[L]Credit Approval—No Limit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Your account with ([Name] has been approved for credit. We would like to inform you that your account number is [number].  Please be sure to include this account number on any documents and correspondence directed us.

Because you have excellent credit and because you have been a longstanding customer of one of our sister companies, we have left the credit limit open to enable you to do business with us as your needs require.

We welcome you to our family of customers and hope that our new relationship will be mutually beneficial and profitable.

 If you have any questions regarding our credit policy, please call [name], our [Title], who will be more than happy to discuss your account with you.

We will be looking forward to your orders and to the opportunity of serving you.
Sincerely,

[Name]

[Title if applicable]

[L]Credit Approval—with Limit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We have approved your account with us on terms of credit. Your account number is [number].  Please be sure to include this account number on any documents and correspondence directed us.

Your credit limit has been set at [limit amount]. We review our new customers’ credit limit in six months, looking at purchasing history and payment status; we are happy to increase your credit limit at that time. 


We welcome you to our family of customers and hope that our new relationship will be mutually beneficial and profitable.


 If you have any questions regarding our credit policy, please contact our Finance Department, and they will be more than happy to discuss your account with you.


We will be looking forward to your orders and to the opportunity of serving you.






Sincerely,







[Name]







[Title if applicable]

[L]Line of Credit Approval







[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 it is our pleasure to inform you that an account has been opened for your company. Your line of credit with us is [amount] under our payment terms of [describe].

Please feel free to use your account as often as you wish. A descriptive brochure is attached which outlines the terms and conditions upon which this account has been opened.

We look forward to working with you.

Sincerely,

[Name]

[Title if applicable]

[L]Line of Credit—Company Wide 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We have reviewed your application for credit; with pleasure inform you that an account has been opened in your name. Your line of credit with us is [amount] under our payment terms of [describe].

Please feel free to use your account as often as you wish. It can be used by anyone in your company who is on the list of approved purchasers.

A descriptive brochure is attached which outlines the terms and conditions upon which this account has been opened.

We look forward to working with you.

Sincerely,

[Name]

[Title if applicable]

[L]Order Confirmation--Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter will serve to confirm our agreement regarding purchase of, and payment for, products from your company.

We have agreed to order the following merchandise from you:


We agree to abide by your printed terms and conditions, and additionally agree to pay for the merchandise in three equal payments. The first payment shall be sent so as to be received not later than [date]. The second payment shall be received not later than thirty days later, and the third payment shall be received not later than thirty days after the second payment. In no event shall payment be received later than [date].

Please sign a copy of this letter and return it to me. Upon receipt of your confirmation of our agreement, I shall release the initial purchase order to you.
Sincerely,

[Name]

[Title if applicable]

[L]Order Confirmation—Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter will serve to confirm our agreement regarding purchase and payment for terms with your company.


We have agreed to order the following services from you:



We agree to abide by your printed terms and conditions, and additionally agree to pay for the service on a monthly basis, to be paid each month by the [day of month].


Please sign a copy of this letter and return it to me. Upon receipt of your confirmation of our agreement, I shall release the initial purchase order and first payment to you.






Sincerely,







[Name]







[Title if applicable]

[L]Written Order Confirmation of Phone Order—Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter is to confirm your telephone order.  A copy of our order confirmation containing the stated terms is attached. Please check the order carefully to assure that services listed are what you requested.

 
Our service team will be at your site on [date] as long as we get this confirmation letter, with a deposit check for ½ the amount due, by [date].

Thank you for your continued patronage.
Sincerely,

[Name]

[Title if applicable]

[L]Written Order Confirmation of Phone Order—Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter is to confirm your verbal order placed with me on [date]. A copy of our order confirmation containing the stated terms is attached. Please check the order carefully to assure that the products we are ordering are those we discussed over the phone. 

 We will send you tracking once your shipment has left our dock. Thank you for your continued patronage.
Sincerely,

[Name]

[Title if applicable]

[L]Order Approval—Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is to confirm the order placed on [date]. Your estimate for providing [service] has been approved and we are enclosing our purchase order [#] for this transaction.


We must reiterate that this service has to be performed on or before [date] due to an event we are sponsoring.


Thank you for your cooperation in this matter.






Sincerely,







[Name]







[Title if applicable]

[L]Order Approval--Product







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is to confirm our order placed on [date]. Your estimate for providing this [product] has been approved and we are therefore enclosing our purchase order [#] for this transaction.

We must reiterate that this order has to be delivered on or before [date] due to commitments we have made to our customers.

Thank you for all of your cooperation in this matter.
Sincerely,

[Name]

[Title if applicable]

[L]Order Approval--Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

The services listed below are what we would like to order from your company.





Please confirm as soon as possible. Payment terms shall be [Terms outlined].  


Please direct any questions regarding this order to: [name and contact information].
.


Thank you for your attention to our request.






Sincerely,







[Name]







[Title if applicable]

[L]Order Approval--Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is an order for the merchandise described below.




Please ship as soon as possible. Payment terms shall be [Terms outlined].  Method of shipment: [requested ship method]

Any questions regarding this order should be directed to: [name and contact information].
.

Thank you for your prompt and expeditious handling of this order.
Sincerely,

[Name]

[Title if applicable]

[L]Order Confirmation--Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is to confirm that I have placed an order your company for the following services:

Please send me an order confirmation as well as possible dates for the service. 

You have my permission to perform a pre-authorization to the card you have on file for me, last 4 digits [****]. The final charges to the card will include all taxes and a [number] percent gratuity for the service personnel.

Thank you for your attention to this request.

Sincerely,

[Name]

[Title if applicable]

[L]Order Confirmation—Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This is to confirm that I have placed an order with [name] for the following items:

Please send me an order confirmation as well as an estimate of freight charges. You have my permission to perform a pre-authorization to the card you have on file for me, last 4 digits [****]. The final charges to the card will include freight..

Thank you for your attention to this request.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint--Service







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Recently you provided [type of service] for our company. I received several complaints from staff members about foul language used by at least one member of your service personnel while they were working here.

I was quite surprised to hear this as usually the standard of your service is excellent. I'm sure this is an individual incident that won’t be repeated. The staff members were not able to determine who was the person doing the cursing, so I cannot tell you specifically who it was. I assume you can talk to your staff in general about this issue and take care of it quite easily. 

The quality of the work was excellent and this is not a huge issue but our staff members were offended by the discussion/language. I thought you would want to know.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint—Product Damage







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We received order [number] of [date] on [date]. I am writing to tell you that [number] of the [products] were damaged.

We were quite surprised by this as usually the standard of your service is excellent. I'm sure this was just a simple oversight.

Please provide us with a return authorization for the damaged product, and ship the replacements to us via [ship method].

We await your prompt response.

Sincerely,

[Name]

[Title if applicable]

[L]Quality Complaint—Service







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am writing to express my dissatisfaction with the quality of your service provided on [date] under purchase order number [number].

We could hardly notice that our offices had been cleaned. Many offices trash receptacles were not emptied, the men’s bathroom facilities were cleaned but the women’s not—it seemed like the cleaning staff was in a hurry! 


I am sorry but this is not the best start of our new relationship with you. I will give your service a second chance, but after that I will need to cancel our contract.

Sincerely,

[Name]

[Title if applicable]

[L]Quality Complaint--Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am writing to let you know that we are dissatisfied with the quality of your [product] purchased on [purchased order number] and received on [date].

We had ordered these items, as they were advertised to be durable and water resistant, and we found neither to be the case. The [product] collapses with little or no pressure, and seem to dissolve if they come in contact with water.

We would like to return the entire lot for full credit. Please send me the necessary forms so that your return goods department can process our credit.

Sincerely,

[Name]

[Title if applicable]

[L]Quality Complaint







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

On [date] we visited your facility as part of our annual Company Outing. There were 57 of us, and we were expected to arrive at [time] for cocktails and appetizers.

We are concerned that the overall quality of the hall we were seated in was poor, and that it reflected badly on our company, to our key customers who had been invited. The tableware was tarnished, the service was slow, and the room was in need of better lighting, furniture and carpets.

We’d like to discuss a significant discount from our previously arranged bill. We are disappointed that we have to ask this, but feel it’s only fair given the circumstances.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint—Business Neighbor







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We feel that in order to be a good neighbor, we need to communicate. We’ve tried to talk with your manager about our concerns, and his unwillingness to discuss our needs has given us no choice but to contact you directly.

We understand that as a restaurant operating in a facility that houses businesses, we have all had to make adjustments. Our employees have been willing to work with loud music, parties, the smell of food cooking, and a PA system that announces contests.

The refuse dumpsters for your restaurant reside right outside our office and are only emptied weekly. This is not a situation we can tolerate. Because your menu is primarily seafood, having overflowing garbage dumpsters adjacent to our windows creates a poor work environment for our employee’s between odor, liquids, and animals who frequently dine on the refuse.

We have requested that the Manager move the containers, and that they are emptied more frequently, but he has so far refused to do so. Please acknowledge that this is a formal complaint on behalf of our employees. We would like to be able to come to some agreement without resorting to legal maneuvers.  We look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint--Personnel







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We value our relationship with your company, and look forward to many more years of business together. We are writing to bring a matter to your attention, so that we can continue to be comfortable doing business with your organization.

During the past few months, when one of our staff members comes in to pick up parts, we have repeatedly had to wait while your employee [name] speaks on the phone. Sometimes these calls are other customers, sometimes they are personal calls. 

I’m sure you can understand that my employees cannot use their valuable work time standing at your counter waiting for someone to serve a customer on the phone. [Employee Name] is personable and has good product knowledge, so we are hoping that a word from you will settle this matter.

We’re sorry to bring this unfortunate habit to your attention, but if the situation were reversed, we would want to know so that we could attend to it promptly.

We look forward to continuing to do business with you. Please call if you have questions.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint--Personnel







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We value our relationship with your company, and look forward to many more years of business together. A situation has come up that we would like to bring to your attention, so that we can continue to be comfortable doing business with your organization.

During the past few months, when we are speaking with your employee [name], she has repeatedly put us on hold to answer her personal cell phone.  Sometimes she will leave us holding for several minutes, and when I asked her yesterday if it was necessary to answer her personal cell phone while taking my order; her response was “my bad.”

I’m sure you can understand that this is not the type of service we are accustomed to. [Name] appears to be personable and have good product knowledge, so we are hoping that a word from you will settle this matter.

We’re sorry to bring this unfortunate habit to your attention, but if the situation were reversed, we would want to know, so that we could attend to it promptly.

We look forward to continuing to do business with you, please call if you have questions.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint Response—Personnel







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for bringing your concerns to our attention. We value you as a customer, and while we are embarrassed that we had to find out from you that one of our employees is less than attentive, we appreciate your letting us know.

We are assigning [name] to your account, so there is no interruption in service. [Name] is our most knowledgeable and professional service representative, so we are confident there will be no issues similar to your recent experience.

We have addressed your comments with [name] and would like to assure you that a situation like that will never happen again. Please accept our apologies, and our thanks for bringing this matter up to us.

Sincerely,

[Name]

[Title if applicable]

[L]Quality Complaint Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for contacting us regarding your product concerns. We value you as a customer, and while we are embarrassed that one of our products is not living up to expectations, we appreciate your letting us know.

We are assigning a team to research the quality issue with this product. They will examine every stage of the product manufacturing process in order to pinpoint the trouble spot that is creating this quality issue. We will follow-up as soon as we know anything, which we hope to be within three weeks’ time.

In the meantime, we hope you will agree with our temporary solution to supply you with our alternative product, [name of product]. I know this is not the [product] you currently use; therefore we are offering to provide this product to you on a temporary basis at 10 percent above our cost to make up for the disruption.

Please accept our apologies, and our thanks for bringing this matter up to us. I will be in touch shortly.

Sincerely,

[Name]

[Title if applicable]

[L]Warehouse Order Refusal--Query







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I have been notified by [name] that your warehouse staff has refused the shipment that we sent against your purchase order [number].

Our research seems to confirm that the order was as you requested, with all cartons marked correctly. We are at a loss as to why this shipment was refused.

Please contact me as soon as possible regarding this matter. 

Sincerely,

[Name]

[Title if applicable]

[L]Broker Order Refusal--Query







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I have been notified by the freight forwarder [name] that your broker has refused to take possession of the shipment that we sent against your purchase order [number].

I have done some preliminary checking and it appears that the order itself was as you requested, with all cartons marked correctly and the commercial invoice appears to be in order. We are at a loss as to why this shipment was refused, as your order, and subsequent phone call indicated that this was a priority for you.

Please contact me at your earliest convenience. I have instructed the forwarder to hold the shipment at their warehouse, pending your correspondence to me.

Sincerely,

[Name]

[Title if applicable]

[L]Service Date Change







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We are in receipt of your order confirmation [number] in reference to our PO [number]. Your order confirmation states that the service is scheduled for the week of [week] but our purchase order clearly states we do not need the service until after the week of [week].

Our warehouse is undergoing renovation because of the recent floods. The repair work will not be completed until [date] so clearly your service will not be needed until those repairs are finished.

Please change the order so that the service date is not to be scheduled before [date]. 

Sincerely,

[Name]

[Title if applicable]

[L]Order Delivery Notification 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We are in receipt of your order confirmation [number] which is in reference to our PO [number]. Your order confirmation states that the product is shipping next week, when our purchase order clearly states we did not want the shipment until next month as our warehouse is undergoing renovation because of the recent floods. 

Please change the order so that the ship date is not before [date]. We will have no option but to refuse the shipment if it arrives before that date.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint—Product Damage







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

The staff at our company are great coffee connoisseurs, and so it was with delight that I signed up for your monthly coffee service for organic coffee.

The first shipment arrived today and when we opened the package, the contents of the coffee bags were loose in the box. The packages did not seem to have any secure seal to keep them from breaking open in transit.

I am disappointed that this is our introduction to your service. Could you contact me and let me know if this is a one-time situation? Our employees work so hard and deserve small perks like this, so I was hoping this would be a fun addition to the work day. 

As you may suspect, I rewrapped the shipment, and it is on its way back to your store. 

Sincerely,

[Name]

[Title if applicable]

[L]Shipment Refused--Product Damaged







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

On [date] I visited your store in Aruba, and purchased a locally made coffee service, in the amount of [cost]. A copy of the bill of sale is included for your reference.

Today, the coffee service arrived, and without opening the package it was clear the contents were broken beyond repair. The coffee service appeared to have been shipped in a box intended for a computer monitor, and was placed in the box with no protective wrapping of any kind.

I refused the shipment, and it is on its way back to your store. Please credit my card in the full amount including the shipping that I pre-paid. If I return to your store in the future, I will be sure to make my own arrangements for shipping.

Sincerely,

[Name]

[Title if applicable]

[L]Refused Shipment—Damaged Goods







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Last month we ordered a shipment of labeled beer mugs to be used during our annual Oktoberfest celebration for our employees, customers, and their families. You can imagine our dismay when we received several boxes of shards, none of which would be usable under any circumstances. We have refused this shipment, and it is enroute back to your warehouse in Amsterdam.

To say that we are disappointed would be an understatement. Please credit our account for the full amount, and we would appreciate any explanation you would care to give as to the reasons for such poor shipping methods.

Sincerely,

[Name]

[Title if applicable]

[L]Refused Shipment—Damaged Goods







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter is to confirm our phone conversation regarding a poorly packed shipment. Last month we ordered a shipment of fine crystal to be used during a formal dinner to honor the President of our company, who is retiring. You can imagine our dismay when we received several boxes of crystal shards, none of which would be usable under any circumstances. We have refused this shipment, and it is currently on its way back to your warehouse in Amsterdam.

To say that we are disappointed would be an understatement. Please credit our account for the full amount, and we would appreciate any explanation you would care to give as to the reasons for such poor shipping methods.

Sincerely,

[Name]

[Title if applicable]

[L]Letter of Apology—Damaged Goods







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your call, and letter regarding your shipment. While our insurance will cover the cost of the broken mugs shipped from our warehouse in Amsterdam to your New York office, we understand it doesn’t begin to cover the inconvenience and disappointment. We apologize for the difficulties this must have caused.

We can understand why you refused this shipment, and have credited your account. We are currently looking into better packaging, so that this problem does not occur again. 

We hope that we have the opportunity to serve you better in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Letter of Apology—Damaged Shipment







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

While our insurance will cover the cost of the broken crystal shipped from our warehouse in Amsterdam to your New York office, we understand it doesn’t begin to cover the inconvenience. We apologize for the difficulties this must have caused.

We can understand why you refused this shipment, and have credited your account. Our inspectors have examined the product and feel that the extreme cold must have added to the overall problems this shipment encountered. We are looking into better insulated packaging, so that this problem does not occur again.

We hope that we have the opportunity to serve you better in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Complaint Letter—Several Damaged Shipments







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Enclosed are the photographs of the shipment which arrived at my warehouse on [date]. I am including a copy of the claim report that I have made to [Freight Company]. This is the third shipment that I have received which has had significant damage. The first shipment was not packaged according to my specifications, the second one, also not packaged to my specifications appeared to have shifted in transit, and had significant water damage.

The shipment which I refused today was beyond hope. In addition to not being packaged, labeled, or loaded according to my unique requirements, when the driver attempted to open the back of the truck, the lift gate, which was completely rusted through, fell to the ground, narrowly missing an employee.

Please call me so that we can discuss if, and how, we can continue to do business together.

Sincerely,

[Name]

[Title if applicable]

[L]Damaged Shipments—Apology Letter







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We are in receipt of the photographs of the shipment which arrived at your warehouse on [date]. I must admit I am appalled, not only at the condition of this shipment but the fact that this has happened a third time.

I cannot tell you how sorry I am about this. We have fired our shipping agent and are at this moment negotiating a contract with a new agent. I am planning to visit their facility myself to ensure that this kind of situation does not arise again.

Please be assured I am doing everything I can to remedy this situation. I appreciate your bringing it to my attention and I am open to any suggestions you may have for the future. I certainly hope we can continue to do business together. Your company has been a valued account and I want to assure you that this is completely unacceptable.

Sincerely,

[Name]

[Title if applicable]

[L]Request for Credit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Please accept this letter as introduction of our company [name] doing business at [location]. We have been given your name by [referral] as a company that seeks relationships with start up organizations and offers lines of credit based on financial and corporate references.

I will be calling you next week to set up an appointment. I look forward to meeting you at that time.

Sincerely,

[Name]

[Title if applicable]

[L]Credit Application 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Enclosed is our initial order which you were kind enough to authorize for immediate shipment at your regular 30 day terms.

To enable us to utilize the line of credit we may need for future orders, enclosed is our credit information as well as a simplified financial statement form for your convenience.

We are looking forward to a long and mutually rewarding business relationship.

Sincerely,

[Name]

[Title if applicable]

[L]Request for Line of Credit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We are interested in considering your company as a key vendor for [product], based on the recommendations we have received from [referral]. Because our production is on the increase, we will be seeking a vendor who can respond within [time frame] and can provide us with a line of credit of [amount], on your standard terms.

Our financial statements are attached. If you need us to sign your standard credit application to authorize this credit check, please forward same to my attention.

Sincerely,

[Name]

[Title if applicable]

[L]Request for Revolving Line of Credit







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We would like to request a review of our financial statements so that we can discuss a revolving line of credit with your [company]. Our organization has been in business since [year], and our rapid growth has created new opportunities which will require a line of credit to draw upon for [specify].

Please contact me if you need additional information, or my signature on any waivers or disclosure agreements.

Sincerely,

[Name]

[Title if applicable]

[L]Request for Credit Application







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our firm, [Company Name], is interested in opening an account with your establishment. We carry an extensive line of [products] and service [locations].

Would you please provide us with a current catalog, price list, information regarding your billing procedures and a credit application.

I will be looking forward to receiving this material in the near future.
Sincerely,

[Name]

[Title if applicable]

[L]Request for Credit for Materials







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our company [name] doing business at [location] will be selected a few key vendors to provide the materials used to manufacture our products. Please review the attached credit application and references provided. We would request a credit limit of [amount] which we will pay within your terms of [terms].

Please contact our office if you need additional information or have questions concerning the references we have provided.

Sincerely,

[Name]

[Title if applicable]

[L]Request for Credit with Service Provider







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our company intends to open for business at [location], and we will select a few key service providers help us in the manufacture our products. Please review the attached credit application and references provided. We would request a credit limit of [amount] which we will pay within your terms of [terms].

Please contact our office if you need additional information or have questions concerning the references we have provided.

Sincerely,

[Name]

[Title if applicable]

[L]Standard Service Contract Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Please provide us with information regarding your standard service contract terms, discount schedule for businesses, and any hidden or accessorial charges that are part of your service.

Included with this letter you will find out company information and financial references in order to become a customer of your firm.

Sincerely,

[Name]

[Title if applicable]

[L]Standard Terms Information Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Please provide us with information regarding your standard order terms, discount schedule and any hidden or accessorial charges that are part of your order processing.

We would be happy to provide you with company information and financial references in order to become a customer of your firm.

Sincerely,

[Name]

[Title if applicable]

[L]Ad Response—Service







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We saw your advertisement in the [month] issue of the trade magazine, [name of magazine], and feel that your service may be what we are looking for.



We would like to know more about your company and would appreciate receiving your service options and price list and information regarding terms. 




We will look forward to your prompt response. Thank you.






Sincerely,







[Name]







[Title if applicable]

[L]Ad Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Your advertisement in the [month] issue of [name of magazine] is of great interest to us.

We would like to know more about the products your firm offers and would appreciate receiving your wholesale price list and information regarding terms and ordering policy. 

It is our desire to offer our customers the widest selection possible of [products] and we are therefore always interested in new products that fall within that area.

We will look forward to your prompt response. Thank you.
Sincerely,

[Name]

[Title if applicable]

[L]New Account--Services







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

[Company Name] would like to welcome you as a new customer to our firm. We hope that you will be satisfied with the services we provide to our customers.

Our credit manager, [name], will be happy to discuss any aspect of our credit policy with you at your convenience.

I am enclosing our list of services and price sheet for your review. I believe that you will find our prices competitive and in keeping with industry trends. 

I hope you will afford us the opportunity to serve you in the near future.

Sincerely,

[Name]

[Title if applicable]

[L]Account Welcome 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

[Company Name] would like to welcome you as a new customer. We hope that you will be satisfied with our products we provide.

You are invited to purchase our merchandise on our regular open account terms, [description of terms]. Please contact our credit associates if you have questions, as they will be happy to discuss any aspect of our credit policy with you at your convenience.

I am enclosing our catalog and price list for your review. I believe that you will find our prices competitive and in keeping with industry trends. 

I hope you will afford us the opportunity to serve you in the near future.

Sincerely,

[Name]

[Title if applicable]

[L]Thank you—Product Review







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your favorable comments about our product in your upcoming issue.



We appreciate this unsolicited endorsement and know how well respected your journal is. We are proud of our product and it is always a pleasure to know that other people find it high quality as well.


Please accept our thanks on behalf of all of our employees.







Sincerely,







[Name]







[Title if applicable]

[L]Thank You—Broadcast Product Mention







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for allowing the favorable comment about our product to be broadcast during the airing of [program].


We know this unsolicited endorsement could have easily been deleted from the telecast and we just wanted you to know that we appreciated the positive comments, on a broadcast as well respected as yours.

Please accept our thanks on behalf of all of our employees.

Sincerely,

[Name]

[Title if applicable]

[L]Set Up Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

It is our pleasure to notify you that an account has been approved in your name. We welcome you as a new customer and hope that you enjoy the convenience of your
account.

We have established a credit limit on your account in the amount of [$]. At such time as you may wish to raise the credit line, a phone call or visit to our credit office
should expedite our handling of your request.

We have enclosed your card and our pamphlet that explains our billing procedure, how to place an order plus additional information we believe you will find useful.

Thank you again for choosing to shop with us.
Sincerely,

[Name]

[Title if applicable]

[L]Service Agreement Enclosed







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter will confirm [individual's] telephone conversation with you today concerning your interest in a service agreement for [specify] in accordance with our billing rate to [amount] per hour, effective [date].

Attached are copies of our service agreement and we request that you sign one copy and return it to us indicating your approval of this program.

We welcome you as a new member of our service organization and look forward to working with you in the months to come.

Sincerely,

[Name]

[Title if applicable]

[L]Service Plan







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

In accordance with your order of [item], which comes with an on site service plan for 90 days, you now have the opportunity to purchase a service agreement for the term of [timeframe]. This agreement includes (2) preventative maintenance visits, for the purpose of cleaning, inspecting and maintaining the equipment, and all on site service calls for the period of the contract.

Any call for service will be responded to within [timeframe] by telephone, by a technical support person who will troubleshoot the problem. If a repair visit is required, that will be scheduled within [timeframe] of the technical support call. The maintenance contract covers, labor, transportation, and all parts, excluding consumable items listed in Appendix B.

Please review the attached contract carefully, sign where indicated and keep one copy for your records. The signed contract must be on file with us before any service calls can be made. Thank you for your business! We look forward to providing you with prompt efficient service, and will work with you to maintain the long life and productivity of [product].

Sincerely,

[Name]

[Title if applicable]

[L]Routine Service Issue







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I am writing to ask your assistance in resolving an issue that has come up when our technicians visit your plant at [location] to perform routine service on [product or equipment]. In addition to providing the normal service you have contracted us for, our technicians have been asked on several occasions to perform service on equipment that is not covered under the contract.

I’ve asked them to politely decline to perform this maintenance for these reasons:

· Our technicians are booked well in advance and to ask them to perform maintenance on equipment that is not scheduled will create a backlog for all our service customers.

· We provide comprehensive training on our equipment, but not on those machines we’re not covering. Asking them to troubleshoot and repair products they are not familiar with may create unfortunate down time for you.

· We’re sure that you are paying maintenance contracts on the other equipment as well, and that you would prefer to contact that service provider under the terms of your contract with them.

We value you as our customer, and hope that you can appreciate our desire to provide on time, on budget maintenance for all our clients. If for some reason those machines are not covered under a current plan, please let me know. We may be able to incorporate them into your existing service plan, or, perhaps I can recommend someone if they are not within our area of expertise.

Thank you for your cooperation.

Sincerely,

[Name]

[Title if applicable]

[L]Service Contract Complaint Resolution







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your call today. I am sorry that you are not satisfied with the service contract you have with us. I am including a copy of your signed service agreement, in which we indicate that the first level contact when you have a service request is a telephone call within a 4 hour time frame.

I do understand that you feel the phone call is not helpful, but we do this because we have found that in many cases, our technicians can diagnose the problem, and correct it during that initial phone call, thereby getting your equipment back on line. During those situations where the phone call cannot correct the problem, having this diagnosis allows the field service rep to bring the right components, and have a good understanding of where to locate the problem on arrival.

There is an upgrade to our service plan which provides for on site service within the 4 hour period. I am including this information for your review. Should you elect to take this upgraded program, I would be happy to extend the timeframe for the contract by 30 days, as a good will gesture.  

Please let me know if you have any questions, or if I can be of service.

Sincerely,

[Name]

[Title if applicable]

[L]Service Agreement Expiration Notice







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Our records indicate that your service agreement with us will expire on [date]. A renewal agreement is enclosed. Simply sign and return it back to us for uninterrupted service. There’s no need to pre-pay, as our valued customer we will bill you on our standard [specify] terms.

You’ll notice that the service agreement is at the same cost as the previous contract, despite the rising costs of transportation, personnel and parts. While our new customers will pay a higher cost for this service, we are pleased to be able to maintain your service agreement at the same cost.

Please let me know if you have any questions regarding your service plan.

Sincerely,

[Name]

[Title if applicable]

[L]Service Agreement Details







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I was very pleased to learn from my Sales Manager [Name} that you have selected our facility to host your National Sales Meeting.

I’m sure your sales staff will be delighted with the accommodations, food, and the range of amenities we have to offer. The enclosed agreement details those services you have elected to include in your program. My Sales Manager will be in touch with you to review the service plan, and can certainly incorporate any changes you wish to make.

We would appreciate a list of people who will be attending at your earliest convenience, along with any special needs or considerations that we should include, or consider when placing them in rooms.

Thank you for choosing [company name]! We know you will be pleased with your selection.

Sincerely,

[Name]

[Title if applicable]

[L]Thank You for Products to Review







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for submitting samples of [product] to us for our review and evaluation.

Currently, we are distributing several products of a similar type, and in order to best serve our markets we don't feel that it is appropriate to make further additions at this time. 

As you develop or wish to submit other products in the future that you feel may be of interest to us, please feel free to contact us. Again, thank you for considering [company] as a potential distributor.
Sincerely,

[Name]

[Title if applicable]

[L]Thank You for Business







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for providing [company] with the opportunity to be of service to you.

It is my sincere hope that you are completely satisfied with the service which was provided to you and will contact us again, should you have a similar need..

We are always interested in suggestions that would allow us to improve upon our already high standards and encourage you to submit your thoughts. Again, thank you.
Sincerely,

[Name]

[Title if applicable]

[L]Thank You for Inquiry







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your recent inquiry into the software packages we currently have on the market.

We are enclosing our brochure for your review and would like to point out that our software is licensed by printer, not by PC. This means that although you may be using the software at several different workstations, if they are printing to a common printer it would only require a single license. We have additional software that we will be announcing in the coming months, and I will put your name on our mailing list for that release announcement.

After reviewing our brochure, if you have any specific questions please call us at [telephone]. If the question is highly technical in nature, I suggest asking for [contact].

Thank you for your interest in our products.
Sincerely,

[Name]

[Title if applicable]

[L]Thank You for Business







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

It was our pleasure to serve you and your employees for the dinner you held at our restaurant on [date].

We hope that our cuisine and service was satisfactory and that you were pleased with having selected us for this event. We are always anxious to improve our high standards and would appreciate your comments or suggestions about the service we provided.

Thank you for giving us the opportunity to serve you.
Sincerely,

[Name]

[Title if applicable]

[L]Product Inquiry Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your recent inquiry and your interest in the computer hardware packages we currently offer..


We are enclosing our brochure for your review. We also would like you to know that we have software that we will be announcing in the coming months, and I will put your name on our mailing list for that release announcement.


After reviewing our brochure, if you have any specific questions please call us at [telephone]. If the question is highly technical in nature, I suggest asking for [contact].


Thank you for your interest in our products.






Sincerely,







[Name]







[Title if applicable]

[L]Thanks for Positive Feedback







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your positive comments on our product. So few people take the time to let a manufacturer know when they are satisfied with a product that it’s always nice to hear comments like yours. We are sending your letter to our plant in Japan, and as is their tradition, they will translate and post it on their employee bulletin board.


Don't be surprised if you get a few thank you letters from the employees in that Country, as they pride themselves in the quality of their work and love to hear from our family of customers.






Sincerely,







[Name]







[Title if applicable]

