[L] Press Release-New Products and Services Retail

For Immediate Distribution

For additional information contact: [Name]

“Shopping for You” is pleased to announce that we are expanding our shopping services to include your community!

Beginning next month, our team of professional shoppers will run your errands, pick up gifts; take your car to the shop, whatever you need!

Look for the special introductory offer in your local paper, and remember:

“No job too small, we do it all!”

#

[L] Press Release-New Products and Services Hi-Tech

For Immediate Distribution

For additional information contact: [Name]

We’re pleased to announce that due to popular request, we will begin holding classes in basic computer use, advanced computer use, and classes for the power user, beginning in the fall.

The schedule of classes will be announced shortly, and financial aid will be available for those who qualify.

#

[L] Press Release-New Products and Services Automotive

For Immediate Distribution

For additional information contact: [Name]

[Company] Is pleased to announce a new service for those customers who will have vehicles in for repair. In addition to shuttling you to work from our garage, should your vehicle not be ready at the end of the day, one of our drivers will take you home, and pick you up in the morning.

This service is good for a 30-mile radius from our service bay, and is at no charge to customers having preventative or repair maintenance on vehicles purchased at our dealership.

Plans are underway to expand this service beyond the 30-mile radius in the spring.

#

[L] Press Release-New Products and Services- Hospitality

For Immediate Distribution

For additional information contact: [Name]

The months of renovations are finally complete, and [Name] has announced that [Name] Bed & Breakfast will reopen for business over the Thanksgiving weekend.

Owners [Names] remarked that “We will be offering a special “grand reopening” weekend rate, and we hope that you will consider our facility, if you are traveling over the long weekend, or, if you live in the area and are having friends or relatives visit.”

Please visit their website, at www.bandb.com for more information.

#

[[L] Press Release-New Products and Services-Service

For Immediate Distribution

For additional information contact: [Name]

Local Landscaping is now providing leaf raking and mulching services, to their existing line of home care services. If you currently use a service for planting and fertilizing, as well as lawn care, contact Local Landscaping for a complete care quotation

Local Landscaping is a family owned and operated landscaping and plant nursery facility, located in [City].

#

[L] Press Release-New Products and Services-Manufacturing

For Immediate Distribution

For additional information contact: [Name]

[Company] has announced that the upgrade on their machinery has been completed and as a result is now able to provide complete production services for your products. The change in this processing means that customers will no longer need to outsource the assembly of their electrical components, and that that this will speed up the manufacturing time and reduce overall cost to the customer.

Plant Manager [Name] stated, “The new state of the art machinery that we have acquired means that although we are now doing more of the actual production process, the automation is much faster, meaning we do more in less time.”

[Company] is an independent contract manufacturer that employs [number].

#

[L] Press Release-New Hires

For Immediate Distribution

For additional information contact: [Name]

[Company] announced today that  [Name] has joined their organization as a Merchandising Coordinator. [Name] will be responsible for managing the inventory in each of their 6 stores, as well as coordinating store transfers, and returns.

In addition, [Name] will also work closely with store buyers to determine popular trends, and items that need to be reviewed.

[Name] has a degree in fashion merchandising from [Name] and currently resides in [City]

#

[L] Press Release-New Hires-Hi-Tech

For Immediate Distribution

For additional information contact: [Name]

[Name] has accepted the position of Technical Support Manager, and will be joining our company on [date].

[Name] is a native of [city] and most recently was the Assistant Technical Support Manager for [Company].

[Name] will be relocating to our area with [spouse], and their three children.

#

[L] Press Release-New Hires-Automotive

For Immediate Distribution

For additional information contact: [Name]

[Name] announced today that  [Name] will join their dealership as the new Service Manager. [Name] is a factory-trained mechanic and has run Service Bays in dealerships in [cities]. Sales Manager [Name] said “ we are pleased to have a sales and service professional of his caliber join us, and we hope customers will stop by and introduce themselves to him.”

#

[L] Press Release-New Hires-Hospitality

For Immediate Distribution

For additional information contact: [Name]

The [Name] Restaurant is pleased to announce that [Name] has joined them in the position of hostess. A graduate of [Name] Hotel and Restaurant Management, [Name] is also a chef and in her spare time, is writing a cookbook.

[Name] offers gourmet dining in a casual atmosphere, and is located at [address].

#

[L] Press Release-New Hires-Service

For Immediate Distribution

For additional information contact: [Name]

[Company] has announced they have hired a new Distribution Manager for their central state warehouse.

President [Name] remarked that “[Name] has been in the distribution industry for more than 30 years, and most recently was in charge of a central warehouse for Pollyworld. [Name’s] first day is [date]. There will be an open house to showcase our new product packaging system on [date]. We hope our customers and vendors will take this opportunity to visit our new facility, and meet [Name]

#

[[L] Press Release-New Hires-Manufacturing

For Immediate Distribution

For additional information contact: [Name]

[Company] announced today that due to receiving the Navy contract they have added a full third shift to their production operations.

53 people will be starting on the night shift beginning [date], after completing their training with the first shift staff.

Human Resource Manager, [Name] said “We appreciate the support the community has shown us, as we solicited this business, and we are confident that our growth will have a positive impact on other businesses and services in our community.”

[Company] manufactures and distributes widgets to a global audience.

#

[L] Press Release-New Partnerships-Retail 

For Immediate Distribution

For additional information contact: [Name]

[Company] is pleased to announce that the creation of a strategic partnership with [Name] and will be the sole provider of their line of leisure clothing for men and women in all store locations.

“This addition to our current clothing line will allow us to offer clothing for the entire family, and will blend well with our working men and women, and children’s clothing offerings,” remarked [Company] President, [Name].

[Company] is a [#] year old clothing franchise with 15 locations across the region.

#

[L] Press Release-New Partnerships-Hi-Tech

For Immediate Distribution

For additional information contact: [Name]

[Company] is expected to announce the merger of their organization, with [Name] who until recently has been a direct competitor.

The companies, which offer software solutions for tax preparation, will continue to offer each product, while development of a new product is underway.

There will be a press conference on [date] at [location] where it is expected further details will be announced.

#

[L] Press Release-New Partnerships-Automotive

For Immediate Distribution

For additional information contact: [Name]

The Three City Automotive Dealership has announced that preliminary plans to purchase [Name] have been completed, and that the plans to finalize this purchase will be announced in the next week.

The company is expected to change it’s name to Four City Automotive Dealers, and will continue to operate each facility as it’s own entity, while pooling their resources for parts and service.

Three City Marketing Manager [Name] said, “This merger allows us to offer complete sales and service for all major automobile manufacturers and keeps pricing, advertising, and service within a global strategy. 

#

[L] Press Release-New Partnerships-Hospitality

For Immediate Distribution

For additional information contact: [Name]

The Chamber of Commerce announced today that they plan to partner with Chambers in Tri-City Area to offer a Holiday Program, which will showcase businesses and services in the Region.

[City] Chamber President [Name] remarked “This partnership will allow each of our communities to put their best foot forward, and provide citizens with the opportunity to learn more about the businesses in each city.”

The Chambers of Commerce in each city meet on the first Monday of the month, at 10:00 AM.

#

[L] Press Release-New Partnerships-Service

For Immediate Distribution

For additional information contact: [Name]

The family owned and operated Christmas Tree Farm, [Name] announced today that it has partnered with [Name] and will be selling their trees at wholesale through that distribution channel only.

The Farm will no longer have “cut your own” tree services, and is no longer open to the public.  Family spokesperson [Name] said “We truly agonized over this decision, but it allows us to keep the farm in operation, and eliminate the costly insurance and liability payments that come with a venue open to the public.”

#

[L] Press Release-New Partnerships-Manufacturing

For Immediate Distribution

For additional information contact: [Name]

[Name] Manufacturing plant announced today that it supply all of the components exported to the [Name] factory in Nagasaki Japan.

“This partnership allows us to penetrate the Pacific Rim market place while partnering with a company as well known and respected as [Name,} said President [Name].

#

[L] Letter to the Editor- Acknowledging the Public-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are writing to respond to the many letters sent to your newspaper regarding the closure of our retail store downtown.

It’s important that we begin by saying that the level of support and kind words that we have seen, and heard is beyond our ability to describe here. We, too, wish that we were able to remain open, and while it’s easy to lay blame on developers who put in Malls and Shopping Centers, it’s equally important to recognize that these facilities are being built because of the demand of the public.

We hope that the location that has been home to us for so many years will be purchased by a business that will continue to serve the needs of our residents, as we have. Thank you for all your support, please know it has made a difference.

Sincerely,

[Name]

[Title]

[L] Letter to the Editor- Acknowledging the Public-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We would like to express our appreciation to the many residents who attended our open house last week. Our employees take great pride in what they do, and having the opportunity to show family and friends their work means a great deal to them.

We’d also like to thank the local Boy Scout Troop #, who kept parking and traffic control issues to a minimum through their volunteer efforts.

Sincerely,

[Name]

[Title]

[L] Letter to the Editor- Acknowledging the Public-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Recent tragic events in our community have brought home the need to address using seat belts, regardless of how long, or how short a journey you are making.

We would like to add our support to the initiative of our local police, who are calling for car seats for all children under the age of [years]. We are working with [Company] to offer car seats for all vehicles that we sell, and we applaud this paper for the strong stand it has taken on seat belt and child seat usage.

Sincerely,

[Name]

[Title]

[L] Letter to the Editor- Acknowledging the Public-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

On behalf of all the employees and staff of the city Bowl-a-Way, we’d like to thank everyone who came out in support of Bowling for Cancer. We were able to raise $5.257.00 in a 4-hour period, and we appreciate the support of all our community members.

The funds that were raised will go to the local American Cancer Society where they will be used to provide assistance to local residents receiving treatment.

Thank you for all your support to this worthy cause.

Sincerely,

[Name]

[Title]

[L] Letter to the Editor- Acknowledging the Public-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We’d like to add our congratulations to all those who have spoken out in recognition of [Name] a tireless volunteer who has provided our children with Cross-Walk Safety for the past 15 years.

[Name], we will miss your smile and friendly wave as we drive to work in the morning, but we appreciate your hard work and dedication, and thank you for a job well done. 

Sincerely,

[Name]

[Title]

[L] Letter to the Editor- Acknowledging the Public-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We’d like to use this forum to address the many stories that have been circulating, including some in this newspaper, regarding what has been perceived as a layoff, or reduction of workforce.

These stories have been inaccurate, to say the least. We were the winners of a short-term production contract that we would not have been able to meet without adding temporary employees. We hired 15 production workers, all of whom clearly understood that this was a temporary job.

We have not laid off, nor do we have plans to lay off, any of our existing permanent staff. We hope this information addresses the concerns expressed by the community.

Sincerely,

[Name]

[Title]

[L] Reacting to a new story-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We have been following the news coverage of the proposed mall that will be a part of our city. While we understand that there are many residents who feel that a mall will detract from our small town atmosphere, we want to express our support.

A shopping mall creates revenue for the town, which will help level the tax base. It creates jobs for it’s residents, which keep unemployment down, and it brings new visitors to our community, which also creates additional revenue.

There are arguments on both sides, and the regardless of your viewpoint, each side has valid points for and against a facility like this. If the developers are serious in their intent to identify and keep almost 100 acres for conservation, than the positive result from that one thing may outweigh the detraction.

Sincerely,

[Name]

[Title]

[L] Reacting to a new story-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

The recent coverage of the call center closures in our state has been fair and balanced reporting. All too often when something of this nature occurs, the media, whether intentionally or not, can give the impression that the big corporation is winning over “the little guy.

In this case, nothing could be farther from the truth, and we applaud the way your paper has covered the story without taking any side over the other.

Sincerely,

[Name]

[Title]

[L] Reacting to a new story-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

We’d like to take this opportunity to thank you for the coverage of our “Car Seat Check” day, held in conjunction with the Police and Fire Department.

We were able to check the safety and security of almost 100 vehicles, and give parents some helpful suggestions on ways to make their trips safer, and more enjoyable for everyone.

We’d also like to thank the Police Department, the Fire Department, the Red Cross, and the local Ambulance Corps for their participation.

Sincerely,

[Name]

[Title]

[L] Reacting to a new story-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

We’d like to add our vote of support to [Name] who has been outspoken for the need for more crosswalk safety. Visitors to our business need to cross the most heavily traveled intersection in the city, and come to us with horror stories of cars speeding down the Avenue, not stopping, or stopping and yelling at people for being on the sidewalk.

We need to do something before someone is hurt, or worse, and we add our support to the call for more intense police surveillance in this area.

Sincerely,

[Name]

[Title]

[L] Reacting to a new story-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

The members of Boy Scout Troop [#] would like to thank a variety of people for their assistance during their fall cleanup project.

Thanks are in order to this paper, for donating the trash cleanup bags, and for publicizing this event. We’d also like to thank the Police Department for their frequent patrols, assuring our scouts were protected from speeding cars. The Girl Scouts, who sorted the bottles and cans for recycling came out in force, and we appreciate their help.

These types of projects are an annual event for the scouts, one that benefits the entire community. Your support is deeply appreciated.

Sincerely,

[Name]

[Title]

[L] Reacting to a new story-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

We are writing this letter in response to the news coverage regarding [product name]. We have received several phone calls regarding the electrical safety of our product, after the television program [name] aired last week.

While we understand the concern programs like this generate, and we applaud your for bringing this issue to the attention of the public, we’d like to point out that the produce profiled in this report, and our product [name] have no relation to one another.

Your clarification would be appreciated.

Sincerely,

[Name]

[Title]

[L] Letter to trade magazine-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

We are interested in subscribing to your magazine, for each of our 4 retail locations. Please send subscription information and if multiple subscriptions qualify for any type of discount. Thank you in advance for your attention to this request.

Sincerely,

[Name]

[Title]

[L] Letter to trade magazine-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for the insightful review of the new products for Call Distribution. As the Manager of a blended call center with 75 agents, I am interested in products that will help me meet each of the unique needs of my agents.

Please let me know if I may purchase reprints of this article for inclusion in my proposal for new automation products.

Sincerely,

[Name]

[Title]

[L] Letter to trade magazine-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I’d like to thank you for including the names and telephone numbers of the manufacturers you showcased in your recent article on automotive accessories. I am interested in adding products of this nature to the retail part of our dealership, and having contact information will help me connect with the right people.

Keep up the good work! Your articles are always well written and well documented.

Sincerely,

[Name]

[Title]

[L] Letter to trade magazine-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I am following-up on coverage you have my Bed and Breakfast that had a severe fire last year.  The renovations are complete and we will be open for business next month. I’d like to invite the reporter who was so gracious during the initial coverage to visit us, as our guest for a follow-up story.

Please let me know if this is of interest to your publication.

Sincerely,

[Name]

[Title]

[L] Letter to trade magazine-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Please forward to my attention the list of suppliers that you showcased in your annual product review, so that I can add them to my database of potential suppliers.

I appreciate your consideration to my request.

Sincerely,

[Name]

[Title]

[L] Letter to trade magazine-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I am interested in locating the list of industrial trade shows that your magazine covered last year, and am hoping this is a list you can provide. We are looking for information on a particular company that we visited during one of the many shows we attended, and we are hoping this list will help us identify the company in question.

Thank you in advance for your attention to my request.

Sincerely,

[Name]

[Title]

[L] Letters of Congratulations-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I’d like to congratulate you and your staff on your successful grand opening last weekend. I was fortunate to visit your store Saturday morning, and business was brisk, your sales people were knowledgeable and friendly, and your merchandise was first-rate.

I hope you continue to have the success you were enjoying on your opening weekend!

Sincerely,

[Name]

[Title]

[L] Letters of Congratulations-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Congratulations on being recognized for Software of the Year! This is an enormous accomplishment, and one that is well deserved by you and your team.

I wish you continued success in the coming year.

Sincerely,

[Name]

[Title]

[L] Letters of Congratulations-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I read of your recent “Salesman of the Year” award, and I wanted to write and congratulate you on this achievement.

You have always provided the most professional sales service to your clients, and have done so without being pushy or aggressive. I’m sure that many people will be contacting you in the days ahead, to congratulate you, and I wanted to be among the first to say this could not have been given to a better person than you!

Sincerely,

[Name]

[Title]

[L] Letters of Congratulations-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Your recent publicity and recognition as the finest bed and breakfast in the State is one that you deserve, and I want to add my congratulations for your consistent, and elegant hospitality.

I look forward to returning to your establishment in the near future, and seeing your award first hand. Congratulations, again!

Sincerely,

[Name]

[Title]

[L] Letters of Congratulations-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I read of your award for Outstanding Service to the Community, and I just had to drop you a note and say that I am very proud of you.

You are someone who is always working on a way to make life more beneficial for others, and frequently you don’t get the recognition you deserve. It’s nice when good things happen to good people!

Congratulations on your award.

Sincerely,

[Name]

[Title]

[L] Letters of Congratulations-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Congratulations on being nominated “business of the year!”  This is something that you company richly deserves, and I was so glad to read that you had been selected.

I want you to know that I appreciate the community and civic pride that you demonstrate, and that you encourage your employee’s to practice. Please know that this acknowledgment of your success is one that is truly deserved.

Sincerely,

[Name]

[Title]

[L] Invitations-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I’d like to invite you and your fashion and merchandising students to attend our Fall Fashion presentation on Thursday, [date]. This will be the dress rehearsal and final walk through before our show, and I thought your students would enjoy the opportunity to see the fashions up close and speak with the designers.

Space is limited, so please let me know if you plan to attend, and how many students you would like to bring.

Sincerely,

[Name]

[Title]

[L] Invitations-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I have received your Internet request for information, and would like to set up a demonstration of the software, [Name]. Our web demo’s take about 45 minutes, and you would need access to a telephone, and the internet.

We currently have openings on Thursday of next week, if that is convenient for you. If you are not able to participate on that day, please let me know and we can schedule something for the following week.

I appreciate your interest in our product and look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Invitations-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I am pleased to announce that our new dealership is ready to open and we will hold an open house on [date]. I hope that you can join us, and bring the family, as there will be games, prizes and plenty for everyone to see and do.

I look forward to seeing you on the [date].

Sincerely,

[Name]

[Title]

[L] Invitations-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Our hotel will be holding a “travel agent only” weekend, which will take place on [dates]. I’d like to invite you to spend the weekend as our guest, so that you can experience our facility first hand, as well as visit some of the local points of interest.

This is a great way to help your clients pick that “get a way” spot, and I hope you will join us.

Sincerely,

[Name]

[Title]

[L] Invitations-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

The Chairman of the Board and Senior Management Team would like to invite you to the annual management meeting and retreat, which will take place on [dates] at [location].

Information regarding the schedule of events will come to you under separate cover. Please let me know if you plan to attend

Sincerely,

[Name]

[Title]

[L] Invitations-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

We are pleased to announce that [Name] who is a well known speaker and author of books on manufacturing trends will be at our plant on [date]. We’d like to invite you to take part in a lunch in his honor, at which time he will unveil his new book, [Title], and take questions from the audience.

Please let me know if you plan to attend.

Sincerely,

[Name]

[Title]

[L] Letter of Apology-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I want to extend my sincere apologies to you for the manner in which you were treated in our store yesterday.

The employee who caused you embarrassment is no longer with us, and I hope you know that we do not excuse or allow that type of behavior from a member of my staff.

I would like to invite you back to our store, where we will do our very best to assist you in a helpful and professional manner. I hope you will consider returning at a later date.

Sincerely,

[Name]

[Title]

[L] Letter of Apology-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Please accept my apologies on behalf of the company for the continued problems with your equipment. We are dispatching a new service team to your location and they will work on this situation until it is resolved to your satisfaction.

I hope to have positive results to report to you in short order.

Sincerely,

[Name]

[Title]

[L] Letter of Apology-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Please accept my apologies for the delay in getting your new car to you. The popularity of this new model, and the extensive dealer prep work has caused a backlog of orders, and while we understand this is frustrating to you, we are doing our best to alleviate the delay.

We expect to have additional cars on our lot Thursday, and with preparation, you should expect to pick up your vehicle on Monday. We hope you understand this unavoidable delay, and accept my apologies on behalf of the dealership.

Sincerely,

[Name]

[Title]

[L] Letter of Apology-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I have seen the comment card that you left after your stay with us, and I wanted to write and apologize that your experience with us was less than satisfactory.

Our staff takes pride in the cleanliness of our facility and the professionalism of our staff, and we appreciate your letting us know. I hope you will consider returning to us at a later date, and have included a voucher for a complimentary breakfast for 2, on your return.

Sincerely,

[Name]

[Title]

[L] Letter of Apology-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I’m sorry that we continue to have problems correctly servicing your Cable and Internet Account. I understand that you requested that Internet be discontinued, and that we inadvertently disconnected your cable.

You are correct that an error like this, on the part of our technician should not require you to pay new customer or reconnection fee’s and those will be removed from your bill immediately.

Please accept my apologies.

Sincerely,

[Name]

[Title]

[L] Letter of Apology-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I understand that your recent order was not to your specifications, and I apologize for the inconvenience. I am personally looking into the production schedules so that I can determine where the miscommunication took place.

I will be back in touch with you before the end of the week with an update, in the meantime, please accept my apologies.

Sincerely,

[Name]

[Title]

[L] Sympathy Letter-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Please accept my condolences on the loss of your sales manager. I had the opportunity to get to know [Name] over the years, and I was always impressed by her professionalism.

You and your staff are in my thoughts. Please let me know if there is anything I can do.

Sincerely,

[Name]

[Title]

[L] Sympathy Letter-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I heard that you were closing the technical support center and I wanted to let you know that I am sorry this didn’t work out the way you had hoped.

The support I received from your staff was always first rate, and I hope that the Corporate Office takes advantage of the highly skilled staff you employed, and put them in other positions in the company.

Please let me know if there is anything I can do.

Sincerely,

[Name]

[Title]

[L] Sympathy Letter-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I wanted to express my sadness at the closing of your dealership. Your company was one of the last dealerships where one could find obscure parts, or talk with someone who knew what an obscure part was for, and that’s something I will sorely miss as I restore old Rotary Engine vehicles.

Thank you for all that you have done for me over the years.

Sincerely,

[Name]

[Title]

[L] Sympathy Letter-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I am sorry that your visit to us was less than successful. I wanted to speak with you personally but you had already left for the airport.

May I call you next week to talk about what happened? I value your business, but most importantly I value our friendship and I want to make things right with us.

Sincerely,

[Name]

[Title]

[L] Sympathy Letter-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Please accept my sympathy on the loss of your business from fire. It’s always heart-wrenching when something like this happens, and while I am sure your insurance will help you rebuild, I know that you lost many precious mementos of the years you were in that location.

I hope you will call on me if there is anything I can do to help.

Sincerely,

[Name]

[Title]

[L] Sympathy Letter-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I read in the paper that you lost the government contract and I wanted to drop you a note and let you know that I was sorry to hear of this.

You have worked hard and have an excellent reputation, so I am sure that you will locate a new contract to take the place of this lost revenue. You and your employees are in my thoughts; please let me know if I can help.

Sincerely,

[Name]

[Title]

[L] Thank you letters-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I wanted to write and express my appreciation for the way you handled my concern about being treated with disrespect in your store.

I was quite frankly very upset when I left, and I was not planning on shopping in your stores in the future, but after your letter and follow-up call, I changed my mind. I wanted to let you know that I was treated very well on my return, and I look forward to continuing to be your patron.

Sincerely,

[Name]

[Title]

[L] Thank you letters-High Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I want to commend your employees [Names] for the manner in which they have worked through the technical support issues I have been experiencing with your product.

Thanks to their diligence (and a few very long days) everything is working as it is supposed to. Thank you for your assistance in making these corrections.

Sincerely,

[Name]

[Title]

[L] Thank you letters-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I’d like to take this opportunity to everyone who has called or written letters of support since the closure of my dealership has been announced.

It means more than I can express that you are all concerned about myself and my employee’s and that concern is a shining example of why we selected this community to do business in, so many years ago.

Your support has touched me personally, and I thank you.

Sincerely,

[Name]

[Title]

[L] Thank you letters-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

Thank you for making our stay so enjoyable during our honeymoon. From the accommodations to the food, everything was top-drawer. We’d like to especially thank [Name] who took the time to suggest some points of interest that were highlights of our visit.

We look forward to returning to your Inn again soon.

Sincerely,

[Name]

[Title]

[L] Thank you letters-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

The support and generosity of our fellow businessmen and women, and members of the community have overwhelmed us. While we are saddened at the loss of our buildings, the heart and soul of our company is within us, and we will carry that to our new buildings, once the construction is complete.

Thank you all for your kindness.

Sincerely,

[Name]

[Title]

[L] Thank you letters- Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear

I want to take this opportunity to thank my entire group of employee’s for their hard work and dedication. That work ethic is what made it possible for us to meet deadlines that we frankly found daunting, and words cannot express my gratitude.

I am blessed with a great team, and I thank you for your efforts.

Sincerely,

[Name]

[Title]

