[L] Letters to Third Parties Distributor-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am interested in becoming a distributor of your products in my retail locations and would like you to send me all applicable information on becoming one of your dealers. I look forward to your early reply.

Sincerely,

[Name]

[Title]

[L] Letters to Third Parties-Distribution-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I represent [Company] and our new software product is ready for release. We are looking for a distributor who can market this product to the Municipal and State Government offices, and would like to speak with you regarding your distribution channels.

I have included some general information on our product and company for your review, and look forward to your favorable response.

Sincerely,

[Name]

[Title]

[L] Letters to Third Parties-Distribution-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We have carried after-market parts in our dealership speed shop for the past year, but the distribution channel that we have utilized has gone out of business. We are seeking a new means of obtaining these components and would like to talk with you regarding your product lines.

Please have one of your sales representatives contact me at your earliest convenience.

Sincerely,

[Name]

[Title]

[L] Letters to Third Parties-Distribution-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am in search of a new line of bath products to feature in my Colonial Inn, and your name was given to me as a potential source for products of this nature.

Please send me your line card and the name of the area representative. Thank you in advance for your assistance.

Sincerely,

[Name]

[Title]

[L] Letters to Third Parties-Distribution-Services

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I represent [Name] who are the national distributors for products used in outdoor commodes, and would like to speak with you regarding my product line, and how it might be relevant to your needs.

I am including some general information on these products and will follow-up with you early next week. I hope you will have time to speak with me.

Sincerely,

[Name]

[Title]

[L] Letters to Third Parties-Distribution-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am an independent manufacturers representative and I am looking for new opportunities for representation. I currently work with all of the major electronic manufacturers and would like to discuss how I might be able to assist you in expanding your customer base.

General information on my services is attached, and I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Letters to a promotional partner-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thanks for meeting with me today. I am excited about the plans we created for Holiday promotions and I am sure that these events will generate a lot of customer interest. I am attaching the action item list we created, and look forward to speaking with you again next week.

Sincerely,

[Name]

[Title]

[L] Letters to a promotion partner-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thanks for all of your input during our meeting today. I am excited at the prospect of including a headset with your speech recognition software, and I have asked our engineering group to look at ways to modify our starter headset, so that it can be included in a software package at a low cost. 

It would make sense, I think, to include a coupon so that the user can upgrade to a different headset at a discount. I will ask marketing to create some collateral that we can review during our next work session.

Please call me if you have any questions before we meet again.

Sincerely,

[Name]

[Title]

[L] Letters to a promotion partner-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The new line of clothing based on this years race winners is ready to ship, and I wanted to check with you regarding your order. Since the winner is someone from your community, I thought I would revisit the quantities and see if you wanted to either increase some of the shirts and hats, or change some of the other items so that you were carrying more of the “winner” items.

I will give you a call at the end of the week to review, but please call me if you have questions.

Sincerely,

[Name]

[Title]

[L] Letters to a promotion partner-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The Winter Wonderland Tour is filling up fast, and I wanted to check in with you before we sent the brochures to print, and make sure the artwork we had for you is still current.

We have not received new logo’s or other artwork for 2-years, so I thought it made sense to double check before we commit to print.

Please confirm what we are using before the end of the week.

Sincerely,

[Name]

[Title]

[L] Letters to a promotion partner-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for stopping by our store today. I am interested in working with you to promote the businesses operating in the Valley, and will be at the kick-off meeting on Wednesday.

I appreciate your bringing this opportunity to my attention.

Sincerely,

[Name]

[Title]

[L] Letters to a promotion partner- Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your letter and brochure regarding ways to advertise. At this time I have allocated my advertising budget for this fiscal year, but will keep this information on file for the next budget year.

Thank you again for your interest.

Sincerely,

[Name]

[Title]

[L] Letters to Chamber of Commerce-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your call. I am still settling in to my new store, but I am interested in becoming a member of the Chamber. Please give me until after the Holidays and then follow-up with me. I’d like to be a member in the New Year.

Sincerely,

[Name]

[Title]

[L] Letters to Chamber of Commerce-Hi Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for referring [Company] to us. I have spoken with [Name] and we will be providing her with a quote for hardware and software.

In addition to the opportunity to network with other business professionals, one of the biggest benefits of chamber membership has always been the referral program.

Please accept my thanks, for the trust you place in me through your referrals.

Sincerely,

[Name]

[Title]

[L] Letters to Chamber of Commerce-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thanks for including the pictures of our recent safety day in the Chamber Newsletter! We have received a lot of positive feedback from other members, and appreciate your including this important event in your news.

Sincerely,

[Name]

[Title]

[L] Letters to Chamber of Commerce-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I wanted to let you know that advertising in the Chamber Magazine really works! I took out a small ad last month and have already had 4 new customers resulting from seeing the chamber ad.

Thanks for everything you do to help promote local businesses.

Sincerely,

[Name]

[Title]

[L] Letters to Chamber of Commerce-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I would like to follow-up with you regarding your call about hosting the chamber after hour’s event next month. I have discussed this with our Marketing and Advertising Manager, and she will be contacting you directly to set this plan in motion.

Thank you for bringing this opportunity to our attention.

Sincerely,

[Name]

[Title]

[L] Letters to Chamber of Commerce-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am following-up on the discussion that took place during yesterdays Chamber meeting, and would be interested in having our business host one of the candidate breakfasts that the Chamber will be offering.

Please send me all the applicable information.

Sincerely,

[Name]

[Title]

[L] Letters to Mail List Brokers-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am planning a direct mail piece to attract new retail customers, and your name was given to me by Name] as a good source of lists.

I am looking for residential address lists, sorted by zip +4 and scrubbed during the past 3 months. If you can meet this criterion please contact me with your rates.

Sincerely,

[Name]

[Title]

[L] Letters to Mail List Brokers-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am interested in purchasing some telemarketing lists for a new technical product that I am developing. I am attaching a spreadsheet with general product information, and an overview of the customer demographic I am seeking.

Do you have phone lists that meet this criterion? Please let me know at your earliest convenience.

Sincerely,

[Name]

[Title]

[L] Letters to Mail List Brokers-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am interested in obtaining information on consumers who are at the end of their vehicle lease period. Is this data that you have generated? Please have a sales representative contact me with your scope of information.

Sincerely,

[Name]

[Title]

[L] Letters to Mail List Brokers-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am looking for a consumer mailing list detailing those consumers who have signed up for a new credit card in the past year, in order to create a mailing list for a vacation plan. Your name was given to me as someone who may have information of that nature.

If you can assist me in this, please call me. However, if this is not in your scope, but you know of someone who may be able to help, please forward my contact information to him or her, so that they can contact me if they wish.

Thank you for your assistance.

Sincerely,

[Name]

[Title]

[L] Letters to Mail List Brokers-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I was referred to you by [Name] who suggested you might be able to help me locate a mailing list of companies who have upgraded their phone system in the last year.

Please let me know if this is something you can provide, in general, and I will provide you with the exact demographics I am looking for.

Sincerely,

[Name]

[Title]

[L] Letters to Mail List Brokers-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am contacting you as a possible source for lead lists for clients seeking contract manufacturing in the [area]. I would appreciate a salesman contacting me as soon as possible.

Sincerely,

[Name]

[Title]

[L] Letters to Ad Agencies-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am the manager of a vineyard and attached store, seeking representation from an agency versed in retail advertising and marketing. The Chamber of Commerce suggested your name to me.

Please contact me at your earliest opportunity to discuss this.

Sincerely,

[Name]

[Title]

[L] Letters to Ad Agencies-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I wanted to follow-up with you on the contracts you sent for my review. I have looked over the advertising contract and I have no issues with the terms and conditions. I have forwarded the same to my legal counsel, and we should be back to you within a week.

Sincerely,

[Name]

[Title]

[L] Letters to Ad Agencies-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

My dealership is interested in exploring new avenues for advertising representation, and I was given your firms name by [Name]. Please have an advertising representative contact me so that we can discuss my media needs, and if they are in line with the services your firm can offer.

Thank you for your attention to this request.

Sincerely,

[Name]

[Title]

[L] Letters to Ad Agencies-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am interested in placing national ads to attract upper income level singles and young couples to my venue. Your reputation for placing modern and eye catching advertisements is well known, so I wanted to inquire about setting up a meeting.

Please have a representative call my office.

Sincerely,

[Name]

[Title]

[L] Letters to Ad Agencies-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I have recently severed my relationship with [Name] agency, and am currently seeking new representation. I am including my company brochure. I would be interested in exploring the scope of services your firm has to offer. Please contact me to set up a meeting.

Sincerely,

[Name]

[Title]

[L] Letters to Ad Agencies-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am seeking a company that can help me place advertisements in the industrial trade journals, and your name was suggested to me as a source for representation of this type.

I would like to meet with you this week, if possible. Please call my office to arrange an appointment.

Sincerely,

[Name]

[Title]

[L] Letters to Media-relative to placing an ad-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Enclosed is my copy and artwork for the fall back to school insert in the [Name] newspaper. Please bill my company for a 3-day insertion, and contact me if you have any questions.

Sincerely,

[Name]

[Title]

[L] Letters to Media-relative to placing an ad-Hi Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am interested in placing an advertisement for our upcoming job fair, and would like to receive your rate card, minimum and maximum column inch requirements and information on deadlines.

Please have an advertising representative contact me.

Sincerely,

[Name]

[Title]

[L] Letters to Media-relative to placing an ad-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I would like to speak with a representative about placing ads in multi-media for the upcoming George Washington Car Sale. I am interested in radio, television, print, and purchasing Internet advertising space. 

My contact information is enclosed and I look forward to your call.

Sincerely,

[Name]

[Title]

[L] Letters to Media-relative to placing an ad-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I have been considering advertising in the State of [Name] magazine, as a means of attracting tourists to my place of business.

Can you send me the appropriate information, so that I can review this against by available advertising budget?

Thank you in advance for your cooperation.

Sincerely,

[Name]

[Title]

[L] Letters to Media-relative to placing an ad-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am interested in advertising on your employment website. I am expanding my operations and will be seeking a number of new employees, from individual contributor (sales) to senior management  (VP of Sales).

Please send me information relative to my request.

Sincerely,

[Name]

[Title]

[L] Letters to Media-relative to placing an ad- Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I would like to expand my current advertising to include national exposure and have been told that contacting your company is my best course of action.

I understand that you are an independent media representative covering a variety of channels, and I would like to discuss my advertising budget with you, and learn about the types of representation you can offer me.

Sincerely,

[Name]

[Title]

