A Sample Letter of Inquiry

S. James Howchin
L & L Smart Solutions, LLC
Hamilton, NJ 047711

September 27, 2005
Mr. Lester Martin
Marketing and Sales
Daytona Productions
2267 Forest Hills
Northchester, MA 07218
Mr. Martin:
Please send me any introductory information you have on the labeling software program, “CD Label Express.”  Specifically, I need to know if your product is adaptable to the “business card” CD-ROM/DVD and to custom-designed small format CD-ROM’s and DVD’s.
While technical specifications will be most helpful should we consider your program for purchase, at this time we only need the range of product applications and pricing for “CD Label Express.”
Please send an additional copy of this information to my colleague in our South Carolina office:
Ms. Jo Ann Luchenn
Design and Production
L & L Smart Sollutions, LLC
Winston Salem, SC 010020
You may receive further inquiries about technical specifications from Jo Ann or one of her staff members.  
Respectfully,

S. James Houchin
Productions Asst. Manager

