
[Your Company Logo]  

[Your Company Name]  

[Your Company Address]  

[City, State, ZIP Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient's Name]  

[Recipient's Title]  

[Recipient's Company Name]  

[Recipient's Address]  

[City, State, ZIP Code]  

Dear [Recipient's Name],  

[Opening Statement: Capture interest with a compelling statement or 

question related to your business.]  

[Body Paragraph 1: Introduce your promotional offer or opportunity, 

highlighting key benefits and unique selling points.]  

[Body Paragraph 2: Provide additional details about the promotion, such 

as dates, eligibility, and how it works.]  

[Call to Action: Encourage the reader to take specific action, such as 

visiting your website, contacting you, or attending an event.]  

[Closing Statement: Thank the recipient for their time and express 

enthusiasm about connecting further.]  

Best regards,  

[Your Name]  

[Your Job Title]  

[Your Company Name]  

[Your Company Website]  

[Optional: Include a P.S. with a final intriguing thought or reminder 

about the promotion.] 


