Appointment Request

«Org_Name»
«Org_Address»
«Org_City», «Org_State»  «Org_PostalCode»

«Today»
«Contact_FullName»
«Contact_Title»
«Account_Name»
«Contact_MailingAddress»
«Contact_MailingCity», «Contact_MailingState»  «Contact_MailingPostalCode»
Dear «Contact_FirstName»,

Thank you for the opportunity to discuss how «Org_Name» can resolve your sales force automation needs.  We need about an hour of your time for final review of our plans before we begin rollout to your organization. Also, we hope at this meeting you can give us your final text copy for the accompanying joint press release.

Please let me know what time in the next week will be convenient for you and your staff. Once I hear from you as to what time will best fit your schedule, I’ll then notify my colleagues.

We’re eager to begin your rollout and launch your sales organization. Thank you for the opportunity to work with you on this project.

Cordially,

«User_FullName»
«User_Title»
«User_Company»
Direct Line:   «User_Phone»
Fax Number:  «User_Fax»
Email:  «User_Email»
