive.

Because the cold start system has a connection to the car battery, a constant feeder charge is going to it, which will also help keep the battery charged as well.

Pricing for the system itself is included, but does not include installation. Please contact me if you have any questions.

Sincerely,

[Name]

[Title]

[L] Letters to highlight the benefit of a product-- Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for considering “wake up” for your hotel chain. Studies have shown that one of the amenities guests look for, when choosing a hotel are coffee or tea in the room.

The wake up system contains a pot, filter packs with coffee, instant creamers, sugars and tea bags. Each system is small enough to sit on a shelf, taking up little space but giving guests a good value.

A sample pack of coffee filters is enclosed. Wake up with us, every morning!

Sincerely,

[Name]

[Title]

[L] Letters to highlight the benefit of a product--Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for visiting our display at the Agricultural Show. We appreciate your interest in the “Water Me Now” automated garden care system.

Water Me Now provides your flower or vegetable garden will receive consistent, even watering. The timer allows you to decide how often, and how long the sprinkler system will stay on. Regular watering is one of the most important components for healthy plants. Because you set the timer, you can also make sure that you are only watering in early morning or evening, benefiting the plants as well as water conservation!

Information on this new system is enclosed, and this will be available at retail in the coming months. Use Water Me Now, and have one less chore to keeping a garden that you can point to with pride.

Sincerely,

[Name]

[Title]

[L] Letters to highlight the benefit of a product--manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your interest in “wireless sound” the wireless stereo speaker system. Our new speakers offer quality sound, and best of all, can be moved from room to room, so the sound goes where you are, without the cost of wiring an entire house.

These battery-operated speakers don’t pick up static or other electronic “white noise” since there is no electrical connection.

Information on this new system is enclosed. Come in to [store name] and hear for yourself!

Sincerely,

[Name]

[Title]

[L] Email to highlight the benefit of a service-Retail

To: [Name]
[Date]

From: [Name]

Subject:

The Movie Exchange is a new membership only service that gives our clients the option of exchanging DVDs with other clients. Subscribers can access a protected database listing the movies they wish to exchange, and view other available films. Films are stored at a central location, and you can borrow up to 4 films at a time, and as soon as you view and return one, you have “credit” to view and return another.

Donating “new” films to the vault gives you an automatic credit for another film. Subscribing to this type of service allows you to have thousands of films to choose from, without investing in your own personal film library.  You can also preview a film on our website, www.moviexhg.com , where one-minute trailers of each movie are available.

Visit our website to subscribe, or no contact one of our customer service representatives. Sit back make popcorn and watch a movie with your family tonight!

[L] Email to highlight the benefit of a service- High Tech

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for your interest in our new automotive mapping system “Are we there yet?” Are we there, yet combines the latest in GPS technology to allow you to determine, by the touch of a button, not only where you are, but how long until you reach your destination.

This system works in conjunction with your automobiles electronics, so that you can compute how long before you need to “tank up” based on your fuel mileage.

These state of the art features allow you to keep track of your car’s performance as well as assure that you are on course for your destination.

Look for “Are we there yet?” at your local auto show, beginning in January.

[L] Email to highlight the benefit of a service-Automotive

To: [Name]
[Date]

From: [Name]

Subject:

Auto Serve is a new service provided by [dealer]. Customers who purchase a new vehicle from us will automatically be enrolled in Auto Serve for the first year, and customers who purchase a used vehicle will also be eligible to purchase this new service.

Auto Serve will automatically schedule your appointments for routine maintenance and inspection, schedule a driver to pick your car up at work, bring it to the shop and return it to you at the end of the day.

Using Auto Serve helps keep your car maintained on a regular basis, which helps increase its condition, and its value.

For more information on this service please contact your dealer.

[L] Email to highlight the benefit of a service- Hospitality

To: [Name]
[Date]

From: [Name]

Subject:

Home cooked meals is now serving the [name] motel chain. For families traveling with small children, or for business people who are on extended road trips, home cooked meals are something that people wish they could enjoy.

We will deliver a home cooked meal right to you room, so that your family can be assured of getting a well balanced meal with all of the necessary food groups.

Studies show that eating on the run is one of the leading causes of indigestion, and obesity. Let home cooked meals give you a little bit of home, while you are on the road.

[L] Email to highlight the benefit of a service-Service

To: [Name]
[Date]

From: [Name]

Subject:

Today everyone is busier than ever. Whether you work outside the home in a challenging job, or your full time job is family oriented, there never seem to be enough hours in the day to get everything done.

Our new service, Running4U, can make life a little easier. We’ll run to the pharmacy and pick up your toiletries, stop at the dry cleaners, go to recycling, wash the car. Anything that doesn’t require you personally is within our service.

Running4U will get the mindless running around done, so that you can take the kids to practice and stay and cheer them on! Our running4U saves you time, wear and tear on your car, and lets you enjoy the little things in life, that all too often get pushed aside.

If you see the bright orange car, you’ll know that somewhere, we are running4U!

[L] Email to highlight the benefit of a service- Manufacturing

To: [Name]
[Date]

From: [Name]

Subject:

 Today manufacturers are in the most competitive market in their history. Companies are competing with one another, and competing globally, so that every second and every penny means more than ever before.

Our new manufacturing assistance program allows you to concentrate on the gross manufacturing. We will take care of the assembly, inspection, packaging and shipment, allowing you to concentrate your efforts on making the product.

By taking the tedious busy work out of the process you can produce more pieces per shift, making your production more efficient, and more competitive.

Contact us today, and let us take the process to the next level.

[L] Letters to overcome price objections- retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for contacting us with your concerns about pricing of the teen line of clothing. We appreciate that clothing, like everything else, is increasing in cost, and while we make every effort to keep our costs down, we can’t always hold the line.

There are a number of factors that are out of our control that impact pricing. The high cost of gasoline affects transportation costs, not just in the “per gallon” cost, but also in fuel surcharges, and simply the cost to drive merchandise from one location to another. These same costs affect electricity, heat, and any number of issues that are calculated into overhead.

Despite these factors, you will always find our costs slightly higher than that of our competitors. This is due to our commitment to only use materials made in the United States, and factories based in the United States. The cotton is grown here, the material is woven here, and the final product is sewn here. Our desire to offer a product truly “Made in the USA” has a price, but it’s one that we are willing to pay, to keep our farmers growing, our citizens working, and our products original.

We hope that these intangible factors, when taken into consideration, will make our cost equal to our value. 

Sincerely,

[Name]

[Title]

[L] Letters to overcome price objections-High Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am responding your posting on our website message forum, regarding the cost of our software. First, let me thank you for purchasing the product, and for the many fine comments you made regarding its versatility. You are correct that the cost of producing CD’s is minimal, but the cost also includes all of the expenses involved in developing and creating the product. These costs are risks that our investors take prior to the product launch, and like all businessmen, they want to see a return on their investment. Profit is a way of appreciating faith.

The other fact to consider is that the cost of the software includes 18 months of maintenance. Many products of a similar nature have a maintenance plan that must be purchased, but ours is built into your initial purchase.

Maintenance includes technical support, upgrades, downloads and access to the user forum that you are using today.

I hope this information answers your questions, but contact me again, if I have not addressed your question to your satisfaction.

Sincerely,

[Name]

[Title]

[L] Letters to overcome price objections-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Your letter has been forwarded to me by the local [name] automotive parts dealership. I appreciate your taking the time to make your concerns known to us. The parts in question are OEM (original equipment manufacture) parts. The alternative components that you use as examples are remanufactured parts. 

OEM parts are components made by the original manufacturer, and offer the same guarantee as the parts that come in your automobile. These are frequently made in the same plants, at the same time your car is being assembled. Remanufactured parts do not offer the same guarantee, and can sometimes (but not always) be comprised of parts from several different vehicles, or reworked from a returned product.

I hope this explanation helps you illustrate the cost difference associated with each type of manufacture.

Sincerely,

[Name]

[Title]

[L] Letters to overcome price objections-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are taking this opportunity to respond publicly to the comments made in the newspaper, regarding the price increases for our amusement park.

We have been a part of this community for the past 25 years, and many of you either had jobs here growing up, or are current customers. We value your business and we thank you. We closed our park at the end of last season with a promise that we would upgrade our park facilities, and we hope you will visit us.

All of our rides were completely disassembled, inspected, repaired if needed, then repainted, refurbished and reassembled. Our buildings received a fresh coat of paint, our bathrooms were redressed, our walkways repaved and our grounds were all landscaped. We have also introduced 7 new rides to the park.

What we are most proud of, in addition to the face lift we gave our center, is that we have increased the per hour wage for our employees to above minimum, and created the first of its kind matching savings program, to encourage our student employees to save for college.

We feel that the strides we have made in assuring a safe and enjoyable visit, and our ability to offer a good job at a competitive wage, more than equal price increases.  We will have an open house for all members of our community on [date.] Present proof of residency, and get free admission to the park, and see for yourself what we offer.

Sincerely,

[Name]

[Title]

[L] Letters to overcome price objections- Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for the opportunity to provide you with a quote for my landscaping services. I appreciate the feedback you gave me during our phone conversation, and I have reviewed the pricing I gave you.

I think that the quote for the amount of time needed to meet your scope of service is accurate, and I have reviewed the cost of materials to assure there was no discrepancy. One way to reduce your cost by 2% would be to take advantage of the end of season sale at the local greenhouse. We can obtain all the paving stones we need now at a discount, and they can easily be stored until we are ready for the phase of the project in the spring.

The other option would be to go with more ground cover, such as phlox, and less shrubbery on the walkway, which would also be less of an investment.

I’d like to meet with you this week and finalize the plans for the project. I look forward to your call.

Sincerely,

[Name]

[Title]

[L] Letters to overcome price objections-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I appreciate your calling my office to discuss the price increases we are anticipating. We value your business and we understand that you have located another supplier who can provide these components at your current cost.

We would ask that you factor several things into your final decision. This price increase is one of 4 that have occurred in materials over the past year. The first 3 price increases we absorbed without impacting our customers price. 

The latest price increase is 2%, which will increase your per unit cost by a few cents, overall. Our manufacturing process is state of the art, and unlike other vendors who are able to hold their price, we are using original components, rather than incorporating any remanufactured pieces into our components.

It is our hope that the value of our product will outweigh a small pricing increase. We will hold your current price for the next 30 days, should you wish to reorder now. Please let me know if you have any questions.

Sincerely,

[Name]

[Title]

[L] Email to overcome feature objection- retail

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for visiting our website and filling out our comment section. We appreciate the feedback of all our visitors. We carry a variety of products on our website, and they come from more than 75 different retailers. In an effort to keep the cost down (thereby reducing your cost) we use the actual item number from the retailer.

We do this so that we can link our shopping cart with our inventory control programs, making sure that we reorder in a timely manner. This helps us to assure that product is available when you want it, but we admit it does create some confusion when using the search engine to find the product you are seeking.

We are working on a corrective measure that will address both needs- we hope to change our search engine to type of product, which will give you a range of products to look at once you begin a search.

Keep watching the “what’s new” section of our web site for more information.

[L] Email to overcome feature objection- Hi Tech

To: [Name]
[Date]

From: [Name]

Subject:

We are sending this “email blast” to all our customers who recently purchased our new software “Speed.” We understand through the many emails we have received, as well as comments on our forums that many of you are unhappy with the new feature that does not maintain your score.

The feature was intended to allow you to clear your score, but should not have prevented you from saving it. We apologize for this programming error. Please visit our website, www.speed4me.com, and go to the “fix” section. Once you enter the serial number that is on your CD you will be directed to a download that will correct the problem.

Thanks to everyone for bringing this to our attention.

[L] Email to overcome feature objection- automotive

To: [Name]
[Date]

From: [Name]

Subject:

Your email regarding the new childproof latch feature has been forwarded to my attention, and I thank you for writing us. The feature was originally intended to keep small children from inadvertently moving the shift control, so that the car did not move unless the engine was engaged and a driver behind the wheel.

If you will visit your local dealer, and bring a copy of this email, they will over-ride the feature. It is out intent to keep everyone safe, but we do recognize that some people are unable to flip the lever that allows the car to be placed in gear.

Thank you for letting advising us that our new feature was not satisfactory to you.

[L] Email to overcome feature objection-  Hospitality

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for filling out the comment card after your recent stay with us. We take all feedback very seriously, and appreciate your candor.

We understand that you were not happy with the closing hours of the hotel pool, and we apologize that you were not able to enjoy this amenity as long as you liked. We have decided to close earlier than we have in the past in order to have a full 8 hours for cleaning, chemical balancing, and to assure that all pool furniture, showers and changing rooms are cleaned appropriately.

We hope this effort on our part to assure that you have a clean and safe pool area, will balance out any disappointment you experienced.

[L] Email to overcome feature objection-Service

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for your call. I have looked into the service history of the equipment in question, and I am attaching the service record. The machine was serviced on a regular basis, as outlined in the service agreement. The only components that have been replaced are feed tires, which are not covered under warranty, as they are a shelf life component.

I noticed that during the time you were considering purchasing this unit, and during other service calls, both the sales rep and the technician indicated you were using this to its maximum capability, and that you would experience a higher level of maintenance because of this. You may want to consider purchasing a back up unit so that you can alternate between the two machines.

Please let me know if you have any other questions.

[L] Email to overcome feature objection- manufacturing

To: [Name]
[Date]

From: [Name]

Subject:

I appreciate your stopping by our booth at the [name] trade show to discuss our manufacturing process. We are aware that you have been experiencing some electrical shorts because of the quick disconnect. Our Quality Control Staff will be in touch with you, and I have asked the area sales representative to visit your call center, to see if there is something in the way these components are being used that we can address.

In the interim, we will ship you 50 replacement headsets. Please have your call center manager keep these, and distribute them as needed when the problems occur. It would be helpful if your manager could tag each of the returned units so we know how long it has been in use, and what problem is occurring.

I will be in touch with you again once the replacement stock has shipped.

[L] Letters overcoming service objections-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for contacting us regarding your dissatisfaction with the service provided you for your home heating system. We are sorry that you feel that the technician was not qualified to service your furnace.

Each of our service technicians has completed the necessary service and training courses for all the products we sell. Your furnace is a model that we have recently begun to provide maintenance for, as a result of the closing of [Company Name].

The technicians’ request to call an in house technician was not because he was ill equipped to maintain a furnace, but that your model in particular has been discontinued. His goal was to assure that the parts he suggested installing, which are listed as being components of a comparable system, would in fact be appropriate for your heating system. 

We are making every effort to provide service for a product line that we have not sold, in an effort to help customers who were “left out in the cold” because of the unexpected closure of [company name]. I hope that this information will alleviate any concerns you may have.

I have asked the technician to give you a call to assure that your furnace is working to your satisfaction. Please don’t hesitate to call me if you have additional concerns.

Sincerely,

[Name] 

[Title]

[L] Reminder Letters-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

The Chimney Sweeps are ready to service your fireplace or wood stove! Studies show that homeowners who do not have their wood burning appliances maintained are more than 40% more likely to experience a chimney fire, or other related problem.

We are approaching our busy season so we wanted to remind you to have your unit serviced as soon as possible, before the cold weather sets in.

Sincerely,

[Name]

[Title]

[L] Reminder Letters- Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are taking this opportunity to remind all our customers that we will close for our annual maintenance and equipment inventory from [dates]. Our last day for shipping product will be [date], and we will reopen for business on [date].

Thank you for your continued business. We hope this advance notice helps with your planning.

Sincerely,

[Name]

[Title]

CD—Chapter Twelve

Customer Service Letters

[L] Announcement-discount schedules-retail

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We want to take this opportunity to let our customers know about a change in our discount schedule. Our previous discount was 2% 15, net 30 and effective immediately that has been changed to 1% 10 net 30.

Invoices processed before the date of this letter will be honored at the old schedule. Please contact your account representative if you have any questions.

Sincerely,

[Name]

[Title]

[L] Announcement-discount schedules-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are making a change to the manner in which we invoice our software customers that we hope will alleviate some of the frustration you have experienced.

Our company provides you with software and once that software ships, you are invoiced at our current terms, with current discount schedule. Because the software is complex and requires significant configuration, most of our clients have not been able to take advantage of the discount, because the software is still being customized when the invoice is due.

We will now invoice only when all customization is complete. This will mean that you will in effect receive extended terms, because you have full use of the software while the forms are being designed. To offset that, we will no longer offer a discount on this item.

Please contact your sales representative if you have any questions.

Sincerely,

[Name]

[Title]

[L] Announcement-discount schedules-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Happy Holidays to you! We appreciate your business and at this time of year, we want to make every effort to make that Holiday dated payment a little easier for all our customers.

This year we are offering our customers in good credit standing the option of paying the monthly payment with a 1% discount, which we will not add on to your final payment. This discount is our way of saying thank you for your business, and for making your payments on time!

We wish you all the best the holidays have to offer.

Sincerely,

[Name]

[Title]

[L] Announcement-discount schedules-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we are instituting a new discount schedule for customers who book events with us. Effective [date], we will offer a discount of 2% of all invoices, when we receive a group reservation that is repeating.

The discount will be made available on the final invoice. There are conditions and restrictions, please contact your sales representative for details.

Sincerely,

[Name]

[Title]

[L] Announcement-discount schedules-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Our business continues to grow, and we want to say Thank you to all our customers who have stayed with us over the years. We are offering a special program this fall to customers who pre-pay their first two fuel deliveries. These customers will be able to take a discount for each delivery after the first two shipments. This discount will be either 2% or $50.00, which ever is higher.

We appreciate your continued business, and hope that this discount will help defray the high cost of fuel.

Sincerely,

[Name]

[Title]

[L] Announcement-discount schedules-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we have negotiated a new warehouse storage arrangement, which will alleviate some of the charges you have experienced. We are moving our stock items from our warehouse in [location] to a new warehouse in [location]. Our new facility offers the same close proximity to all major highways, but is significantly less costly to us.

This price reduction allows us to reduce your per order release charge from [amount] to [amount]. We will continue to pre-pay and add freight charges to your invoice.

We hope this change will be helpful to you. We appreciate your business and look forward to your feedback.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms- Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for selecting us as your provider for children’s clothing. We have processed your credit application and are pleased to provide you with 2%10 net 30 terms, and a credit limit of [amount].

We are changing our credit terms for all our clients to 2% 10 net 30 effective the first of the year, and will honor that agreement with you now, so that we don’t have to change it in 30 days.

We look forward to having you work with us, and represent our product.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your continued business. We value you as our customer, and in an effort to provide you with a profitable means of reselling our systems, we are pleased to announce that we have extended our Net 30 terms to Net 35, for our resellers who meet the following criteria:

You must be an active account in good credit standing with us.

You must be currently paying electronically, or able to change to that format.

By offering an extra 5 days to select resellers, we are hopeful you will be able to use the full 30 days for your customers to pay, giving you the time to process payment and return your remittance to us electronically.

We hope this will be helpful to you.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your call. I appreciate the candor of your discussion regarding your current financial status, and I believe that we will be able to work with you under the credit terms you requested.

To confirm our conversation, any additional parts orders will be COD until your account is current, or you request a change in your terms. We hope that this will be helpful to you, and that you will be able to continue to do business while investigating your financial records.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we have established a corporate relationship with your Company, which will affect employees who stay at our more than 100 [Hotels], nationwide.

By presenting the enclosed card on check in, you will be able to take advantage of a special rate as well as free use of our Corporate Lounge, free internet access and much more.

We look forward to having you as our guest.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Welcome to our growing family of Internet and cable users! We hope you are enjoying the fine programming available on digital cable as well as our high speed Internet. 

As a new customer, we want to assure you that our customer service staff is available 24 hours a day, 7 days a week. The enclosed brochure outlines our credit and payment terms, as well as general information for your assistance.

We appreciate your patronage, and look forward to serving you.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Our organization continues to grow and we are pleased to announce that our new facility, located in [City] is fully operational. As part of our ongoing merger with [Company], we would like to announce that effective [date] our credit terms will change to 1%10, Net 30, to mirror that of our other locations.

Please contact your account representative if you have any questions.

Sincerely,

[Name]

[Title]

[L]
Change of Address-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we are moving to the new Valley Mall effective January 1st, and will be open for business on January 4th. Our new address will be as follows:

[address].

We are excited about our new location and feel that our expanded facility will allow us to offer a wide variety of products. Look for special grand opening sales in your local newspaper.

Sincerely,

[Name]

[Title]

[L]
Change of Address-Hi Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

In an effort to better service our clients, we are moving our Technical Support Department to a new location, adjacent to the engineering facility. We feel that this move will allow our Technicians quicker access to actual product, and allow them to troubleshoot problems more efficiently.

Please take note of the new address and phone numbers listed on the enclosed card.

Sincerely,

[Name]

[Title]

[L]
Change of Address-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We have changed the lock box address for automotive payments, effective immediately. Please send your vehicle payments to the following address:

[Address]

We will have a 90-day forwarding order from the old address to the new, but please change your records as soon as possible.

Sincerely,

[Name]

[Title]

[L]
Change of Address-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we are expanding our conference center facilities to accommodate overnight guests.

Our new conference center is located at [address], which is 2 miles from our current conference room, which we will continue to utilize.

We hope you will join us in our new facility.

Sincerely,

[Name]

[Title]

[L]
Change of Address-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we have joined forces with the [Name] Gym, and will now be offering a full service family gym, in two locations!

Our new location is at [address], and because there is office space adjacent to the workout areas, we will move our corporate offices to that location as well.

Effective November 1st, please direct all payment and billing matters to the following address:

[address]

Thank you for your continued patronage.

[Name]

[Title]

[L]
Change of Address-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We have added depot service to our Return Authorization procedure, and are advising all customers based on the Eastern Seaboard to use our new depot service address, which is as follows:

[address]

We feel that by adding this location we will be better able to service products for all customers and react more quickly to returns by offering more than one service location.

You should continue to use the same RMA process as you have in the past, just change your address to the new service center.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for placing your order using our online catalog. This is to confirm receipt of your order. Please check the attached order confirmation carefully to assure that all the products you wish to purchase are included.

You will receive tracking information automatically when your order ships. Should there be a backorder, you will be notified, and your card will not be charged for any backorder items, as long as they remain on backorder.

Please contact your customer service representative if you have any questions.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Hi-Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your interest in our call center database products. This is to confirm that we will visit your facility on [date] and conduct a walk through of your existing call center, in order to provide you with a quote for products and services.

We look forward to meeting with you at that time.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for purchasing the extended warranty plan for your [automobile]. This letter is to confirm that your car continues under warranty. Please keep this letter for your records until your new Identification Cards arrive, and use this as confirmation, if you require any service.

We look forward to continuing to maintain your vehicle.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for choosing [Resort] as the location for your upcoming wedding and reception. We value the trust you have placed in us by your selection, and will do everything we can to make your day a memorable occasion.

The enclosed contract outlines the services we have discussed. Please review it carefully as it represents our understanding of the services you wish us to provide. I will be in touch with you next week to review but don’t hesitate to contact me if you need anything, or have questions before that time.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for choosing [Name] to re-roof your home. This letter is to confirm our verbal agreement, and will stand as your confirmation until you receive and sign the actual contract for our services.

You should receive the contracts by the end of the week.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

This letter is to confirm we have cancelled the backorder for your order, [number] as you requested. An invoice, which will give you charges to date, will be sent to you within 3 business days.

We regret that we were unable to meet your requirements, and we hope you will allow us to serve you again in the future.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts- Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am following-up with you regarding the contract for shipping that I sent you last week. I have tried to reach you, but we haven’t been able to connect by phone.

I believe the contract covers all the shipping requirements you requested, and I look forward to receiving your feedback.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts-Hi Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your interest in using our lead generation services for your new products. We are excited at the prospect of working with your company, and will begin with qualification of your trade show leads once we have the signed contracts back in our office.

We look forward to working with you.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for selecting [Company] as the automotive lease provider for your sales force. I am following up on the contract we sent you last week, as there was one item on page 3 that was not signed. 

I am sending you a copy of the contract and noting the section where you will need to initial. Please call me if you have any questions.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am following- up regarding the contract that you sent me for my company outing. The terms and conditions of the contract are not what were specified in the quote, dated [date]. I wonder if my contract was inadvertently transposed with someone else’s?

Please review and process a new contract with the terms and conditions that I requested. I look forward to review of the appropriate documents.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your call. I have not returned the contract as yet because our legal department is reviewing it. We have used services like the one you offer in the past, also under contract, and we want to make sure that the terms and conditions listed are in line with what we are accustomed to.

I appreciate your patience, and look forward to returning the documents to you.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am following up with you on our phone call where we discussed the contract you presented to us for short-term manufacturing. I can understand that you are disappointed that we will not be pursuing using your services, but at this time we cannot justify outsourcing our manufacturing processes for the cost you are quoting.

We would be happy to entertain a new quote, and contract should you feel you are able to meet the pricing we talked about today. I look forward to hearing from you.

Sincerely,

[Name]

[Title]

[L] Letters responding to shipping and handling issues-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your call. Our shipping and handling charges are specified on the order form, and are also listed on our website. The $10.00 handling fee is to cover the cost of warehousing and releasing product. This assures that we have inventory for shipping within a 24-hour period.

Our freight charges are passed on directly from the shipping carrier, and we have a variety of discounts, which we also pass on to you.

Please contact me if you have any additional questions.

Sincerely,

[Name]

[Title]

[L] Letters responding to shipping and handling issues-Hi Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Your request for additional information on shipping charges has been forwarded to me, and I appreciate your taking the time to visit our website and fill out the customer comment form.

Your original order requested UPS Ground for shipping method, and we received a request for change order on [date] from [Name] in your office. His change request was to alter the mode of shipment to Next Day Air, Saturday delivery.

This change was made, and an order confirmation was sent via email the same day. I hope this information addresses any questions you have.

Sincerely,

[Name]

[Title]

[L] Letters responding to shipping and handling issues-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your call. I have checked in to the charges listed as shipping and handling on your invoice. You are correct that a routine maintenance appointment in our shop should not carry any shipping and handling charges, and we apologize for our error.

We are converting to new billing software, and charges pertaining to shipping and handling of parts were inadvertently carried over to customer invoices.

We have eliminated these charges, and we thank you for bringing this to our attention.

Sincerely,

[Name]

[Title]

[L] Letters responding to shipping and handling issues-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for staying at our resort on [dates]. We hope your stay was enjoyable. I have checked into your inquiry regarding shipping charges on your bill, and they are for items that [Name] requested that the concierge ship to your home.

An itemized receipt is enclosed; please contact me if you have any other questions.

Sincerely,

[Name]

[Title]

