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Introduction 

Communication is very essential for maintaining a healthy business relationship. Weather it is the case 

of old clients or new clients it is very essential to communicate them about the details of your 

business, your new launched products or any new offers related to them. The sales letter can make 

new clients and can retain the old ones. The sales letter can enhance your sales and can also help in 

extending your business. If one does not communicates to his client and a gap is maintained then 

there is a chance of losing a client and even new client will not get attracted towards your business. So 

it is very necessary to be in touch with your clients. And these sales letters are the best professional 

way to do so. These letters are highly professional and formal ones. A good business relationship is 

the base for effective running of the business. These sales letters are very popular in the business 

world and helps in attracting potential clients. These sales letters are used to make potential clients 

are regular one.  

Sales Letters to Potential Client Tips 

Tips For Writing A Sales Letters T potential Clients: 

•  The Sales Letters to Potential Client should be formal. 

•  The Sales Letters to Potential Client should be concise. 

•  The Sales Letters to Potential Client should be impressive and show the benefits of the 

products.  

•  The Sales Letters to Potential Client should be professional. 

•  The Sales Letters to Potential Client should carry details of the products and company. 
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Sample Sales Letters to Potential Client 

To Ramesh Chandra 

Purchase Manager, 

Cryon Computers 

Dear Mr. Ramesh, 

It is our pleasure writing to your company. Your company is one of the renowned ones and has best 

standards for quality. Our company GK internationals, is in the business of providing computers 

accessories. 

Our quality standards are the best match for your company. We have service centres in various parts 

of the city and are now interested in expanding them. We therefore want you to be in our network 

and enjoy the services provided by us. 

 We assure good quality at reasonable prices and are also providing flat 20% discount. I.n case of any 

query, feel free to contact us 

Hope for better business deals. 

Sincerely, 

Ravi Mishra, 

Marketing Manager, 

STP Electronics. 
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Sales Letters to Potential Client Template 

  

  

To, 

___________ (name address company of the recipient) 

___________ 

___________ 

___________ 

Dear __________, (name of recipient) 

We at ______________________________________________________( give introduction of the 

company, its history and purpose of writing letter). 

Our ____________________________________________(details offers and benefits of your 

products) 

For more details of our product you can visit us ____________________________________ (contact 

details should be provided). 

We are hoping for a good business deal. 

Sincerely, 

From, 

_______________ (name and company of sender) 

______________ 
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Disclaimer 

 
The author and publisher of this Ebook and the accompanying materials have used their best efforts in preparing this Ebook. The author and publisher 

make no representation or warranties with respect to the accuracy, applicability, fitness, or completeness of the contents of this Ebook. The information 

contained in this Ebook is strictly for educational purposes. Therefore, if you wish to apply ideas contained in this Ebook, you are taking full responsibility 

for your actions. 

The author and publisher disclaim any warranties (express or implied), merchantability, or fitness for any particular purpose. The author and publisher 

shall in no event be held liable to any party for any direct, indirect, punitive, special, incidental or other consequential damages arising directly or 

indirectly from any use of this material, which is provided “as is”, and without warranties. 

The author and publisher do not warrant the performance, effectiveness or applicability of any sites listed or linked to in this Ebook. 

All links are for information purposes only and are not warranted for content, accuracy or any other implied or explicit purpose. 

No part of this may be copied, sold, or used in any way other than what is outlined within this Ebook under any circumstances without express 

permission from www.letters.org 


