(Date)

(Person’s Name)

(Company Name)

(Street Address)

(City, State, Zip Code)

Dear (Name),

Management is a series of interruptions that are constantly being interrupted by more interruptions.

That’s why the reading time on this letter is 27 seconds.

In fact, good assistants screen decision makers from interruptions -- and junk mail -- and your phone system lets you pick and choose which callers get some of your limited time.

When you meet with me, the meeting will be customer-focused and pre-planned. I want you to remember our meeting as a positive experience that added value to your day -- not as an interruption.

I will call you on (Day) morning to ask you to meet with me. This is a non-decision-making, fact-finding meeting. If after 20 minutes, I don't sense there is a fit or if you're not interested in going further, we'll disengage.

Thanks in advance for not treating my call like an interruption.

Sincerely,

(Your Name)

(Title)

