[L] Cold Call Letters-Retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’d like to introduce [Company] which manufactures and markets leisure clothing for men and women. Our clothing is made entirely in the USA, with all natural fibers and dyes. Your retail store is the type of venue that this clothing typically does well in. I would like to make an appointment to meet with you and show you our fall line.

I will be in your area next week, and will give you a call to set up a meeting.

Sincerely,

[Name]

[Title]

[L] Cold Call Letter-Hi Tech 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I read the article regarding your injection molding CD production facility, and I wanted to send you my contact information for your future needs.

I am an independent sales representative, and one of the products that I offer is jewel cases used to store CDs and DVDs.

My line card and contact information are enclosed. If you are considering adding the outer packaging to your product line, or are looking for a new vendor for the same, I would like to speak with you.

Sincerely,

[Name]

[Title]

[L] Cold Call Letter-Automotive 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I represent [Company], a distributor of automotive accessories such as mats, seat, and wheel covers, and a variety of decorative components.

I am new to this territory and would like to visit your dealership next month and show you some of the quality products I can offer for your retail store. I look forward to speaking with you, and will call you next week to arrange a mutually convenient appointment.

Sincerely,

[Name]

[Title]

[L] Cold Call Letter-Hospitality 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our state generates 60% of its revenue from tourism. Studies show that while 57% of all visitors are from the tri-state region, the remaining 43% come from across the United States and Canada.

I’d like to talk with you about the benefits of advertising with [Name] magazine. We have national distribution and circulation, and our demographics are those of young professionals who like to participate in winter sports.

I am enclosing a copy of our current magazine, and our rate card. I will call you in a few days to set up a meeting to go over our advertising programs.

Sincerely,

[Name]

[Team]

[L] Cold Call Letter-Service

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Although we don’t want to think about it, the winter months are right around the corner. The days of open windows and air conditioners will soon be replaced with sweaters and heating bills.

One of the most common reasons heating bills are inflated is low or no maintenance on heating systems. [Name] offers a seasonal cleaning and inspection of your furnace, so that it is running at peak efficiency.

Call now and plan ahead so you aren’t calling to have your furnace repaired on the coldest day of the year!

Our rates and service programs are attached, give us a call!

Sincerely,

[Name]

[Title]

[L] Cold Call Letter-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Manufacturers like you often need specialized containers and packaging supplies, and [Company Name] specializes in boxes, chip, shrinkwrap, and taping supplies.

We know how hard it is to keep customers happy--don’t let improper or inferior packaging make your clients look elsewhere.

I have included our line card for your reference, and look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Letters to prospects met casually-retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I enjoyed chatting with you in Atlanta on Tuesday while we were waiting for our connecting flights. I think that your retail store idea sounds like a real winner, especially considering the mix of products you are considering.

I am enclosing information on the store racks and display materials I had mentioned to you. I know you are in the beginning of your development, but it’s often helpful, especially when you are looking for financing, to have some ideas to show investors.

When you’re ready, give me a call, and I will put you in touch with the local representative.

Good Luck!

Sincerely,

[Name]

[Title]

[L] Letters to prospects met casually-Hi-Tech 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It was great meeting you at the trade show last week in Toronto. I went on to another trade show in Vancouver on Friday, and there was a company there with the exact product you were looking for.

I got the name of the local representative and I am including her card. Let me know how it works out for you!

Sincerely,

[Name]

[Title]

[L]  Letters to prospects met casually-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I hope your trip home from the Sales Seminar was uneventful. It was great having lunch with you and talking about our businesses.

I am including our full-line kit, and I was hoping you would pass it along to your purchasing manager. I would like to speak with her; if you could let me know a good time to call, I would appreciate it.

Sincerely,

[Name]

[Title]

[L] Letter to casual prospect- Hospitality 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I hope you remember me! We met at the banquet honoring [Name] last month in Philadelphia.

You had mentioned that you were looking for a new software package that would help you track reservations and analyze repeat business. I wanted to send you information on a software that I think might be perfect for your needs.

I am including the data sheet for this program. If you think it’s worth exploring in more detail, give me a call and I can arrange for a trial version that you can download.

I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Letter to casual prospect-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It was great getting to know you at the Chamber of Commerce event last evening. I know that you are busy preparing for the opening of your insurance agency, and I wanted to send you my contact information for any recruiting needs you might have.

Once you are ready to bring on CSR’s and Agents, give me a call. I have contacts in the personal and commercial insurance lines, and would be happy to help you find the staff you need.

Sincerely,

[Name]

[Title]

[L] Letter to casual prospect-Manufacturing 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It was a pleasure meeting you at the ASNI meeting in Denver. I am sending you the data you requested on the current standards for printing. I will be in your area in three weeks, and would like to give you a call to talk about ways my company might be able to help you with your press issues.

Give me a call if you have any questions before then!

Sincerely,

[Name]

[Title]

[L] Letters to prospects you met in the past-retail 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I had the chance to meet you last year in New York when we were both attending one of the Fashion Week presentations. At that time I was working with a company that was marketing a line of infant clothing.

I have joined a company that markets a line of sunscreen products and would like to show you some samples of new moisturizers with bronzers, when I am in [City] next week.

I will give you a call on Thursday to make sure you are available and set up a meeting. I look forward to seeing you again.

Sincerely,

[Name]

[Title]

[L] Letter to prospect met in the past-Hi Tech 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I recently joined [Company] which has developed and markets a software product used in Customer Service call tracking. As I was reviewing the call list for my new territory, I was pleased to see your name on my client list.

We met about five months ago when we were both attending a motivational seminar (you and I were on the same brainstorming team). It will be a pleasure to see you again, and I hope that you will have a few minutes to meet with me when I am in Omaha.

Sincerely,

[Name]

[Title]

[L] Letter to prospect met in the past-Automotive 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Are you the same [Name] that I worked with at [Company] in 1979?  Last week I was meeting with my District Sales Manager and your name came up as someone who is one of the biggest [model] dealers in the area.

I often wondered what career path you took! I am the new sales representative for [model], and as such, will be visiting your dealership during the second week in March. I hope you will have time to speak with me, and perhaps let me buy you lunch?

I look forward to renewing our acquaintance.

Sincerely,

[Name]

[Title]

[L] Letters to prospects met inn the past-Hospitality

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am the new area representative for Chambers Insurance, the Insurance plan which covers Chamber of Commerce staff for health, life, long, and short term disability. I think we met at a national Chamber event about two years ago, and if I remember correctly, we had a very detailed discussion on the need for health care for this type of industry.

I will give you a call Monday, for the purpose of setting up a meeting to discuss insurance options. I hope you will take my call.

Sincerely,

[Name]

[Title]

[L] Letter to prospect met in the past-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I had the pleasure of meeting you several years ago when we were both attending night school in [City]. I am currently the Sales and Service Representative for [Company] and your name was given to me as a possible source for information on hiring technical support representatives for the Call Center Industry.

I will give you a call at the end of the week to discuss my requirements; I look forward to speaking with you at that time.

Sincerely,

[Name]

[Title]

[L] Letter to prospect from the past-Manufacturing 

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I hope you remember me; we met a few years ago when we were visiting a manufacturing plant producing electronics.

I am currently the Sales Manager for [Company] and I would like to call on you and discuss the products I represent, and how they might fit with your manufacturing requirements.

I hope this note finds you well and I look forward to speaking with you again.

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospects-Retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Fashion Week is approaching, and as always the annual Footwear exposition at the Jacob Javits Center in Manhattan will take place on [dates].

We hope you will visit us at booths [location] and see the fine line of outdoor footwear we are presenting for the fall/winter season.

See you in New York!

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospects-Hi Tech 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Thanks for visiting our booth at the Dal-Com Software show last week. The information you requested is included in this packet as well as the name and contact information of the area Sales Representative.

Thank you for your interest in our product.

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospect-Automotive 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The Annual Boat and Camper show will be held at the County Fairgrounds the week of [dates]. We will have the latest in boats, from bow riders to catamarans, and a complete line of campers, including the new self-contained Windstream.

Use the enclosed pass for free parking, and visit us at our grandstand location.

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospects-Hospitality 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations! You are the winner of the Grand Prize at the Center of Florida Hospitality Exposition. You and a companion have round trip tickets, and a three-night stay at the [name] Hotel in Miami. A packet of information about how to book your trip will follow shortly.

We appreciate your visiting our booth at the Expo. The information you requested is included, and a sales representative will call you to follow up.

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospect-Service 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Recently you contacted our company through our website and requested more information on our products. The information you requested is enclosed. We are attending the [name] trade show, in your city in November. Please watch for more information as the date gets closer. We invite you to visit our booth for a demonstration of our products.

Sincerely,

[Name]

[Title]

[L] Letter to trade show prospect-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The annual Plastics Manufacturing trade show will take place on [date] at [location.] This year, we intend to have our new plastic molding system available so that customers can see it and learn more about how changes in manufacturing technology have improved our abilities.

Look for us in booth [number!]

Sincerely,

[Name]

[Title]

[L] Letters to prospects referred- Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am writing to you regarding your corporate accounts for uniform cleaning and dry cleaning. I was referred to you by [Name] who suggested you were considering changing the service with which you are currently doing business.

I am including a brochure that covers our services, and would like to meet with you to discuss using our services. I have taken the liberty of including a 20% off coupon, so that you can give us a try, at your convenience.

I look forward to speaking with you.

Sincerely,

[Name]

[Title]

[L] Letters to prospects referred-Hi-Tech  

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am representing a search committee that is looking into options for accounting software, and your firm was suggested to me as one I should consider in my research.

I would like to receive your brochures, and if possible, a demo disk of your software, so that I can determine if the functionality meets the requirements we are seeking. If this first review is successful, I would then like to meet with you to discuss our application in greater detail.

I look forward to your prompt response.

Sincerely,

[Name]

[Title]

[L] Letter to prospect referred-Automotive 

[Name]





[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our company continues to grow, and we are considering offering a Corporate Lease program for our Management and Outside Sales Team, so that automotive expenses are something incurred at the corporate budget level.

I was speaking with [Name] last week, and he/she suggested that I contact you, as you are currently providing a similar service, one that he/she is very satisfied with.

I would like to meet with you next week, and discuss options for automobile leasing. Please contact me so that we can set up a meeting.

Sincerely,

[Name]

[Title]

[L] Letters to prospects referred-Hospitality 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am in charge of locating a venue for our summer outing, and I would like to receive information on your resort. You were recommended to me by [Name], who said your company specialized in outings for multi age and interest groups.

Our projected attendance is 250, including spouses and children. We would like to have a two-day event, giving people the option of an overnight stay if they wish.

Please send me your event information. Once I review it, I will call you to schedule a tour.

Sincerely,

[Name]

[Title]

[L] Letter to prospect referred- Service 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] gave me your business card and suggested I give you a call. I am looking for a company that can provide us with a variety of cell phone options for our sales team. I would be interested in traditional cell phones, and phone/email wireless equipment.

Do you have programs for these types of services? I would appreciate your call, so that we can discuss the needs of my company, and what you can offer.

Sincerely,

[Name]

[Title]

[L] Letter to prospect referred-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I am seeking a contract manufacturer for light assembly of plastic components, and your company was suggested as a possible resource.

These components are created at our offshore plant, and will need to be snapped together, labeled, inspected, and packaged.

I will give you a call Tuesday to discuss my requirements in more detail. If this is not something that is within your scope, I would appreciate any recommendation you would care to make.

Sincerely,

[Name]

[Title]

[L] Letters to prospects using competition- Retail 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I represent [Company Name] whose specialty is creating mall-clothing displays, such as pegboard, racks, and shelving. 

I know that you are currently using [Company] for your store needs, and the purpose of my letter is simply to introduce myself as a possible alternative for your display requirements.

If you are considering making a change, or if your current supplier is unable to supply a specific item you are interested in, I hope you will consider [Company].

Sincerely,

[Name]

[Title]

[L] Letter to prospects using the competition- Hi Tech

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Today Call Centers need to use the latest technology to assure that calls are answered quickly, responded to correctly, and customers feel their needs are being met.

Headsets and amplifiers help agents work more efficiently, by keeping their hands-free to take notes, log phone calls, etc. 

[Company], a leading supplier of call center components for many years, has announced it will close at the end of the month. The purpose of my letter is to introduce our products as a possible alternative.

If you are seeking a new supplier out of this current situation, I hope you will consider evaluating the products my company manufactures. I am enclosing our catalog, and would like to speak with you when convenient.

Sincerely,

[Name]

[Title]

[L] Letter to prospect using competition-Automotive4 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Are you considering purchasing or leasing a new automobile? [Name] is a full service dealership located at [address], and we’d like to be your automotive dealer.  Our dealership offers factory trained service representatives, a speed shop, and sales representatives who are consistently top sellers for [Model] in the State.

Smart consumers shop around, and if you are looking for your next car, please stop in and see what we have to offer. You will be pleasantly surprised!

Sincerely,

[Name]

[Title]

[L] Letter to prospect using competition- Hospitality 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Coastal Catering is a fully licensed catering facility that offers soup to nuts, and everything in between. Our staff is trained chefs and come to us from successful careers in restaurants and resorts.

The article in [newspaper] regarding your annual shareholders meeting caught my attention, as it mentioned that you had used a caterer from [City] to provide for your attendees. As a catering company in your community, I wanted to make sure you are aware of our services, for any future events you may be considering.

I hope that Coastal Catering has the chance to work with you.

Sincerely,

[Name]

[Title]

[L] Letter to prospects using competition- Service 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Physical fitness is important for the body, mind, spirit, and for the health and happiness of your employees.

Those of us at [name] Gym and fitness center think that it’s never too late to begin an exercise program, and while many people have been using [name] in town, our facility will be opening in your industrial park, and we’d like your employees to consider switching to our gym.

We’re open daily, have long and short term programs, and a variety of high and low impact equipment. Stop by and visit us! We think you’ll like what you see.

Sincerely,

[Name]

[Title]

[L] Letter to prospects using competition-Manufacturing 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Contract manufacturing has become a popular way for companies to have products produced locally without taking on the responsibility for manufacturing overhead.

The problem with the popularity of this method is that the lead-time is frequently longer than desired, because of a simple supply and demand conflict.

Our contract manufacturing facility, located at [address] has the equipment and capabilities you need. If you are not getting the turn time your jobs require, why not consider our plant for your short or contract jobs?

Information about our equipment and process capabilities is enclosed. Let’s talk.

Sincerely,

[Name]

[Title]

[L] Letters to former customers-Retail 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our winter clothing line has arrived, and we have a variety of sizes and colors of coats, hats, boots, and scarves from the latest designers.

Our records show that you have not shopped in our store in some time. Your business is important to us and we’d like to see you back.

The enclosed discount certificate is good for any purchase, and we hope that you will take advantage of it.

Sincerely,

[Name]

[Title]

[L] Letter to former customers-High-Tech 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company] has reopened for business and we would like to take this opportunity to thank you for your patronage in the past, and ask that you consider returning to us for your computer needs.

Our warehouse is stocked with computers, monitors and accessories, and our customer service staff is eager to help you purchase or upgrade your home or office computer system.

We hope you will consider giving our products and services another try, and we look forward to hearing from you.

Sincerely,

[Name]

[Title]

[L]  Letter to former customer-automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I recently joined the [dealership] in their service department, and I wanted to send you my new contact information and invite you to consider having your truck serviced at [dealership.]

Whether you need an oil change, a 100,000-mile tune-up, or diagnostic help for a car problem, our team can help you.

If you are considering having your vehicle serviced, I hope you will contact me.

Sincerely,

[Name]

[Title]

[L] Letter to former customer- Hospitality 

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The snow is fresh, the lifts are running, and the skis are waxed! Our reservation records note that you and your family visited us in [year], but you haven’t returned for a day of skiing since that time.

This letter is to invite you back! Conditions are the best they have been all season, and if that’s not enough, perhaps the buy-one-get-one-free lift certificate will make you want to come out and play!

See you on the mountain!

Sincerely,

[Name]

[Title]

[L] Letter to former customer- Service 

[Name]



[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our records show that you have not had your septic system pumped since [year]. Regular cleaning and inspection of septic systems is critical to their maintenance. Most of the time, when septic systems start having problems, it’s too late for anything but a costly repair.

If you are currently having your system maintained by another company, please fill out the attached card and let us know. If you are in need of our services, however, please give us a call.

Sincerely,

[Name]

[Title

[L] Letter for former customers- manufacturing 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] fireplace inserts, has purchased [Company Name]. We are integrating all the sales and service for both companies into our main manufacturing plant located at [location].

As a former customer of [Name] we want to introduce ourselves to you, and we hope to do business with you in the near future.

Our plant is producing [products] now, and we will be shipping [products] within 30 days. Please contact us if we can assist you.

Sincerely,

[Name]

[Title]

