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Sample letter

Dear Jenny 
Our Dedicated Temps Will Prove How Top Rate They Really Are – Within JUST 3 Days… Or Your Money Back!

It was a pleasure to meet you at the Chamber Breakfast last Tuesday and I was very interested to hear your plans for employing a new secretary. 

You may recall that we discussed how I can provide you with an experienced and dedicated assistant, who will take personal pride in ensuring your customers continue to receive the high standard of care and attention they have come to expect from your company. 

As promised, I have selected four suitable candidates who are available for interview immediately:

1. Gemma Brown, Experienced Administrator 

2. Peter Jones, Administrator 

3. Mary Harrison, Secretary 

4. David Smith, Receptionist 

I will be more than happy to pop in to discuss your needs in more detail, or set up interviews with these candidates. Ill give you a call in a few days to discuss some convenient dates and times, or please feel free to give me a call on ***********

Kind Regards

Graham Edwards 
Graham Edwards

Graham Edwards

Director

P.S. Don’t forget our 3 Day Money-Back Guarantee! If our Temp doesn’t prove how indispensable he or she is within 3 days – You Wont Pay Us A Penny! 
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