[Senders Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Letter Date]

[Recipients Name]
[Address line 1]
[Address line 2]
[State, ZIP Code]

[Subject: Normally bold, summarizes the intention of the letter] -Optional-

Dear [Recipients Name], 

[bookmark: _GoBack]After having worked with the Miller Sales Team for three months, I can say that I have enough knowledge on the team's projects and I want to offer a few suggestions that can be advantageous to the company and to our clients. All the team members have good intentions, but then, they unintentionally ignore what they learned from the customers. Before we continue with our present sales program, it is for the best that we should ask feedback from the customers. I have several ideas about this matter that I wish to share with you personally. I believe that you will like my ideas after hearing them. Can we meet on Friday afternoon to talk about this?


Sincerely, 

[Senders Name]
[Senders Title] -Optional-
