Formatted business letters

Following is a list of the letters included in this file. Each one is on a separate page, which you can copy to a separate file for your specific letter. Each one has its name as the heading; this, of course, needs to be removed when you add your date and address. Fill in any blanks by typing over the underline and end each letter with the appropriate closing.

Employment Letters

•
Request for Employment Reference


•
Employment Offer


•
Employee Agreement (Confidentiality, Inventions and Patents)


•
Warning for Excessive Absenteeism


•
Warning Notice


•
Suspension Notice

•
30-Day Formal Evaluation Notice

•
Reject Applicant

•
Personnel Complaints
Sales and Marketing Letters

•
Asking for Appointments 


•
Thank You for the Appointment


•
Chance Acquaintances


•
Former Customers of Your Firm


•
Limited-Time Discounts


•
Extra Incentive Offers

•
Ask for Referral


•
Thank Client for Referral


•
Ask Client for Testimonial

•
Prospects within Targeted Groups

•
Invite Clients to Trade Show


•
Thank Clients for Attending Trade Show

Receipt-of-Goods Letters

•
Acknowledgment of Receipt


•
Notice to Cancel Order


•
Notice of Return


•
Rejection Notice


•
Notice of Non-Conforming Goods


•
Notice to Accept Non-Conforming Goods


•
Demand for Goods


•
Notice of Defective Goods

Credit and Collection Letters

•
Request for Credit References


•
Notice of C.O.D.

•
Bad-Check Letter


•
Notice of Delinquent Account


•
Demand for Payment


•
Second Request for Payment


•
Notice of Delinquent Account Turned Over to Collection


•
Final Notice Before Legal Action


•
Notice of Disputed Balance


•
Installment Agreement to Pay Debt

General Letters

•
Resignation of Director


•
Resignation of Officer


•
Acknowledgment of Unsolicited Ideas

Request for Employment Reference

Dear ____________:

Your former employee, ______________, has applied to our firm for employment as a ______________(name of position).  

We are writing to request information concerning ____________________ (name of employee), including the following:  (1) dates of employment; (2) rate of compensation; (3) performance evaluation; and (4) reason for termination of employment.  

Would you also please state whether he/she would be eligible for re-employment with your firm. Any information furnished by you will be held in strictest confidence.

Thank you for your kind attention and cooperation.

Employment Offer 

Dear ____________:

We are pleased to offer you employment with our firm in the position of _______________, commencing _________, 19__.  

Your rate of compensation shall be $___________ per _________________.  You will receive the following “employee benefits”: 

If you decide to accept the written offer, please sign the enclosed copy of this letter and return same as soon as possible in the self-addressed (stamped) envelope enclosed for your convenience.  

On behalf of our firm, let me congratulate you and express our hopes that you will acceptour offer as set forth above.  

Employee Agreement (Confidentiality, Inventions and Patents)

Dear ____________:

In consideration of my employment by you and the compensation paid for my services, I will treat as for your sole benefit and fully and promptly disclose and assign to you without additional compensation all ideas, discoveries, inventions and improvements, patentable or not, which, while I am so employed, are made, conceived or reduced to practice by me, alone or with others, during or after usual working hours whether on or off my job, and which are related to your business and interests, and tools and tooling related to or useful in your business, or which result from tasks assigned to me by you.

I agree, at your expense, at any time during or after such employment, to sign all papers and do such other acts and things requested of me to protect your rights to said ideas, discoveries, inventions and improvements, including applying for, obtaining and enforcing patents on said discoveries, inventions and improvements in any or all countries.

I will never divulge, use or permit anyone else to divulge or use, either during the term of my employment or subsequent thereto, any confidential or secret information or data obtained or which becomes known to or acquired by in the course of or by reason of my employment, whether obtained from you or from others with whom you are doing business (it being understood that you have and will enter into secrecy agreements with others with whom you do business, including licensors, requiring that you not publish, use or divulge information and data that is or may be referred to in any such agreement between you and another is included within the secret and confidential information that is the subject of this agreement), except only as is required by law or in the performance of my employment and further agree that upon termination of my employment for any reason whatsoever, I will not take with me or remove, without the written consent of one of your executive officers, any drawing, blueprint or other reproduction or record or copy of any such confidential information or data.

Warning for Excessive Absenteeism

Dear ____________:

You were given a verbal warning Tuesday, February 26, regarding your excessive absenteeism during the past three months of your employment. Since your date of hire, July 2, until now, you have been absent the following dates:


Monday

1/14

8 hours—yes, called in


Friday

1/25

8 hours—no call


Monday

2/04

8 hours—yes, called in


Friday

2/15

8 hours—yes, called in


Monday

2/25

8 hours—yes, called in


Monday

3/03

8 hours—yes, called in


Friday 

3/21

8 hours—no call


Friday

3/28

8 hours—no call


Tuesday

4/08

8 hours—yes, called in


Thursday
5/08

8 hours—yes, called in

Since no improvement has been made toward reducing your absenteeism, we believe this written warning is necessary.

You were absent 80 hours, for a total of 7.8 percent. This percentage is calculated on a time period from 1/02 through 

7/02 (1,040 hours). It is imperative to reduce your absenteeism level to 5  percent or less.

You have been advised to call in directly to your supervisor within two hours of your start time for any absences. Your start time is 7:30 a.m. and, therefore, you must call in by 9:30 a.m. You have also been advised to call in each day you are absent. On three occasions, you failed to notify your supervisor of your intended absence.

Your absenteeism problem must be corrected immediately and must remain corrected, or your employment may be terminated. If you have problems that need discussion, please do not hesitate to talk them over with me or your supervisor. We will support you in your efforts to remedy this situation.

Warning Notice

Dear ____________:

On ___________, 19__, at ____________ we met to discuss your unsatisfactory performance.  Specifically, we identified the following as being unsatisfactory: 

In order to improve your performance, you should: 

I will assist you in any way I can to remedy the problem; however, unless these matters can be corrected, I shall have no alternative but to undertake further disciplinary or corrective action, which may include suspension.

Suspension Notice

Dear ____________:

On ________________,19___,  you received written notice of certain performance deficiencies and a warning that unless your performance improved, further disciplinary action would be taken against you, including possible suspension.  Since then, I have attempted to assist you by: ______________; however, your performance continues to be unsatisfactory, specifically, as follows:

Therefore, commencing ____________, 19__,  and continuing through ___________, 19__,  you are suspended from your duties, without compensation.  

I shall attempt to assist you in remedying these problems; however, if they remain uncorrected, I must inform you that any further disciplinary action taken against you may include the termination of your employment.

30-day Formal Evaluation Notice

Dear ____________:

As a result of your unsatisfactory attendance during the past six months and your failure to correct your attendance problem after oral discussions and a written warning, you are now being placed on a 30-day formal evaluation, effective July 9 through August 8.

As we discussed earlier, the reason for this evaluation period is your chronic absenteeism and continual lack of punctuality. Over the past four months, you have been absent 10 days and late 12 times, ranging between 15 minutes and one hour.

The targets we agreed upon for your period of evaluation are:

1. You will not be absent during the entire period of probation. Should absolute necessity, however, require absence, you will inform me prior to the absence, or, if an unexpected emergency arises, you will phone immediately in the morning and later give written justification of the absolute necessity for the absence; and

2.You will not be late more than twice during the evaluation period, and at no time will you be more than five minutes late.

I have scheduled a counseling session on July 20 to meet with you and to evaluate your progress during this period. Additionally, I would like to assure you that I will be available for discussions and counseling at any other time during this evaluation. I sincerely  hope that this action will result in correction of the problem. Failure to correct this situation, however, will result in termination of your employment, either at the end of the evaluation period or before that time if no positive improvement is evident during the early stages of the evaluation.

Reject Applicant

Dear ____________:

Thank you for taking the time to meet with us recently regarding the marketing position available at ______.

Many highly qualified applicants were interviewed, and we were left with a very difficult choice. After extensive consideration, we offered the job to another candidate, and the offer was accepted.

We wish you the best of luck in finding a position that will take the maximum advantage of your skills and experience.

Personnel Complaints

Dear ____________:

Thank you for letting me know about the problem you encountered with one of our telemarketing specialists.

As you know, we have recently retrained a large number of factory employees into positions where they deal with clients. In most cases, the transition has been smooth and successful for the individual and for the company. Occasionally, it takes an employee longer to adjust to dealing with the outside world. This was the case with the specialist you encountered.

We have counseled the employee and arranged for him to attend the next customer-awareness seminar—actions we believe will improve his performance in the future.

At this time, we would like him to continue serving your account. I’ll check back with you in two weeks. If you are not totally satisfied with your relationship, we will immediately switch your account to a more experienced specialist.

Thank you for your patience. We value your patronage and promise to provide you with the best service possible.

Asking for Appointments

Dear ____________:

We would like to discuss with you how Marketing Communications may assist you in obtaining positive, high-profile publicity in the Seattle marketplace.

Marketing Communications has been extremely successful in achieving public-reaction goals for its clients at great economy. I shall call your office in a few days to arrange a time to discuss how our company can positively impact your market share. We look forward to the possibility of doing business with you.

Thank You for the Appointment

Dear ____________:

I sincerely appreciate the time you took to talk to me about the __________ .

I appreciate your comments and evaluations of our products and services. I look forward to contacting you next week regarding your specific needs.

If at any time we can be of service or assist you with your corporate-image needs, please call me. Our company is dedicated to quality and service and to taking an innovative approach to common business problems.

Chance Acquaintances

Chance encounters, at meetings, on airplanes and dinner parties may set the stage for future sales. Send a note shortly after the meeting or at a time specified by the potential customer.

Dear ____________:

I was delighted to have a chance to meet you at __________. Your stories about __________  were most entertaining. I’m  still chuckling about __________.

As we discussed, I represent __________. I  truly believe that our products may have application in your manufacturing process. I wonder if you could spare me a few minutes to explain our product  line and show you our catalog. I think you’ll be pleased at the diversity of our goals. I’ll call your office next week to arrange an appointment.

Again, it was a pleasure to meet you.

Former Customers of Your Firm

Dear ____________:

Much has changed at ABC Company since we last provided you with feeder assemblies for your copiers. We’ve instituted new training programs for our assemblers and technicians, purchased new equipment to speed production and redesigned our final line inspection and test procedures to provide 100 percent defect-free quality.

I’d like to come by and talk with you about our new capabilities and services. I’m confident we can provide high-quality, on-schedule delivery of feeder assemblies at prices that will help you stay competitive in the copier marketplace.

I’ll phone next week for an appointment. I look forward to once again supplying your requirements.

Limited-Time Discounts

Dear ____________:

We’re making Valentine’s Day special for our clients.

Beginning February 1 and running through February 28, you may purchase________________________________ at an extra 10% discount. Stock up on items that move the fastest off your shelves. You may want to pass along this special discount to your retail customers. Valentine sales should significantly improve by taking advantage of this discount.

I plan to stop in next week for your order, but I wanted you to know about this special discount in advance.  I knew it would be helpful if you had extra time to figure out how much extra stock you want to order.

Extra Incentive Offers

Dear ____________:

Have you outgrown your desktop computer? Now is an excellent time to trade in your old computer for technologically advanced, state-of-the-art equipment. With any system you select, we will include two free software programs of your choice.

As you know, ABC provides a wide range of computer services, such as set-up, installation, training and support. We will work with you until you are as  familiar with your new equipment as you are with the old.

This offer is good until April 15. Come in and make your selection today!

Ask for Referral

Dear ____________:

I was pleased to learn how much your staff enjoys using the new financial software. I’d like to spread the word to others in your industry and wonder if you would be kind enough to refer me to acquaintances who may be interested in the software. I’ll call you next week to obtain some names of people who you think might also be interested in this software.

Thank you for your business and support.

Thank Client for Referral

Dear ____________:

One of your residents recently subscribed to the __________paper,  using the order blank in our apartment welcome packet.

The enclosed certificate is our way of thanking you for distributing the packets to your new residents and for encouraging them to subscribe to the __________paper.

The certificate may be redeemed directly at __________. You may also return the certificate to me (with a note and your social security number) for a check or restaurant gift certificate.

Thank you again for helping promote our paper. If you need more welcome packets, please call me at __________. Your help is most sincerely appreciated.

Ask Client for Testimonial

Dear ____________:

I appreciate your remarks about how much you’re enjoying your coffee and juice every morning, sans chlorine.

Would you be willing to write a letter telling about your experiences with your new water-filter system? I’m preparing a package of testimonials for prospective clients and would very much like to include your remarks.

Thanks for everything, and I’m glad you’re becoming accustomed to good-tasting water and using our system.

Prospects within Targeted Groups

Dear ____________:___:

Would you like to know how to operate the desktop system your secretaries are so at home with? Executives like yourself often tell us they would like to be able to sit down, punch a few keys and get a quick answer, whether it is a current balance, the latest stock quote or maybe a business projection.

Like you, they’ve been too busy to learn how to operate the system. And besides, they pay people to do that. Nevertheless, there are times when it would be nice—and efficient—to pull answers out of the computer themselves.

Our company specializes in teaching executives how to operate their office systems. Even if your system was specifically tailored to your business needs, one of our experts will know how to put it through its paces and will be able to show you.

Sessions can be arranged at your convenience. Some executives prefer to have lessons outside of working hours—when the office staff is not around. 

I will contact you next week to see whether we can provide you with an additional edge—knowledge and control over your office systems.

Invite Clients to Trade Show

Dear ____________:

Only two weeks until the annual furniture trade show at the __________Convention Center. On  April 22 and 23, you’ll have a chance to see styles and fabrics that will make furniture fashion headlines during the year.

I know you’ll be impressed with the products we’ll unveil during the show. You’ll see samples of our gorgeous, new wood and metal seating, as well as show-stopping soft seating.

Your customers will be impressed with the new treatments—weave, texture and color—we’ve incorporated into our line. You can run your fingers through 50 new fabrics featured in our display.

When you come by the booth, be sure to ask for the special edition, celebrating our 25th anniversary and featuring an historical perspective of the furniture industry, as well as designs to take you through the next decade. I’ll be there each day between 11 a.m. and 2 p.m. It’ll be a pleasure to show you our new products personally.

Thank Clients for Attending Trade Show

Dear ____________:

What a great time we had at the stock show in Denver! I still admire you for going one-on-one with that bull. Hope you can move your arm by now.

Seriously, thanks for visiting our booth. I do hope you were impressed enough with our new line of tooled leather belts to place a blanket order for your entire chain. If you place an order by February 15, you’ll be among the stores premiering the belts and will benefit from a special sales promotion we’ll be running on local TV stations in cities where the line is available.

I’m enclosing another catalog and price list—in case the copies I gave you got trampled during the stock show. I’ll call you next week to talk about your possible order.

Acknowledgment of Receipt

Dear __________:

The undersigned hereby acknowledges receipt and delivery of the goods described on the annexed list or invoice and further acknowledges that said goods have been inspected and are without defect.

Notice to Cancel Order

Dear __________:

Reference is made to our purchase order or contract dated _________,19__, and numbered _______, a copy of which is enclosed. Due to your failure to ship the goods within the time required, we hereby cancel said order, reserving such further rights we may have.

Notice of Return

Dear __________:

Please take notice of my election hereby to return to you goods that I purchased from you on approval on ___________,19__.  The goods consist of: 


1.


2.

Rejection Notice

Dear __________:

On _______________, 19____, we received goods ordered from you by memorandum dated ______________,19____.  

We hereby reject the goods for the following reasons:


1.


2.


3.

As the goods have been prepaid, please provide us with a credit or refund.  We will  return the goods at your expense once we receive your instructions.

Notice of Non-Conforming Goods

Dear __________:

We have received certain goods from you under the attached invoice.  Some of the goods received do not conform to our specifications because:


1.


2.


3.

Therefore, we reject these goods and demand a credit or cash refund. We will reship to you at your expense, once we receive your instructions.

Notice to Accept Non-Conforming Goods

Dear __________:

On ______________, 19____, we received goods from you shipped pursuant to our order of _______________, 19____, a copy of which is attached.  The goods received are non-conforming or defective because:

Although the goods are defective or non-conforming, we shall accept them provided you allow us a $__________ credit.  Therefore, the price of the goods is $ _________. We must hear from you immediately.

Demand for Goods

Dear __________:

By order dated  _______________, 19____, we requested delivery of the goods attached to this letter.  By check dated _______________, 19___,  we paid for said goods in full. Demand is hereby made of you to deliver these goods.

Notice of Defective Goods

Dear __________:

We purchased a product sold or manufactured by you described as: 

The nature of defect/the particulars of the way in which this product is defective:

Injuries claimed:  (If any)

This letter is provided to give you earliest possible notice of our claim.

Request for Credit References

Dear __________:

Thank you for your order of 12 dozen hand-painted T-shirts, style 770.

We can supply you immediately with four dozen orange, four dozen red, and four dozen blue. If you would like a different breakdown, or if you want another color, it will take us another three weeks to fill the order. Please let me know your preferences.

Before we can ship, we will need three credit references (a business credit card and two banks). Please send or FAX to us as soon as possible.

We look forward to doing business with you.

Notice of C.O.D.

Dear __________:

Thank you very much for your purchase order dated __________, 19___, which we received on __________, 19___. A copy is enclosed. 

At this time we are unable to extend credit for the sale of the merchandise until you complete our credit form which is enclosed and we can process it. In the meantime, we will ship the merchandise C.O.D. unless you cancel the order within ______ days of receipt of this notice. 

Thank you for your business.

Bad-Check Letter

Dear __________:

This is to inform you that your check dated ________19___, payable to ____________, in the amount of $__________, has been returned to us due to insufficient funds.

We realize that such mishaps do occur and therefore are bringing this matter to your attention so that you will take the opportunity to correct this error and issue us a new check.

It is our policy to retain the old check until a new check is issued and cleared, as we have unfortunately realized that there are some people who do not honor their debts. If a new check is not issued and the old check does not clear, we will have to take legal action. We are confident that you will resolve this matter and look forward to doing business with you again in the future.

Our thanks for your attention to this matter.

Notice of Delinquent Account

Dear ____________:

Payment in the amount of $____________ was due to us on ____________, 19__, as compensation for the following debt:

To date, we have not received the $___________.  Please mail a check to us immediately or call and let us know when payment will be made.

Demand for Payment

Dear __________:

Reference is hereby made to an obligation dated __________19___, by and between ___________________ and _________________.  As a result of your failure to ________________________, you are currently in default.  Demand is hereby made of you for full payment of $________________.

Second Request for Payment

To:

By letter dated ___________,19__, we informed you that $_____________ remained overdue on your account. To date no payment from you has been received.  We once again request immediate payment.

Notice of Delinquent Account Turned over to Collection

Dear __________:

By letters dated ______________,19___, and ____________,19___, we have requested payment of $_____________ in satisfaction of your long debt.  However, we have not received any response to our requests.

If you are experiencing a problem in paying the $_________, we would be very happy to attempt to work out a payment schedule with you. But unless you respond to our letters, we cannot assist you.

Therefore, unless payment in full in the amount of $________ or a payment proposal acceptable to us is received in the next ______  (__) days, we will have no choice but to refer this account to collection.  I sincerely hope that this step can be avoided, especially because you will incur the additional costs of collection.

Final Notice before Legal Action

Dear __________: 

We have repeatedly requested payment of the above past-due account.  Our demands for payment have been ignored.  

Therefore, we shall turn this account over for collection within the next _____ (__) days unless payment or an acceptable proposal for payment is received.  

Collection action on this obligation may result in additional legal or court costs to you and may impair your credit rating.

Notice of Disputed Balance

Dear __________:

We acknowledge receipt of your bill dated ___________, 19__, indicating an account balance of _______________.  

We dispute said balance because:


1. Goods have not been received.


2. No credit for prior payment made in the amount of $_________.


3. Goods were not ordered.


4. Goods were defective as per prior notice.


5. Goods are available for return as per our rights of return and credit.


6. Other 

Please adjust our account.

Installment Agreement to Pay Debt

Dear __________:

This letter serves to confirm our agreement of___________, 19____, in which you acknowledge the outstanding overdue debt of $____________ to our company.  We agreed that you shall make consecutive weekly payments of $___________ until the debt is satisfied in full.  We further agreed that I would receive the first payment by _______________,19__, and each successive payment every ___________________ thereafter. I sincerely appreciate your cooperation in resolving this matter.  

Finally, would you acknowledge our agreement by signing the enclosed copy of this letter and returning it to me in the enclosed, self-addressed envelope?

Resignation of Director

Dear __________:

I hereby resign as a Director of the Corporation, effective immediately.

Resignation of Officer

Dear __________:

I hereby resign as __________________ of the Corporation, effective immediately.

Acknowledgment of Unsolicited Ideas

Dear __________:

We appreciate your interest in submitting to us this idea or proposal relative to:


1.


2.

Our firm receives many ideas, suggestions and proposals, and has many of its own projects under development. Therefore, it is possible the idea or proposal you plan to submit to us has been considered and/or may already be in the planning stages.

Nevertheless, we would be pleased to accept your idea or proposal for review, provided it is accompanied by this acknowledgment letter signed by you.

It is understood that:


1. Samples or other submissions will be returned to the submittor only if return postage or freight is prepaid.


2. The company accepts no responsibility for casualty or loss to samples in our possession.


3. The company can accept no responsibility for holding any information in confidence.


4. The company shall pay compensation only in the event it (a) accepts the idea or (b) reaches agreement with 

      the submittor as to terms and conditions.

If these terms are acceptable to you, please sign where indicated below and return this letter together with your idea or proposal.

