[L]Announcement—Ordering Changes







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We are writing to inform you that our company has changed our ordering practices from quarterly to monthly.  This change will allow us uniformity in all our ordering procedures across company branches. This change does not impact any existing orders.

We are confident that this change will not disturb the fine relationship we have with your company. If you do have any questions, please do not hesitate to contact our office.

Sincerely,

[Name]

[Title if applicable]

[L]Announcement—Company Name Change







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter is to advise you that on [date] the name of our company changed to [new name]. The address, telephone and fax numbers have remained the same.

This name change is to reflect the merger of the firms [Names]. The principals of [firm] are no longer associated with our organization.

The name change, while an important reflection of our new business, does not affect the current services we offer. We will continue to provide our clients with the same range of services.

We have appreciated the opportunity to serve you, and hope that our past relationship continues.

Sincerely,

[Name]

[Title if applicable]

[L]Announcement—Fiscal Year Change







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

It was a pleasure speaking with you last week, and this letter is to confirm our conversation regarding a change in our fiscal calendar. As we discussed, our company has changed its fiscal year from December 31 to October 30th.  This change will allow us uniformity in all our accounting procedures, which will improve our ability to remit more promptly. This change, however, does not impact any purchase or sales arrangements with our suppliers and customers.

We are confident that this change will not disturb the fine relationship we have with your company. If you do have any questions, please do not hesitate to contact our office.

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Manual Enclosed







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Here is the information you requested on [product or service]. We are pleased that you have been able to obtain the licenses needed to sell our [product or service] in your country.

The enclosed training manual will also provide you with some helpful guidelines for selling this product to your customers.

Please let me know if I can be of additional help.

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Order Correction







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


We regret the confusion regarding your order of [date]. You had requested twelve cartons of [product], and our shipping department inadvertently substituted one carton with [product].


Our shipping department is sending you another carton of the correct item, by [Ship method]. You will not be charged for the freight for that carton. We have also asked the [ship carrier] to pick up and return the incorrect item to us, again at our expense.


We apologize for any inconvenience this may have caused. We appreciate your business, and thank you for your understanding.

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—Brochure 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for requesting additional information on our [product]. I have included a brochure which explains how our system operates. These components can be combined in a variety of patterns to meet your individual needs, and once you have evaluated the various products, I would be happy to provide you with a quote based on the modules you feel would be best suited to your environment.

This equipment can easily be adapted to accommodate the various electrical and power requirements throughout Europe, and meet all the International labeling requirements for products of this nature.

I hope that the enclosed information will help you evaluate how our [product] can exceed your expectations. I appreciate your interest and look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L]Cover Letter—International Licensing Requirements







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Here is the information you requested on [product or service]. It outlines all of the licenses and regulations required to sell our product in your country.

The process for obtaining a license to import [product] are fairly strict, and you should consult your solicitor or agent to assure that you can meet each requirement. Once you have ascertained that you are able to secure the licenses needed, we can discuss in more detail what you will need for an initial investment.

I would also recommend you review the customs and import regulations. I believe that importation would require import levies, such as VAT taxes, but this product should fall under the law of the International Community, as far as free circulation within the member states. This would be another issue to discuss with your solicitor.

I wish you all success in obtaining the required licenses. Please let me know if I can be of additional help.

Sincerely,

[Name]

[Title if applicable]

[L]Credit/Collections—Account Approval







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Congratulations! Your company’s request for credit has been approved and a new account has been opened in the name of [Company].

Please take a moment to familiarize yourself with our terms and conditions, as they apply to your account. If you have any questions or concerns, please let me know, and I will be happy to clarify the details.

The credit representative who will handle your account is [Name] and I am including [his/her] contact information for your convenience. I know that [Name] will be happy to help you.

Thank you for choosing [Company] as your supplier. We look forward to working with you.

Sincerely,

[Name]

[Title if applicable]

[L]Credit/Collections—New Account—Invoice Overdue







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your order of [date]. We are pleased that you were able to offer our products to your customer base. I noticed that your initial invoice is now more than 45 days past due. Since we discussed our payment terms during our meeting, I’m sure this is an oversight, and have included a copy of your invoice for your convenience.

Thank you for your attention to this, and please let me know if I can be of assistance.

Sincerely,

[Name]

[Title if applicable]

[L]Credit/Collections—Wrong Amount on Check







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your prompt payment in the amount of [amount]. The full amount has been applied to your invoice [number]. I am wondering if there was a typographical error when the check was printed, as the dollar and cent amount paid is reversed from the invoice. I am including a copy of the invoice, as well as a copy of your check, so that you can review it with your payables staff.

Please let me know if you need any additional information, as my associates and I are at your service.

Sincerely,

[Name]

[Title if applicable]

[L]Credit/Collection—Request for Account







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We are requesting to open an account to order your products to sell in our country.

Please send me information regarding your terms and conditions, as they would apply to my account, including information about duties and brokerage fees.

Thank you considering my request. I look forward to receiving an application. 

Sincerely,

[Name]

[Title if applicable]

[L]Credit/Collections—New Account—Invoice Due







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your order of [date]. We are pleased that you were able to offer our service to your customer base. We keep very close tabs on new accounts and I notice that your initial invoice is now due. I have included a copy of your invoice for your convenience.

We look forward to a long and successful business arrangement between our two companies, and stand ready to assist you as your needs dictate.

Thank you for your prompt attention to this, and please let me know if I can be of assistance.

Sincerely,

[Name]

[Title if applicable]

L]Credit/Collections—Oversight in Payment







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your prompt payment in the amount of [amount]. Your check has been applied to your invoice [number]. There is, however, an invoice due before this one that has not been paid. 

I am including a copy of that invoice so that you can review it with your payables staff. I am sure this is an oversight and we look forward to clarifying this and getting your account up to date.

Please let me know if you need any additional information, as my associates and I are at your service.

Sincerely,

[Name]

[Title if applicable]

[L]Inquiry—More Info About Company







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

We were very interested in the article about your company in the [date] issue of [publication].

[Company Name], a leading provider of [product] is interested in adding to its product line. We would like to learn more about your product, and would appreciate your sending us the following information:

[Details]

Sincerely,

[Name]

[Title if applicable]

[L]Inquiry—Site for Distribution Center in Foreign Country







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Please send me information about selecting a site in your country for our business.

[Company Name] is interested in locating a site suitable for a distribution center which will process and ship all orders going to our International Customers. We are interested in an arrangement that would allow us to lease space, with the option to purchase. Details about the size, location preference, and number of anticipated employees are enclosed.

As we evaluate locations for this business, we must know if the following are available, and, if so, what are the costs associated with each of them:

· Transportation by ground and air methods

· Warehouse space

· Utilities and other associated overhead costs

· Housing and schools for employees and their families.

We would like to receive this information no later than [date] so that we can plan our visits accordingly. Thank you for your help.

Sincerely,

[Name]

[Title if applicable]

[L]Inquiry—Franchise Opportunity







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I would like to learn more about the opportunities for becoming an U.S. franchise of [name of business]. My existing company [name] is the premier importer for [product] and we feel that expanding our line of products to include service will allow us to be more full service to our existing customers as well as attract new prospects.

Please provide me with any information you have about international franchise opportunities including price scale, minimums, terms and conditions and any information on duties and taxes. As I have not done business with your country before.

A brochure with information regarding our company and current product line is included. I look forward to hearing from you at your earliest convenience.

Sincerely,

[Name]

[Title if applicable]

[L]Inquiry—Becoming Importer 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I would like to learn more about the opportunities for becoming an importer of your [product]. My company [name] is the premier importer for [product] and we feel that expanding our line of products to include [product name] will provide a wider range of [equipment/accessories] to our existing customers as well as attract new prospects.

Please provide me with information concerning your price scale, minimums, if required, terms and conditions and any information on duties and taxes. As I have not done business with your country before, I would appreciate any recommendation you may have for brokers and Air Cargo Expeditors.

A brochure with information regarding our company and current product line is included. I look forward to hearing from you at your earliest convenience.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction--Invitation to Visit Company







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I hope you will accept this letter as an introduction to you. [Company Name] has been in business since [year], and [Name]. 

In understand you will be visiting our country from [dates]. We would like to arrange a meeting with you for the purpose of touring our manufacturing facility. We think the type of manufacturing process we are using is of particular interest to you. We would like your visit to start a discussion of ways our companies might be able to work together. 

Our agent, [name] will contact you next week to investigate a date for your visit. We look forward to meeting you and learning more about your company, and look forward to your favorable response.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—Associate—Arrange Visit with Existing International Supplier







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter is to introduce my trusted associate [Name], who will be visiting your country for the purpose of meeting our International Suppliers. [Name] has been with our company since [date] and has recently been promoted to the position of [Title]. [Name] duties include maintaining all contractual agreements with our suppliers, and will be in [Country] during the week of [dates].

I am sure that you will find [Name] to be well versed in the manufacturing processes used in [product] and I am equally confident that he will enjoy the same courtesy you have extended to me, during my visits.

[Name] will contact you to make appointment arrangements. We value our relationship with [Company] and look forward to a continued partnership.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—Request to Visit Company







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Please accept this letter as my introduction to you. [Company Name] has been in business since [year], and [Name] and I will be visiting your country from [dates]. I would like to arrange a meeting with you for the purpose of visiting your manufacturing facility. The type of manufacturing process you are using is of particular interest to me, as I hope to use a similar process for my products. 

Our agent, [name] will contact you next week to confirm a more specific date and itinerary for my visit. I look forward to meeting you and learning more about your company, and look forward to your favorable response.

Sincerely,

[Name]

[Title if applicable]

[L]Introduction—Associate—Arrange Visit to Potential International Supplier







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

This letter is to introduce my trusted associate [Name], who will be visiting your country for the purpose of meeting potential new International Suppliers. [Name] has been with our company since [date] and has recently been promoted to the position of [Title]; his/her duties include maintaining all contractual agreements with our suppliers. [Name] will be in [Country] during the week of [dates].

I am sure that you will find [Name] to be well versed in the manufacturing processes used in [product].

[Name] will contact you to make appointment arrangements. 

Sincerely,

[Name]

[Title if applicable]

[L]Request for Product Information







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Please send me all available information regarding your company’s product [Name]. This product was advertised in the [Date] issue of [periodical name].

Our company is interested in installing this product in all our offices, worldwide. We would like to evaluate the product for this purpose.

We are eager to learn more about this system, and look forward to your reply.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Response—Product Inquiry







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your inquiry regarding our products. 

We do not have a program for customers outside of the United States at this time. The nature of our product is specific to US regulatory guidelines and has not been modified for an International Market.

There is a possibility that we will develop a similar product which will meet the standards of [Country] in the future, and we will gladly keep your inquiry on file for this possibility.

We regret that we cannot help you in this instance but we value the confidence you place in our product, through your inquiry.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Letter—Response to Product Import 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. We appreciate your feedback on our products and services.

We are in the process of developing a product to make available to customers outside of the United States at this time. The nature of our product is specific to US regulatory guidelines and we have had to modify it for an International Market.

We will keep your inquiry on file and let you know when this process is completed.

We value the confidence you place in our product, through your inquiry and hope to be in touch soon.

Sincerely,

[Name]

[Title if applicable]

[L]Explore International Distribution 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your email today and your interest in distributing [product] in [Country]. I am enclosing material for your review to supplement the information you found on our website. 

Until now, the options for distributing our product internationally have been somewhat limited but we are eager to explore our new process with you in more detail. Your timing is perfect.

There is a chance we will seek a single distribution channel who will then supply our other, smaller International suppliers, so ultimately you may be working through that channel. Or perhaps you might be that channel!

Once you have reviewed the materials enclosed, please email me so that we can discuss further details.  I look forward to speaking with you again, and working with you in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Sales Letter—Phone Call Follow Up







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for your phone call today and your interest in distributing [product] in [Country]. The options for purchasing our product internationally have been somewhat limited, and my partners and I are would like to explore this opportunity with you in more detail.

Each of the distributors currently working with our company are operating as independent channel partners, and have been able to offer our products at a competitive price, because the options for [product] have been limited outside of the United States.

Your cost will vary depending on the range of products and quantities you select, but I have included a price list to give you an idea of the cost/sell ratio. Typically our distributors have pre-paid freight and added on to their customer invoices, and while you have other duties and import fee’s to consider, you may be able to institute a similar arrangement in your country.

Once you have reviewed the pricing, and contracts please call or email me so that we can discuss them in detail.  I look forward to speaking with you again, and working with you in the future.

Sincerely,

[Name]

[Title if applicable]

[L]Product Inquiry







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Please contact me with information regarding your company’s product [Name]. This product was advertised in the [Date] issue of [periodical name].

Our company is interested in installing this product in all our offices, worldwide. We would like to evaluate the product for this purpose. Do you have an evaluation program? I would be interested in learning more about that, for a possible evaluation in our Corporate Office, located in [city/Country].

We are eager to learn more about this system, and look forward to your reply.

Sincerely,

[Name]

[Title if applicable]

[L]Shipment Inquiry Response







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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


We are sorry to learn that our shipment [identify] never reached you. This shipment was sent to you, in 2 packages, on [date], by [carrier]. The materials were scheduled to reach you on [date].


We have asked the freight forwarder to search for the lost package. However, since you need this material by [date], we are sending replacements today by Air Express, and should be at your office on [date].


Please accept our apologies for this delay. We appreciate your order and hope that you will enjoy the product.

Sincerely,

[Name]

[Title if applicable]

[L]Thank You—Visit—Warehousing Options







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for all the courtesies you extended me during my recent visit to your country. I was delighted with the sites you selected as possible warehousing locations, and will evaluate all the data you thoughtfully provided.

I will not soon forget my first visit to your Country, and hope that this visit was one of many to come, as we develop our relationship with your Country, and its citizens.

Sincerely,

[Name]

[Title if applicable]

[L]Thank You—Visit—Distribution Center Options







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for all the courtesies you extended me during my recent visit to your country. I was delighted with the sites you selected as possible manufacturing locations, and will evaluate all the data you thoughtfully provided.

I will not soon forget my first visit to your Country, and hope that this visit was one of many to come, as we develop our relationship with your Country, and its citizens.

Sincerely,

[Name]

[Title if applicable]

[L]Thank You—Forwarding Materials







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for responding to my inquiry so promptly. I have reviewed the ordering information that you provided, as well as the terms and conditions for importation of [product] to my country.

I have forwarded the contracts to my Attorney and expect to meet with him early next week. I will be in touch with you later next week with any questions or comments he might have. I expect that we will reply favorably to your offer, and look forward to speaking with you soon.

Sincerely,

[Name]

[Title if applicable]

[L]Thank You—Catalog—Take Next Step







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for responding to my inquiry so promptly. I have reviewed the catalog you provided and would like to take the next step in considering offering your products to our customers in the United States. 

Please send me ordering information and any terms and conditions so that I might discuss them with our company attorney. 

I look forward to receiving this information.

Sincerely,

[Name]

[Title if applicable]

[L]Request for Sample Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

I would like to continue our discussion regarding our distribution of your products in this country. Would it be possible for you to send samples of [product] for evaluation?

If I am pleased with the quality and workmanship, I would like to consider including these items in our Winter/Holiday catalog so I would need to get them quite soon. 

I appreciate your prompt response. 

Sincerely,

[Name]

[Title if applicable]

[L]Thank You for Sample Products







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

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

Thank you for sending me the samples of [product] for evaluation. I have forwarded them to our Vice President of Marketing for her input.

I was pleased with the quality and workmanship and would like to consider including these items in our Winter/Holiday catalog. I am including a sales projection, and would appreciate a price quote based on the total projection in one order, as well as the total projection purchased in 3 equal shipments.

Once I have reviewed the pricing, I will be in touch with you within a week to finalize our agreement. I look forward to offering my customers the finely crafted products made by [Company Name].

Sincerely,

[Name]

[Title if applicable]

