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Business Markets Program

Sample Pre-approach Letter

With Referral

Mr. John Smith

President 

Smith & Smith

1234 Main St

Anywhere

A1B 2C3

Dear Mr. Smith,

You have been referred to me by our mutual friend, (NAME).

(NAME) was very impressed with our service and, in fact, has become a client. (S/he) felt that you too would be interested in the type of work we do.

At (FIRM NAME), we offer a unique planning service that is specially designed to help you look at planning issues relating to you as an employer, as a business owner, and as an individual. 

Within the next 10 days I will be calling you to arrange a mutually convenient time to show you the type of work we do. This will give you an opportunity to decide if you and your firm could benefit from our services. 

Sincerely,

(YOUR NAME)
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