Here's a sample query letter. Naturally, you'll want to tweak this up a bit so that it fits the game you're trying to sell. Most of the format works well for both email or paper. The generic letter goes like this; Introduction, Game Description, Close. Keep it short. Enclose a self-addressed stamped envelope if mailing via snail-mail.

Name of submissions person (if known...find this out if you can)

Generic Game Company

1234 Somewhere St.

Somecity , CA 90000

Dear Ms. Soandso,

I've designed a game that I feel will fit well with your product line, and would like to submit it for consideration for publication by your company. [note to newbies; if you've had anything of any merit published before, even if it's not game-related, it would be good to put in a sentence mentioning the fact without sounding like you're bragging].  

The name of the game is Drakon, a fantasy game for 2 to 6 players, taking 1/2 hour to 1 hour to play and about 5 minutes to learn. Players are adventurers in a dungeon trying to gather gold up, a theme which is somewhat overused, but with a big twist. The players all start in a single 2x2" room, with an option to do one of two things during their turn; move their playing piece or play a room-tile out of their hand (and draw a new one from a deck of tiles), so the playing board is built as the game progresses. Each room has an affect on the game (12 different rooms in all), allowing players to steal gold from each other, find gold, rotate rooms, teleport, destroy and replace rooms, and so on. Any player may move onto any room that's been played, as long as their movement is in the direction of arrows leaving each room. Since there are only two potential actions a player can take, the game moves very quickly, and since any tile you play could potentially help an opponent, there is a lot of tense player interaction. 

When one player finally acquires 5 gold, the game is immediately over. By the end of the game, the game board is sprawling, with numerous options for back-stabbing action by every player. [note to newbies; avoid saying things like, "My game is great, everyone I play with says so! Or "My family loves this game". The company will decide on whether your game is great or not, telling them that it is, is meaningless to them and tells them you are an amateur. Your job is just to describe it well enough that they can decide whether to invest their time in looking at it. Note also that you need to give sufficient detail to give them something to decide about.]

Thanks for your time and consideration, and I look forward to hearing from you.

{signed}

Joe Blow

Blow Games

1234 Noplace

Nohow, CA 90001

Phone: 805-555-1010

Email; joeblow@nowhere1.com
