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[Company Logo Delete or Replace]

Post your job on Indeed or find more templates and samples in the Employer Resource Library.

______________________________________________________________________

[bookmark: _heading=h.n2cc4l7mtko]Sample of a business letter enclosure
Mr. Tom Smith, CEO
AMZ Corp.
12345 AMZ Ave.
Minneapolis, MN 57710
(612) 767-3368
December 1, 2021
Ms. Mary White, VP of Sales & Marketing
SinoTech
9876 SinoTech Way
San Francisco, CA 95113
Dear Ms. White:
I hope this letter/email finds you well. I’m writing in relation to organizing a free consultation about SinoTech’s new client management software. We are a fast-growing company and looking for something that will take our client management and sales productivity to the next level.
I hope to arrange a meeting to explore possibilities with you and look forward to speaking with you at your earliest convenience.
Sincerely,
Tom Smith, CEO
Enclosures: AMZ Corp. brochure
____________________________________________________________________________

Indeed provides this information as a courtesy to users of this site. Please note that we are not your recruiting or legal advisor, we are not responsible for the content of your job descriptions, and none of the information provided herein guarantees performance. This is a legal disclosure and is not part of the following template. 
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