
New Product Introduction Letter Template 

[Your Name] 
[Your Position] 
[Your Company Name] 
[Company Address] 
[City, State, ZIP Code] 
[Email Address] 
[Phone Number] 
[Date] 

[Recipient’s Name] 
[Recipient’s Position / Customer Title] 
[Company Name or "Valued Customer"] 
[Address (optional)] 

Subject: Introducing Our New [Product Name] – [Brief Tagline or Highlight] 

Dear [Recipient’s Name / Valued Customer], 

We are excited to announce the launch of our newest product: [Product Name], designed 
to [solve a problem, meet a need, or enhance something] for our valued customers like 
you. 

At [Your Company Name], we are committed to continuous innovation and delivering 
quality solutions. [Product Name] features: 

•      [Key Feature 1] 

•      [Key Feature 2] 

•      [Key Feature 3] 

Whether you’re looking for [benefit 1], [benefit 2], or [benefit 3], [Product Name] offers 
the performance and value you can trust. 

Available from [Launch Date], this product is now ready for purchase at [website 
link/store/through our sales team]. We are also offering [mention special offer or 
promotion, if applicable] to celebrate the launch. 

We would love the opportunity to hear your feedback or answer any questions you may 
have. Please feel free to reach out directly at [Phone Number] or [Email Address]. 



Thank you for being a part of the [Your Company Name] community. We’re confident that 
[Product Name] will make a great addition to your [business/workflow/daily life]. 

Warm regards, 
[Your Full Name] 
[Your Job Title] 
[Your Company Name] 
[Company Website] 

 


