Tool 5 Cover Letter for Mailing Options Contract
[Date]

[Customer Name]
[Customer Address]
[City, State  Zip]
Dear 

Enclosed is your options contract, along with explanations below for each section.  Please review all pages carefully. Call me immediately if you wish to make changes, as we can do so only before the documents are signed and processed.  

1. Options Contract

Your contract details the selected options and costs. The contract itemizes both “included” and “purchased” product. Please note that each page requires your initials. Your full signature with date is required on the last page. In addition, please enclose a deposit check in the amount of [$], payable to [Company Name]. 
2. Floor Plan


Please find a copy of your home’s floor plan to review.  Each area on the plan is highlighted in a specific color, denoting the floor material selected for that room.  For example, carpeting is highlighted in green, wood in yellow, and tile in orange.  After review, please initial the floor plan.
3. Cabinet Elevations

The cabinet drawings are a rendering of your kitchen and bath cabinet layout, but do not detail your cabinet style selection.  The drawings are created for layout and placement and do not display style or color selected.  Please review and initial each page of the elevations.
4. Additional Diagrams

Please review, initial, and return with the options contract all of the following diagrams, [list diagrams such as decorative tile accents, railing or trim detail, lighting or electrical diagrams, structured wiring locations, paint schedule].  

For your convenience, we have enclosed two sets of all forms and diagrams. Please initial and sign the originals and return in the self-addressed overnight envelope within one week of receipt. The copies are for your records.


I will follow up with you in two days to confirm that you received this package and answer any questions you may have. If you wish to contact me, please call [   -   -    ].
Thank you,

[Designer Name]
[Designer Title]
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