[L]Appointment following a cold call-Retail 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-High Tech 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment following a cold call-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction-Retail 

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction-Automotive 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment following letter of introduction-Hospitality 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment following a letter of introduction-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

Sincerely,

Name]

[Title]

[L]  Appointment following letter of introduction-Manufacturing

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Automotive 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Service 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

I look forward to meeting you.

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

[L] Appointment to make a specific presentation-Hospitality 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

I look forward to seeing you soon.

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

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

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

I look forward to speaking with you.

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

Sincerely,

[Name]

[Title]

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

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

I will call on you next week to discuss.

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

Sincerely,

[Name]

[Title]

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

[Name]







[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Retail

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

· Overview of the geographic markets advertising will reach

· Demographics within those markets

· Media Schedule

· Rough Draft for print ads

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

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

Sincerely,

[Name]

[Title]

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

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Automotive

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

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

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

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

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

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

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

· Each sectional campaign covers all the media, TV, radio, internet, and print advertisements

· Postcard mailings, followed by glossy literature packages to the major travel agencies in the state to gain their support in generating interest

· Upgrade of the magazine “The State of” followed by national distribution

The first four bullet items on the agenda are what we are working on now; the magazine will be the final project. All major hospitality, service, and entertainment venues are being approached for advertising.

Please let me know if there are areas you feel should be covered during this meeting. If your schedule permits and you want to go with me, I know that your presence would underscore the firm’s commitment to meeting the needs of the state.

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your interest in our customer service training programs. I am excited at the prospect of bringing a service seminar to your organization. To that end, I have several items that I would recommend covering, for your consideration.

I typically start by reviewing the mission of the company, as the service needs to reflect that mission. A copy of your mission statement would be helpful in that regard. I prefer to make my seminars as interactive as possible, so I like to begin by having the group identify the five most important things they do, followed by the five most difficult things they do. We don’t always get to each item in detail, but I often find there is a link between them so by addressing one issue we can touch on the others.

Humor is a large component of customer service, and I also incorporate that into our seminar, by covering the most commonly uses phrases that can create misunderstandings. This is usually a favorite section as I ask the participants to imagine a manager when they are thinking of a phrase.

Finally we work on taking ownership of problems, and taking praise for what they do well. Team building exercises are an important component of this section.

The commitment that your company demonstrates to improving customer relations is evident in you willingness to take the service reps out of the center for a day. Please give me any feedback you or your management team may have so that I can make changes if needed.

Sincerely,

[Name]

[Title]

[L] Brief outline of a sales presentation-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for agreeing to meet with me on [date]. I am intrigued by the prospect of selling your line of wing nuts, and I have put together a presentation that will outline the sales approach I use.

I would like to present to your team an overview of my background and employment history, followed by my understanding of your products and processes. I would like to review your current sales model, and what changes I would suggest to increase sales, particularly in the northern part of the state.

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

Sincerely,

[Name]

[Title]

