
[Your Name]  

[Your Title]  

[Your Company]  

[Your Address]  

[City, State, Zip Code]  

[Email Address]  

[Phone Number]  

[Date]  

[Recipient Name]  

[Recipient Title]  

[Recipient Company]  

[Recipient Address]  

[City, State, Zip Code]  

Dear [Recipient Name],  

I hope this letter finds you well!  

We are thrilled to announce the launch of our latest product, [Product 

Name], which we believe will revolutionize the way you [describe purpose 

or benefit of the product].  

[Insert a brief story or anecdote about the product's creation or 

inspiration.]  

What makes [Product Name] stand out? Here are a few highlights:  

- [Feature 1 and its benefit]  

- [Feature 2 and its benefit]  

- [Feature 3 and its benefit]  

To celebrate the launch, we would like to offer you an exclusive 

[discount/promotion] of [% or dollar amount] on your first purchase. 

Simply use the code [Promo Code] at checkout or mention this letter when 

you call us at [Phone Number].  

[Optional: Include a testimonial or quote from someone who has tested the 

product.]  

We invite you to explore all that [Product Name] has to offer on our 

website at [Website URL]. If you have any questions or would like to 

discuss further, feel free to reach out to me directly!  

Thank you for being a valued [Customer/Partner]. We can't wait for you to 

experience [Product Name]!  

Warm regards,  

[Your Signature (if sending a hard copy)]  

[Your Printed Name]  

[Your Title]  

[Your Company]  

[Company Website URL] 


