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Sample: Pre-approach Letter 
(Referral/Target Market)

<<Date>>
<<Contact name>>
<<Company name>>
<<Address>>
<<City, State, Zip>>
Dear <<Contact name>>:

Joe Jones of Any Town YMCA gave me/us your name. Joe suggested we review the risk management audit process that we recently completed at Any Town YMCA and to talk about the possibility of conducting a similar program for you.

Our extensive experience with not-for-profit organizations, combined with our unique risk management assessment tool, provided Joe with an unbiased, comprehensive analysis of the facilities, staff, culture, and insurance program currently in place at Any Town YMCA. Our final report contained a concise explanation of findings, along with several recommendations to enhance each location’s risk management and loss control program. 
Working with select insurance providers, including the National YMCA Mutual Program, we were able to custom develop a comprehensive strategy to address their specific needs.

Attached is a brief description of our agency and process. Our value-driven approach leads to enhanced program design, reduced premiums, and satisfied clients.

Soon, I will call you to introduce myself and review our program in greater detail. Please feel free to call me directly at __________ with any questions or comments.
Sincerely,

<<Your name>>
Producer, <<Your company>>
cc: J. Jones
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