
[Your Company Letterhead] 

[Date] 

[Recipient's Name]  

[Recipient's Title]  

[Company Name]  

[Company Address]  

[City, State, Zip Code]  

Dear [Recipient's Name], 

I hope this message finds you well. We wanted to reach out to inform you 

about our new Xerox machine services available for businesses like yours. 

Our state-of-the-art machines offer high-quality printing, scanning, and 

copying solutions tailored to your needs. 

Benefits of our Xerox services include: 

- High-speed printing and copying 

- Advanced scanning capabilities 

- Cost-effective solutions for bulk printing 

- Reliable customer support 

We would be delighted to discuss this further and see how we can assist 

your business. Please feel free to contact us at [Your Phone Number] or 

reply to this email to arrange a meeting. 

Thank you for considering our services. We look forward to the 

opportunity to work with you. 

Best regards, 

[Your Name]  

[Your Title]  

[Your Company Name]  

[Your Phone Number]  

[Your Email Address]  

[Your Website]  

[Optional: Company Logo] 


