E-Mail / Letter Immediately After Phone Inquiry

Dear _____:

Thank you for calling/contacting (Company Name). We are looking forward to seeing you (DAY) (DATE) (TIME) at (LOCATION).

We at (Company Name) have the capability to convert existing plain concrete into works of art. 

To view some of our most recent projects please visit us at www.XXXX.com.

We are Engrave-A-Crete Inc. certified. You may wish to visit their web site at www.engraveacrete.com  and view the hundreds of photos available. This process may help you understand our capabilities and assist us in exceeding your expectations. 

We are looking forward to learning more about your project. 
Sincerely, 

E-Mail Letter Immediately After Site Visit Estimate Preparation
Dear_______:

It was great meeting you yesterday. Attached/enclosed is a summary of your project plan and a contract for your consideration. 

Should you have any questions when reviewing the information, please call. 

We at (Company Name) look forward to working with you. Please sign the attached contract and return it to me with your deposit of $___________ and we are set to go with your project. 

Please give me a call at XXX-XXX-XXXX when you are faxing/mailing the information so we may get your project on the schedule as soon as possible. 

My thanks for your business and your confidence.
Sincerely,
E-Mail/Letter After Job Completion

Dear______:

It was a pleasure working with you on your (Location) project. I hope you are as pleased as we are with the outcome. Attached is our favorite photo of the project. 

Would you consider helping me and (Company Name)? 

1) Please take the time to draft a few sentences which we may use as a testimonial from YOU as we meet future prospects. Your experience and comments will help us and our future customers. 

2) Please let me know how we can improve. Call me any time to share insights about your experience with (Company Name). 

3) Over time I am sure your customers/ friends and relatives will ask about your new floor. Please recommend us with confidence and be assured we will follow-up with you to keep you updated any referrals you may offer. 

Again my thanks for your business and the opportunity to work with you.

Sincerely, 

