TO PROSPECTIVE CLIENT ENCLOSING LITERATURE ABOUT FIRM

[DATE, ex. Wednesday, June 11, 1998]

[NAME, COMPANY AND ADDRESS, ex.

John Smith

XYZ Inc.

1234 First Street

Suite 567

Anycity, Anystate  85245]

Dear [NAME, ex. John Smith],

Further to our recent discussion, I enclose some information about our firm which you may find useful. If you have a few moments, I would also urge you to visit our Website at [URL OF WEBSITE, ex www.________].

I appreciated your taking the time to meet with me and would very much like the opportunity to establish a relationship with you.

I look forward to hearing from you.
Sincerely,

[YOUR NAME, ex. Jill Jones]

