Letter Template

Date: [Insert Date]
To: [Client's Name]
[Client's Address]

[City, State, Zip Code]

Dear [Client's Name],
We are pleased to inform you about our professional business document editing services
designed to enhance the quality and professionalism of your written materials. Our team of
experienced editors is here to assist you in refining your documents to meet the highest
standards.
Our services include:

e Grammar and punctuation checks

o Clarity and conciseness improvements

e Formatting and layout adjustments

o Plagiarism detection and correction

For a limited time, we are offering a [discount/offer] for new clients. Please feel free to reach out
to us with any questions or to schedule an appointment for your editing needs.

Thank you for considering our services. We look forward to working with you.

Sincerely,

[Your Name]

[Your Position]

[Your Company]
[Your Phone Number]

[Your Email Address]



