[Letter head]

Commercial Property Tax--State







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent a group of professionals intending to start a [business type] in the State. This letter is to request information concerning commercial property tax.

If there are different tax schedules depending on type of business or industry, please provide those pertinent to [business type]. 

Thank you in advance for your assistance. We look forward to doing business in the State of [Name].

Sincerely,

[Name]

[Title if applicable]

[Letter head]

Association Membership and Trademark Use








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please send an application to join your group as well as information pertaining to what I need to do in order to display the trademark of the [association or trade group], at my place of business, located at [address of business].


Respectfully Submitted

[Name]

[Title if applicable]

[Letter head]

Business Type Application—Legal Information








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to request all pertinent applications and documents to start a [business type] in the State of [name]. We are particularly interested in any information you may have on legal obligations for a company operating in a [business type] structure.

Please forward this information to my attention. I look forward to your early reply.

Sincerely,

[Name]

[Title if applicable]

[Letter head]

Business Type Application—Tax Information








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am writing to request all pertinent applications and documents to start a [business type] in the State of [name]. My primary interest is in any information you may have on tax obligations for a company operating in a [business type] structure.

Please forward this information to my attention. I look forward to your early reply.

Sincerely,

[Name]

[Title if applicable]

[Letter head]

Certificate of Occupancy

[Recipient Name]




[Date]




[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to formally request an on-site inspection for the purposes of receiving a Certificate of Occupancy. [Name of Business], a [type or description of business] will be operating at [address].

I believe I have met all the requirements stated in your Building Regulations, and would appreciate your time for this inspection at your earliest convenience.

Sincerely,

[Name]

[Title if applicable]

[Letter head]

Certificate of Occupancy--2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

This letter is to request an on-site inspection to receive a Certificate of Occupancy. [Name of Business], a [type or description of business] will be operating at [address].

I believe I have met all the requirements stated in your Building Regulations, and would appreciate your time for this inspection at your earliest convenience. We are currently ready to open for business as soon as we have your approval.

Sincerely,

[Name]

[Title if applicable]

[L]State Labor Laws







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am the [Title] of [Company Name] a [description] planning to operate in the [State Name]. I am writing to request all information pertinent to state labor laws and unionization.

Please feel free to contact me if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L]Health Insurance Options







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our Company intends to begin operation in [location] and will have a total of [number] of full time employees. We would like to discuss options for health insurance, including dental and prescription drug benefits.

I am including a brochure which outlines our manufacturing operations, and would like to meet with you in person, so that you can visit our site and learn more about our company. Please contact me so that we can set up a meeting, and receive a quote for the services I have outlined above. 

I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L]Insurance—Commercial—Buildings 

[Recipient Name]



[Date]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] is a [description of business] with plans to begin operations in [location] in [date]. We are in the process of selecting an independent insurance agent who can provide us with comprehensive coverage for our buildings and equipment.

I am enclosing a portion of our business plan, which describes the type of operation, number of employee’s etc in detail. I would appreciate a quote for coverage.

Please feel free to contact me if you have questions, or would like to tour the plant before providing us with your quotation.

Sincerely,

[Name]

[Title if applicable]

[L]Insurance—Commercial

[Recipient Name]



[Date]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] is a [description of business] with plans to begin operations in [location] in [date]. We are in the process of selecting an independent insurance agent who can provide us with comprehensive coverage for our buildings and equipment.

I am enclosing a portion of our business plan, which describes the type of operation, number of employee’s etc in detail. I would appreciate a quote for coverage.

Please feel free to contact me if you have questions, or would like to tour the plant before providing us with your quotation.

Sincerely,

[Name]

[Title if applicable]

[L]Insurance—Commercial

[Recipient Name]



[Date]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] is a [description of business] with plans to begin operations in [location] in [date]. We are in the process of selecting an independent insurance agent who can provide us with comprehensive coverage for our buildings and equipment.

I am enclosing a portion of our business plan, which describes the type of operation, number of employee’s etc in detail. I would appreciate a quote for coverage.

Please feel free to contact me if you have questions, or would like to tour the plant before providing us with your quotation.

Sincerely,

[Name]

[Title if applicable]

[L]Insurance—Disability and Worker’s Comp








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our Company intends will open for business in [location] and will have a total of [number] of full time employees. We are interested in meeting with you to discuss plans for Short and Long Term Disability and Worker’s Compensation.

I am including a brochure which outlines our manufacturing operations. I invite you to visit our site that you can learn more about our company. Please contact me so that we can set up a meeting, and receive a quote for the services I have outlined above. 

I look forward to hearing from you.

Sincerely,

[Name]

[Title if applicable]

[L]Insurance--Liability







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] is a [description of business] which will open for business on [date]. We are in the process of selecting an independent insurance agent who can provide us with comprehensive coverage for liability insurance.

I am enclosing a portion of our business plan, which describes the type of operation, number of employee’s etc in detail. I would appreciate a quote for coverage.

Please feel free to contact me if you have questions, or would like to tour the plant before providing us with your quotation.

Sincerely,

[Name]

[Title if applicable]

[L]Letter to Code Enforcement Officer







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent [Company Name], a [Business Type] which plans to operate at [address]. I would like to meet with you at your convenience, for the purpose of conducting a walk through for local code requirements. I am including a floor plan for your pre-inspection reference.

I would appreciate any input you can provide with regard to current State and/or City regulations, and look forward to meeting and showing you our facility.

Sincerely,

[Name]

[Title if applicable]

[L]Letter to Fire Marshall







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am the [Title] for [Company Name], a [Business Type] which plans to operate at [address]. As part of our ongoing business development plan, I would like to meet with you at your convenience, for the purpose of conducting a walk through for Fire/Safety requirements.

I would appreciate any input you can provide with regard to current State and/or City regulations, and look forward to meeting and showing you our facility.

Sincerely,

[Name]

[Title if applicable]

[L]OSHA Regulations—Industrial 







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent a group who are starting an industrial business in the State of [state]. In order to assure that out intent to operate meet the state requirements for Health and Safety, please forward to my attention all current documents of books relating to OSHA regulations.

If regulations vary depending on business size or type, please provide that information as well. Thank you for your prompt attention to my request.

Sincerely,

[Name]

[Title if applicable]

[L]OSHA Regulations—Light Commercial








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am representing a group of professionals who are starting a new light commercial business in the State of [state]. In order to assure that out intent to operate meet the state requirements for Health and Safety, please forward to my attention all current documents of books relating to OSHA regulations.

If regulations vary depending on business size or type, please provide that information as well. Thank you for your prompt attention to my request.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Business Demographics—Light Industrial








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent a group of professionals who are planning to operate a light industrial [business type] in [city or geographic area.]  I am researching the current business market to determine what the local interest would be for a business like ours, and any similar business types are already in existence in your general marketplace.

I would appreciate any information your office can provide concerning business type demographics, retail growth for the past 5 years, and any programs that might be in place within your city to attract new business to the community.

Enclosed is a synopsis of our business plan to aid you in understanding the intention of our partners. Please contact me if you have any questions. 

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Business Demographics--Retail







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent a group of professionals who are considering opening a retail [business type] in [city or geographic area.]  I am researching the current business market to determine what the consumer interest would be for a business like ours, and any similar business types are already in existence in your general marketplace.

I would appreciate any information your office can provide concerning business type demographics, retail growth for the past 5 years, and any programs that might be in place within your city to attract new business to the community.

Enclosed is a synopsis of our business plan to aid you in understanding the intention of our partners. Please contact me if you have any questions. Thank you in advance for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Advertising for Light Industrial Firm 








[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]:

Our firm is building a light industrial facility which will manufacture [product]. We are currently evaluating placement of national advertising.

We would be very appreciative if you would provide us with your rate card as well as demographic information on possible product users within the following categories:

(gender)
(age range)
(other characteristics)

Thank you for your attention to our request. We look forward to your prompt response.

[Name]

[Business/Title if appropriate]

[L]RFI—Area Demographics







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name], a manufacturer established in [year], has plans to open a plant in your area. We will be employing at least 100 people in the year following our plant opening. We are seeking the following data:

· What is the current population of this market?

· What are the population characteristics?

Age

Gender

Education

Employment

· What has been the Employment Trend in this area for the past [timeframe]?

· What portion of the population is seasonal?

Please provide any information on the above statistics at your earliest convenience. Your prompt reply is appreciated.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Area Demographics--Retail







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name], a retail chain established in [year], has plans to open a branch in your area. We are updating our business plan to include this new location, and would appreciate your assistance. The geographic area of our market includes [information] and we are seeking the following data:

· What is the current population of this market?

· What are the population characteristics?

Age

Gender

Education

Employment

· What has been the Employment Trend in this area for the past [timeframe]?

· What portion of the population is seasonal?

· What percentage of [State/County/City] Revenue comes from tourism?

Please provide any information on the above statistics at your earliest convenience. Your prompt reply is appreciated.

Sincerely,

[Name]

[Title if applicable]

[L]RFI--City







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am developing a business plan for a [business type] in [City], and I am requesting information regarding doing business in the City of [name].

Please provide me with licensing requirements, tax and permit obligations, and Employer resources which would be available to businesses operating a Sole Proprietorship in [City].

I would appreciate any demographic data as well as any details concerning industry profiles your office has compiled.

Thank you in advance for your attention to my request. 

Sincerely

[Name]

[Business/Title, if appropriate]

[L]RFI--Commercial Real Estate







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent the partnership of [name] that is in the process of opening a [business type] in [State], and I am writing to request information regarding Commercial Real Estate in [County].

My partners and I are primarily interested in Real Estate parcels with a minimum size of [x] acres, located within 10 miles of the [Highway]. We intend to build a combination office/industrial structure, minimum size approximately 20,000 sq/ft.

We are open to operating within an existing or proposed industrial park, or independently on property zoned for light industry. We prefer to purchase rather than lease.

Please contact me if you are representing opportunities which meet the requirements stated. 

Sincerely

[Name]

[Business/Title, if appropriate]

[L]RFI—Real Estate Leasing







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent the partnership of [name] who are opening a [business type] in [State], and I am requesting information regarding leasing opportunities in [County].

My partners and I are primarily interested in parcels with a minimum size of [x] office spaces, located within 10 miles of the [Highway].

We are open to an existing or proposed industrial park. 

Please contact me if you are representing opportunities which meet these requirements. 

Sincerely

[Name]

[Business/Title, if appropriate]

[L]RFI—Community Demographics—Light Industrial Business







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our company intends to relocate because of a need for a larger operational facility. [Area] is one of the locations currently under consideration, and I am writing to request information from your office as part of our due diligence.

I am interested in any published information on finished or proposed commercial or light industrial development plans within your community. Because our company will warehouse and ship from this new location, I am also interested in any changes to traffic patterns, road enhancements or additions that are part of your long range planning.

Our current employee’s have been given the opportunity to relocate or to commute to our new facility. It is our hope that we will retain a large percentage of them, but even so, anticipated employment growth during the next 2 years is estimated at [percentage], then leveling off to [percentage] per [timeframe]. Since this growth will impact the housing market, information regarding residential zoning, and community development projects would also be helpful.

Please contact me if you have any questions. Thank you for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Community Demographics—Office Real Estate







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Our company intends to relocate to a larger facility. [Area] is one of the locations currently under consideration and I would like to request your assistance.

I am interested in any information on finished or proposed commercial development plans within your community. Our company will house [number] workers and this new location will be our corporate headquarters.

Our current employees have been given the opportunity to relocate or to commute to our new facility. It is our hope that we will retain a large percentage of them, but even so, anticipated employment growth during the next 2 years is estimated at [percentage], then leveling off to [percentage] per [timeframe]. Since this growth will impact the housing market, information regarding residential zoning, and community development projects would also be helpful.

Please contact me if you have any questions. Thank you for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L]Request for Information—Licensing Requirements

[Recipient Name]





[Date]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am developing a business plan with the intention of opening a [business type] in [State], and I am writing to request information regarding doing business in the State of [name].

Please provide me with information concerning licensing requirements, tax and permit obligations, and Employer resources which would be available to businesses operating a Sole Proprietorship in [State].

I am also requesting demographic data, by county, as well as any details concerning industry profiles your office has compiled.

Thank you in advance for your attention to my request. 

Sincerely

[Name]

[Business/Title, if appropriate]

[L]RFI—National Advertising for Light Industrial Firm 










[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]:

Our firm is building a light industrial facility which will manufacture [product]. We are currently evaluating placement of national advertising.

We would be very appreciative if you would provide us with your rate card as well as demographic information on possible product users within the following categories:

(gender)
(age range)
(other characteristics)

Thank you for your attention to our request. We look forward to your prompt response.

[Name]

[Business/Title if appropriate]

[L]RFI—Personal Meeting—Outlet Mall







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

My partners and I intend to create an outlet mall in [city or geographic area.]  We believe that our model offers a unique opportunity to area residents to purchase product consumer good and to attract shoppers from other markets. Our research to date has shown that consumers in your area travel to [area] for shopping and recreation.

We would like to meet with you at your convenience to discuss any statistics you may have on consumer purchases in your area. 

We feel that our plan will offer residents with the type of purchasing power that would keep them local to the community, diverting that revenue back to [city or town].

 I will contact you next week to follow-up, and make an appointment for a personal meeting.

Sincerely,

[Name]

[Title if applicable]

[L]RFI--Personal Meeting—Retail Store







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am part of a group of business executives intending to create a retail [business type] in [city or geographic area.]  We believe that our [business type] offers a unique opportunity to area residents to purchase [product]. Our research to date has shown that consumers in your area travel to [area] for shopping and recreation.

We would like to meet with you at your convenience to discuss any statistics you may have on the percentage of consumers in [area] who currently commute for regular purchases. We feel that our plan will offer residents with the type of purchasing power that would keep them local to the community, diverting that revenue back to [city or town.]

The enclosed attachments provide an overview of our mission, history, strategy and timeline. I will contact you next week to follow-up, and make an appointment for a personal meeting.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Real Estate—Commercial Building







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] which has provided [product or service] since [year] is growing! The increased demand for [product or service] has created an opportunity for expansion, and we are evaluating existing buildings of [specifications] in your area.

Your name was given to me by [referral] as a professional with exceptional knowledge of commercial real estate possibilities in the area. I am including a list of our current facilities, and have outlined the basic structure and size of each building. I would appreciate any feedback on possible lease, or purchase opportunities that meet these requirements.

I will give you a call next week to discuss in more detail, but don’t hesitate to call me if you prefer. I look forward to speaking with you.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Real Estate—Distribution Plant







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] is growing! The increased demand for [product or service] has created an opportunity for expansion, and we are evaluating existing buildings of [specifications] in your area.

Your name was given to me by [referral] as a professional with exceptional knowledge of distribution real estate possibilities in the area. I am including a list of our current facilities, and have outlined the basic structure and size of each building. I would appreciate any feedback on possible lease, or purchase opportunities that meet these requirements.

I will give you a call next week to discuss in more detail, but don’t hesitate to call me if you prefer. I look forward to speaking with you.

Sincerely,

[Name]

[Title if applicable]

[L]RFI—Regional Advertising—Office Space 









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

     Our firm is building an office building which will hold [number] of high-quality offices. We are currently evaluating placement of regional advertising.

     We would be very appreciative if you would provide us with your rate card as well as demographic information on possible product users within following category:

(gender)
(age range)
(other characteristics)

     Thank you for your attention to our request. We look forward to your prompt response.

[Name]

[Business/Title if appropriate]

[L]RFI--Roads and Transportation







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I represent the interests of [Company Name], which, as you may be aware, is exploring the feasibility to move the entire operational and distribution network to [area]. My clients have requested that I investigate the current zoning regulations to assure that their organization would be in compliance with the current or proposed zoning laws of the community.

[Company Name] operates 5 days a week, in 3 full shifts, with seasonal weekend shifts. I would appreciate any data concerning accessibility to highways, road restrictions, local mass transportation and any improvements to same that are under consideration.

Thank you in advance for your reply.

Sincerely,

[Name]

[Title if applicable]

[L]RFI--Sales Tax ID







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am opening a retail business in March and would like to receive any forms necessary to apply for a Sales Tax ID Number in the State of [state].

Thank you in advance for your assistance.

Sincerely,

[Name]

[Title if applicable]

[L]RFI--State







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am developing a business plan for a [business type] in [State], and I am requesting information regarding doing business in the State of [name].

Please provide me with licensing requirements, tax and permit obligations, and Employer resources which would be available to businesses operating a Sole Proprietorship in [State].

I would appreciate any demographic data, by county, as well as any details concerning industry profiles your office has compiled.

Thank you in advance for your attention to my request. 

Sincerely

[Name]

[Business/Title, if appropriate]

[L]RFI--State Labor Laws







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] a [description] is planning to operate in the [State Name]. I am writing to request all information pertinent to state labor laws and unionization.

Please feel free to contact me if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L]RFI--State Labor Laws 2







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

[Company Name] a [description] is planning to operate in the [State Name]. I am writing to request all information pertinent to work force availability, prevailing wages, unemployment insurance, benefits packages, and employment services.

Please feel free to contact me if you have any questions.

Sincerely,

[Name]

[Title if applicable]

[L]Request for Information—State Tax Obligations









[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am developing a business plan for a [business type] in [State], and I am requesting information regarding doing business in the State of [name].

Please provide me with tax and permit obligations, and any Employer resources which would be available to businesses operating a Sole Proprietorship in [State].

I would appreciate any demographic data, by county, as well as any details concerning industry profiles your office has compiled.

Thank you in advance for your attention to my request. 

Sincerely

[Name]

[Business/Title, if appropriate]

[L]State License Application







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

Please accept this letter as applicant and intent to apply for a license to operate my business [name of company] in the State of [state].


I agree to abide by all the regulations governing businesses for the State of [State], and would appreciate your response at your earliest convenience.

Respectfully Submitted

[Name]

[Title if applicable]

[L]Town License Application







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am writing to apply for a license to operate my business [name of company] in the Town of [Town].


I agree to abide by all the regulations governing businesses for the Town of [Town], and would appreciate your response at your earliest convenience.

Respectfully Submitted

[Name]

[Title if applicable]

[L]Trademark Use Request







[Date]

[Recipient Name]

[Company Name]

[Address]

[City, State, Zip]

Dear [Mr. or Mrs. or Ms. + Last Name]

I am writing to apply for a license to display the trademark of the [association or trade group], at my place of business, located at [address of business].


I understand that by applying for this license, I am aware of, and in agreement with the regulations of the [association or trade group] and I agree to abide by these regulations. 

Respectfully Submitted,

[Name]

[Title if applicable]

[L] General

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I have long been a customer of your business and have long admired the way you do business. Your shop seems efficient and as a customer I always feel that I am the top priority when I am in there having my car repaired.

Currently I am putting together a business plan for a service business. My business is a completely different industry from yours, but I feel that the way customers are handled has similarities no matter what the industry. Would you mind if I called you to ask a few questions regarding your philosophy about customer service? I would also be seeking to include a quote from you in my business plan.

I have enclosed a self-addressed, stamped postcard that you can simply check off in the appropriate places and return to me and I will call at whatever time you designate is best for you. I appreciate your time.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] General

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am in the process of putting together a business plan for my new business [Name of company]. We will be mostly a retail business, with some mail order and internet marketing. 


Since many people are not familiar with your products, which of course will feature prominently in my business, I was hoping you could provide me with a few samples to photograph for my business plan.


I would especially like to be able to get shots of [name a couple of products]. Although I am sure you have photographs of your products available that I might use, I would like to be able to showcase them using the unique furnishings and color scheme that will be part of the signature of my business.


Of course I will be happy to return them to you in the same packaging and via the same shipping method you send them out. It will take me around 30 days to complete the photographing and make sure I have the shots I want. And I will be happy to send you a copy of my business plan once it is complete.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] General

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]

Enclosed please find a brief survey that I hope you will take the time to fill out to help me to gather information for my business plan for the opening of [name of business]. 


You will also find an addressed, stamped envelope for the return of the survey. If you include your name and address, we will mail you coupons for use in the store once we are open. Please be sure, we will not sell or rent or let any third party use our list of names and addresses. If, however, you would like us to include your name and address in our store mailings of coupons and specials, please check the box on the survey. Otherwise, we will delete your address from our mailing list once we have sent the coupons.


Thanks very much for your time and we look forward to having you as a valued customer.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] General

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am pleased that you are willing to serve as an advisor to the startup phase of my business. I have enclosed my business plan as it currently stands. This is how it will look-cover stock, color, etc.—except it will be much more polished since I bound this by hand!

I would appreciate getting a resume, brief bio, and photo from you to include in the business plan. If I could get those within two weeks’ time that would be greatly appreciated.

Thank you.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] General

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]

I am in the process of putting together a business plan for [name of business]. Once the business I will be in need of regular printing services for flyers. I was hoping you would provide me with some estimates for use in the financial section of my business plan.

The five things I need at the moment are:

· Design and creation of a logo.

· Letterhead and envelopes. I would think 1000 of each to start would be fine.

· Business cards for three people, a couple boxes (500 total?) each should suffice. 

· A four-color three-fold flyer with six photographs at 1000 copies will be sufficient. Perhaps you could quote on 2,500 and 5,000 copies as well, for my financial projections for the future. 

· Web site creation and hosting services.

I look forward to getting these figures from you as soon as possible.

Sincerely,

[Your Name]

[L] General

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]

We met briefly last year in New Orleans at the [name of trade show]; the company I work for was exhibiting a few of your products. I was in the booth when you came by to make sure we had received everything we requested.

I will be attending the [Name of same trade show] in April in Orlando. I was hoping you might have time in your schedule to meet with me for an hour to help me as I pull together some information for a business plan for a start-up business. I will be at the show all three days and my schedule is pretty open at the moment.


I hope you understand that I need to keep my plans confidential at the moment.


I look forward to hearing from you.

Sincerely,

[Your Name]

[Your address]

[L] General

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]

As I put together a business plan for a business I am calling [name of business], I am gathering business plans to use as models and compare to mine. 

I admire how your company is run and how much you have grown in such a short time. Would it be possible to look at a copy of the business plan you used when you started your business three years ago? I would be happy to return it.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] General

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am putting together a business plan for a cleaning service. I am looking for a couple businesses who might let me “test clean” their stores in order to have a realistic sense of what is involved and to make sure my business plan is complete.

I will call you in a couple days, but I wanted to give you a head’s up about my call.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] General

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

I am wrapping up the details of my business plan to purchase your company and I find I need some final pieces of information.

Could you send your resume? I think it is important to include it since the idea of you staying on board for six months will be of interest to anyone reading my business plan.

Also, I noticed the month-by-month sales figures for the year 2005 are missing. I know I have seen them, so I think they just got misplaced either by your secretary or myself. 

Thanks very much.

Sincerely,

[Your Name]

[Your address if not on letterhead]

[L] General

[Name]



[Date]

[Company]

[Address]

[City, State ZIP]

Dear [Mr./Ms Last Name]:

Attached are the rough financials I put together to include in my business plan. I really appreciate your spending time with them and helping me make sure the numbers are realistic.

I look forward to getting your response sometime at the first of the month.

Sincerely,

[Your Name]

[Your address if not on letterhead]

