
[Your Company Letterhead] 

[Your Name]  

[Your Title]  

[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 Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name],  

I hope this letter finds you well. I am reaching out to introduce you to 

[Your Company Name] and the exceptional services/products we offer that I 

believe could greatly benefit [Recipient's Company Name].  

At [Your Company Name], we specialize in [briefly describe your 

services/products] that [explain how it solves a problem or meets a 

need]. Our commitment to quality and customer satisfaction sets us apart 

from the competition. For example, [provide a brief success story or 

statistic].  

I would love the opportunity to discuss how our services/products can 

help [Recipient's Company Name] achieve [specific goal or outcome]. To 

make it easier for you to try our offering, we are currently providing an 

exclusive [discount/promo/offer] for new clients.  

Please feel free to reach me at [phone number] or [email address] to 

schedule a time to talk or visit our website at [website URL] for more 

information.  

Thank you for considering [Your Company Name]. I look forward to the 

possibility of working together and helping [Recipient's Company Name] 

reach its full potential.  

Sincerely,  

[Your Name]  

[Your Title]  

[Your Company Name] 


