[L] Letters to follow up an appointment-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for seeing me on Wednesday. I enjoyed meeting you and your staff and touring your retail warehousing operations.

I have been in touch with the District Manager regarding your quality concerns on the winter coat line, and she will be in touch with you to set up a meeting.

We value your business and want to make every effort to assure you have the highest quality products to offer your customers.

I will follow up with you next week to make sure you and [Name] have spoken, but please call me anytime if you have a question.

Sincerely,

[Name]

[Title]

[L] Letters to follow up an appointment-High Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I appreciate your seeing me today on such short notice. I wanted to send you the samples of material we plan to use for the race uniforms, and have included three different fabric pieces for you evaluation.

I will see you on Monday, and will bring along bolts of each material so you can test the one you have selected.

Sincerely,

[Name]

[Title]

[L] Letters to follow up an appointment-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

It was good to catch up with you at the show last week. I’m glad you stopped by the booth, and I hope that I was able to answer your questions, in spite of how busy we were! I’d like to schedule a follow-up appointment so we can continue our discussion about the new models of Sports Utility Vehicles, and how we can introduce them into your dealership.

I will be driving one of the new models when I call on you. Let’s have lunch (my treat) but you can drive!

Sincerely,

[Name]

[Title]

[L] Letters to follow up an appointment-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your time this morning. I am pleased you are considering [Company] for your upcoming International Sales Meeting. I will make every effort to assure that your guests have an outstanding and productive stay at our facility.

I have several suggestions for your “free-time” events, including golf, a visit to a shopping center with brand name outlets as well as local artisans, and a boat ride on the river. I have included brochures for these venues, and would like to extend free passes to the golf course and the boat excursion so that members of your team can see for themselves if these are acceptable entertainment options. You and I, as we discussed, will go shopping!

I will give you a call next week so we can set up our next meeting.

Sincerely,

[Name]

[Title]

[L] Letters to follow up an appointment-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for considering [Name] as a contractor for the upgrade of your offices. I enjoyed meeting you, and I feel I have a good understanding of what areas in your office you feel need renovation.

I will have a proposal for you next week, and look forward to your feedback.

Sincerely,

[Name]

[Title]

[L] Letters to follow up an appointment-Manufacturing

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for meeting with me today. I think that the injection molding process you recommend using for my electronic components are in line with what I am looking for.

I do have one question concerning crimping the disconnect, in that it would appear that if the wires are not in the exact position, centered in the “well,” it would be possible that the disconnect could short out after continued use.

If you can send me the crosshatch diagram of the molding process that should take care of any questions we have. I look forward to receiving your quote.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a written proposal--Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I hope you have had an opportunity to review the proposal I sent you for remodeling your existing retail space, and adding to your square footage by combining the space next to yours. The construction of the new space can begin in two weeks, should you agree to our recommendations.

I know that construction can adversely impact business, so the mall is prepared to waive the minimum daily gross profit requirement that each of our anchor stores are under contract to achieve. This should help allay any losses that occur while renovations are underway.

I will give you a call in a few days, if I have not heard from you. Please call with questions.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a written proposal- High Tech

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I haven’t been able to reach you by phone, so I wanted to drop you a line regarding the proposal for contract technical support services I sent you two weeks ago.

Have you had an opportunity to review the scope of service my team can provide? I would appreciate hearing from you, and discussing any feedback you have at this time.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a written proposal- Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

[Name] Garage wants to be the first call for any of your employees automotive needs. Whether it’s routine maintenance, inspection, repair, or roadside service, I want to have the exclusive business for your employees.

The proposal that I emailed you last week outlined the hourly rates, and discount structures I can provide your staff. I look forward to your favorable response.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a written proposal- Hospitality

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for providing me with the opportunity to present my catering services to you. I hope you and the Board of Directors enjoyed the lunch I created for your planning session. I am following up with you on the quote I left for catering your annual stockholders meeting. I’d like to discuss the quote and the menu with you at your earliest convenience.

I look forward to speaking with you again.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a written proposal- Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I’d like to schedule a follow-up meeting to go over the proposal I faxed you for scraping and painting your house. Would you be available to speak with me next Tuesday?

I will give you a call Friday to confirm our meeting.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a written proposal- Manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I appreciate your interest in the printing services [Company Name] provides, and I hope you found the pricing to be competitive.

Paper prices are expected to increase next month, as the pulp and paper mills have notified us of pricing changes. If you plan to have this job printed, please bear in mind that the pricing is good for 30 days.

I look forward to your feedback.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a presentation-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for taking the time to evaluate my new clothing designs during our meeting yesterday. I feel that I have captured the versatility and casual elegance that you requested.

I will have material swatches available for you during our next meeting. Please let me know if you have other questions, so that I can be prepared to address them next week.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a presentation-High-Tech

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for attending our open house and our unveiling of “Inline” our new computer-based game. We are confident that the graphics and interactive nature of this game will put it well beyond anything on the market today.

I will have pricing for you next week, and we can discuss release options at that time.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a presentation-Automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thanks for your call. I am glad you enjoyed the tour of our new race trace track and grandstand facilities. We are interested in participating in this year’s Peewee race tour and we are confident that our venue will be a challenging course for the drivers.

Please let me know if you need additional information for your decision.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a presentation-Hospitality

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for visiting Mid West Bus Tours. We appreciate your interest in using our services for your New England visit and it is our hope that you will consider booking your tour with us.

I am attaching a PowerPoint presentation that highlights the stops we would recommend, as well as brochures for the three bed-and-breakfast inns we partner with for venues such as these. Tours sell out fast, particularly for the Columbus Day weekend, so we suggest you book your tour promptly in order to secure the reservations you are looking for.

I will be in touch in a few days to answer any questions you might have.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a presentation-Service

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for taking the time to visit our new community center. All of us at the center are proud to be a part of it, and we all look forward to bringing art, music, and theatre to the residents of our city.

I am following up on the proposal and presentation I gave you and the staff on Monday. I feel that I have created a dynamic and versatile art program for after school and “latch key” children, and I would appreciate your feedback.

I look forward to bringing the after school art program to your students.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a presentation-Manufacturing

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I hope you have had a chance to evaluate the presentation my team and I gave on Thursday. We feel strongly that our manufacturing equipment and capabilities are appropriate for your new scooter, and we want your business!

I’d like to work with you on the prototype mold so we can begin our pre-manufacturing development. Once we get your approval to proceed, my attorney will begin drawing up the contracts. In the meantime, on behalf of myself and my team, please know that we are excited at the prospect of helping you launch your revolutionary new product.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a proposal-Retail

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I haven’t heard from you, so I wanted to touch base regarding the proposal we discussed last week. I would like the opportunity to develop a series of direct mail pieces for your new line of clothing. Please give me a call at your convenience.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a proposal- High Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

It was nice meeting you at the Chamber meeting last evening. I appreciate your having an “on the spot” discussion with me regarding your web site. I think the design work you have already done will keep the overall cost down, and I would like to meet with you to firm up the proposal we discussed.

Let’s try to get together early next week.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a proposal- Automotive

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I’m sorry I missed your call. I have been reviewing the proposal I did for you last month for automotive detailing, and I wanted to check with you regarding your interest in having me touch up your used cars.

I do have a scheduled contract job that starts in six weeks, so if you want to get started immediately, I do have some time now. I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a proposal- Hospitality

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I hope this note finds you well. I wanted to see if your event committee has made a decision on the location of your summer outing. [Name] amusement part offers rides, games, and even a wave pool, something for everyone on a hot summer day.

Please let me know if you have made a decision, or if you need more information to help you determine the best venue for your employees and their families. I look forward to your favorable response.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a proposal- Service

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I stopped by the office today but I just missed you. I wanted to inquire if you had given any thought to my proposal for lawn care and maintenance for your trailer park. I will do weekly mowing, mulching, branch removal, as well as a full spring and fall cleanup.

Please let me know if you are considering my offer.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a proposal-manufacturing

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Happy Holidays! This time of year we are all busy on a personal and professional level, and it’s easy to let things slip by. I wanted to check with you regarding my offer to provide your company with exclusive shipping and special freight discounts down the eastern corridor.

I would like to begin our program with the New Year, so please give me a call if you are still interested.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a catalog, brochure, or flyer mailing-retail

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

I am following up with you on the catalog you requested, which I sent you on [date].  The catalog covers the full line of products that we offer, including software, hardware, and consumables. I hope that you found the product you were looking for, but I will follow up with you next week to review it, and answer any questions you might have.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a catalog, brochure or flyer mailing- Hi-Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for ordering our complete catalog of hardware and software for home use. I wanted to follow up with you and make sure you found what you were looking for, and answer any questions you might have.

Please make sure to use the catalog code on the back cover, if you place an order online, as this will allow you to take additional discounts.

I look forward to hearing from you.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a catalog, brochure, or flyer mailing-Automotive

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for sending for our new brochure “caring for your new car.” We think the information we have compiled will help new car owners to keep their new automobile in top operating condition.

Make sure you check the back cover, as there are valuable coupons for discounts on cleaning and care products. Enjoy your new car! Drive safely, and check our website often for new information.

Sincerely,

[Name]

[Title]

[L] Letters to follow-up a catalog, brochure, or flyer mailing-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for visiting our restaurant and filling out the “how-are-we-doing” comment card. I am enclosing a brochure which will give you the list of all our “sister restaurants” down the Interstate 95 corridor. Show this brochure to the hostess, and get a free beverage on us. (Non-alcoholic, because we want you to drive safely!)

We look forward to having you as our guest again.

Sincerely,

[Name]

[Title]

[L] Letters to follow up a catalog, brochure, or flyer mailing- Service

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

Thank you for your call today. We have been getting a lot of feedback from our flyer campaign, and we are planning on having an open house to introduce our new state-of-the-art car wash on [date].

Check your newspaper often for the grand opening announcement, but save this flyer so that you can get a free carwash!

Sincerely,

[Name]

[Title]

[L] Letters to follow-up a catalog, brochure or flyer mailing-Manufacturing

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear [Name]:

We are pleased to announce the opening of our new manufacturing facility, and we will have an open house on [date] from [times].

We welcome you to tour our plant, see our manufacturing processes, and meet our staff. There will also be a job fair that day, if you are interested in exploring employment with us.

We look forward to seeing you at our open house.

Sincerely,

[Name]

[Title]

