[L] Letters to highlight the benefit of a product- Retail

[Name]


[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We appreciate your interest in our new bathroom-cleaning product “Whamo” and have included a sample for you to try.

Whamo will eliminate the toughest stains, from hard water stains, rust, or even tough mold or mildew. While the ingredients that make up Whamo are hard, it’s easy on your hands, your ceramics, and your tiles.

We think this cleaning product will become a staple in your cleaning routine, and we thank you for trying our product.

Sincerely,

[Name]

[Title]

[L] Letters to highlight the benefit of a product- Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your recent purchase of a wood pellet stove. I’m sure you will come to appreciate the even heat and easy maintenance of this system.

When you sent your warranty registration back to the factory, you indicated an interest in the battery back-up pack.  I am including some general information for you.

Battery back-up systems get their power from a deep cycle marine battery, and automatically recharge when there is AC power running through the pack. This back up system will automatically start when the power fails, keeping the stove running, and your house warm. Depending on the size of the battery, you can maintain power to your stove for several hours.

We’re sure you will see the benefits of having an alternate system such as this. If you have any questions, please contact me, or your local dealer.

Sincerely,

[Name]

[Title]

[L] Letters to highlight the benefit of a product--Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your interest in “cold start,” remote automobile ignition system. I am including a brochure that outlines the features of this system. Once the remote is installed, you can start your car from the comfort of your home, and get into a car that is warm and ready to drive.

Because the cold start system has a connection to the car battery, a constant feeder charge is going to it, which will also help keep the battery charged as well.

Pricing for the system itself is included, but does not include installation. Please contact me if you have any questions.

Sincerely,

[Name]

[Title]

[L] Letters to highlight the benefit of a product-- Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for considering “wake up” for your hotel chain. Studies have shown that one of the amenities guests look for, when choosing a hotel are coffee or tea in the room.

The wake up system contains a pot, filter packs with coffee, instant creamers, sugars and tea bags. Each system is small enough to sit on a shelf, taking up little space but giving guests a good value.

A sample pack of coffee filters is enclosed. Wake up with us, every morning!

Sincerely,

[Name]

[Title]

[L] Letters to highlight the benefit of a product--Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for visiting our display at the Agricultural Show. We appreciate your interest in the “Water Me Now” automated garden care system.

Water Me Now provides your flower or vegetable garden will receive consistent, even watering. The timer allows you to decide how often, and how long the sprinkler system will stay on. Regular watering is one of the most important components for healthy plants. Because you set the timer, you can also make sure that you are only watering in early morning or evening, benefiting the plants as well as water conservation!

Information on this new system is enclosed, and this will be available at retail in the coming months. Use Water Me Now, and have one less chore to keeping a garden that you can point to with pride.

Sincerely,

[Name]

[Title]

[L] Letters to highlight the benefit of a product--manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your interest in “wireless sound” the wireless stereo speaker system. Our new speakers offer quality sound, and best of all, can be moved from room to room, so the sound goes where you are, without the cost of wiring an entire house.

These battery-operated speakers don’t pick up static or other electronic “white noise” since there is no electrical connection.

Information on this new system is enclosed. Come in to [store name] and hear for yourself!

Sincerely,

[Name]

[Title]

[L] Email to highlight the benefit of a service-Retail

To: [Name]
[Date]

From: [Name]

Subject:

The Movie Exchange is a new membership only service that gives our clients the option of exchanging DVDs with other clients. Subscribers can access a protected database listing the movies they wish to exchange, and view other available films. Films are stored at a central location, and you can borrow up to 4 films at a time, and as soon as you view and return one, you have “credit” to view and return another.

Donating “new” films to the vault gives you an automatic credit for another film. Subscribing to this type of service allows you to have thousands of films to choose from, without investing in your own personal film library.  You can also preview a film on our website, www.moviexhg.com , where one-minute trailers of each movie are available.

Visit our website to subscribe, or no contact one of our customer service representatives. Sit back make popcorn and watch a movie with your family tonight!

[L] Email to highlight the benefit of a service- High Tech

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for your interest in our new automotive mapping system “Are we there yet?” Are we there, yet combines the latest in GPS technology to allow you to determine, by the touch of a button, not only where you are, but how long until you reach your destination.

This system works in conjunction with your automobiles electronics, so that you can compute how long before you need to “tank up” based on your fuel mileage.

These state of the art features allow you to keep track of your car’s performance as well as assure that you are on course for your destination.

Look for “Are we there yet?” at your local auto show, beginning in January.

[L] Email to highlight the benefit of a service-Automotive

To: [Name]
[Date]

From: [Name]

Subject:

Auto Serve is a new service provided by [dealer]. Customers who purchase a new vehicle from us will automatically be enrolled in Auto Serve for the first year, and customers who purchase a used vehicle will also be eligible to purchase this new service.

Auto Serve will automatically schedule your appointments for routine maintenance and inspection, schedule a driver to pick your car up at work, bring it to the shop and return it to you at the end of the day.

Using Auto Serve helps keep your car maintained on a regular basis, which helps increase its condition, and its value.

For more information on this service please contact your dealer.

[L] Email to highlight the benefit of a service- Hospitality

To: [Name]
[Date]

From: [Name]

Subject:

Home cooked meals is now serving the [name] motel chain. For families traveling with small children, or for business people who are on extended road trips, home cooked meals are something that people wish they could enjoy.

We will deliver a home cooked meal right to you room, so that your family can be assured of getting a well balanced meal with all of the necessary food groups.

Studies show that eating on the run is one of the leading causes of indigestion, and obesity. Let home cooked meals give you a little bit of home, while you are on the road.

[L] Email to highlight the benefit of a service-Service

To: [Name]
[Date]

From: [Name]

Subject:

Today everyone is busier than ever. Whether you work outside the home in a challenging job, or your full time job is family oriented, there never seem to be enough hours in the day to get everything done.

Our new service, Running4U, can make life a little easier. We’ll run to the pharmacy and pick up your toiletries, stop at the dry cleaners, go to recycling, wash the car. Anything that doesn’t require you personally is within our service.

Running4U will get the mindless running around done, so that you can take the kids to practice and stay and cheer them on! Our running4U saves you time, wear and tear on your car, and lets you enjoy the little things in life, that all too often get pushed aside.

If you see the bright orange car, you’ll know that somewhere, we are running4U!

[L] Email to highlight the benefit of a service- Manufacturing

To: [Name]
[Date]

From: [Name]

Subject:

 Today manufacturers are in the most competitive market in their history. Companies are competing with one another, and competing globally, so that every second and every penny means more than ever before.

Our new manufacturing assistance program allows you to concentrate on the gross manufacturing. We will take care of the assembly, inspection, packaging and shipment, allowing you to concentrate your efforts on making the product.

By taking the tedious busy work out of the process you can produce more pieces per shift, making your production more efficient, and more competitive.

Contact us today, and let us take the process to the next level.

[L] Letters to overcome price objections- retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for contacting us with your concerns about pricing of the teen line of clothing. We appreciate that clothing, like everything else, is increasing in cost, and while we make every effort to keep our costs down, we can’t always hold the line.

There are a number of factors that are out of our control that impact pricing. The high cost of gasoline affects transportation costs, not just in the “per gallon” cost, but also in fuel surcharges, and simply the cost to drive merchandise from one location to another. These same costs affect electricity, heat, and any number of issues that are calculated into overhead.

Despite these factors, you will always find our costs slightly higher than that of our competitors. This is due to our commitment to only use materials made in the United States, and factories based in the United States. The cotton is grown here, the material is woven here, and the final product is sewn here. Our desire to offer a product truly “Made in the USA” has a price, but it’s one that we are willing to pay, to keep our farmers growing, our citizens working, and our products original.

We hope that these intangible factors, when taken into consideration, will make our cost equal to our value. 

Sincerely,

[Name]

[Title]

[L] Letters to overcome price objections-High Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am responding your posting on our website message forum, regarding the cost of our software. First, let me thank you for purchasing the product, and for the many fine comments you made regarding its versatility. You are correct that the cost of producing CD’s is minimal, but the cost also includes all of the expenses involved in developing and creating the product. These costs are risks that our investors take prior to the product launch, and like all businessmen, they want to see a return on their investment. Profit is a way of appreciating faith.

The other fact to consider is that the cost of the software includes 18 months of maintenance. Many products of a similar nature have a maintenance plan that must be purchased, but ours is built into your initial purchase.

Maintenance includes technical support, upgrades, downloads and access to the user forum that you are using today.

I hope this information answers your questions, but contact me again, if I have not addressed your question to your satisfaction.

Sincerely,

[Name]

[Title]

[L] Letters to overcome price objections-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Your letter has been forwarded to me by the local [name] automotive parts dealership. I appreciate your taking the time to make your concerns known to us. The parts in question are OEM (original equipment manufacture) parts. The alternative components that you use as examples are remanufactured parts. 

OEM parts are components made by the original manufacturer, and offer the same guarantee as the parts that come in your automobile. These are frequently made in the same plants, at the same time your car is being assembled. Remanufactured parts do not offer the same guarantee, and can sometimes (but not always) be comprised of parts from several different vehicles, or reworked from a returned product.

I hope this explanation helps you illustrate the cost difference associated with each type of manufacture.

Sincerely,

[Name]

[Title]

[L] Letters to overcome price objections-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are taking this opportunity to respond publicly to the comments made in the newspaper, regarding the price increases for our amusement park.

We have been a part of this community for the past 25 years, and many of you either had jobs here growing up, or are current customers. We value your business and we thank you. We closed our park at the end of last season with a promise that we would upgrade our park facilities, and we hope you will visit us.

All of our rides were completely disassembled, inspected, repaired if needed, then repainted, refurbished and reassembled. Our buildings received a fresh coat of paint, our bathrooms were redressed, our walkways repaved and our grounds were all landscaped. We have also introduced 7 new rides to the park.

What we are most proud of, in addition to the face lift we gave our center, is that we have increased the per hour wage for our employees to above minimum, and created the first of its kind matching savings program, to encourage our student employees to save for college.

We feel that the strides we have made in assuring a safe and enjoyable visit, and our ability to offer a good job at a competitive wage, more than equal price increases.  We will have an open house for all members of our community on [date.] Present proof of residency, and get free admission to the park, and see for yourself what we offer.

Sincerely,

[Name]

[Title]

[L] Letters to overcome price objections- Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for the opportunity to provide you with a quote for my landscaping services. I appreciate the feedback you gave me during our phone conversation, and I have reviewed the pricing I gave you.

I think that the quote for the amount of time needed to meet your scope of service is accurate, and I have reviewed the cost of materials to assure there was no discrepancy. One way to reduce your cost by 2% would be to take advantage of the end of season sale at the local greenhouse. We can obtain all the paving stones we need now at a discount, and they can easily be stored until we are ready for the phase of the project in the spring.

The other option would be to go with more ground cover, such as phlox, and less shrubbery on the walkway, which would also be less of an investment.

I’d like to meet with you this week and finalize the plans for the project. I look forward to your call.

Sincerely,

[Name]

[Title]

[L] Letters to overcome price objections-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I appreciate your calling my office to discuss the price increases we are anticipating. We value your business and we understand that you have located another supplier who can provide these components at your current cost.

We would ask that you factor several things into your final decision. This price increase is one of 4 that have occurred in materials over the past year. The first 3 price increases we absorbed without impacting our customers price. 

The latest price increase is 2%, which will increase your per unit cost by a few cents, overall. Our manufacturing process is state of the art, and unlike other vendors who are able to hold their price, we are using original components, rather than incorporating any remanufactured pieces into our components.

It is our hope that the value of our product will outweigh a small pricing increase. We will hold your current price for the next 30 days, should you wish to reorder now. Please let me know if you have any questions.

Sincerely,

[Name]

[Title]

[L] Email to overcome feature objection- retail

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for visiting our website and filling out our comment section. We appreciate the feedback of all our visitors. We carry a variety of products on our website, and they come from more than 75 different retailers. In an effort to keep the cost down (thereby reducing your cost) we use the actual item number from the retailer.

We do this so that we can link our shopping cart with our inventory control programs, making sure that we reorder in a timely manner. This helps us to assure that product is available when you want it, but we admit it does create some confusion when using the search engine to find the product you are seeking.

We are working on a corrective measure that will address both needs- we hope to change our search engine to type of product, which will give you a range of products to look at once you begin a search.

Keep watching the “what’s new” section of our web site for more information.

[L] Email to overcome feature objection- Hi Tech

To: [Name]
[Date]

From: [Name]

Subject:

We are sending this “email blast” to all our customers who recently purchased our new software “Speed.” We understand through the many emails we have received, as well as comments on our forums that many of you are unhappy with the new feature that does not maintain your score.

The feature was intended to allow you to clear your score, but should not have prevented you from saving it. We apologize for this programming error. Please visit our website, www.speed4me.com, and go to the “fix” section. Once you enter the serial number that is on your CD you will be directed to a download that will correct the problem.

Thanks to everyone for bringing this to our attention.

[L] Email to overcome feature objection- automotive

To: [Name]
[Date]

From: [Name]

Subject:

Your email regarding the new childproof latch feature has been forwarded to my attention, and I thank you for writing us. The feature was originally intended to keep small children from inadvertently moving the shift control, so that the car did not move unless the engine was engaged and a driver behind the wheel.

If you will visit your local dealer, and bring a copy of this email, they will over-ride the feature. It is out intent to keep everyone safe, but we do recognize that some people are unable to flip the lever that allows the car to be placed in gear.

Thank you for letting advising us that our new feature was not satisfactory to you.

[L] Email to overcome feature objection-  Hospitality

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for filling out the comment card after your recent stay with us. We take all feedback very seriously, and appreciate your candor.

We understand that you were not happy with the closing hours of the hotel pool, and we apologize that you were not able to enjoy this amenity as long as you liked. We have decided to close earlier than we have in the past in order to have a full 8 hours for cleaning, chemical balancing, and to assure that all pool furniture, showers and changing rooms are cleaned appropriately.

We hope this effort on our part to assure that you have a clean and safe pool area, will balance out any disappointment you experienced.

[L] Email to overcome feature objection-Service

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for your call. I have looked into the service history of the equipment in question, and I am attaching the service record. The machine was serviced on a regular basis, as outlined in the service agreement. The only components that have been replaced are feed tires, which are not covered under warranty, as they are a shelf life component.

I noticed that during the time you were considering purchasing this unit, and during other service calls, both the sales rep and the technician indicated you were using this to its maximum capability, and that you would experience a higher level of maintenance because of this. You may want to consider purchasing a back up unit so that you can alternate between the two machines.

Please let me know if you have any other questions.

[L] Email to overcome feature objection- manufacturing

To: [Name]
[Date]

From: [Name]

Subject:

I appreciate your stopping by our booth at the [name] trade show to discuss our manufacturing process. We are aware that you have been experiencing some electrical shorts because of the quick disconnect. Our Quality Control Staff will be in touch with you, and I have asked the area sales representative to visit your call center, to see if there is something in the way these components are being used that we can address.

In the interim, we will ship you 50 replacement headsets. Please have your call center manager keep these, and distribute them as needed when the problems occur. It would be helpful if your manager could tag each of the returned units so we know how long it has been in use, and what problem is occurring.

I will be in touch with you again once the replacement stock has shipped.

[L] Letters overcoming service objections-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for contacting us regarding your dissatisfaction with the service provided you for your home heating system. We are sorry that you feel that the technician was not qualified to service your furnace.

Each of our service technicians has completed the necessary service and training courses for all the products we sell. Your furnace is a model that we have recently begun to provide maintenance for, as a result of the closing of [Company Name].

The technicians’ request to call an in house technician was not because he was ill equipped to maintain a furnace, but that your model in particular has been discontinued. His goal was to assure that the parts he suggested installing, which are listed as being components of a comparable system, would in fact be appropriate for your heating system. 

We are making every effort to provide service for a product line that we have not sold, in an effort to help customers who were “left out in the cold” because of the unexpected closure of [company name]. I hope that this information will alleviate any concerns you may have.

I have asked the technician to give you a call to assure that your furnace is working to your satisfaction. Please don’t hesitate to call me if you have additional concerns.

Sincerely,

[Name] 

[Title]

[L] Letters overcoming service objections-Hi Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Your email has been forwarded to me, and I want to first thank you for contacting our company. We cannot address customer concerns unless they are brought to our attention, so we appreciate your doing so today.

I understand that you are dissatisfied with the call you made to our technical service department on [date], and their correspondence that your software was not currently under warranty.

I have looked into your software license, and the maintenance plan was not renewed in June, as needed. Our Sales and Technical sales people have contacted you several times, and in each instance you indicated that further maintenance agreements were not required.

I am attaching our final letter to you, dated [date] and your response. We would be happy to provide you with technical support and upgrades should you care to renew your maintenance plan. I am including a copy of the program for your convenience. If you feel that the overall maintenance plan I,

If you feel that continuing this plan iss not necessary for you, you do have the option of taking a per hour plan. Information regarding that option is attached as well. Please contact me if you have additional questions.

Sincerely

[Name]

[Title]

[L] Letters overcoming service objections-automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for taking the time to write me with your concerns about the recall notice you received. The percentages of components that are recalled are only a fraction of the number of cars sold each year. However, we understand that regardless of the percentage you regard this as an inconvenience and for that we do apologize.

If you would make an appointment with our service department, and then call me at the number above, I will make sure that you have transportation to and from the service department to you place of employment, so that you don’t have to arrange for a temporary parking pass.

I hope this is an acceptable alternative for you. We value your business and we care about your safety. Please take care of this important recall without delay.

Sincerely,

[Name]

[Title]

[L] Letters overcoming service objections-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for taking the opportunity to express your comments regarding the condition of our hotel, located at [address]. We take great pride in our facilities, and it’s important that we hear when one of our hotels is not satisfactory.

I have forwarded a copy of your correspondence to the manager of the branch where you stayed, and have asked that she contact you directly regarding your concerns about the cleanliness of the pool and shower area.

I hope that you will consider staying with us again, and that the enclosed certificate will be useful on your next trip to [city.]

Sincerely,

[Name]

[Title]

[L] Letters overcoming service objections-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Your letter has been forwarded to my attention, and I appreciate your making your concerns about your account known to me.

I can only apologize to you for the frustration you must have experienced. We try to give our agents some latitude in working within our guidelines, and in this case, it is clear that the agent who you were speaking with was working within the rule without using common sense.

You are correct in your statement that your request for a change in your Internet service should not have affected your cable service, and that the error was on our part. In addition, you are also correct that our disconnecting your cable in error should not make you responsible for a reconnection fee, or to be on the waiting list with new customers.

We will have a technician at your home at your convenience, which will immediately reconnect your cable. We will give you a credit for the day’s you had no service, and we will also waive any reconnection fees when you are ready to return to Internet service.

I am copying the Service Manager and the Customer Service Manager, so that they are aware of our responsibility to you. Please call me directly if you have any other issues.

Sincerely,

[Name]

[Title]

[L] Letters overcoming service objections-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are taking this opportunity to write to all of our customers who purchased widgets from us during [timeframe]. We have heard from many of you regarding the wing nuts breaking and rendering the widgets unusable, and we have traced the problem to a crack in one of the molds that are used in the manufacturing process.

Please accept our apologies, and use the enclosed pre-paid return authorization labels to return any product at our expense. We will replace all components promptly. Please call your customer service representative if you have any questions.

Sincerely,

[Name]

[Title]

[L] Email to overcome past poor product performance-Retail

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for emailing me. I have heard from many customers, who, like you have visited our store recently and found that the quality of the plastic bags used to package your product has been less than satisfactory.

I have investigated and found that we changed vendors in the last 30 days, because the vendor we normally use for our retail packaging was unable to meet supply and demand requirements. The plastic bags we are using currently are a 4 mil ply, as opposed to the 7 mil ply you normally see.

We will be returning to our stock vendor as soon as this shipment has been expended, but you are always welcome to ask for paper, and we will accommodate your request. Please accept the enclosed gift certificate with my compliment, to replace the groceries that were damaged.

[L] Email to overcome past poor product performance-Hi-Tech

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for visiting our user forum. We understand that many of our users are unhappy with the administrative monitoring system we instituted last month. The game has been rated for all ages, and this family rating requires that we put strict guidelines in place for acceptable usage, language and restrict the ability of our players to create characters that are no “family friendly.”

It is out intention to release a “mature audience” version of this game which will have a different level of restrictions, and this version is due to be released next month. Please contact the retailer where you initially purchased this game, and they will give you a discount towards the newer version.

We hope that this is an acceptable solution and we appreciate your business.

[L] Email to overcome past poor product performance-Automotive

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for contacting your local dealer with your concerns about the short tread life of your tires [brand]. The local dealer gave me your information and has asked that I contact each of their customers who are experiencing this issue.

Our Research and Development group, in conjunction with Quality Control, are evaluating all of the complaints we have received, as well as the manufacturing process used to produce the tires. We will continue to keep you informed of any findings. At this juncture we have no facts, only conjecture, and that is that the majority of customers who are experiencing poor tread wear are all located in cold weather climates.

We will send a voucher that will give you a replacement set of tires from the local dealer. We would ask that you allow us to retain the problem tires, so that we can evaluate them as part of our quality assurance processes.

Thank you, again for bringing this to our attention.

[L] Email to overcome past poor product performance-Hospitality

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for visiting our customer service web site and expressing your concern about the quick pass interstate toll system we have implemented. We have reviewed your account with us and it appears that your transit through the system on [date], was compromised. Cars that are following too closely to the car ahead can sometimes register with the previous car, making it deduct additional tolls. The scanner looks at this as a multi-axle vehicle and charges accordingly.

Your account has been credited for the extra charges, and we are evaluating how to prevent this type of issue from occurring again.

[L] Email to overcome past poor product performance- Service

To: [Name]
[Date]

From: [Name]

Subject:

I wanted to follow-up with you regarding the service call that we discussed earlier in the week. I have been in touch with the service manager and requested that a new technician visit your home and check your furnace. This will be done at your convenience, and at no charge to you.

The parts that you need for your repair have been ordered and we expect to have them in the next 2 business days. Once the repair has been corrected, I will be back in touch to assure that everything has been completed to your satisfaction.

[L] Email to overcome past poor product performance-manufacturing

To: [Name]
[Date]

From: [Name]

Subject:

Thank you for letting us know that you experienced a problem with your work boots. We guarantee them to be free from defect due to a manufacturing problem. We suggest that you return them to the retailer where you purchased them, and they will return them to us for inspection.

If the problem you are having is due to a defect in material or construction we will replace them with a new pair. If the problem is due to incorrect use, or abuse, we will return the product to you, with an explanatory note.

We appreciate your business and want to make every effort to correct the problem you are experiencing.

[L] Letters overcoming a poor past sales rep-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for bringing your experience in our store to my attention. Our store policy is to treat every customer with respect and service, and we are always interested in hearing feedback, both positive and negative.

It is unfortunate that you did not speak to the Manager, who could have handled this situation immediately.  Your patronage is valued and we won’t tolerate indifference on the part of our employees. Please accept our apologies, and we hope that you will return to the store and continue to be a valued customer. The enclosed gift certificate is good for any location and has no expiration date.

Sincerely,

[Name]

[Title]

[L] Letters overcoming a poor past sales rep- hi-tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your call today. I have looked into the technical support records and spoken with the sales representative that sold you the sound system. I think that your concerns regarding the sales representatives knowledge about the system you purchased are justified, and I have asked our sales manager to contact you, and make sure that the components you have purchased are the right ones for your business, and that they will work well in conjunction with one another.

We value you as our customer, and I have assigned [name] as your sales representative for any future purchases you should make. For the short term, if [name] finds that you should have alternate equipment for the conference center project, we will waive our normal policy of “no returns” and make whatever exchanges are required to create the system you requested.

If you have any other questions please don’t hesitate to contact me.

Sincerely,

[Name]

[Title]

[L] Letters overcoming a poor past sales rep- Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Your call to my office was most appreciated and I apologize for your discomfort. We are proud of the fine automobiles we sell here at [dealer name] but it is never our intention to pressure our customers into making a purchase.

I have investigated the comments you brought to my attention and unfortunately I found this was not the first occurrence of this type of behavior. I assure you that if we had known this, it would have been dealt with immediately.

The Sales Representative in question is no longer in our employ. I hope you will consider returning to [dealer name] where we will be pleased to help you evaluate your options for new or used vehicles, with no pressure to make a purchase.

Sincerely,

[Name]

[Title]

[L] Letters overcoming a poor past sales rep-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for contacting me and considering [name] for your upcoming tour to the Keukenhof Tulip Festival. I recall that your experience with our tour was not satisfactory during last year’s tour, and I appreciate your willingness to reconsider.

I have assigned [name] as your personal sales representative, and she will be contacting you to discuss what points of interest your group want to cover, and possible dates that will coincide with that itinerary. [Name] has been with us for several years, speaks fluent Dutch, and has traveled extensively in the country.

We look forward to hosting your next tour, and appreciate your allowing us to work with you again.

Sincerely,

[Name]

[Title]

[L] Letters overcoming a poor past sales rep-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your time yesterday. I enjoyed meeting you and discussing your business and how [Company] has worked with you in the past. I can appreciate your concern that you were not being serviced adequately, and I have already made a change in your account rep, effective immediately.

[Name] has been with our company for more than 10 years and prior to becoming a sales representative was a service technician for 5 years. This combined experience gives [Name] unique perspective on our products, and will have an in-depth understanding of your business needs.

I would like to visit you again next week and personally introduce [Name] to you. Please let me know what is convenient to your schedule.

Sincerely,

[Name]

[Title]

[L] Letters overcoming a poor past sales rep-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am the area manager for [Company] and your business has been brought to my attention, as a long-term customer who is considering ending our relationship.

We would be very sorry to lose you as a customer, and on behalf of [Company], I speak for our management, sales and service team when I commit to correcting the problems you have experienced recently.

Your current sales representative feels that part of the problem is that she is not compatible with the sales representation you have been accustomed to, and has suggested that I consider changing the client assignments so that you are working with someone more in tune with your personality. If this is agreeable to you, I would be happy to discuss this change with you.

I will give you a call Friday to discuss setting up a meeting and working with you to provide you a level of service more satisfactory to you. I hope you will consider speaking with me.

Sincerely,

[Name]

[Title]

[L] Email-Direct Mail-Retail

To: [Name]
[Date]

From: [Name]

Subject:

Are you ready for the Holidays? We are!  Our stores are filled to the rafters with clothing, house wares, and toys, all waiting for you to come to the sale of the season!

Visit our website at www.store.com, and take advantage of some early buy specials, download valuable coupons and apply for a store credit card.

Don’t let the Holiday crush get you down, shop early, shop often, and sit back and enjoy some eggnog while everyone else fights over what’s left!

[L] Email-Direct Mail- Hi-Tech

To: [Name]
[Date]

From: [Name]

Subject:

We’re taking the opportunity to email you as the quickest means of reaching you, our valued customer. You’ve probably been following the news and are aware of the current recall of a variety of battery packs for laptop computers. Our records show you purchased [description], and you may have a battery pack that is under the current recall.

Please contact our customer service department at [contact information]. They will assist you in determining which module you have and assuring that you receive a no charge replacement.

Our Customer Service department is a 7 x 24 operation, so please call at your convenience.

[L] Email-Direct Mail- Automotive

To: [Name]
[Date]

From: [Name]

Subject:

[Name], the leading supplier in automotive after-market parts, is pleased to announce we are now carrying [items]. As a loyal customer, and current owner of [automobile], we are making this special introductory offer to you.

For a limited time, you can upgrade the exhaust system on you [car], at 50% off the regular price, with free shipping.

Visit our online store, at www.store.com, and enter the preferred customer code listed below, and take advantage of this offer today.

[L] Email-Direct Mail-Hospitality

To: [Name]
[Date]

From: [Name]

Subject:

[Name] Resort and Spa is pleased to announce that our renovations are complete, and we are ready to reopen in time for the Valentines Day weekend! We have completed refurbished our rooms, our spa has been redone, and our restaurant also has a brand new look.

Join us on [date] for an open house, where you can tour our facility and enjoy a light brunch from our world renowned Chef [Name].

Space is limited to please don’t wait, reserve a spot today.

[L] Email-Direct Mail-Service

To: [Name]
[Date]

From: [Name]

Subject:

Save-Your-Back offers driveway and walkway maintenance at an affordable price. We provide 4-season care for your home, whether it is weed control, sealing and paving, or winter storm cleanup.

Why not Save-Your-Back and let us do the hard work, so that you can sit back and enjoy your home after a long workweek.

Contact us today!

[L] Email-Direct Mail-manufacturing

To: [Name]
[Date]

From: [Name]

Subject:

Wood Tick Woodsheds is coming to your area. For years we have offered the finest in storage sheds. Our pre drilled, pre-measured wood takes the guesswork out of assembly, and with the Wood Tick name on every section, and you know that it is manufactured with only the highest quality woods and galvanized hardware to prevent rust.

We will have a variety of pre-fabricated sheds on display at the [Name] fair. Stop by our display, and see how a Wood Tick Woodshed can help you with storage, while complementing your outside décor.

[L] Referral Letter- Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I have been referred to you by [Name] who spoke highly of your design skills. I am in the process of creating our first retail catalog, and I am interested in discussing securing your services for layout.

If you are accepting new clients, I would like to speak with you at your earliest opportunity. Please contact me so that we can set up a meeting. However, if for some reason you are not seeking new opportunities, I would appreciate any referrals you would care to suggest.

I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Referral Letter- Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

[Name] contacted me and mentioned you were looking for someone to upgrade your website and create a secure shopping cart, and asked that I send you my contact information.

I have recently completed a long-term project where I created a web site for printer toner and accessories and am currently looking for a new consulting project. My resume is enclosed as well as a CD with my portfolio. I will follow-up with you next week to see if you are interested in a meeting.

Sincerely,

[Name]

[Title]

[L] Referral Letter--Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

You have been referred to me by [Name], as a possible source for restoration of my classic Model A Ford. I am interested in restoring it to its original condition, using as many of the original parts I obtained as possible.

I’d like to invite you to my home so that you can see the automobile and we can talk about what restoration would be required. Please contact me at your earliest convenience.

Sincerely,

[Name]

[Title]

[L] Referral Letter-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Your facility has been suggested to me as a possible site for my upcoming wedding/reception. I am being married on [date] and will have approximately 200 guests for the ceremony, and evening reception.

I am interested in touring your resort and discussing my plans with your staff. Please let me know my wedding date is available, and when we can meet. I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Referral Letter-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am looking for a firm to do paint and restoration of a farmhouse, circa 1850, and your company has been suggested to me as a possible contractor. I am enclosing pictures of the farm, as well as the interior, and I am interested in having new exterior paint, as well as redressing of the interior.

Please contact me if this is a project within your scope. I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Referral Letter-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am an independent manufacturer representative working with plants producing plastic components made by injection molding. One of my current customers, [Name] said that you were seeking new representation overseas and suggested I contact you.

My client list and CV are enclosed. I’d like to meet with you and discuss your product and possible sales channels in the Pacific Rim. I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Sales Appreciation Letters-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I wanted to formally congratulate you on your outstanding sales achievement for the 1st quarter. Your store was at the top of the list for increased sales, and in fact your gross totals were 20% higher than the next highest location in the chain.

You and your team should feel very proud of this, as your returns for the 1st quarter were also the lowest in the division. This attention to detail results in more profit sharing dollars for everyone.

Keep up the good work.

Sincerely,

[Name]

[Title]

[L] Sales Appreciation Letters-Hi Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I wanted to personally thank you for the outstanding job you have done in the past year. You have personally been responsible for turning 85 % of your web demonstrations into a solid order, well over the industry average, as well as over any other sales rep on our team.

I am proud you are a part of my sales team, and I hope you will continue to show us the outstanding attention to detail that has been the hallmark of our service with us.

Sincerely,

[Name]

[Title]

[L] Sales Appreciation Letters-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for making my experience with your dealership such a positive experience. I had heard that your firm had a reputation for “no pressure” sales, and I can certainly confirm that!

I enjoyed working with [Name] and he went out of his way to understand what I was looking for, make suggestions within the budget I outlined, and then left me alone, just as I asked. If I had a question, he was quickly available to answer it, but at no time did I feel as though he was pushing me.

Your financing options were easy to understand, and the people in billing friendly, and quick to take care of my questions. I won’t need a car for a few years, but I will be certain to return to your dealership for service, and recommend you highly to my friends and business associates.

Sincerely,

[Name]

[Title]

[L] Sales Appreciation Letters-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I wanted to thank you on behalf of all the members of the “Survivors Club” for all the care and attention you gave our group as we prepared for our tour of the Green Mountains of Vermont. 

We were so pleased with the level of detail that was provided before we left, and the tour was everything we hoped for. All accommodations were top-notch, the places we ate were reasonable and again, what we had asked for. 

This tour was a special event for us, as 5+ year cancer survivors, taking a trip together has very special meaning. Thanks to all of you for making it memorable.

Sincerely,

[Name]

[Title]

[L] Sales Appreciation Letters-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Congratulations on winning the quarterly contest for the most service plan renewals. We feel that service plans are a big part of our business, and keeping our customers on a regularly scheduled service plan keeps their heating system working, which keeps them a happy customer!

We are bringing in pizza for your team next Friday, [date] so that we can say thank you in person, and we hope your staff will be available to attend this informal event.

Keep it up! You and your team are making a big difference in our sales goals!

Sincerely,

[Name]

[Title]

[L] Sales Appreciation Letters-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your assistance with our rush job. I am so impressed with the level of detail and service that your plant manager and production workers gave to my job on literally no notice.

I have been in touch with my customer, and the product arrived on time, and was perfect for their needs. This would not have happened without your last minute assistance, and I am sure you had to make some revisions to your existing schedule in order to accommodate me.

I would like to meet with you and discuss your firm taking over some of my production needs on a permanent basis. I will call you next week to set up a meeting.

Thank you again.

Sincerely,

[Name]

[Title]

[L] Reminder Letters- Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are entering the 4th quarter, which historically is the busiest quarter of our year. Columbus Day, Day after Thanksgiving and the Christmas Season are all retail high spots, and we wanted to remind you of our policy of no vacations during this time.

Our projections all indicate that this will be our biggest year yet, so keep up the good work, stay healthy, and hang in there. January is right around the corner!

Sincerely,

[Name]

[Title]

[L] Reminder Letters-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Your software maintenance is due to expire on [date]. Maintenance allows you access to our technical support group, as well as free upgrades. I am enclosing a quote for maintenance renewal, and will call you next week to go over any questions you might have. Please let me know if you need anything else.

Sincerely,

[Name]

[Title]

[L] Reminder Letters- Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Our records show that you should be approaching your 100,000-mile checkup for your [name] automobile. Regular service is the key to a long lasting vehicle, and during your 100,000-mile service, our technicians will replace belts, fluids, seals, and do a complete computerized inspection of your engine.

Please call us today to schedule your appointment.

Sincerely,

[Name]

[Title]

[L] Reminder Letters-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I hope the planning for your summer outing is going well. We look forward to hosting your company outing in August, and in order to assure that we have adequate accommodations, I wanted to remind you that your final count for overnight guests is due next week.

Please let me know if you have any other questions, and if you have any special needs for overnight guests, advance notice would be appreciated so that we can make any necessary arrangements.

Sincerely,

[Name]

[Title]

[L] Reminder Letters-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

The Chimney Sweeps are ready to service your fireplace or wood stove! Studies show that homeowners who do not have their wood burning appliances maintained are more than 40% more likely to experience a chimney fire, or other related problem.

We are approaching our busy season so we wanted to remind you to have your unit serviced as soon as possible, before the cold weather sets in.

Sincerely,

[Name]

[Title]

[L] Reminder Letters- Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are taking this opportunity to remind all our customers that we will close for our annual maintenance and equipment inventory from [dates]. Our last day for shipping product will be [date], and we will reopen for business on [date].

Thank you for your continued business. We hope this advance notice helps with your planning.

Sincerely,

[Name]

[Title]

