[L] Announcement-discount schedules-retail

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We want to take this opportunity to let our customers know about a change in our discount schedule. Our previous discount was 2% 15, net 30 and effective immediately that has been changed to 1% 10 net 30.

Invoices processed before the date of this letter will be honored at the old schedule. Please contact your account representative if you have any questions.

Sincerely,

[Name]

[Title]

[L] Announcement-discount schedules-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are making a change to the manner in which we invoice our software customers that we hope will alleviate some of the frustration you have experienced.

Our company provides you with software and once that software ships, you are invoiced at our current terms, with current discount schedule. Because the software is complex and requires significant configuration, most of our clients have not been able to take advantage of the discount, because the software is still being customized when the invoice is due.

We will now invoice only when all customization is complete. This will mean that you will in effect receive extended terms, because you have full use of the software while the forms are being designed. To offset that, we will no longer offer a discount on this item.

Please contact your sales representative if you have any questions.

Sincerely,

[Name]

[Title]

[L] Announcement-discount schedules-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Happy Holidays to you! We appreciate your business and at this time of year, we want to make every effort to make that Holiday dated payment a little easier for all our customers.

This year we are offering our customers in good credit standing the option of paying the monthly payment with a 1% discount, which we will not add on to your final payment. This discount is our way of saying thank you for your business, and for making your payments on time!

We wish you all the best the holidays have to offer.

Sincerely,

[Name]

[Title]

[L] Announcement-discount schedules-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we are instituting a new discount schedule for customers who book events with us. Effective [date], we will offer a discount of 2% of all invoices, when we receive a group reservation that is repeating.

The discount will be made available on the final invoice. There are conditions and restrictions, please contact your sales representative for details.

Sincerely,

[Name]

[Title]

[L] Announcement-discount schedules-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Our business continues to grow, and we want to say Thank you to all our customers who have stayed with us over the years. We are offering a special program this fall to customers who pre-pay their first two fuel deliveries. These customers will be able to take a discount for each delivery after the first two shipments. This discount will be either 2% or $50.00, which ever is higher.

We appreciate your continued business, and hope that this discount will help defray the high cost of fuel.

Sincerely,

[Name]

[Title]

[L] Announcement-discount schedules-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we have negotiated a new warehouse storage arrangement, which will alleviate some of the charges you have experienced. We are moving our stock items from our warehouse in [location] to a new warehouse in [location]. Our new facility offers the same close proximity to all major highways, but is significantly less costly to us.

This price reduction allows us to reduce your per order release charge from [amount] to [amount]. We will continue to pre-pay and add freight charges to your invoice.

We hope this change will be helpful to you. We appreciate your business and look forward to your feedback.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms- Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for selecting us as your provider for children’s clothing. We have processed your credit application and are pleased to provide you with 2%10 net 30 terms, and a credit limit of [amount].

We are changing our credit terms for all our clients to 2% 10 net 30 effective the first of the year, and will honor that agreement with you now, so that we don’t have to change it in 30 days.

We look forward to having you work with us, and represent our product.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your continued business. We value you as our customer, and in an effort to provide you with a profitable means of reselling our systems, we are pleased to announce that we have extended our Net 30 terms to Net 35, for our resellers who meet the following criteria:

You must be an active account in good credit standing with us.

You must be currently paying electronically, or able to change to that format.

By offering an extra 5 days to select resellers, we are hopeful you will be able to use the full 30 days for your customers to pay, giving you the time to process payment and return your remittance to us electronically.

We hope this will be helpful to you.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your call. I appreciate the candor of your discussion regarding your current financial status, and I believe that we will be able to work with you under the credit terms you requested.

To confirm our conversation, any additional parts orders will be COD until your account is current, or you request a change in your terms. We hope that this will be helpful to you, and that you will be able to continue to do business while investigating your financial records.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we have established a corporate relationship with your Company, which will affect employees who stay at our more than 100 [Hotels], nationwide.

By presenting the enclosed card on check in, you will be able to take advantage of a special rate as well as free use of our Corporate Lounge, free internet access and much more.

We look forward to having you as our guest.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Welcome to our growing family of Internet and cable users! We hope you are enjoying the fine programming available on digital cable as well as our high speed Internet. 

As a new customer, we want to assure you that our customer service staff is available 24 hours a day, 7 days a week. The enclosed brochure outlines our credit and payment terms, as well as general information for your assistance.

We appreciate your patronage, and look forward to serving you.

Sincerely,

[Name]

[Title]

[L] Announcement-credit terms-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Our organization continues to grow and we are pleased to announce that our new facility, located in [City] is fully operational. As part of our ongoing merger with [Company], we would like to announce that effective [date] our credit terms will change to 1%10, Net 30, to mirror that of our other locations.

Please contact your account representative if you have any questions.

Sincerely,

[Name]

[Title]

[L]
Change of Address-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we are moving to the new Valley Mall effective January 1st, and will be open for business on January 4th. Our new address will be as follows:

[address].

We are excited about our new location and feel that our expanded facility will allow us to offer a wide variety of products. Look for special grand opening sales in your local newspaper.

Sincerely,

[Name]

[Title]

[L]
Change of Address-Hi Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

In an effort to better service our clients, we are moving our Technical Support Department to a new location, adjacent to the engineering facility. We feel that this move will allow our Technicians quicker access to actual product, and allow them to troubleshoot problems more efficiently.

Please take note of the new address and phone numbers listed on the enclosed card.

Sincerely,

[Name]

[Title]

[L]
Change of Address-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We have changed the lock box address for automotive payments, effective immediately. Please send your vehicle payments to the following address:

[Address]

We will have a 90-day forwarding order from the old address to the new, but please change your records as soon as possible.

Sincerely,

[Name]

[Title]

[L]
Change of Address-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we are expanding our conference center facilities to accommodate overnight guests.

Our new conference center is located at [address], which is 2 miles from our current conference room, which we will continue to utilize.

We hope you will join us in our new facility.

Sincerely,

[Name]

[Title]

[L]
Change of Address-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce that we have joined forces with the [Name] Gym, and will now be offering a full service family gym, in two locations!

Our new location is at [address], and because there is office space adjacent to the workout areas, we will move our corporate offices to that location as well.

Effective November 1st, please direct all payment and billing matters to the following address:

[address]

Thank you for your continued patronage.

[Name]

[Title]

[L]
Change of Address-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We have added depot service to our Return Authorization procedure, and are advising all customers based on the Eastern Seaboard to use our new depot service address, which is as follows:

[address]

We feel that by adding this location we will be better able to service products for all customers and react more quickly to returns by offering more than one service location.

You should continue to use the same RMA process as you have in the past, just change your address to the new service center.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for placing your order using our online catalog. This is to confirm receipt of your order. Please check the attached order confirmation carefully to assure that all the products you wish to purchase are included.

You will receive tracking information automatically when your order ships. Should there be a backorder, you will be notified, and your card will not be charged for any backorder items, as long as they remain on backorder.

Please contact your customer service representative if you have any questions.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Hi-Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your interest in our call center database products. This is to confirm that we will visit your facility on [date] and conduct a walk through of your existing call center, in order to provide you with a quote for products and services.

We look forward to meeting with you at that time.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for purchasing the extended warranty plan for your [automobile]. This letter is to confirm that your car continues under warranty. Please keep this letter for your records until your new Identification Cards arrive, and use this as confirmation, if you require any service.

We look forward to continuing to maintain your vehicle.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for choosing [Resort] as the location for your upcoming wedding and reception. We value the trust you have placed in us by your selection, and will do everything we can to make your day a memorable occasion.

The enclosed contract outlines the services we have discussed. Please review it carefully as it represents our understanding of the services you wish us to provide. I will be in touch with you next week to review but don’t hesitate to contact me if you need anything, or have questions before that time.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for choosing [Name] to re-roof your home. This letter is to confirm our verbal agreement, and will stand as your confirmation until you receive and sign the actual contract for our services.

You should receive the contracts by the end of the week.

Sincerely,

[Name]

[Title]

[L]
Confirmation Letters-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

This letter is to confirm we have cancelled the backorder for your order, [number] as you requested. An invoice, which will give you charges to date, will be sent to you within 3 business days.

We regret that we were unable to meet your requirements, and we hope you will allow us to serve you again in the future.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts- Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am following-up with you regarding the contract for shipping that I sent you last week. I have tried to reach you, but we haven’t been able to connect by phone.

I believe the contract covers all the shipping requirements you requested, and I look forward to receiving your feedback.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts-Hi Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your interest in using our lead generation services for your new products. We are excited at the prospect of working with your company, and will begin with qualification of your trade show leads once we have the signed contracts back in our office.

We look forward to working with you.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for selecting [Company] as the automotive lease provider for your sales force. I am following up on the contract we sent you last week, as there was one item on page 3 that was not signed. 

I am sending you a copy of the contract and noting the section where you will need to initial. Please call me if you have any questions.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am following- up regarding the contract that you sent me for my company outing. The terms and conditions of the contract are not what were specified in the quote, dated [date]. I wonder if my contract was inadvertently transposed with someone else’s?

Please review and process a new contract with the terms and conditions that I requested. I look forward to review of the appropriate documents.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your call. I have not returned the contract as yet because our legal department is reviewing it. We have used services like the one you offer in the past, also under contract, and we want to make sure that the terms and conditions listed are in line with what we are accustomed to.

I appreciate your patience, and look forward to returning the documents to you.

Sincerely,

[Name]

[Title]

[L]
Letters relating to contracts-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am following up with you on our phone call where we discussed the contract you presented to us for short-term manufacturing. I can understand that you are disappointed that we will not be pursuing using your services, but at this time we cannot justify outsourcing our manufacturing processes for the cost you are quoting.

We would be happy to entertain a new quote, and contract should you feel you are able to meet the pricing we talked about today. I look forward to hearing from you.

Sincerely,

[Name]

[Title]

[L] Letters responding to shipping and handling issues-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your call. Our shipping and handling charges are specified on the order form, and are also listed on our website. The $10.00 handling fee is to cover the cost of warehousing and releasing product. This assures that we have inventory for shipping within a 24-hour period.

Our freight charges are passed on directly from the shipping carrier, and we have a variety of discounts, which we also pass on to you.

Please contact me if you have any additional questions.

Sincerely,

[Name]

[Title]

[L] Letters responding to shipping and handling issues-Hi Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Your request for additional information on shipping charges has been forwarded to me, and I appreciate your taking the time to visit our website and fill out the customer comment form.

Your original order requested UPS Ground for shipping method, and we received a request for change order on [date] from [Name] in your office. His change request was to alter the mode of shipment to Next Day Air, Saturday delivery.

This change was made, and an order confirmation was sent via email the same day. I hope this information addresses any questions you have.

Sincerely,

[Name]

[Title]

[L] Letters responding to shipping and handling issues-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your call. I have checked in to the charges listed as shipping and handling on your invoice. You are correct that a routine maintenance appointment in our shop should not carry any shipping and handling charges, and we apologize for our error.

We are converting to new billing software, and charges pertaining to shipping and handling of parts were inadvertently carried over to customer invoices.

We have eliminated these charges, and we thank you for bringing this to our attention.

Sincerely,

[Name]

[Title]

[L] Letters responding to shipping and handling issues-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for staying at our resort on [dates]. We hope your stay was enjoyable. I have checked into your inquiry regarding shipping charges on your bill, and they are for items that [Name] requested that the concierge ship to your home.

An itemized receipt is enclosed; please contact me if you have any other questions.

Sincerely,

[Name]

[Title]

[L] Letters responding to shipping and handling issues-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I appreciate your taking the time to call me regarding your interest in changing suppliers for [item]. Our company offers free shipping and handling to any place in the Continental United States, provided the freight is ground transportation. If you wish to have items shipped by a more expedited method, we will only charge you the difference between ground and the method you select.

I hope this information helps you make your decision about supply contracts, and I look forward to your feedback.

Sincerely,

[Name]

[Title]

[L] Letters responding to shipping and handling issues-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your inquiry. I have researched the freight claim you have presented and have forwarded a copy to [Shipping Company]. A representative of that company will be in touch with you to inspect the damaged goods, and work with you to fill out claim paperwork.

I will follow-up with you next week to assure that you have been contacted. We apologize for any inconvenience, but will work with you to rectify the situation.

Sincerely,

[Name]

[Title]

[L] Thank you letters-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I wanted to drop you a note and say Thank You for attending our recent open house.  I was very pleased at the turnout, and having you there to autograph copies of your book “Why I will NEVER write another letter” went a long way toward making our event a success.

I look forward to hosting your next book tour!

Sincerely,

[Name]

[Title]

[L] Thank you letters-Hi Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for all the support you provided my customer during their recent installation. As you probably noticed, they were very anxious about the software installation and implementation, and your knowledge and patience really helped make the transition go more smoothly.

[Name] is using the software daily, and have had very limited questions or concerns. I appreciate all that you did, and will certainly recommend your expertise in the future.

Sincerely,

[Name]

[Title]

[L] Thank you letters-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I have received a letter from a customer who was traveling in your community recently, and had occasion to need your towing and repair services.

I wanted to thank you for the courtesy and assistance you extended my customer. They spoke very highly of your services, and that you went “above and beyond” to help them.

Our business can often be competitive, and it’s always nice to know that despite the nature of our business, we can support our customers unilaterally. 

Sincerely,

[Name]

[Title]

[L] Thank you letters-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

On behalf of all the employees of [Company Name] I am writing to thank you for everything you and your staff did to make our annual outing such a success.

From the accommodations, to the food, and the activities your staff put together for us, all had a good time, and I have heard from many of our employees about the enthusiasm and attentiveness shown them by your staff.

Please accept our thanks.

Sincerely,

[Name]

[Title]

[L] Thank you letters-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I wanted to drop you a note and express my appreciation for the courtesy you extended me when I needed emergency car repairs last week.

As you probably guessed, it was a stressful time for me, as I was on my way to a family event, and your quick action helped me make the wedding on time.

I sent a note to my regular service dealer, thanking him as well, since he had recommended you. I will certainly speak highly of your services in the future.

Sincerely,

[Name]

[Title]

[L] Thank you letters-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for putting together an informative tour for the students in my advanced Mechanical Engineering class.  I appreciate the detail which you and your production staff went to, so that my students could understand the process that takes place based on engineering specifications.

I am confident that this will help them understand the entire process. Thank you again.

Sincerely,

[Name]

[Title]

[L] Credit and Collection Letters-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

This letter is to confirm our discussion regarding a payment plan for your past due invoices. I have attached copies of all invoices and the schedule that we agreed on.

Please make sure that you keep to this schedule because failure to make these payments on time could result in your account being suspended with us, and placed for collections.

We regret that until your account is current we will not be able to extend you any further shipments, but we are confident that you will be able to meet your obligation, and return to an account in good standing with us.

Sincerely,

[Name]

[Title]

[L] Credit and Collection Letters- Hi Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Our credit department has reviewed your references and we are pleased to inform you that you have been extended a line of credit with us in the amount of [amount] under our net 30 terms.

A brochure outlining our credit and collection policies is included for your convenience. We look forward to doing business with you, and thank you for choosing our Call Center Management Software for your needs.

Sincerely,

[Name]

[Title]

[L] Credit and Collection Letters—Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for calling me in regard to your outstanding balance. We appreciate your prompt reply, and have reviewed your account in an effort to locate the payments you made.

We have no record of receiving these payments, so would request that you send us copies of your cancelled checks, or images of same, so that we can further investigate.

Provided we receive these documents within 10 business days, we are suspending all collection activities while we review this matter.

Please let me know if you have any questions.

Sincerely,

[Name]

[Title]

[L] Credit and Collection Letters-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

This letter is in regard to your outstanding balance, resulting from damages to the room where you were a registered guest on [date]. We have made every effort to work with you to resolve this situation, and unless we hear from you within 5 business days, we will have no choice but to send this matter on to our legal department, for collection proceedings.

We hope to hear from you, and thus avoid any legal action.

Sincerely,

[Name]

[Title]

[L] Credit and Collection Letters-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for your call regarding the service calls which took place at your business yesterday. I apologize that the service technician was not able to correct the problem, and I have asked our service manager to investigate this, so that we are sending a qualified technician for the follow-up call.

Please note that we have credited your account for the charges billed for the initial call, and will not be charging you for labor or parts for that visit.

If you have any additional questions, please do not hesitate to contact me.

Sincerely,

[Name]

[Title]

[L] Credit and Collection Letters-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for your interest in doing business with [Name]. I am enclosing our full line catalog, as well as a credit application, so that you can proceed with setting up an account with us.

Your Sales Representative’s name is [Name]. Please contact him if you have any questions.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on products-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for purchasing the new and improved Pet Rock! We appreciate your business and since this is an enhanced version of the original Pet Rock, we would ask that you take a moment and fill out the enclosed survey card.

We would really like to hear from you, and the first 100 people who respond to this survey will receive a special Christmas outfit, so you can dress your Pet Rock for the holidays!

We look forward to hearing from you.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on products-High Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for your purchase of a new power supply for your home computer. We are pleased you selected us to provide this product to you.

You have received the enhanced version of our power supply, with 2 fans. Please take a moment and visit our website at www.powersupply.com, and let us know how you like this new feature.

We look forward to serving you again in the future.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on products-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

We are conducting a random survey of customers who purchased a [automobile] in the past year, and your name is among those customers selected.

We would ask that you fill out the enclosed survey, and return it to us as soon as possible. Once we have received it, we will send you a coupon good for a free oil change at your local dealer.

We hope you will participate in this product satisfaction survey.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on products-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Have you had the opportunity to use the new online banking service we provide? We’re very excited about the new website and all the secure banking services we can provide our customers. 

In order to assure that all features are working correctly, we would ask that you visit our website sometime in the next 30 days, and click on the link labeled “Feedback”

Thank you in advance for your assistance.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on products-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for choosing our company for your electronic component manufacturing needs. We appreciate your business and look forward to serving you again.

The enclosed comment card will help us to assure that we are providing top quality products and service, and we would appreciate your filling it out and returning it to us, at your earliest convenience.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on products-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for being our guest at the Time Suspended Day Spa. We hope your visit was everything you hoped for, and that our staffs made you feel welcome.

I’d like to ask that you fill out the enclosed survey card and let me know how you would rate your experience. It’s important to all of us that client feedback is solicited, so that we can continue to do what we do well, and work toward improving those services you feel are not up to our gold standard.

We look forward to your next visit.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on service-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for choosing Peter Pizza for your son’s birthday party. We randomly select guests who have visited us, and ask that you tell us a little bit about your experience.

Please visit our website, Petepizza.com, and click on the link to “how did we do?” We appreciate your feedback, and will send you a coupon, good for a large Peter Pizza on your next visit.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on service-High Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for choosing [Name] to your computer backup and repair. We appreciate the trust you place in us through your business and hope that you will continue to use our services.

I’d like to ask you for some feedback on the service technicians who visited your site last week, so that I can incorporate any comments into future training modules. Would you have a few minutes to speak with me? I will give you a call on Friday, and look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on service-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for choosing [name] for your Wedding Party transportation. Congratulations on your marriage, and we hope that you have a long and healthy life together.

I’d like to ask you for some feedback on the services we provided, so that we can assure we are providing top-drawer service to our clients.  If you would fill out the enclosed post card, and mail it back, I would appreciate it. The postage is pre-paid.

Best wishes to you and [Name].

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on service-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for visiting our hotel and conference center. Our new hotel rooms have been generating a lot of comments from our guests, and we would like to ask you for your comments as well.

Please take a few minutes and complete the enclosed survey, and return it to us in the postage paid envelope.

Your participation will assure that we continue to offer our clients the best service possible.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on service-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I am following up on the letter you sent to our company expressing your dissatisfaction with the service performed on your air conditioning system.  My records show that we sent a second technician to your plant on [date], and I wanted to make sure that the service was performed to your satisfaction.

Please let me know if you have any additional concerns.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on service-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for your call. I have looked into your order, and I can see that there was a delay in producing your chemical analysis because of a problem with our Gas Chromatograph.

I wanted to make sure that the Chemist who was working on your analysis was providing you with the information you needed. Please let me know if you need any more data and thank you again for your patience while we corrected an unavoidable delay.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on customer service-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for choosing [Name] for your online shopping needs. I hope that you found everything you needed, and that the products were shipped on time, to your specifications.

We randomly query our customers as to the experience they had with their customer service representative, both as a measure of quality assurance, and to help us identify any training that may be needed.

The attached survey is a brief questionnaire that will help us determine the level of service you experienced. Your participation is appreciated.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on customer service-High Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for using our automated call center request line. You should have received the user manuals you requested, and we hope that this information helps address any questions you might have.

We’d like you to rate our “virtual customer service” experience, but visiting our web site and filling out the customer satisfaction survey. We are trying to automate some of our services in an effort to respond to inquiries more promptly, but we also want to make sure that we are reacting on a personal level whenever possible.

We look forward to your feedback.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on customer service-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for ordering your after market parts with [Name]. We appreciate your business and want to do everything we can to make your experience with us a positive one.

We’d like to know how our customer service staff responds when you call. It’s important to us that they are friendly and courteous, but also knowledgeable about our products, policies and procedures.

Please take a moment the next time you visit us and fill out one of the comment cards located at all registers. We appreciate your business.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on customer service-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

The Chow Down Chinese Restaurant has hired us to provide a customer service survey for them, and I am writing to ask for your feedback.

As a regular customer of the Chow Down, I’d like to speak with you regarding your visits to this restaurant. May I call you next week? My survey will only take a few minutes of your time, and will help the Chow Down continue to offer the best in authentic Asian dining.

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on customer service-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

County Cleaning is celebrating our 10th anniversary, and we’d like to thank all our customers for their patronage.

As a means of assuring that we are offering service comparable to our customers needs, we’d like to ask that you complete the included customer satisfaction survey, and drop it off during your next visit.

Don’t forget to take advantage of our 10% off discounts for all dry cleaning during our anniversary month!

Sincerely,

[Name]

[Title]

[L] Letters seeking feedback on customer service-Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for choosing [Name] for your contract manufacturing needs. We appreciate your business and are looking for ways to provide better service.

Our focus for the next year will be on customer service training and support, with the ultimate goal of making each of our customer services staff “experts” in our products.

To help us achieve this goal, we’d like to ask that you take a moment and let us know any areas where you feel we should focus training. It can be anything from the way we answer the phone to the way we put the label on your shipment, and everything in between!

Your feedback is appreciated.

Sincerely,

[Name]

[Title]

