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Introduction 
Smart leaders use business letter samples from other successful leaders and organization that are proven to be effective. Now you can access our free collection of Business Letter Templates.
This collection of business letters was created to assist business owners and leaders with effective letter writing templates to ensure effective and professional business correspondence on a wide array of subjects.
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Good business owners understand the importance of getting things in writing so there is a paper trail of what's been agreed to between two parties. 

Additionally, leaders must know how to write effectively in order to affect change. Almost daily, leaders are required to use written communication for a wide variety of reasons. Due to potential legal issues, written documentation is critical to minimizing risk to the business. 
For example, due to how quickly a disgruntled employee can file a legal suit for things such as wrongful termination or a hostile work environment, every business leader must take steps to protect himself and the business.

Although written documentation takes time to complete, it's really in everyone's best interests to have documentation in place. In our example, the business benefits because it limits risk. Employees also benefit because they have a document that clearly explains what is expected of them to be successful in the organization.

"Whether written or face-to-face, you cannot overstate 
the importance of effective communication."

To assist leaders with providing clear communication we’ve created a compilation of effective business letter samples that you can use as templates for your business communication needs - use these templates leaders can easily address some common, and not so common, business situations.
Before we introduce you to the actual free sample business letter tool, let’s review a few common tips that leaders should abide by each time they put their pen to paper to write an effective business letter.
Collection of Business Letter Samples

Ready to check out our free collection of Business Letter Templates? Okay, let's get started.
You can review our entire collection of templates by going through the individual page links below, or you can download a full compilation as a free ebook. For your quick and easy reference, all business letter samples have been compiled into a single pdf ebook.

Here is a list of the various types of business letter samples that you can use as templates in your communication efforts:
» Apology Letter - Use our free apology letter the next time you or a member of your staff makes an error that impacts a customer.

» Appreciation Letter - This letter of appreciation tells the recipient how much their efforts mean to you and the organization.

» Complaint Letter - Use this complaint letter template to feel more at ease with how to effectively make your point to a vendor or business partner.

» Collection Letter - Our sample demand letter can help you manage accounts receivables and increase cash flow by collecting money more quickly from your clients.

» Condolence Letter - This condolence letter template provides the right balance of emotional support while maintaining a professional standard.

» Cover Letter - Our free cover letter goes great with your resume when applying for a new job. This tool provides a basic template that works for most cover letter needs.

» Donation Request Letter - Use this letter template to ask for support when raising money for a great charitable cause.

» Employment Offer Letter - Next time you need to write a formal offer of employment, use this template to make your offer clear to the candidate.

» Introduction Letter - Our sample introduction letter is perfect for making a great first impression when reaching out to new or prospective business clients.

» Resignation Letter - This letter of resignation template provides you with a simple yet effective template for resigning from a position.

» Recommendation Letter - Use this business letter sample when making a recommendation or referring someone to another business professional.
» Termination Letter - Letting an employee go is one of the most difficult (and risky) actions a leader takes. Use this sample termination letter to effectively end the employment of a non-performing employee.

» Thank You Letter - Our thank you letter template provides leaders with a great way to let employees and business partners know how much you appreciate them.

» Welcome Letter - Our customer welcome letter template provides a formal kickoff to a new customer relationship that will hopefully last for many years into the future.

"Communication - the human connection - is the key to personal and career success."

- Paul J. Meyer

Business Letter Writing Tips

Next, let’s review a few common tips that leaders should abide by each time they put their pen to paper to write an effective business letter.
Consider the following tips for effective business writing when using our free business letter templates. 

Get to the Point
A quality business letter is short and concise. All pertinent information is provided in a brief and clearly organized manner.
It’s very important to consistently include a date on all correspondence. Make a note of the day you receive correspondence as well. This can prove highly valuable if you ever need to prove the timing of an event.

While you always want to ensure a civil tone and a professional manner, you also don’t want to use any more space than necessary. Always be respectful of the recipient’s time. Maintain a balanced approach in terms of being cordial and staying on topic.

Upfront State the Purpose
In today’s high paced work environment, professionals more than ever are required to process a large volume of written material. Time management is a skill that leaders use regularly, and they are quick to "round file" a piece of correspondence if they cannot determine its purpose or benefit right away.

Don’t make the mistake of thinking that every word of your letter will be read, unless it’s short and to the point. For these reasons, it is necessary to state your purpose in the opening sentence of the letter. 
Keep it Professional
[image: image3.jpg]"COMMUNICATION
is the real work of
LEADERSHIP."

NITIN NOHRITA
DEAN, HARVARD
BUSINESSSSCHO®L

www.Leadership-Tools.com




Although in some cases your intention may be to personally connect with the recipient of your letter, you still must maintain a professional tone. For legal reasons, and just to ensure you aren’t blurring the lines of personal and professional, it’s best to keep it professional.

Pay close attention to possible run-on sentences as these become tiresome to the reader very quickly. Readers can easily become lost to the meaning of your words if too many words are used in one sentence.

You don't want to annoy or create a perception of being uneducated or unprofessional by not adhering to the proper use of English and proper grammar.
Always Proofread Before Sending
Too often a new manager will create an important letter, sign and mail it without ever taking the time to proofread it for errors. Whenever possible, let some time pass after 
writing your letter. Then come back to the letter with a fresh eye to proofread. Odds are that you will be surprised at the number of errors you will be able to find.

Be patient. It takes some time to write a good business letter. However, it won’t take you nearly as much time when you leverage our business letter samples.  

Create a Master File
Leaders are often required to write letters for the same types of situations throughout any given year. Smart leaders maintain a special file they can refer to or examples of good business letters. Our free business letter templates should go in this file as a quick and easy reference tool for future communications with customers and employees. 

As a leader the greatest investment you can make is in the personal and professional growth of yourself and your people. If you value personal growth and self-development, then consider supporting other team members in their leadership development journey.

There are many reasons people fail in business. Some common fatal errors include but are not limited to:
· lack of education, knowledge or skill

· lack of effort or work ethic

· lack of passion or ambition

· lack of get-to-it-tive-ness and stick-to-it-tive-ness

· lack of grit, determination and persistence

· lack of tact or diplomacy

· lack of being able to say "No"

· lack of a willingness to give back to the community it serves.

Effectively address each of the above issues as you complete this business planning course and your chances for long-term business success will be greatly improved

TEMPLATE
Apology Letter
Looking for an apology letter template? Great! You're in the right place. Our free apology letter template helps leaders who find themselves in the sometimes-sensitive position of needing to apologize to a client, a peer, or a team member. 
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Timing is critical when making a thoughtful and meaningful apology. 

Experienced leaders understand the importance of making an effective apology as soon as possible after the offense has taken place.
Rather than waste precious time worrying over what has just transpired, you should take immediate action to acknowledge and remedy the situation so that both parties can more quickly and effectively move forward. It's in everyone's best interest to quickly get back to the important task of leading your business to success.

Don't make the mistake of thinking leaders shouldn't apologize. Everyone is capable of making a mistake. The difference between great leaders and others is that when a leader makes an error, he quickly takes ownership of it and works quickly to resolve the situation.  Apologizing in a mature and professional way earns the leader respect and credibility in the eyes of the team. 

"Making a sincere apology is a test of character, and an example of leadership."

Whenever possible, make your apology in person. If distance is an issue, pick up the phone so you can talk one-on-one. Then, following up with a letter will send a clear signal that you meant every word of your verbal apology.

Our free sample apology letter can be used as a template for delivering your apology in a thoughtful and effective manner. 
Whether you have hurt someone's feeling; missed a deadline; failed to attend a meeting; broken confidentiality; performed your work poorly; offended a customer or produced an inferior product - our free sample apology letter helps you to set the record straight for a fresh start.
"Maturity is the ability to reap without apology and not complain when things don't go well."

- Jim Rohn

Apology Letter Tips

Here are some quick tips to ensure success with your apology letter.

· ACT FAST Move quickly to remedy the situation. Use our sample apology letter to prepare your apology as soon as possible.

· LEARN Instead of dwelling on the damage done, make a special point to emphasize what you've learned from your error and what you will do differently in the future to avoid any future errors.

· BREVITY Don't go overboard with your apology. Avoid emotional pleas, begging for forgiveness, etc. Simply make a clear and concise apology that will be perceived as authentic and heart-felt. 

· OWNERSHIP Your apology letter must be written with the intent to rebuild and repair the damaged relationship. Let the recipient know that you take full ownership of your actions and behavior. By taking responsibility for your actions you make a statement of being honest and professional.

· REACH OUT Request an opportunity to make the situation right. Ask if you can make it up to the person in some way. Reaching out shows you value the person and you are willing to make an honest effort to rebuild the relationship.

Sample Apology Letter Template

Show below is our apology letter template. Use this tool to quickly communicate on an important subject in an effective way. 

Apology Letter Template
[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]

[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],

Thank you so much for the patience and understanding you’ve displayed during this most regrettable situation. For myself and on behalf of [name of organization], please accept my sincere apology for [briefly describe error].

[Add sentence to inform customer what has been done to correct the error. If you plan on compensating the customer for the error or providing a gift as a token of your regret, mention this here as well.]

Let me assure you that we highly value your time and our business relationship. We will strive to ensure that this error is not repeated in the future.

[Inform the customer of any changes to policy or procedure that will help to ensure a similar error will not occur in the future. For instance, if you’ve had a special meeting to inform all employees about the issue, this would be a good thing to mention.]

Thank you again for your patience and understanding. We hope to have the opportunity to serve you again soon.  

If you have any additional questions or wish to discuss this matter further, please don’t hesitate to contact me on my direct line at [xxx-555-1212], or you may also email me at [joe@service.now]. 

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]

TEMPLATE
Appreciation Letter
Use our appreciation letter template to demonstrate how much you value and appreciate the people around you. It only takes a couple minutes, but the benefits are huge. So, why wouldn't you invest the time to do this on a regular basis?
Without a doubt, writing a letter of appreciation to a customer, peer or employee is one of the most thoughtful and kind acts you can take as a leader.  
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Use our appreciation letter template to let your employees know how much you value their efforts; let clients understand that you truly appreciate their business; or communicate to a peer or business partner how much you value their efforts.

Adding that personalized touch by writing the letter by hand may be considered by some as "old fashioned", but it's still time well spent as this act definitely demonstrates an authentic, heartfelt and meaningful message.
There are multiple reasons why a letter highlighting the value of an employee is so important. Leaders who reward and recognize team members for their contributions create a strong connection with their employees that promotes respect, loyalty and supports higher retention levels. 

In addition, the practice of regularly recognizing top performers and key contributors sends a clear message to your entire team. As you recognize people, everyone on the team will quickly pick up on what activities and behaviors you expect and value. 

"Demonstrate your appreciation for employees and customers, 
as a true leader works for them."

Obviously, the more you praise and reward your team members the more they will be encouraged and motivated to reach even greater accomplishments in the future.

Everyone, including you, likes being recognized for their hard work and related results. As the leader, it's your responsibility to call out winning performance and behavior. The company incentive plan is one important way to encourage desired performance. However, you can maximize the reward for your top performers by letting them know that you're aware of their contributions. 
Take the time right now to say thank you to an employee for their ongoing efforts and valuable contributions. It will make their day - and yours too. 
"Appreciation is a wonderful thing: 
It makes what is excellent in others belong to us as well."

- Voltaire

Appreciation Letter Tips

Here are some quick tips to ensure success with your appreciation letter.

· State Purpose: Explain clearly what actions have prompted you to write the letter to express your gratitude.

· Hand Write: Whenever possible take the time to hand write your letter of appreciation. This goes a long way to avoid the misconception that you have simply used a form letter. A hand-written note is always perceived as more warm, caring and friendly. Be sure to use some sort of business letterhead or logo'd stationary to ensure professionalism.  

· Be Clear and Concise: Don't go overboard with emotionally charged words or dramatic language - keep it short and simple, yet warm and meaningful.

· Be Prompt: Write the letter shortly after the event that inspired you to recognize the person. The more time that goes by after the valued performance or behavior, the less effective the letter will be.

· Be Specific: Address your appreciation letter to a specific person, not just to an organization. Make reference to the specific things that you were impressed with or observed. Tell the person precisely what actions or behaviors you hope to see again.

Use our sample appreciation letter to ensure a well-written, heart-felt letter. This tool provides messaging clues and reminders that will help you to create a strong relationship with your most valued associates and ensure a healthier and more successful work environment. 

Sample Appreciation Letter Template

Shown below is our appreciation letter template. Use this tool to reward and recognize people who have made a key contribution and adds value to the team.

Appreciation Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]
[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
The purpose of this letter in to communicate my sincere appreciation for [name of employee].

On [date of service], I had an unfortunate experience. [briefly detail the problem].

However, without hesitation [name of employee] took direct ownership of the issue and assisted me to ensure the problem was resolved.

[Briefly explain your observations/experience and the circumstances in which you are most impressed]. The extra effort put forth by [name of employee] was most impressive.

It has been my experience that when employees provide quality customer service of the highest caliber, they tend to be employees that are quickly promoted to leadership positions and/or competing organizations seek to hire – so do take care of this employee as she is a true asset to your organization. I commend both [Mr./Ms. employee last name] and your organization for the value you provide to my family and myself.

Based on the service I’ve received from [Mr./Ms. employee last name], I will not hesitate to recommend your organization to all my business associates.  

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]

TEMPLATE
Complaint Letter
Our complaint letter template provides the proper balance between letting the recipient know that you are very unhappy, while also making it clear that your complaint is well founded in fact.
You don't want to be perceived as a raving lunatic. Rather, you want the recipient of your complaint to understand that your complaint is valid and is being made only after thoughtful consideration for all parties involved.
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Clearly, no one wants to have to take the time to write a letter of complaint. Sometimes, however, it is necessary to complain in order to complete a project or to receive the proper result you deserve. A well-written complaint letter can serve this purpose. 

Ideally, your complaint should result in your satisfaction on the issue. The recipient should also benefit by understanding and appreciating your point of view; allowing both parties to move forward in a more positive way, and ultimately provide the opportunity to create an even stronger relationship.
When crafting a complaint letter, it's important to make your complaint to the person(s) who have the ability to correct the situation for you. Finding out who has the authority to fix the situation will decrease the time everyone will have to spend on the issue. 

State plainly, but without being overly emotional and without accusations or unfair bias, your reason(s) for making the complaint.
Make it clear what you expect to remedy the situation. Indicate precisely what the reader can do to address your complaint and provide a reasonable for having key actions completed. (Be certain that your expectations are reasonable and achievable. Don't be overly zealous or you'll lessen the chances of receiving a positive outcome.
"Make no complaint you aren't willing to assist in fixing."

Be clear and firm yet maintain a respectful and professional tone in your letter, and in any subsequent communications.
Somewhere in your letter, appeal to the reader to place themselves in your shoes to help them understand the conditions that frustrate you. In return, let the reader know that you have also tried to consider their position and the various obstacles and barriers they may be faced with.

Bottom-line - seek to achieve an outcome that both parties will recognize and fair and respectful. 
"It's ironic that in our culture everyone's biggest complaint is about not having enough time; yet nothing terrifies us more than the thought of eternity."

- Dennis Miller

Additional Complaint Letter Tips

Follow these basic tips when writing a formal complaint letter:
· Allow for Human Error - Remember that most errors are made unintentionally. Realize that most businesses and individuals want to do a good job. They want to keep their customers satisfied - it's simply a good business practice.

· Keep it Short - The complaint letter should be no longer than one page. Stick with the facts only - keep personal judgments, emotion or bias out of the communication.

· Be Fair and Balanced - State your issues honestly and in a straightforward manner. Include enough detail to support your claim so the recipient will clearly understand what you have experienced.

· Be Firm and Be Reasonable - Always use a respectful tone, avoiding any sort of aggressive or accusatory language. Seek to resolve the situation in a way that is fair and respectful to everyone involved.

By following our complaint letter template the above goals can be achieved with minimal effort.

Remember what the final goal of your letter is. Your goal is to remedy the issue(s) that are causing you frustration, without destroying the relationship whenever possible.
If your letter does not provide the desired outcome, then escalate your concerns to the next level of management following the same thoughtful approach. 

Sample Complaint Letter Template

Shown below is our complaint letter template. Use this tool to make certain your complaint is perceived as coming from a thoughtful and sincere individual.

Complaint Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]
[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]
Dear [Name of Recipient],
It is with great regret that I must inform you of a service failure I experienced with your organization. I hope that once you have researched this issue, we can come to an agreement about what needs to take place in order to resolve this issue.

On [date], I came into your [office, branch, outlet, etc.] and I [purchased, rented, ordered, requested service, etc.] for the purpose of [describe purpose briefly].

Unfortunately, my request was not processed correctly as a result of [explain the service or product failure].  Frankly, this is unacceptable, and I am disappointed that I now must take additional time trying to resolve the problem. I am asking for your personal assistance for a quick resolution. 

To assist you, I have enclosed copies of [Any supporting documentation; notes, receipts, invoices, etc.] [Offer any additional insight that might help management help you.] I would appreciate your [Suggest the action you feel is appropriate for full resolution. e.g. refund, service performed again, new product replacement, etc.]. 

I am looking forward to hearing from you soon. However, please be advised that if I do not receive a satisfactory response to this request prior to [date], I will have no choice but to seek assistance from [various consumer advocate organizations. e.g. Better Business Bureau, Legal Advisor, Media, etc.] I do hope that won’t be necessary.

Please feel free to contact me directly at my home phone [xxx-555-1212], by regular mail at above address or by email at [joe@service.now].

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]
TEMPLATE
Collection Letter
Our collection letter template provides the perfect tool for leaders to firmly request payment using a balanced and effective tone. Business owners are often required to make phone calls and send official letters to collect money that is past due.
As a business owner, it would be easy to take past due payments personally. However, smart leaders won't make judgments about a debtor. You'll never know the full story behind the late payments so it's wise to pursue payment in a non-judgmental, professional manner. - always. 
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Collection letters come in all forms, ranging from the initial polite 30 days late request for payment, to a very firm 90 days past due 'pay by x date or legal action will be taken' type of demand. 
No matter how firm the demand, it's important to leave your emotions at the door. Never make the situation personal. Always maintain a professional approach. Emotional reactions will never serve you well when demanding payment. 

Your letter should get straight to the point. State up front in the letter the original terms of payment that you both agreed to in good faith.  

Invite the customer to contact you whether he can or cannot make payment. Open communication between both parties is a key factor to resolving the delinquency.

Remain open to some level of negotiation. Be open to re-writing the terms of payment in order to allow the borrower to make smaller payments over a longer period of time. You might also consider offering some sort of incentive to the debtor, possibly in the form of a discount for paying off the debt in full. Work for an agreement that is a win-win.

If the borrower admits to feeling overwhelmed or is fearful of his ability to make future payments, it's important to be empathetic. At all times use a respectful and sincere tone. Gentle persuasion is always a more effective communication tactic than screaming a demand for payment.
"Collecting accounts receivables is a vital and necessary business practice that no one enjoys. So, it's important to do it with compassion and respect."

If multiple collection letters are necessary, the tone of each subsequent letter will become firmer. Polite requests become more of a firm demand - yet the way you choose your words and the spirit in which you deliver them should always remain respectful and professional. Never allow your personal feelings to show through. Remember, you simply have a job to do - nothing more, nothing less.

In your final demand letter, state clearly what the penalties and fees will be if the customer does not meet the final timeline for payment.

Make it clear to the customer that if payment is not made by a specific date you will have no choice but to forward the case on to your legal representative who will take necessary actions on behalf of the organization to pursue payment, which could result in additional legal fees that will be passed on to the customer.
Our demand letter sample template will assist you in preparing a highly effective document.
"If a person gets his attitude toward money straight, it will help straighten out almost every other area of his life."

- Rev. Billy Graham

Demand Letter Sample Tips

Collecting money from people is a job suited best for those with a caring and compassionate heart. Never assume why someone isn't paying on time. Not everyone who falls behind on payments is irresponsible. There are all kinds of reasons why someone can't make timely payments, such as unexpected medical bills, loss of job, natural disasters or other. 
It's not up to you to make judgment, but you do have an important job to do for your business and there is a right and wrong way to go about doing that job. 

Follow these five simple steps when using our demand letter sample template:
· Letter #1 - The first letter contains a friendly notice that gently reminds the customer about their past due situation.
· Letter #2 - The second letter is another reminder message, yet the tone is a bit more direct in nature. A direct request for payment by a certain date is appropriate at this time.

· Letter #3 - The third remains cordial but no longer gives the assumption that the borrower has forgotten to pay. This letter should make reference to the two prior reminders that have been sent. At this point the letter can state possible penalties for a failure to pay by a certain date. Mention how non-payment can negatively impact their credit rating. 

· Letter #4 - The tone of the fifth letter significantly changes to a firm demand for payment. The tone of this letter, while firm, remains professional. You are no longer requesting assistance, you are putting the borrower on notice that they owe you x amount by a specific date, or else you will proceed with all legal options available to you to collect the debt.

· Letter #5 - Final Notice - The final letter in this series is short and to the point. It's important in this final notice to inform the customer precisely the amount owed and by when. Notify the customer that if she fails to reply within a certain time frame how you intend to escalate the matter. Make sure that whatever you say you are going to do, you are absolutely prepared to follow through. 

Collection Letter Template

Shown below is our collection letter template. Use this tool to demand payment in a firm but supportive manner that both sides can feel good about. 

Collection Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]
[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
We are pleased to know that you are now enjoying the benefits of the [name of service or product purchased] that you purchased on [date of purchase]. However, it has been over [list number of days past due. 30, 60, 90, etc.] days since your commitment to purchase and we have yet to receive the payment of [amount of purchase or payment], as mutually agreed upon at the point of sale.

As this notice is the [insert applicable number, first, second, third, etc.] notice that we have sent in efforts to contact you about this matter, we require your immediate response in order to avoid taking further actions to collect payment.  

We hope that additional steps won’t be necessary, as legal and collection agency fees can quickly become quite costly for persons in default.

Perhaps there has just been some sort of oversight? By chance have you already sent payment and placed it in the mail to us?

If so, then there is no need to give this note further consideration. However, if payment is not currently in route, we urge you to contact us immediately at [xxx-555-1212].

As a final reminder, your total amount due to place your account back in good standing is [$ amount].

If you fail to make the above payment in full by [due date], your account will be forwarded to our collection agency and company legal advisors.

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]

TEMPLATE
Condolence Letter
Our free condolence letter template provides leaders with an effective tool to demonstrate sympathy, caring and thoughtfulness in a professional manner. 
At some point in your career, an employee, client or business associate will experience a time of sadness, loss or tragedy. During these moments in life there are no perfect words, but a sincere message of condolence can help let associates know that you are thinking about them and that simple effort strengthens your relationship.
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One of the most difficult kinds of letters to write is one of sympathy for the loss of a loved one. Leaders serve an important purpose for their employees when tragedy strikes. Your ability to communicate your caring and support during tough times are key to be a respected leader.

There are several effective tips you can use when preparing to send a sympathy card or letter of condolence. The most important thing to be 100% authentic and sincere in your message.

During times of crisis it can be difficult for some people to maintain a totally calm and professional state of mind. Leaders should provide support and afford the individual the time necessary to grasp the total weight of their loss and to allow room to deal with their emotions and the situation at hand.
Words of encouragement from a leader at a time when an employee is dealing with a difficult situation can be a major opportunity to connect and build trust with that employee.

"Tragedy strikes everyone at some point in life. Leaders are there to pick people up during tough times. It's a time for strong leadership."

Managers are encouraged to take a few extra moments to hand write their message. Handwritten notes are always appropriate in times of sorrow and sadness. Hand writing the note maintains a personal touch that strengthens a sincere and caring message.

We encourage you to make use of our free condolence letter template, which is just one in a collection of business writing templates available for free download.
"We must embrace pain and use it as fuel for our journey."

- Kenji Miyazawa

Condolence Letter Template Tips

When preparing your thoughts for communicating a message of sympathy to a colleague, use our condolence letter template to craft a sincere and authentic message that comes from the heart.

Keep the following tips in mind as you prepare to express your sympathy to someone who has recently suffered a loss:
· If the situation fits, note how you admired and respected the deceased. Talk briefly, a couple sentences, about the person's memorable talents and achievements.

· Always balance your words carefully - remaining professional while providing a personal tone. This can be tricky since a condolence letter tends to be more personal in nature. Whenever in doubt, ask a trusted friend or colleague to proofread your letter before sending.

· Understand that the recipient may be in an emotional state. He or she is probably tired and drained of energy from the recent loss, so keep your comments brief.

· Offer to be of assistance to the mourner and be prepared to step up and follow through should a need arise.

· Remember that you are acting as a representative of your organization so avoid making any religious statements.

· Be respectful of the person's feelings. Consider using words that would mean the most to you if the roles were reversed. Ask yourself how you would receive the message you are about to send.

· Consider sending flowers or a plant along with your letter of condolence. Making a financial contribution to help cover unexpected costs during this time of need can also be helpful in a time of need. 

Condolence Letter Template

Shown below is our letter of condolence template. Use this tool to send sincere words of support and encouragement to a friend or colleague in their time of sadness, loss or tragedy. 

Condolence Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]
[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
We are so saddened to learn of the [death, accident, tragedy, etc.] of your [relationship of recipient… wife, husband, niece, etc.]. [Acknowledge the positive attributes of the person in crisis. For example, “He has always been such a positive force in this community and will be sorely missed.”]
Please do not hesitate to contact me if there is anything that I or [name of team or organization] can do to assist you as you and your family work through this most difficult time. It would truly be [my/our] honor to assist you and your family in your time of need.

[If applicable, offer financial assistance for costs associated with medical, funeral, fundraising, etc.  For example, “ABC Corp. has made a donation to the memorial fund at American National Bank to assist you and your family.”] 

You are all in our thoughts and prayers and we ask that you please accept our heartfelt condolences.

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]

TEMPLATE
Employment Cover Letter
Our free cover letter template improves your chance of making a great first impression with a prospective employer. When submitting your resume for a new position, always take the time to properly introduce yourself in a professional manner using a formal cover letter document.
Remember, your job application is most likely one of many, so first impressions count! Therefore, you have little room for error when applying for a new opportunity. 
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The cover letter is the first thing your prospective employer, or other decision-maker, will see and they will judge you in part based on your ability to stand out during the job application process.

Therefore, your goal is to do "no less than impress", right?
An effective cover letter provides a doorway that you want another person to walk through; to gain interest in finding out more about you; to consider you for a position within their business. So, you want to introduce yourself as the solution to a problem they have. Market yourself as an experienced profession who possesses the desired skill-set and proven track record for results they desire. 

Rather than simply stating you are the best person for the job, briefly sell yourself using clear and concise examples of the value you bring. Note accomplishments you've made and leadership traits you possess. Articulate your commitment for doing what it takes to ensure success and exceed expectations.

As you prepare a cover letter, put yourself in the shoes of the decision-maker(s). Realize yours is one of many resumes and cover letters being considered for a single position.  If the cover letter is bad, will that person even take the time to read your 
resume? Possibly not. However, if your cover letter is solid, the odds are good they'll want to learn more about your background and experience. 

"An effective cover letter will make a great first impression and 
effectively introduce you with professionalism, style and class."

Take the time to personalize each cover letter to the specific employer. Do not send a formula cover letter. One size does NOT fit all employers. Use our free sample cover letter template to ensure the proper balance between brevity and providing key details that will make them want to learn more.
Next, set your completed letter aside and let some time pass before proofreading your document. Then, make some final edits. Pay close attention to spelling and proper use of grammar. Lastly, always have a trusted friend or colleague complete a final proofread of your cover letter before sending. 
"The objective of strategic communications is to achieve a specific result with those you hope to persuade."

- Tony Jeary

Free Sample Cover Letter Tips

Additional tips to keep in mind as you complete a cover letter for a new employment opportunity include the following:
· Research the job completely and understand clearly what the employer is looking for.

· Effectively sell your strengths. Work to set yourself apart from other applicants who are competing for the position.

· Focus the content of the letter on making clear how you can effectively meet the employer's most important needs.

· Provide specific examples of how you have performed successfully in dealing with problems of a similar nature.

· Effectively connect with the reader using words and phrases that will appeal to them. Words might include: leadership, taking ownership, results, achievement, quality, service, etc. 

Using our free cover letter template, customize the letter for the specific job you are applying for. Always emphasize how you have historically contributed to the organizations you've worked for in the past.

Provide letters of reference if possible.  Even better, offer to provide copies of your past annual reviews - this one action will make you an instant standout as almost no one makes this offer, which is a big miss!
Employment Cover Letter Template

Shown below is our free cover letter template. Use this free template to make a positive first impression that makes your prospective employer want to learn more about your background and the value you can bring to the organization. 

Cover Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]
[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
I recently became aware of the job opening you have for a [name of job description] and I am excited about the possibility to discuss my unique qualifications with you. Based on the job description provided in your [name job resource... online posting, newspaper advertisement, etc.], I am hopeful that I will be selected as a potential candidate for this challenging and important position.

Specifically, are you seeking a highly engaged individual with:

· [Number of years] years of hands-on experience in [industry or field].
· Current knowledge of [area of expertise].
· Additional background in [other areas that support or compliment this field].
· Leadership traits that include [list traits such as honesty, integrity, decisiveness, etc.].
· A successful history of working well with other team members.
· An ongoing passion to learn, grow and to increase my knowledge and skill-set.

If so, then I believe we should talk. I have further detailed my work history and accomplishments on the enclosed resume for your review. [If you have positive annual reviews written by prior employers, state that copies are available upon request.]
To further discuss my qualifications or to schedule an interview, please contact me at [xxx-555-1212]. I can most easily be reached between the hours of [list hours].  If you leave a voice message at any time, I will promptly return your call.

Thank you for your time and consideration.  I look forward to speaking with you.

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]

TEMPLATE
Donation Letter
Our free donation letter template provides an effective tool for groups and individuals seeking donations. Use this tool to take the fear out of fund-raising for a worthy cause. Start asking for donations with confidence!  
It's very common for people to become nervous and stressed when they know they are responsible for asking others to part with their hard-earned money. Whether the donation request is made face to face, over the phone or in a letter, the stress of asking for donations can be terrifying.
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An important aspect of achieving your fund-raising goal is making a great first impression. You do not want to be perceived as being pushy or demanding of others, and you need to be prepared to confidently handle the rejection that will occur in some instances.

The fact is that someone must do the asking, and in this case that someone is you. So, take on this important responsibility by preparing a message that will inspire people to from their hearts.
Charitable organizations would simply not exist if it weren't for the generous contributions of so many individuals and businesses. The good news is that most people and businesses who have money available want to donate to worthy causes that are run well - and by leaders who will make every dollar count.

The first step is to get your messaging right. First, make use of our free donation letter template - it's an effective tool that will quickly get you started.

As you work your way through the template your letter will evolve as you read the various questions provided. You will be prompted to add key details about your request.

"Fund-raising success depends not so much about the size of donation you are requesting; it's more about how you request it."

Once you've completed the donation letter template, ask a trusted friend or adviser to proofread the letter. Ask the reader how the letter makes them feel. Does it make them want to support the cause? 

Keep in mind that many of the prospective donors are receiving donation request from other charitable organizations, so it's important that your letter stands out above the crowd. After reading your letter the reader should clearly understand what you are asking for, why the money is needed, how the money will be spent, and how it will help other people in their time of need.
Place the recipient at ease and offer to assist by doing the bulk of the work in order to process a donation.
"Giving frees us from the familiar territory of our own needs by opening our mind to the unexplained worlds occupied by the needs of others."

- Barbara Bush

Fund-Raising Letter Tips

Additional advice for completing our donation letter template includes:
· Introduce yourself and explain why this cause is important to you personally.

· Be specific when asking for a contribution. Clearly request what you are going to achieve.

· Clarify the need and the benefit to others that this donation will provide.

· Promote trust and rapport. When applicable, offer something in return as a kind gesture - perhaps larger donations receive a special gift or discount. Perhaps you can support a cause of theirs at a later date.

· Be respectful of the donor's time - keep your request brief. Take 'No' for an answer graciously, then ask if it would be okay to circle back next year.

· Do not come across as pushy or manipulative. Avoid using feelings of guilt as a tool to persuade.

· Never apologize for sending a donation request letter. This sends a message that you don't really believe in the effort yourself, so why should they?
· Make use of our demand letter template and be confident that what you are asking is fair and reasonable. Don't ask for the moon if you know you are speaking to someone with limited funds. On the other hand, asking a large donor for a small amount probably won't motivate them to support your cause. 

In closing, always make an effort to invite the person to contact you if he or she has any questions. Always be sure to thank the individual for allowing you time to tell your story so that they might continue to consider your request.

Make the entire process as painless as possible. Do as much of the legwork as you can. Always make it easy for prospective donors to say yes.
Donation Letter Template

Shown below is free donation letter template. Use this free template to take the fear out of asking for money.

You're raising money for a great cause, right? So, use this tool to highlight all the reasons why supporting this cause is important and worthy of their support. 
Donation Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]
[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
We are pleased to announce that the [name of charitable organization] is beginning our annual fundraising drive for the month of [month]. You might recall that last year, because of your generosity and many others, we were able to raise over [$ amount] for the purpose of [purpose or cause].  

This year we have established a goal of [$ amount], representing a year-over-year increase of [% increase]. This is where you come in. Once again, we invite you to join our efforts by making a generous donation so that we might [explain benefit of dollars raised]. 

Last year you were kind enough to donate [$ amount] for [cause or benefit].  A [% increase] equals [$ amount], should you choose to give at our suggested level.  Obviously, any amount you can provide will be greatly appreciated.

As you determine your level of support, please keep in mind that those dollars are going directly to [destination of dollars donated] that [explain benefit to the community, how dollars are spent to assist those in need, etc.]. 

May we please count on your support again this year? Please send your donation by [due date] to the following address/made payable to:

[Name of Charitable Organization]
[Address]
[City, State, Zip code]

Feel free to contact me at [xxx-555-1212] if you have any questions. We thank you for your time and consideration and we very much appreciate your ongoing support.

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]

TEMPLATE
Offer of Employment Letter
Take advantage of our employment letter template the next time you are preparing to make a job offer to a prospective team member. Job offer letters are often required prior to the candidate accepting the position because the candidate wants to have proof of the offer and read the final terms of the offer. 
Once all the candidates have been interviewed and you've made your final decision, you will first make a verbal offer by calling the winning candidate. Don't expect the candidate to accept the offer right away. 
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Giving the candidate 24 to 48 hours to think about the position and make a final decision is in the best interests of everyone involved. The last thing you want to do is hire someone who isn't fully committed to your organization. Plus, don't you want to hire people who are thoughtful and deliberate when making important decisions on behalf of your business? 

Making a thoughtful decision is always better than making a snap decision when it comes to accepting a new job. Being thoughtful may take more time, but it also limits the risk of you having to hire a replacement 6 months later when things don't work out. So, be patient.
Immediately after making the offer verbally, attach a formal Offer of Employment letter and send via email. If necessary, send the formal offer via regular mail, but understand that it may take an extra 2-3 days to arrive.  
While you are waiting for the winning candidate to accept your offer, start following up with other candidates that you interviewed. At this point, only call those candidates who are not qualified for the position or those you've identified as not a good fit, for whatever reason. Simply thank them for their time and interest in the position and inform them you 
made an offer to another candidate. (You don't have to tell them whether the candidate accepted yet or not.)

"Far and away the best prize that life offers
is the chance to work hard at work worth doing."

- Theodore Roosevelt

Do not contact "runner-up" candidates before the winning candidate has formally accepted the job offer. If for some reason the winning candidate declines your offer, you'll still have the option of making an offer to the #2 candidate without putting anyone in an awkward position. 
Using our free offer of employment letter template, you can help the applicant make a decision with confidence by including all the important details. In the letter you should restate the official job position, annual salary, associated benefits, work schedule, travel requirement, reporting structure, etc.

If the job offer is conditional for any reason, spell this out clearly. For example, if the offer is contingent on passing a drug test or criminal background check, provide details on what is required, and the specific process involved. 
"Most people like hard work. 
Particularly when they are paying for it."

- Franklin P. Jones

Additional Offer of Employment Tips

Make every effort to make the application for employment process as simple as possible. Follow these key points as you work to hire your next great employee:
· Correspond with a new applicant right away. As soon as you receive the completed application, respond to notify the sender that you are in receipt of their application and that you will be in contact again by a specific date.

· Always be positive in your communications, but never give false hope to a candidate. Be upfront about the process and always keep the dialogue professional.

· Formalize what has been agreed to verbally in a written document. This protects both parties from any misunderstandings.

· Items to include in an offer letter include: starting date for employment, job description/title, specific details about job duties, areas of responsibility, starting salary and benefits.
· When writing an offer of employment letter, be clear. Avoid using any details that are not relevant to the offer and communicate only the key facts of the offer.

· Be sensitive to the fact that the applicant you wish to employ may be working somewhere else now. Make sure your offer letter conveys to the prospective employee that the job you are offering is a great opportunity. Allow the applicant 2-3 days to decide whether to accept the position. Consider making the offer on a Friday to give the applicant the weekend to make their final decision. Remember, it's in both party’s best interest for the applicant to be 100% positive that this is the right position for them. Otherwise you might find yourself going through the process all over again in a few weeks or months.

Offer of Employment Letter Template

Shown below is our free Offer of Employment Letter template. Use this free tool to make a professional job offer to your winning candidate.  

Offer of Employment Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]
[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
We are pleased to confirm our offer of employment to you as [name of job position] at [name of hiring organization]. Per our earlier conversation, you will report to work for your first full day of employment beginning [day, month, date, and year]. You will report directly to [name of direct supervisor].

Your salary will begin at [$ amount] per year. Paychecks are issued on the 15th and last day of each month, deposited electronically into your primary checking account. Our Human Resources representative will assist you to set up automatic payroll on your first day of employment. Please bring your checkbook so you can provide your bank account and routing number to ensure proper payments.

Per our agreement, we have agreed to provide [$ amount] for the purpose of relocation assistance. If you leave [name of hiring organization] before one full year of employment, you are required to repay the total amount within 10 calendar days of your last day worked.

You are immediately eligible for medical and dental benefits beginning on your first day of employment. Three weeks of paid vacation is available annually, which you can begin to utilize after your first 3 months of employment, scheduled at the mutual agreement of you and your direct supervisor.

Please confirm your acceptance of this offer of employment by signing below and then return to my attention.
Welcome to [name of organization]!

Signature Confirming Acceptance
Date

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]
TEMPLATE
Introduction Letter
Our free introduction letter template provides a great tool for getting your foot in the door to begin building a new business relationship with a prospective client. 
There's no option to buy back the first impression you give, so it's important to prepare all communications to increase your chance of success.
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Very often it can be difficult to get an appointment with the decision maker. You may need to work through the leader's secretary to land that first meeting. A good letter of introduction can be helpful in getting past the "gatekeeper".

Your introduction letter should be brief, yet friendly and personalized to the specific person you wish to contact. To attract a prospective client let them know right away that you understand the challenge they have and how you can be the solution to that problem.

Whether you are seeking to create some sort of business partnership or you wish to sell a product or service to the client, always be highly respectful of the recipient's time. Do not "pester" or "badger" a prospective client. This will only annoy the person and greatly decrease your chance for success.
Instead, be persistent in a professional way. Send follow up messages or phone calls every few weeks, not every other day. Timing is everything and changing vendors at this time may not be on their priority list right now. However, when they do have a need, you want them to think of your first. Through regular follow up, you can successfully position yourself to be top of mind. 

Since you are introducing yourself and your organization, begin by letting the recipient know how you were able to identify them as a prospective client. 

"A simple introduction may lead to valuable business relationship that lasts for decades."

Let the recipient know that you've done your homework and that based on your initial research, you would like to explain why you believe it would be in their best interest to meet with you.

Make it easy for the recipient to say yes to your request to meet with them. Make it clear that you have a product or service that is highly competitive in both quality and pricing and be prepared to prove it. 

Provide information in your letter that is useful and that makes the customer feel well respected and highly valued. Our introduction letter sample template will assist you in achieving this goal.
"Never forget that you only have one opportunity to make a first impression - with investors, with customers, with PR, and with marketing."

- Natalie Massenet

Key Introduction Letter Tips

When using our introduction letter template to introduce your product or service, it's important to be perceived as someone who is experienced, with a proven track record. The following tips and our free template will assist you in striking the proper balance in providing enough facts to gain credibility, yet being brief and succinct in your messaging:
· Get to the point. Clearly spell out issue or challenge that the customer is facing. State with confidence that you are prepared to solve that issue.

· Explain how the customer will benefit from the product or service, and how working with you specifically will add value to their business.

· Provide proof of a successful track record so the client can quickly verify your claims. Customer reviews of your product or service, and testimonials from satisfied clients, are excellent references to include.

· Minimize any risk to ensure maximum positive response. Offer special discounts and/or free samples, backed by a full no questions asked money back guarantee if not completely satisfied.  

Remember, most prospective customers receive product solicitations almost daily. Yours needs to quickly get their attention and be done in a way that evokes emotion from the reader.
In other words, appeal to their senses. Help them to visualize using your product or service and receiving the utmost satisfaction from doing so. If illustrations are appropriate, use them for maximum effect.

Get started today and take advantage of our free introduction letter template. 

Introduction Letter Sample Template

Shown below is our free introduction letter template. Use this free template to make a professional and powerful first impression that makes your prospective client take notice and want to learn more about how you can help solve a problem and add value to their business.  

Introduction Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]

[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
My name is [state your name] and I believe we should meet to discuss how my [service or product] will save you time and money and add immediate value to your business. It’s been my experience over the past [number of years of experience] that business owners in [state the prospective business field or industry] experience the common problem(s) of [state the business challenge(s)]. My [service or product] can solve [this issue/these issues] for you. 
If you will allow me the opportunity to meet with you, I would welcome the opportunity to provide specific details on how you will benefit from working with me and my organization. 

I am confident you will find our [service or product] to be highly competitive in both quality and pricing. Additionally, I am proud to work with a team of knowledgeable and friendly professionals who are eager to provide the best possible customer experience to you and your staff. 
Please see the enclosed introductory brochure for a complete list of the products and services we offer. If you are interested in learning more about how we can solve one or more of these common business challenges, please contact me on my direct line at [xxx-555-1212] or email me at [email address]. 

I hope to hear from you. I am eager to learn more about your business and evaluate your current needs, so I can make the most appropriate recommendation.  

Thank you for your time and consideration. I look forward to hearing from you. 
Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]
TEMPLATE
Resignation Letter
Our resignation letter template will assist you in notifying your employer that you have decided to resign your position and leave the company. Regardless of the circumstance involved in your decision, it's always best to try to leave on the best terms possible. To make that happen, both you and your employer have an important role to play.
While you cannot control how your boss chooses to receive the news of your resignation, you do have control over how, when and where you communicate the message. 
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Leaving a job can be an emotional and potentially volatile process. Too often a person will quit or resign their position out of anger or frustration about something they feel is unfair. Avoid deciding to resign when emotions are high. 

It's better to make decisions when you are calm and thinking straight. A thoughtful response is always better than an emotional reaction.
Ideally, you want to leave the job without burning any professional bridges. You never know when your past can once again play a part in your future. So, be careful and make smart choices in how you communicate - verbally and written.

When writing a resignation letter, never use this opportunity to vent your frustrations or place blame on others. Be professional always. Accusing others for poor behavior will only be viewed as you as being unprofessional and lacking self-discipline. Besides, anything that has happened in the past is now water under the bridge and you've made the decision to leave so do it gracefully. 

"Always resign in person, with letter in hand. Be positive, polite and respectful."

Whenever possible, offer to work through a certain date to help make the transition easier for your supervisor and teammates. While it's customary to give at minimum of 2 weeks’ notice, offering to stay on for 30 days to allow your employer time to identify your replacement will be considered a gesture of good will.
Make every effort to leave your work space well clean and well organized for the person who will be taking on your duties. Not only with your replacement appreciate it, so will your employer - and you will also feel good about it. 

Using our resignation letter template will guide you on how to communication tough news in a professional and positive manner. 
"Be ready and able to resign. It will improve your value to the President and do wonders for your performance."

- Donald Rumsfeld

Resignation Letter Tips

Here are a few additional things to remember prior to submitting a letter of resignation:
· Collect contact information. Your co-workers and business associates may wish to continue to network with you. These contacts may also play a helpful role in you acquiring a new position.

· Whenever possible, know where you are going before you quit your current job. Getting a job with another organization is easier when you are currently employed. It's easier to negotiate salary and benefit issues as well, so don't be in too much of a rush to quit. Be smart!

· Leave on good terms with your supervisor, team mates and business partners. Maintain good relationships whenever possible - life's just too short not to do this.

· Honor your employer and teammates.  Include a statement about how much you appreciate the opportunity to work with such talented and professional people and how you will miss working with them. Only include honest statements, be genuine at all times.  So if it's not true, don't say it. 

· Note one or two key accomplishments.  State how much you've learned from these experiences and thank them for the opportunity. 

· Check spelling and grammar. Make certain that your letter of resignation is free of any spelling or grammatical errors.
· Be certain you're making the right decision. After completing your resignation letter, set it down and walk away from it for at least 24 hours. Take time to digest your decision. Allow yourself time to wear this very important choice. Picture yourself without your current job. Do you have a clear plan for what comes next in your career? 

· Choose time and place. Be thoughtful about where and when you communicate the news of your resignation. Ideally, schedule a meeting letting your boss know you have something important you need to share. Never put your supervisor on the spot by telling her in a public location. Allow for the opportunity to have a private conversation so you can share details if asked why you've made this important decision. 

Resignation Letter Template

Shown below is our resignation letter template. Use this free template to communicate your plans to leave your current job without burning any professional bridges. Leave your position knowing that you've done everything possible to make the transition as smooth possible for all parties involved. Exit your current place of employment with no hard feelings. 

Resignation Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]

[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
The purpose of this letter is to inform you of my decision to resign from [name of organization].  

In order to ensure a smooth transition and avoid any negative impact on my team’s production, I am available to stay on for an additional [amount of time... For example, 2 weeks, 30 days, etc.], or a shorter amount of time per your discretion.

I am extremely grateful for having had such a wonderful opportunity to work for and with so many quality individuals here at [name of organization].

Specifically, I’d like to praise the efforts of [name of person[s] you’ve learned from], for [teaching/showing] me the benefits of [explain what important lessons you learned or benefited from].

It has been a privilege to work at [name of organization] and to serve its customers over the past [length of time].  I will leave with many fond memories of my time here.

I wish my supervisor, my team and [name of organization] my very best wishes for continued success.

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]
TEMPLATE
Recommendation Letter
Our letter of recommendation template quickly guides you through the process of crafting a letter that conveys your support for the person you wish to recommend. Make sure the reader perceives your recommendation letter as thoughtful, sincere and professional.
By providing a recommendation for a student, friend, colleague or associate, you are giving them your personal seal of approval. 
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Think carefully before recommending someone for a new job or promotion. Whenever you are being asked to write a letter of recommendation for someone, it's important that you are 100% confident in their ability to be successful and deliver quality results. 

Your recommendation of another professional also reflects on you.  So, before making a commitment ask yourself, does it make sense for you to be the person writing the recommendation letter? Should it be someone else who has more direct knowledge of the person making the recommendation? If so, then why wasn't that person been asked to write the letter instead of you?
If you are in a situation where you are not comfortable writing a letter of recommendation, you should be open and honest about your reasons for declining to make a recommendation.

Perhaps you don't have first-hand knowledge of his or her skills in a particular area. You may not have observed their work. You might lack direct knowledge of what the person is like to work with. These are all valid reasons for politely declining the request.

"Never provide a recommendation letter for someone you wouldn't hire. Your professional reputation is based in part on your recommendations."

Consider how your professional credibility and personal character may be judged if you 
recommend this person and later he or she turns out to be bad employee. The potential risk to your good name is just one more reason why it may make sense to bow out gracefully, hopefully without hurting anyone's feelings.

If you decide to decline and the requester reacts negatively to your answer, then you know for certain that you've made the right choice. A real professional will understand when you are candid about any concerns or objections you have in writing a recommendation letter.
Assuming you are the appropriate person to write a letter of recommendation and you are fully comfortable in doing so, use our free letter of recommendation template and follow the tips provided below to create a professional letter you can be proud of. 
Make recommendations sparingly and protect your professional reputation. 
"A reputation once broken may possibly be repaired, but the world will always keep their eyes on the spot where the crack was."

- Joseph Hall

Letter of Recommendation Tips

Here are a few helpful tips when preparing a letter of recommendation: 
· Describe how you know the applicant. Briefly explain your history with the applicant and in what capacity you are affiliated. Explain what your role or position is and why the applicant ranks highly among others on your team or other people you've worked with.

· If you are a relative of the applicant, reconsider whether you are the best person to write this letter. Relatives, in most cases, are not good choices for recommendation letters as there will be a concern over personal bias. Hiring managers will place a higher weight on letters from current or past employers and supervisors.

· Talk in detail about the applicant's positive qualities and how you believe this person will be a benefit to the new employer. Provide examples of what leadership traits you've witnessed by the applicant.

· Discuss the applicant's work ethic; commitment to the job, and how he has added value to the team and organization, etc.
· While brevity is important when writing a recommendation letter, you can go a little longer than with other business letters. One full page is a good solid amount of space, but never go over two pages.

· Provide your contact information and invite the employer to call you if he or she wishes to further discuss or clarify the applicant's qualifications.

· Proofread for spelling and grammatical errors. Again, use our free letter of recommendation template to make the process quick and easy. 

Letter of Recommendation Template

Shown below is our letter of recommendation template. Use this free template to support associates who are of the highest caliber and whom you deem ready for the position or promotion they are seeking. 

Recommendation Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]

[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
I understand you are currently considering [name of person you are recommending] for the position of [prospective job position].  I’ve known [name] for over [number of years] years, and it’s my pleasure to recommend [her/him] for this important position.

I first became aquatinted with [name] when we [Briefly explain circumstances of how you became acquainted with the person you are recommending.]  [Provide a summary of how the person worked their way through the ranks and emphasize any key accomplishments.] 

I can say with confidence that [name] is a bright and talented professional who continually demonstrates common sense and good judgement. [He/she] is a self-starter who quickly takes ownership of tasks assigned.  

My experience with [name] has consistently been that [he/she] works at a pace above and beyond what is expected and can be counted on to present a quality product in a timely manner.

For example, [provide a brief example of a success that can be mainly attributed to the person you are recommending.] 

In my opinion, organizations in general need as many employees like [name] as possible. [He/she] will become a valuable team member of any company that hires [him/her].

If you would like additional information about [name], I can be reached at [xxx-555-1212]. Best of luck in your hiring decision.

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.
TEMPLATE
Termination Letter
Our free termination letter template assists leaders in the uncomfortable task of telling an employee that their employment is being terminated. Whether you must fire an employee due to behavioral or performance issues, delivering the news is never easy.  
By using our free template, you can be confident that your communication will be done in a professional and caring manner. 
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You've dreaded this day because you suspect that you will be the focus of the person's anger and hurt. But you know you've done all you could possibly do for this employee and now it's time for both parties to move on.
Writing a letter of termination, in the whole scheme of things, should be one of the easier tasks since you will have already delivered the news verbally. We recommend that you only send this letter once you've discussed the decision in person.

The termination letter is more of a legal formality than anything else. It protects you and it protects your organization by stating clearly the reason for the termination, date of termination and other supporting information.

When preparing a letter of termination, it is important that it does not contain any phrasing that could be perceived as a personal attack, judgment, or accusation. These kinds of statements can come off to any third-party observers (namely, court room jurors) as evidence of a personal vendetta. Therefore, it's best to prepare a short and concise letter stating only the plain facts of the situation.

"Some people just aren't comfortable in an environment where they will be held 100% accountable and where excellence is expected. When you've tried to help an employee to succeed but it's clear he or she is not leaning in, it's best for everyone involved to let that person go and allow them to find happiness elsewhere."

Be completely clear in your letter that this is an involuntary termination. Don't mince words or attempt to sugarcoat the truth. Just keep in mind that all statements you include in your termination letter can be used against you if the employee sues you for wrongful termination.

It is not necessary to include every detail leading up to the termination. Summarize, with keys dates of interest such as when the person was verbally warned; when she received a written warning, and when a final notice was delivered.

It's best if you can show a pattern of negative behavior and/or performance, citing specific examples. You can simply refer to past documents, rather than restate old issues in detail.
Using our free termination letter template, you are armed with a communication tool that will help to minimize your risk and address the issue in a clear and professional manner. 
"It’s not the people you fire who make your life miserable. It’s the people you don’t."

- Dick Grote

Termination Letter Tips

Using our termination letter template, your letter can be well written and carefully prepared. Protect yourself and your company by:
· Speaking plainly without accusation or blame. Speak to only the facts and support those facts with specific examples and reference past documents that support your claim.

· While terminating an associate may be hard for you, keep in mind it's probably more difficult for the person who is about to be unemployed. Remain compassionate and be sensitive to their needs during this difficult process. You can show your support and professionalism by presenting the facts without making any personal judgments.

· Any termination should never be a major surprise. If you are effectively communicating with this employee in your coaching meetings and various counseling sessions, the employee should have a good idea of what's coming. After a verbal warning, written warning and final warning, without showing signs of improvement in behavior or performance, the employee shouldn't be surprised to learn of a termination.

· Keep the conversation on a professional level at all times. Leave out personal feelings or emotions of remorse or pity. This doesn't help you or the person being 
terminated. Be respectful, caring and understanding that this individual is now faced with moving on. Do your best to wish them well and let the person know that there are no hard feelings.

Remember, in the end there is only so much that you can control. As the person carrying out the termination, you can control the timing, the environment and how you deliver the message - but you cannot control how it will be received or reacted to. The terminated employee must own their own behavior.
If the communication around your expectations has been consistent along the way, the employee won't be surprised by this news. Therefore, regular coaching and performance reviews are so important. In most cases, by the time issues rise to the level of termination, the employee already expects to be terminated and is simply waiting for you to notify them of your decision to terminate their employment. 

Termination Letter Template

Shown below our termination letter template. Use this free template to communicate the difficult news that you are ending an associate's employment. If you've done your job properly, the fired employee will not be surprised because you've made it clear that if behaviors or results have not changed then this is the natural consequence.

Termination Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]

[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
We regret to inform you that your employment with [name of organization] is terminated effective immediately. Your termination is the result of repeated issues in the following area[s]:

· [Briefly describe performance-related issue.]

· [Briefly describe behavioral-related issue. Don’t be accusatory, just state facts.]

You were issued verbal and written warnings of the above issue(s) on [list date of each verbal and written warning].

Detailed copies of these warnings, signed by you, will remain in your permanent personnel file. Your signature on each warning signifies your awareness of our concerns over the above issues. In addition, you were given specific instructions on what was expected by you, and by when, in order to remedy [this issue or these issues].  

As was clearly stated in your final warning, you were to [list specific expectations] in order to correct your [performance/behavior] by [date/or state immediately]. Unfortunately, your continued failure to meet these expectations has now resulted in your termination of employment with [name of organization].

As we now part ways, we wish you only the best in all your future endeavors.

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.
[Sender Title]
TEMPLATE
Thank You Letter
Read our free thank you letter template to effectively voice your appreciation for the contribution that a team member, client or other associate has made. As the leader, you can't thank your clients and team members enough!
Highly effective leaders realize that it's never difficult to find a great reason to say, 'Thank You'. Great leader's express their gratitude every chance they can.
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Two little words that when put together and spoken aloud are two of the most important words in the English language. How simple it is to say, or write, 'Thank You', yet so many times we miss the perfect opportunity to do so.

Saying thank you is a quick and easy way to make friends and solidify relationships. Whether personal or professional, sending a thank you note always scores big points with the recipient. After all, who doesn't like to hear that they are appreciated?
Our thank you letter sample template will assist you in saying thanks in a manner that is meaningful and effective. Opportunities are plentiful! For instance, you can thank someone for their time; for making an extended effort; for going the extra mile; for completing an important project; for accepting a new position or responsibility; for helping in someone's absence; for volunteering their time or money; for participating fully in a meeting or for just bringing up a particularly helpful idea or solution.

Praising your employee and saying thank you in public is especially meaningful since you are telling not only the individual, but the entire team how much you appreciate this person. 
"People who produce great results, increase their self-confidence and feel great about their accomplishments. However, don't thank people for activity alone, thank them for results."

When you praise an employee in front of the team, this can be an effective way to let your entire team know what behaviors and performance levels you expect and are looking for in everyone. 

Leaders who make the effort to say thank you on a regular basis tend to be leaders who are highly respected.

Saying thank you shows others you care and that you appreciate what they bring to the team. Gratitude for others promotes a healthier work environment and promotes positive habits throughout the workplace.
"Feeling gratitude and not expressing it is like wrapping a present and not giving it."

- William Arthur Ward

Top 5 Thank You Letter Tips

Below you will find our top five tips for writing effective thank you letters. These tips are utilized in our free thank you letter sample template.
1. Hand write your thank you note or letter for maximum impact. Be sincere in your praise without going overboard with too much dramatic flair.

2. Stay on message - do not deviate from your intended message. Maintain the purity of your thank you letter by keeping your comments focused on the reason for the praise. Avoid any perception of using a form letter, make it personal.

3. Be timely. Thank you letters or notes should be sent immediately following the event or circumstance. The more time in between, the less effective the thank you letter will be.

4. Avoid using traditional corporate stationary. This tends to be perceived as cold and uncaring. Choose a card or stationary that is easily customized to the situation you are recognizing.

5. Proofread your thank you note or letter before sending it. Avoid making spelling or grammatical errors. 

Thank You Letter Template

Shown below is our thank you letter template. Use this free template to express your heartfelt gratitude to an employee or customer that you wish to recognize for their loyalty or key contributions. 

Thank You Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]

[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
The purpose of this letter is simply to let you know just how much I appreciate your [Briefly explain what you observed or experienced that is worthy of your praise].
You have my sincere thanks for the leadership you recently displayed. You have obviously taken complete ownership of your role as [list current job position]. It is this sort of dedication and commitment that can someday propel you into new and more challenging roles.  

During the recent [insert meeting or project name], you demonstrated a unique ability to [State leadership traits you observed. For example, “listen, lead, motivate, empower or generate/produce results, etc.]. 
[Name of recipient], I applaud your efforts and the corresponding results.

Thank you for demonstrating the kind of leadership qualities that our company needs from all our most highly valued employees.  
Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.
[Sender Title] 
TEMPLATE
Customer Welcome Letter
Our customer welcome letter template provides you with a quick and effective tool for officially welcoming a new client or business partner. The letter provides a formal kickoff to what will hopefully be a mutually beneficial relationship for many years into the future.  
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Having recently gained the commitment of their business, it is your responsibility to formally welcome your new customer. This letter tends to be treated by most business owners as a formality, but since you need to send the letter make sure it conveys key messages that will confirm to the recipient that they made the right choice. 

Just like properly setting the table makes for a more enjoyable meal with family and friends, your welcome letter will set the tone for future communications. 
Your letter should support and once again confirm what's been agreed to verbally and/or contractually. This will serve to reassure your new client that you have every intention of meeting or exceeding their expectations for timely response and quality service. 

There are several key advantages of sending every new customer a personalized welcome letter.
"Every contact we have with a customer influences whether or not they’ll come back. We have to be great every time or we’ll lose them."

- Kevin Stirtz
Customer Welcome Letter advantages include:
· Making it official! You're now doing business together and you are sharing your excitement to be working with the new client.
· You are providing reassurance to your new customer that they are in capable hands and that you will not disappoint them.

· Provides clarity on how to contact you whenever the customer needs assistance.

Using our Customer Welcome Letter template, the work is mostly done. Use this free tool to welcome every new client and begin the process of building a strong business relationship. 
"Always keep in mind the old retail adage: Customers remember the service a lot longer than they remember the price."

- Lauren Freedman

Welcome Letter Tips

As you create your customer welcome letter, take time to make sure your letter strikes just the right balance of excitement and professionalism.
Your letter should be warm, friendly and shares your enthusiasm about this new relationship, while at the same time making the recipient confident, they will be working with an experienced professional who will deliver on your promises. The customer should read your letter believing they made a great business decision in choosing to work with you and your company.

Following these important tips when writing a customer welcome letter:
· Start your letter with an appropriate greeting. For example, if you know the customer well and they are accustomed to you calling them by their first name, then do so in the letter. Otherwise, your letter may come off too formal, or worse yet, the customer will think they are just getting a simple form letter. On the other hand, if you are not currently on a first name basis, then continue to use a surname to show your respect.

· Express your gratitude for gaining the business. Make your new customer understand that you value the opportunity they are giving you and that you are committed to exceed their expectations and will continue to earn their business every day. 

· Restate important details on how you will most effectively work together.  Include contact and resource information so the client knows precisely who to call for whatever their question or issue might be. 

· Express your optimism for a long-lasting relationship. Assure the client that you and your team are eager to prove the customer made the right choice and 
they you are committed to helping the customer by adding as much value to the relationship as possible.

· Closing comments stating your personal commitment. Say "Thank you again for choosing to work with me/us” and add something like "You've made the right choice in working with me and my company. You have my personal promise that I will do everything I can to make certain we never let you down."

Write the customer welcome letter that you'd want to receive after agreeing to use a new product or service. Ask yourself as you write each line, how would this sentence make me feel. If the line feels good, keep it. If not, rewrite it until it strikes just the right cord.

Use our free customer welcome letter template and the above tips to help land the perfect message to your new customer. 

Welcome Letter Template

Shown below is our free welcome letter template. Use this free tool to warmly welcome your new customer or business partner. Your welcome letter will officially kick start the new relationship and get everyone off on the right foot. Hopefully this will be a mutually beneficial relationship for many years into the future.  

Welcome Letter Template

[Use Business Letterhead Stationary]

[Sender Name]

[Sender Street Address]

[City, State, Zip code]

[Date]
[Recipient Name]

[Recipient Title/Position]

[Organization Name]

[Recipient Street Address]

[City, State, Zip code]

Dear [Name of Recipient],
Thank you for placing your confidence in [name of organization] for your [service or product type] needs. We are pleased that you have chosen to work with us and we will make every effort to earn your trust and your ongoing business.

Your service relationship manager is, [name of representative], and [he/she] can be reached directly at [xxx-555-1212].

We are confident that you will enjoy working with our knowledgeable and friendly staff and that you will be fully satisfied with the service we provide.

For your easy reference and to assist you in making the most of our services, we have enclosed our introductory brochure. If you still have questions, please contact us at [xxx-555-1212]. Your account number is [account number]. For us to expedite your request, please have your account number on hand when you call.

We look forward to serving you as your needs change and we will always do our best to understand and evaluate your unique situation to recommend the most appropriate product and service solutions.  

Again, thank you so much for placing your trust in [name of organization].

Sincerely,

[Sender Name] *Always hand-sign your name above in blue ink.

[Sender Title]
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