[L] Letters of inquiry-International

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Here is the information you requested. The current climate for working with companies overseas has changed, and you will find the requirements have become much more strict as far as providing information on your employees, particularly those who will interact with Americans.

I would recommend you should consult your solicitor or agent to assure that you can meet each requirement to do business with the United States. Once you have determined your eligibility, then we can discuss a distribution relationship in more detail

Please let me know if I can be of additional help.

Sincerely,

[Name]

[Title]

[L] Letters of inquiry-International

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

In response to your letter asking for additional information, I am enclosing details on how our computer system operates. I would be happy to provide you with a quote based on the modules you feel would be best suited to your environment.

We are able to adapt all of our components to meet the electrical requirements of each country you listed as of interest. I look forward to speaking with you again soon.

Sincerely,

[Name]

[Title]

[L] Letters of inquiry-International

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am opening a branch office in London after the first of the year, and would like to speak with you regarding doing business in England. It has been suggested to me that you may be able to recommend an accountant, and solicitor, and I would like to speak with you during my visit next week.

I will call your office on Monday to confirm our appointment.

Sincerely,

[Name]

[Title]

[L] Letters of inquiry-International

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I will be traveling in Ireland next month, in order to finalize some supplier relationships. I would like to meet with you, and discuss your representing my company as my European Broker.

I am seeking someone who has the contacts in the EU countries to help create an import and exportation network. If this is something you would be interested in discussing with me, please contact my secretary, as I will be traveling in the Pacific Rim this week.

Sincerely,

[Name]

[Title]

[L] Letters of Introduction-International

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Please accept this letter as my introduction to your firm. I have letters of introduction from [names] and they suggested that I call on you next week and introduce myself.

I am interested in discussing your experiences in International Business, for inclusion in a book I am writing, and hope that you are amenable to meeting with me.

Sincerely,

[Name]

[Title]

[L] Letters of Introduction-International

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Please accept this letter as introduction of [Name] a former student of mine who will be doing graduate work in England. [Name] is one of the brightest students I have taught in many years, and I am sure you will find him to be intelligent, honest and open minded to new theories and beliefs.

I trust this letter finds you well, and I thank you for your assistance in this matter.

Sincerely,

[Name]

[Title]

[L] Letters of Introduction-International

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I want to let you know that next week we will be visited by [Name] who is the general manager of our Tokyo office. Hato Harimina, who is known as Hato-San in his country, speaks English fluently, and has traveled to the United States before, so is well versed in our culture.

Please remember that although Hato-San understands America, he is of another culture, and will find slang or idiomatic phrases confusing. Your cooperation is appreciated.

Sincerely,

[Name]

[Title]

[L] Letters of Introduction-International

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Please accept this letter as introduction of my colleague, [Name] who will be visiting your business next month as part of his internship. I would appreciate any courtesy you can extend.  [Name] has been working for me in International Relations for the past year, and he is very excited at the opportunity to travel and gain some real world experience.

Thank you for your assistance.

Sincerely,

[Name]

[Title]

[L] Cover Letters

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Enclosed you will find 12 copies of our English-Language videocassettes. I appreciate your business and hope that you will find them useful in your studies.

I have taken the liberty of including some information on other English-Language products I offer. Please let me know if you are interested in any of them.

Sincerely,

[Name]

[Title]

[L] Cover Letters

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your interest in our electronics products. I am enclosing a catalog for your review. Our West German Distributor is [name] and I have included their contact information for your convenience.

I hope this information is helpful to you.

Sincerely,

[Name]

[Title]

[L] Cover Letters

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for requesting additional information on our printers. I have enclosed the specification datasheets on the printers you indicated, and have included samples of forms that were produced on these engines, including bindery.

If you would like to see a short video of these printers in use, visit our website, www.address.com, and click on the link to “live.”

I appreciate your interest and will await your call.

Sincerely,

[Name]

[Title]

[L] Cover Letters

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Here is the requested information on “How to patent your product.” The enclosed report also outlines how to sell your product in the United States.

It is difficult, if not impossible to license a product without a patent, as many US Manufacturers will not consider licensing if there is no patent.

If you decide to apply for a patent, we strongly suggest you seek legal representation. A list of attorneys who specialize in patent law is included for your convenience.

We wish you the best of luck in your endeavor.

Sincerely

[Name]

[Title]

[L] International Sales Letters

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your interest in our products. I have enclosed samples of our clothing line, as well as a credit application.

We are looking for companies interested in International Distribution of our products, so your inquiry is very timely.

I will follow-up with you in 2 weeks and answer any questions that you have.

Sincerely,

[Name]

[Title]

[L] International Sales Letters

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I will be traveling in your country on business next month, and would like to solicit your assistance in locating office space for our sales representatives. I am interested in office space that will be ample for 3 people, preferably within the train/bus lines.

I will contact you once my travel plans are confirmed.

Sincerely,

[Name]

[Title]

[L] International Sales Letters

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I would like to learn about becoming an importer of your [product]. My company currently manufactures and distributes a line of skin care products and we feel that adding a line such as yours will provide our clients with options not generally available in the United States.

As I have not done business with your country before, I would appreciate any recommendation you may have for brokers and Air Cargo Expeditors. I will also need to learn more about your minimums, and export/import taxes.

I look forward to learning more about your company.

Sincerely,

[Name]

[Title]

[L] International Sales Letters

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thank you for your inquiry. At this time we do not sell our products outside of the United States, as the specifications for products of this nature differ widely from one country to the next.

We appreciate your interest. While we do not anticipate expanding our market, should that occur, we will be in touch with you.

Sincerely,

[Name]

[Title]

