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Jan Jones
14 South Main St.
Springfield, MA 01106
4/4/2017
Chris Smith
ABC Company
22 East St.
Holyoke, MA 01040
Dear Mr. Smith: 
[bookmark: _GoBack]We have reviewed the sample portfolio you sent us, and we like what we see. We’d like to invite you to meet with our marketing department to discuss ideas for new promotions.
This would be a preliminary meeting, not a paid consultation. But we have an urgent need to improve response rates on mailings for more than a dozen products. If you like us and we like you, chances are good that you will walk away with an assignment to do a major package for us.
I’ve enclosed control mailings for six of our most critical products. Based on your review of these mailings, we would be interested in hearing which product you feel you could be the most successful with—and why. We want to know how you would propose to improve on mailings that have worked well in the past, but are now outdated.
We’re hoping you’re available sometime next week, preferably Tuesday, Wednesday, or Thursday. Please let me know your availability so that we can set a firm time and date. 
Our preferable dates the following week are Wednesday or Friday.
Sincerely,
Jan Jones
Director of Human Resources
Creative Images, Inc.
