[L] Introducing a new sales rep-retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We’d like to take this opportunity to introduce [Name] as the newest member of our sales team. [Name] has been in the retail sales industry for the past 15 years, most recently with [Company Name]. 

Please stop by and say hello to [Name] the next time you’re in the store. We appreciate your business, and look forward to seeing you soon.

Sincerely,

[Name]

[Title]

[L] Introducing a new sales rep-Hi Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company Name] is growing again!  The newest member of our sales team [Name] will be joining us next week, and we want to take this opportunity to introduce him/her to you, and to let you know that in addition to [New Rep], all of us here at [Company] are ready to assist you with your hardware and software needs.

[Name] has a variety of certifications and technical expertise in both desktop and mainframe platforms, and will be primarily responsible for working with customers who are considering upgrading their networks.

Please don’t hesitate to contact any of us, if we can be of service. We hope you will take a moment and welcome [Name] to our Sales Team.

Sincerely,

[Name]

[Title]

[L] Introducing a new sales rep-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The most frequent time of year to purchase or lease a new car is right around the corner! The new models are arriving, and we need to make room for them!

One of the services you, our customers, have requested is that we add someone to our team who is knowledgeable about ways to enhance your cars performance while still staying “street legal.” We are pleased to introduce [Name], who will be responsible for creating and managing our “speed shop” as well as helping customers on the sales floor.

Look for our advertisements in the [newspaper] regarding special sales days. Why not consider purchasing a new car or truck, and letting [Sales Rep] create a look that is “uniquely you”!

Thank you for your continued business. We look forward to seeing you again soon.

Sincerely,

[Name]

[Title]

[L] Introducing a new sales rep-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Hotel Name] and Conference Center is pleased to announce that [Name] has joined us as our new Banquet Manager. A graduate of the [Name] school of Hotel and Restaurant Management [Name] has been working on the West Coast for the past 5 years, as Assistant Banquet Manager for [Name].

If your Company is considering hosting an event, conference, banquet, or a combination of both, please call [Name], and let her/him assist you with your planning.

We look forward to being of service to your Company.

Sincerely,

[Name]

[Title]

[L] Introducing a new sales rep-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company Name] your Sales and Service providers for [Name] Cable, is once again growing to meet the increasing demand for our service.

[Name] has been promoted to Service Manager, and we are pleased to introduce [name] to you, as the new Sales/Service Associate for your area.

If you are considering upgrading your existing service, or adding additional digital boxes to your home or office, please give [Name] a call. We’re proud to be your digital provider, and look forward to continuing to serve your needs.

Sincerely,

[Name]

[Title]

[L] Introducing a new sales rep-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are pleased to announce that [Name], and Independent Manufacturers Representative covering the tri-state area, will be offering our products to his existing customer base, as well as looking for new opportunities in the Region.

We feel that adding our products will complement the manufacturing equipment that [Name] currently sells, and that this full manufacturing solution will benefit our customers, as well as having the benefit of his/her knowledge and expertise in helping you manufacturing plants maintain peak profitability and efficiency.

[Name] will be in [City] next week, and will call to make a courtesy call. If you need something right away, please call our office, and we will put you in touch with [Name].

Sincerely,

[Name]

[Title]

[L] Introducing yourself as a new sales rep-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’d like to take this opportunity to introduce myself to you as the newest member of the Sales Staff at “Cook4U.” Cooking has been my passion since I was a small child, and after attending the Culinary Academy at [School], I have had positions in restaurants, managed a cafeteria for an industrial park, and had my own catering business.

Please stop in and let me meet you in person! We have the newest line of cookware as seen on [program], and it’s set up in our working kitchen. In addition to this new line of cooking products, I will be offering beginning, and intermediate cooking classes in our working kitchen, starting next month. I hope you will sign up for a class or two!

Please accept the enclosed certificate, good for either a jar opener or a wine cover, with my thanks. I am looking forward to meeting you, and getting the chance to “Cook4U.”

Sincerely,

[Name]

[Title]

[L] Introducing yourself as a new sales rep-Hi Tech

[Name]





[Date]

[Company]

[Address] 

[City, State, Zip]

Dear:

I’m pleased to announce that I have joined [Company] in their Sales Department. Many of you have worked with me in the past, through my association with [Company.] I am grateful for the opportunity to bring my experience in VoIP to [Company], as they expand their technology product line.

I hope that the service I have provided you in the past is remembered in a positive way, and that you will consider looking at [Company] for your Technology needs. I look forward to speaking with you again soon!

Sincerely,

[Name]

[Title]

[L] Introducing yourself as a new sales rep-automotive

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It’s time to start thinking about winter driving, and what better time to investigate leasing or purchasing a 4-wheel-drive vehicle.

As the newest member of the sales team for [Dealership] why not stop by and let me show you how easy it is to get behind the wheel of a new [vehicle]. As a special thank you for coming in to meet me, I’d also like to enter you into a drawing for a complete winter tune up. Let our service department get your new or existing automobile ready for the cold winter driving ahead.

I hope to see you soon!

Sincerely,

[Name]

[Title]

[L] Introducing yourself as new sales rep-Service

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

What better way to get ready for spring than to start thinking about your garden. [Name] Garden care has been providing quality plants, shrubs and flowers to homeowners in the Valley since [year].

I have recently joined [Company] and I’d like to introduce myself to you on your next visit to the greenhouse. You’ll find me in the perennial section, helping folks like you develop a look that’s right for their home.

Come in; get away from the last days of winter, and Think Spring! I’m looking forward to meeting you.

Sincerely,

[Name]

[Title]

[L] Introducing yourself as a new sales rep-Hospitality

[Name]






[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The Upper Valley Repertory Theater will begin their 15th season in January. In addition to well-known plays such as “Cat on a Hot Tin Roof,” the company plans to produce plays written by the 4th year theatre majors of [college], as part of a cooperative effort between our two organizations.

Although I am new to this Company, I have been in the theatre since I was a young child, and I am excited to begin my new role here, selling season and corporate tickets for our productions.

If you are thinking about hosting a company or customer event, why not consider a night at the theatre for your entertainment? My contact information is on the enclosed card, please don’t hesitate to give me a call, and let me show you how you can impress your customers and thank your employees with a night at the theatre.

Sincerely,

[Name]

[Title]

[L] Introducing yourself as a new sales rep- Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’m writing to introduce myself to you, as your new sales representative for [Company]. I am excited to be a part of a company as well known and respected as [Name], and look forward to meeting you in person, and helping you achieve your manufacturing goals through providing quality electronic components.

I’d like to call you next week when I am in the city to schedule a brief visit, at a time if that is convenient for you. I look forward to getting to know more about your organization, and how I can continue to meet your growing needs.

Sincerely

[Name]

[Title]

[L] Introducing a new company-Retail

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] is proud to announce that we are opening our first retail store, located at [address]. For years our customers have only been able to purchase our products through our on-line store. By popular request, we are opening the first of 3 retail locations in the state.

Please visit us for our Grand Opening on [date] and take advantage our Opening Day Sale prices! We look forward to welcoming you to our store.

Sincerely,

[Name]

[Title]

[L] Introducing a new company-Hi Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are proud to announce the launch of our new company “Change of Address.” For the first time, families, businesses or individuals who are relocating can change all their address information on bills, subscriptions, affiliations, with one visit to one web site.

Whether you are moving across the hall, or across the country, let “Change of Address” be your moving assistant.

For more information, visit us at our website, www.changeofaddy.com
Sincerely,

[Name]

[Title]

[L] Introducing new company-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

You’ve all heard the old adage, “the devil is in the details.” Attention to detail is one of the most important strengths anyone can display. For consumers like yourself, who take pride on driving a car that is clean, in good repair, and attractive to the eye, our new service may be just the detail you are looking for.

Drop your car off in the morning and let one of our staff bring you to work. While you are busy, our “dirt devils” will clean, wash, wax and even detail your car, if you like.

Let our devils take care of the details in keeping your car clean and attractive. Take advantage of our special introductory offer by calling for an appointment, and mentioning this letter. Then leave the details to us.

Sincerely,

[Name]

[Title]

[L] Introducing new company-Hospitality

[Name]




[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Today, more and more families are skipping healthy, wholesome meals. Between working parents, children in sporting or other after-school activities, the time to prepare a balanced meal and then sit down as a family and share it is something of a rarity.

That’s why I am proud to introduce my new company, “Dinner Time.”  I’m located at [address] close to all the major highways and intersections. Stop by between [times] and pick up a pre-made home cooked meal, including dessert! There are 2 meals each day to choose from, a vegetarian, and a standard meal. My food is home made with the best ingredients, and, when available I use produce from local farms.

Come to my home, and let me help you bring back the family dinner. The conversation is up to you!

Sincerely,

[Name]

[Title]

[L] Introduction to a new company-Service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I’m writing to you as a homeowner, who, like you, travels for business or pleasure. One of the details I had to always take care of was finding someone to care for my home while I was away.

Now that I have retired from the workforce, I wanted to offer a service that was lacking when I was a traveling sales person. That’s why I am proud to introduce my company to you.

Home & Hearth is an insured and bonded home care service. Whether you are going away for a day, a week, or longer, I will come to your home on a regularly established basis, and take care of things for you. For short-term visits I will walk dogs, feed and care for pets (although for visits longer than a week I recommend you consider a professional kennel for your pet’s mental and physical health.) I will water your plants, take your mail in, pick up dry cleaning, no job too small, or task too hard.

Take a look at the very competitive rates on the attached card, and the next time you want to get away for a long weekend, try out Home & Hearth for your peace of mind.

Sincerely,

[Name]

[Title]

[L] Introducing a new company-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are pleased to announce that [Name] has opened for business in [City]. We are a light manufacturing contract facility with expertise in electronics, injection molding, and assembly.

Our core customer focus is companies in the high-tech industry, who need short-term manufacturing support, either to meet a deadline or to “step in” while equipment maintenance is proceeding.

Call us today, and schedule a visit to our plant to see our state of the art equipment and our highly trained and enthusiastic staff.

Let us be your manufacturing support plan.

Sincerely,

[Name]

[Title]

[L] Introducing a new promotion

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] Barbershop, a unisex salon located at [address] is pleased to announce a return of the popular “shave and a haircut” program.

For the price of a haircut, men can receive a shave, complete with skin conditioning. Ladies who come in for a haircut can receive a complimentary eyebrow wax.

While it does cost a little more than “two bits” we think our shave and a haircut are worth the trip!

Make your appointment today.

Sincerely,

[Name]

[Title]

[L] Introducing a new promotion-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company], your cable and internet service provider, is pleased to announce a new program to help you get the most out of your dollar!

For the next month, customers who upgrade their existing cable service have the option of adding Internet access with no installation charges. Customers who already have both cable and Internet and want to upgrade their cable service can take advantage of adding a second digital box, at no installation charge!

We hope you will take advantage of this promotion, and add or enhance your existing services from [Company].

Sincerely,

[Name]

[Title]

[L] New Promotion-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on the birth of your baby [boy/girl]! We at [Company] are proud to be your automotive dealer, and to help you celebrate the new addition to your family, we’d like to offer you a new child safety seat, free with an oil change, or state inspection.

We’ll install the car seat and give your family instructions on proper installation and how to assure your child is secure.

We value your business, and the safety of your family. Congratulations! We hope to see you soon.

Sincerely,

[Name]

[Title]

[L] Introducing a promotion-service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] Carpet care has been installing, cleaning, and repairing carpeting in the city since [year]. We are proud to be mentioned as one of the city’s most service-oriented businesses, and continue to manage our customers’ expectations, every day.

To celebrate our award, we are offering a special fall cleanup promotion. For every rug we shampoo, we will shampoo a second one at half price.  Take advantage of this chance to have your rugs cleaned before winter, and let us show you the service we have been recognized for.

Sincerely,

[Name]

[Title]

[L] Introducing a new promotion-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Happy Holidays from all of us at [Hotel]. We appreciate your business and hope that we have provided a clean, comfortable place for your friends and relatives to stay, when visiting you.

As a part of our holiday celebration, we are pleased to announce our annual weekend special will take place again this year. Patrons who reserve for a weekend stay, and arrive Friday night, will receive a voucher for free brunch on Sunday morning. Our award- winning chef has received statewide recognition for her Sunday Morning Brunch specials. We hope you will take advantage of this opportunity to enjoy a fine breakfast, and that your family has a safe and joyous holiday season.

Sincerely,

[Name]

[Title]

[L] Introducing a new promotion- manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It’s our 25th anniversary and we’d like to thank all our customers for their continued business, and patronage of our products.

As a special “thank you” we would like to announce free ground shipping, for all reorders that are placed during the month of November. For customers who require upgraded, or priority shipping, we will pick up the cost of ground transportation, and bill you the difference.

We appreciate your business and thank you for the trust you place in us through your orders.

Sincerely

[Name]

[Title]

[L] Introducing a new product to an existing customer-retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are pleased to announce a new line of foot care products, “Terrific Toes,” made by the makers of [product].

Since you have purchased [product] in the past, we thought that you would like to try the enclosed free sample, and, if you like it, use the 20% off coupon on your first purchase of Terrific Toes.

Foot care makes you feel better, walk better, and look better. We hope you enjoy this new product!

Sincerely,

[Name]

[Title]

[L] Introducing a new product to an existing customer- hi tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

As a user of our email program, Lookout, we are pleased to announce that we are now shipping the companion product, “Look-In” only to current customers.

Look-In allows inter-office instant messaging. You can set pre-selected messages, put up a “do not disturb” sign to keep interruptions to a minimum, and send global messages to everyone logged in.

Call us today, and we will tell you how to download a free 15-day trial of Look-In.

Sincerely,

[Name]

[Title]

[L] Introducing a new product to an existing customer- Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are pleased to announce that we have partnered with [Company], a well-respected manufacturer of automotive electronics, and are now selling remote ignition systems for cars not previously able to interface with this feature.

Information on the system, and which models and years of automobiles we can now accommodate are attached. As a preferred customer, you will receive a 10% discount on system installation, if you order in the next 30 days.

We hope you will take advantage of this new product, and we thank you for your business.

Sincerely,

[Name]

[Title]

[L] Introducing a new product to an existing customer-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

For years, waiters and waitresses in upscale restaurants like yours have had one complaint: “mood lighting” makes it impossible to accurately record meal requests in the spaces provided on the order pad.

Our new menu pen is an upgraded version of the wand used in the scanning/control panel for ordering. With the menu pen, servers can light their writing space with the click of a button, and by turning the pen around, can use the same instrument for selecting menu items at the computer screen.

Sales people will be calling on you in the weeks to come for a free, no obligation demonstration. We’d love to hear your feedback on this new product.

Sincerely,

[Name]

[Title]

[L] Introducing a new product to an existing customer-service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Company Name] lawn and garden care is pleased to announce we have added to our equipment, and are now able to offer wood chipping and mulching to our existing service plans.

If you are thinking about clearing old brush or small trees, why not have us chip and mulch, giving you the added value of clean property, with attractive wood chips on borders, flowerbeds, and tree stands. Mulching your flowerbeds now, will give you healthier, more vibrant plants in the spring.

Call us today, for a free estimate.

Sincerely,

[Name]

[Title]

[L] Introducing a new product to an existing customer-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Packaging your products to ship to customers is as important as the products themselves. Making sure that skids are packed correctly and that products don’t ship during transport is something that manufacturers are concerned about.

We are pleased to announce we have developed new equipment that will shrinkwrap pallets, quickly and consistently. You can adjust the size and tension on the wrap based on the skid size, which makes every shipment you send out packaged consistently and arriving “factory fresh.”

Your manufacturers rep will be contacting you soon, and offering you a free demonstration of this remarkable technology.

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer- Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

“Window Pro” is pleased to announce that we have retained the services of [Name] a well-known and respected window and display designer. [Name] will be responsible for providing our new “Window Dressing Service.” Starting next month, [Name] will come to your retail location and create a display that will attract customers into your store.

Whether it’s a display for a holiday, or to introduce a new product line, let [Name] create a display that will have customers flocking to you.

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Almost everyone uses some kind of firewall or virus protection these days, but despite the best efforts of IT professionals to keep data safe, there seems to always be a new virus looming on the horizon.

We at [Company] take our IT protection seriously, and that’s why we are offering a new on-site service to our customers.

Let our team of technicians visit your office monthly. We’ll do a complete virus check, upgrade any existing virus software with the latest version, check for cookies, and clean out temp files.

Take a look at the pricing on the attached service list, and you’ll find that paying us to take care of your computer systems is less costly than dealing with lost data and viruses.

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer-Automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

It’s the middle of January, you have a car lot that spreads as far as the eye can see, and you need help clearing, scraping, and warming up cars before the customers arrive.

Auto care is pleased to announce a new service to all local dealerships. Our team of automotive care specialists will clear cars in your lots, scrape windows, check fluid levels, and periodically warm up cars so that they start when you need them to.

Winter’s bad enough without trying to maintain all the cars on your lot. Give us a call.

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer-Hospitality

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] has expanded their food service offerings and are now offering catering to local businesses. Whether you want an assortment of muffins and Danish for a breakfast meeting, a catered business lunch, or a variety of appetizers and main dishes for a function, let us help you make your event successful.

Leave the food to us, and the enjoyment to your employees.

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer-service

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Companies are relying more and more on outsourced lead generators, and one thing the lead generation company needs, is statistical data that shows the call success rate.

Our new service will take your raw data, compile it, graph it, and present it to you in a colorful, easy to read format, that you can, in turn, present to your client.

Making cold calls for a living is hard work, let us measure your success!

Sincerely,

[Name]

[Title]

[L] Introducing a new service to an existing customer-manufacturer

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We are pleased to announce the creation of a local “small order” delivery service. For those rush jobs, or jobs with small quantities that need to be somewhere local, fast, try out our courier service.

For a small fee, we will give you guaranteed door-to-door delivery service, for all your manufacturing components. Space and weight limitations apply; call us today for details.

Sincerely,

[Name]

[Title

[L] Introducing a new website- retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Retail store] has a new website! Visit us at www.retailstore.com, and take advantage of shopping from the comfort of your home.

Our full line of clothing and accessories is available in our secure shopping area, and we take all major credit cards.

We look forward to your first visit.

Sincerely,

[Name]

[Title]

[L] Introducing a new website-Hi-Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Our company is proud to announce that we have completed the upgrade of our website, and invite all our customers to visit us at www.higtech.com. Customers can now pay their bill online, schedule a service call, change or upgrade Internet or cable services.

Our secure website gives you the opportunity to conduct your business when convenient for you, safely and from the comfort of your home.

We hope you visit our new web site, and we look forward to your feedback.

Sincerely,

[Name]

[Title]

[L] Introducing a new website-automotive

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

[Name] your local [model] dealership, has created a new website for our customers. Visit us at www.autodealer.com, and take a look at pictures of the cars on our lots. Not sure what you are looking for? An interactive query base will let you select cars to view by type, price range, or features.

We will continue to add features to this site in the coming months. If there is something you want us to add, please click on the “Contact us” link and let us know.

We hope you find this new service helpful to you.

Sincerely,

[Name]

[Title]

[L] Introducing a new wesbite-Hospitality 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

The Nighty Nite Motel is pleased to announce that we have launched our website, www.nightynitemotel.com. Whether you would like to take a virtual tour of our rooms, health, and banquet facilities, check prices, or make a reservation; a click of a button will take you where you need to go.

The web site is a wonderful new tool, but the service and hospitality are still the hallmarks of our business. Visit us soon, and let us take care of you!

Sincerely,

[Name]

[Title]

[L] Introducing a new website-Service 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

“Pleased to meet you” the matchmaking service voted “most compatible” by singles 26-35, has expanded their programs to include Internet based searches.

Our new website will give you the option of signing up, creating, or updating your compatibility profile, and a message community where you can post messages, have discussions, and make friends.

Please visit us at www.pleased2meetu.com
Sincerely,

[Name]

[Title]

[L] Introducing a new website-Manufacturing

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Wingnut, Inc., a leading manufacturer of nuts and bolts proudly announces the completion of our website.

Customers can place orders, check on the status of orders, track shipments, or have a “live” chat with a customer service representative.

Your unique log in and password are below. Once you have logged on for the first time, we recommend you change both your user name and password. Technical Support personnel will be happy to help you if you have any questions.

Visit us on the web at www.wingnutinc.com.

Sincerely,

[Name]

[Title]

[L] Introducing your company to a potential client-Retail

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Congratulations on your grand opening! I had the opportunity to visit your restaurant over the weekend, and the food, service, and atmosphere are top notch!

I wanted to let you know that my company, UNI-Forms, provides professional clothing for men and women in the restaurant industry. If you are adding staff and need clothing, aprons, hats, or jackets, I would be delighted to meet with you and show you some of our designs.

Good luck in your new venture. Judging by the crowds last Saturday, you are well on your way to a successful restaurant.

Sincerely,

[Name]

[Title]

[L] Introducing your company to a potential client-Hi Tech

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Manufacturers are always working on a deadline, and even with the most carefully considered plans, forecasts, and training, a “Rush Order” will change everything.

Our organization offers temporary manufacturing personnel, on a shift, weekly, or contract basis. Our staff come from the industries that they serve, which gives them the ability to understand what your needs are, and get up to speed quickly and accurately.

If your customers are rushing you, why not come to us, so that we can show you what we can offer.

Sincerely,

[Name]

[Title]

[L] Introducing your company to a potential client-automotive 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

We’re “Corporate Pick Up” and we offer a wide range of sedans, limousines, vans, and busses to meet your corporate transportation requirements.

Our drivers are insured, bonded, and guaranteed to be courteous, professional, and discreet. Let us help you welcome your customers and business associates with a Corporate Pick-Up.

Sincerely,

[Name]

[Title]

[L] Introduction to a potential client-Hospitality 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Welcome to [City]. We are pleased you selected our community for your corporate offices and we hope that you find our city to be a great place to work and live.

Our hotel offers both short- and long-term rates for business people you may bring in from other locations. We have a full conference and banquet service for any seminars or sales meetings you may want to hold off-site.

Let us welcome you, and your customers with a stay at the [Hotel].

Sincerely,

[Name]

[Title]

[L] Introduction to a potential customer- Service 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

I read the article in the [newspaper] regarding your new business venture. Let me congratulate you! If you are looking for leasing opportunities for your office or production facility, please consider Valley Realty.

 If you are looking for short-term leasing or wish to consider purchasing land or buildings, I want to help you! I have taken the liberty of including our current commercial listings, please call me if there is something you are interested in.

Sincerely,

[Name]

[Title]

[L] Introducing your company to a potential client-Manufacturing 

[Name]
[Date]

[Company]

[Address]

[City, State, Zip]

Dear:

Are you outgrowing the space that you are in? My company has 200,000 square feet of commercial space ready for your lease.  This is a concrete and brick construct, fully wired for multi-phase power, DSL Internet service, close to the main highway.

If this is of interest to you, please call me at the number on the enclosed card. If this is not something you are currently seeking, but know of someone who is in the market for a lease opportunity of this nature, I would appreciate your passing my contact information to him or her, so that they can contact me if they wish.

I look forward to speaking with you.

Sincerely,

[Name]

[Title]

