
Dear Mr./Ms.         :
    or
Welcome!

On behalf of our organization, I'd like to welcome you as a customer.  We are as delighted that you've chosen us as you will be with the exceptional service we deliver.  
As a customer, you are entitled to enjoy important benefits, including focused personal attention, quick response to any concerns that may arise and the peace of mind that comes with knowing you’re working with experienced professionals.
These are just a few of the many advantages our new partnership affords you.  To help you enjoy all of the services to which you're entitled, our staff is available to answer any questions you may have.  Or you may call me directly at (telephone number.)
Once again, I welcome you and thank you for selecting our organization to meet your needs. 
Sincerely, 

Name

Title
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Use this letter as is or modify it to reflect your situation more precisely.  For example, replace the words “service” or “services” with whatever service or product your company provides, such as “medical, contracting or  technical services” or  “computer, cleaning or beauty products.“  You can also replace “our organization” with the name of your group, company or program.  As warranted, you can replace “customer” with “client” or “member.”  Remember to choose a salutation and, if necessary, insert the recipient information.  Also, add the date, your phone number, name and title before sending.











