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Introduction

Communications with customers can make or break your business.

Warm and persuasive words have the power to drive sales, build loyalty, and create lasting relationships
for years to come.

On the other hand, communications which miss the nwak annoy or even upset customers, driving a
wedge between you and the customers you depend on for continued success.

Whether your communications are over letter, email or any other-teaded medium, our eBook has all
the best practices, tips and templates for yimuwrite customer letters that are convincing, credible and
impactful.

This eBook contains the following chapters:

1

T

1

6 Useful Examples of Apology Letters to Customers

How to Wite a Thank You Letter to Your Customer with BEadyse Samples
5 Things to Consider Before Drafting Sales Letters and Emails

How to Write Powerful B2C Sales Letters and Emails, with 1.LRe&xamples
How to Write a Winning B2B Sales Letter in 7 E&gpsS

Holidays, Birthdays and More20+ Letters to Customers for Special Occasions

We hope this eBook will become your benchmark for creating perfect customer letters for years to

come.
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6 Useful Examples of Apology Letters to Customers

RubyNewell] 3y SNDRa 62213 ! YRSNE G Y RAYDsitivedzipérience®dNE = G St €

make up for one unresolvetkgative experience.

The thing is, as much as we try and prevent tteamd boy, do we trg, negative experiences are still
bound to pop up every once in a while. When they do, we can put our best foot forward and begin to
make amends by apologizing toratustomers.

Many companies dread writing apology letters to customers out of fear of admitting wrongdoing or
accepting blame for an unpleasant situation. However, an apology is not the end of theqimftkt, it

is far from it When crafted properly; y | LJ2f 238 AayQd F tAlFloAfAlET AGQa

A successful apology can turn a negative experience into a positive one, an upset customer into a loyal
one, and a bad reputation into a great one. Here are some examples of apology letters for poor service,
sothat you will know what to do should your business need to respond to a similar situation.

Apologizing for Poor Customer Treatment

Did your customer lose an hour of their day being transferred from representative to representative to
solve a seemingly sjpie issue? Is your customepsetafter an experience with a rude and unhelpful
employee or manager?

Strategic management consulting company, McKinsey, tegdhat 70% of buying experiencase
o0FaSR 2y K2g (GKS OdzadG2YSN) FSSta GKS& IINB o0SAy3

complicated situation, it is important to give the customer a sincere apology.

[ SGQa O2YLINB (62 SEIFYLXSEa 2F +y |FLkRtz23e tSGGS
treated unfairly:
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https://www.linkedin.com/pulse/20130604134550-284615-15-statistics-that-should-change-the-business-world-but-haven-t
https://www.comm100.com/blog/chat-with-angry-customers.html?c_cId=bb-apologyletter
http://www.mckinsey.com/business-functions/organization/our-insights/the-moment-of-truth-in-customer-service

Bad Example:

Dear Catherine,
| am very sorry for whdtappened. It was unacceptable and will never happen again.

¢KS NBLNBaASY(lGAGS GKIG &2dz aL2Wws inbrnédthatiRd tied
to transfer your call but it must not have gone through. Since the call dropped a secongatiinmeight
want to check your phone service provider. We pride ourselves on our service, and would never d
something like that.

Again, | am very sorry for the inconvenience. Please contact customer support for any further conq
you might have; our clstomer service agents are always very happy to help.

Sincerely,

Ashley W.

Ly GKAa SEFYLXS: ' aKtSe gl BSNE @+ 3dzS 6KSy
ofempathizingg A UK / I § KSNAYSS aKS GNASR (2 akKATa (K
YR RSye& (KS O2YLIl yedQa NRf AY

and the customer unsatisfied.

U))C Qx

[ S{ Qa lodk lat@Bat Happens when we try that again:
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https://www.comm100.com/blog/customer-empathy-statements.html?c_cId=bb-apologyletter

Good Example:

Dear Catherine,

On behalf of INSERT COMPANY NAME], | want to extend my sincerest apologies for the negative
experience that you had with our customer service agent, Peter.

| realize that Bter was unhelpful in solving your issue, and that when you asked to speak with a
manager, he hung up the phone instead of transferring your call. | understand your frustration at hg
not been properly directed to an @luty supervisor, and your everegter frustration at having to wait
on hold again, only for the call to drop almost half an hour later.

At [INSERT COMPANY NAME], we pride ourselves on giving our 100% every day to ensure that o
OdzaGi2YSNBQ ySSR& | NB 0SAydwnyaddifa that we ayedery sarg. | G

28§ R2 2dz2NJ 6SadG G2 GNIXAYy SFEOK 2F 2dzNJ NBLINB &Sy
including how to escalate problems that they are unable to assist with. Your concern was not hand
properly, and & are going to take steps to ensure that this situation does not repeat itself.

As of this Friday, we are going to require our customer service representatives to ask foaakcall
number at the onset of each conversation in case the call drops. Waswitbe holding a mandatory
review session to make sure our representatives are aware of the proper procedure for transferring

I want to thank you for bringing this issue to our attention. We are always looking for ways to better
service, and yar feedback is an invaluable part of that process.

Should you need help in the future, please do not hesitate to contact me directly, as | will be very h
to assist you personally with anything you need.

Sincerely,

Ashley W.

Customer Service Manager
+1(987) 0001234
ashleyw@customerservice.com

ving

calls.

our

APPY
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.2 0S8Ay3I ALISOAFAO Fo2dai 6KIG KIFLILSYSR FyR I RRNBAaA
was, Ashley came across as compassionate and understanding & Odza G2 YSNDR& A &dadzsSo {
FYR NBfFTGSR G2 /FTGKSNAYySQa FSStAy3das yR aK2gSR K
that the inconvenience would not happen again. She even gave Catherine her personal contact

information so that she codlreach her directly in the future. Great job, Ashley!

Do:

1 Say sorry and express sincere regret.
1 Be specific about what happened.
s tARFGS YR NBfIGS (2 GKS Odzad2YSNRa FSStAay3aa
T {K2g¢g oKIG aGaSLla @2dzNJ O2YLJI ye ogAff ppdnagdind2 YI 1S
91 Give your customer your contact information for extra measure.
52y QY
1 Bevague.
1 Make excuses or shift blame.

9 Leave the issue unresolved.

No matter what your customer service channel is, top performing operators always receive high
customer saisfaction rate. Here is a practical guide for live chat agents to communicating effectively,
addressing customer issues efficiently, and representing your brand professionally.

D Commioo 8



Apologizing for a Damaged or Defective Product or Service

Research by Bain drCompany shows that acquiring a new customer is anywhere betfiieeand 25
timesmore expensive tharetaining an existing one

When we are approached by a customer who is upset by a defective product or service, responding with
a professional apology that offers the customer a hatge solution is an important part ofnsuring
customer retention.

Which of these two example apologies do you think did it better?

Bad Example:

Dear Zachary,

Thank you for contacting us about your defective Light Up Holiday Frame. | have refunded you for|the
inconvenience. If you would like order a new one, please visit our website at
www.myholidayphotos.com, or call us to place your order over the phone.

CKFIyl1azZ YR LQY &2NNE F3AFAYy®
Sincerely,

Janis L.
Customer Service Representative

In this first example, Janis seems to be lookingifé¢ S |j dzA O1 Sad ¢l & G2 Gl 1S %I OK
She refunded him without further question and redirected him to the website, leaving him more likely

to abandon his purchase given this annoying extra step. She also left him without a solutioasas far

what to do with the damaged product.

[ SiQa aS8SS AT 6S OFly TFAE (KAy3I&a 6AGK %l OKFNBY
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Good Example:

Dear Zachary,

Thank you for contacting us about your defective Light Up Holiday Picture Frame. We are truly sorry that
the item that you received did htunction as promised. We understand your disappointment, and
apologize for any inconvenience that this may have caused you.

Before we ship any product, it undergoes several stages of quality checks. It is our intention to provide
only the highest qualititems to our customers, and we regret that your product slipped past our quality
measures.

We have gone ahead and shipped you a new Light Up Holiday Picture Frame, which should arrive at|your
specified address inBbusiness days. When you receivpléase return the defective frame in the
enclosed box.

We understand that preparing for the holidays is a tise@sitive matter, and will be sending you a
coupon for $10 off your next purchase in hopes of compensating for the inconvenience.

O

Thank you agaifor bringing this issue to our attention,Jt S &S R2y Qi KSaA Gl GS | a2
further concerns.

Janis L.
Customer Service Representative

This time, Janis provided the customer withaha¥®RBE S NB LI | OSYSy o { KS SELX I A
procedures fo quality checks, helping Zachary rest assured that he could expect his product to arrive

fully functional next time. After gauging how upset Zachary was about his defective purchase, she went

the extra mile to show him that his satisfaction mattered bfeghg him a complimentary coupon.

Do:

1 Explain why the defect/damage was a etimae occurrence.

91 Provide the customer with a hasdiee replacement.

QD Commioo 10



1 Gauge how upset the customergsf needed, offer the customer a care token, such as a
discount, to showhat you care about their loyalty and satisfaction.

52y QGY

1 Make the customer take extra steps on their own that you could easily help them with, such as
reordering a product.

Apologizing for Delayed or Improper Shipping

There are several scenarios in whichustomer might receive an item that was shipped late or
AYLINRLISNI&d aleoS +ty AGSY (GKFG 6Fa NBLR2NISR Fa at
Maybe a snowstorm delayed shipment.

Whatever the case, follow our next good apology example, anitlahe bad one.

Bad Example:

Dear Alice,

2S NB a2NNE (KF(d @2dz KI @S y2G NBOSAGSR &2dz2Np wk Ay
from our provider and unfortunately still has not been shipped from our facilities. Please check back

n
later with us to see if it has arrived.

Best,

Edward B.

Here, Edward failed to give Alice any sort of information about what caused the shipping delay and
when her product would arrive. By telling her to check back later, Edward created one unsatisfied
customer who would find herself once again waiting in the dreaded queue for any answers.

[ SGdQa GNB dGKFG F3FAYY
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Good Example:

Dear Alice,

2S I NBE OSNEB a2NNE (KFGQ e2dz aGdAatft KIFI@S y2i NB
from us on our wbsite this past Thursday.

The demand for this popular item has exceeded our expectations, and our stock is depleted. Howey
will receive a new shipment of fans next Friday, which we will expedite to our customers.

We understand that as a loyal custemwhen you make a purchase you expect to receive your produ
in a timely manner. We know that we have let you down, and for that we are very sorry.

Please advise us on whether you would like to cancel your order or have us ship the ceiling fan onc
becomes available. You calick hereat any time for live shipping and service updates. Again, we
apologize for this inconvenience.

Sincerely,

Edward B.
Customer Service Representative

er, we

In this example, Edward explained the reason for the delayed shipraedtshowed awareness and

concern for the inconvenience that he knew it would cause Alice. He presented Alice with a plan to get

her the product as soon as possible, and gave her details about when it would be in stock. Finally, by

including the link to sipment updates and tracking, Edward gave Alice the tools that she needed to
accompany the progress of her order without needing to contact customer service again. Nice work,
Edward!

Do:

1 Explain why the shipment was delayed.
1 Show that you realize and carbaut the inconvenience that this may have caused.

1 Present the customer with a plan to get them their product as soon as possible.

QD Commioo 12



1 Include a link to shipment updates and tracking.

52y QGY

1 Be vague about the cause for the shipping delay.

1 Be vague about wherhe customer will receive their shipment.

Apologizing for Billing Issues

Billing issues can be very frustrating for a customer who has placed an order with your company. Yet, it
is a very common error. Should a billing issue arise, be sure to contaatystomer as soon as it
comes to your attention.

Here is a sample poor billing error apology, and how to fix it:

Bad Example:

Dear Megan,

Thank you for contacting customer support. | am very sorry that you were charged twice for you
purchase; | have nddea why that might have happened as it is not a common occurrence at our
company. Regardless, please provide me with your credit card information so that | can complete the
refund.

Thanks,

Katie F.
Customer Service Representative

In this apology letteriKatie renounced responsibility of the billing error, and revealed a lack of expertise

Ay KSNI O2YLJl yeQa aeaiSy oe lalAy3a aS3aly (2 NBaLRy
complete the refund (Check our tips in case you neesbipno to a refund reque$tom customers.)

You can make this sort of apology more professional by writing the following:

QD Commioo 13
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Good Example:

Dear Megan,

Thank you for contacting customer support. We are very sorry that you were charged twice for the
product. We understand that the mistake was on our end, and it is not a mistake that we take light

According to our technical team, the error was do@tcomputer glitch in our automated billing systen
As a result of this issue, and in order to prevent this from happening in the future, new updates arg
made to the system. In the meantime, we have refunded you the full amount of one of the cbarges
$49.99 plus tax. Please allowBlbusiness days for the amount to appear back on your card.

same

being

We hope that this will be sufficient to correct the error and address any inconvenience this may hayve

caused you. Thank you for bringing this to our attertti@nwill help us improve our operations and
services.

We very much appreciate your business. If there are any other issues that need to be addressed,
R2y Qi KSaAadlLasS G2 O2yidl Ol daoe

Sincerely,

Katie F.
Customer Service Representative

blease

¢ KAa (Asvfbgy Was 8idc&dand precise. By telling Megan what was going on with the sy

stem,

Katie made sure that she and the customer were on the same page. In refunding her quickly and without

hesitation, Katie also spared Megan the worry and stress of womgl&rshe would ever get her money
back.

Do:

1 If possible, explain the reason for the billing error.

1 Provide the customer an immediate refund if double charged.

QD Commioo 14
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1 Renounce connection to or responsibility for what happened.

(s}
(p))
pul
©

 Askyourcustomerfok Y F2NX I GA2y GKIFIG @2dz R2y Qi VY

1 Ask the customer to send you sensitive information online.

Apologizing for a Product Recall

CNRY OlyySR F¥22R LINE RdzOradil| ptoduct feta¥smzg Gmrboh solirée®fQ& b 2 (i

both public and personalized customer apology letters.

Should your company have a product that needs to be recalled, use these example letters as guidelines
to know what to do and what not to do whemmmposing your own letter of apology.

Bad Example:

Dear customer,

We are sorry for what has happened with our series of tuna cans, expiration dates February 2019 t¢p May
20109.

Although we work extremely hard in producing products that our customerswei)ltloe seafood
industry can be tough. The contamination of the ocean waters with pollution sometimes means the
contamination of the fish, an epidemic which has grown in recent years.

Even so, this is a ofiene incident. We will continue to strive to belustry leaders, and will take
preventative measures to make sure that this does not happen again.

—

To all of those who were affected, we are very sorry. We hope that you will continue to remain loyal|to

our brand.
Sincerely,

John Doe
President and CEO.

QD Commioo 15
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Asyou can see from this letter, John is an apology novice. He made excuses for his product, potentially
frightened his customers with ominous details, and failed to provide his customers with a long or short

term solution. With a letter like this, why sholdA & Odza G2 YSNRE adl e ft2erft (2 K;
can change this up:

Good Example:

Dear valued customer,

At [INSERT COMPANY NAME], our mission is to provide our customers with only the freshest, highest
quality canned seafood products. That besagd, our number one priority is the safety and satisfactiop
of our customers while consuming our products. | regret to say that our most recent series of canned
tuna fell short on that promise.

Unfortunately, our series of tuna printed with the expiratiaies February 2019 through May 2019,
have been found to contain unsafe mercury levels. The fish that we use are caught wild and not fajfmed,
and we test our products extensively before making them available to the public. We are very sorry that
this seris of cans has slipped past our quality standards.

While we regret very much this discovery, we are glad to open this line of communication to ensurg the
safety of our customers.

If you have in your possession any cans of tuna with these expiration daiesaryreturn them to the
supermarket where they were purchased, or ship them free of charge to the following address for & full
refund:

[COMPANY NAME]
[COMPANY ADDRESS]

If you have consumed one or many cans of our tuna with these expiration dates, younéed to seek
medical attention, but it is advisable to not continue the consumption.

To our valued customers who were affected and unaffected alike, we are very sorry. We will continue to
develop the products that our customers love, but with morersite quality testing to ensure that thig
situation remains an isolated incident.

QD Commioo 16



We thank you all for your loyalty over these 25 years that we have been in busmesall work hard
to not disappoint you again.

Sincerely,

John Doe
President and CEO

This time, John excelled in letting his customers know that they are his priority. By evoking his

O2YLI yeQa YraaaArzy aidl dSYSyd:s wKSheawer tigfalitdtheS 2 dzaf & NB
companyand characterized the recall as a rare incident. By giving his customers specific information on

the recall and how to act, John took the first step in regaining trust between his business and his

customers.

Do:

1 Make your customer feel valued.

T t NBaSyid @2dz2NJ O2YLI yeQa YAaaairzy adlrdSySyd FyR K
situation.

1 Give specifics about the recall.

1 Give affected customers exact information on how to act.
52y Q Gy

1 Make excuses.

1 Frighten your cusimer with ominous details.

1 Give vague information that does not provide a solution.

QD Commioo 17
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Apologizing for Canceling a Service or Event

It is important for your company to apologize for the inconvenience that a cancelation of a service or
event can cause customr Like product recalls, cancelations can happen for a number of reasons, such
as customer safety (such as with a flight), poor customer turnout or ratings (such as with a TV program),
or the absence of a key participant in an event (such as in a workshalpe a look at these final

examples of business apology letters for cancelling a service or event.

Bad Example:

Dear customer,

Unfortunately, the workshop that you were planning on attending was cancelled. We are very sorry for
any inconvenience thahis might cause.

QX

2S R2 2dzNJ oSad G2 lFtglréea RSEAODOSNI 2dzNJ g2NJ] aK$LBA |
planned.

Please let us know if you have any questions or concerns regarding this cancellation and we woulfl be
happy to assist you.

Sincerely

Brian C.
Event Manager

Ly dKAa AyaidlyoOoSz . NAIFyQa I|LRftz238 Si
&

SNJ 6 a OSNE
2N K2g KS g2dAZ R NBOdzLISNI G4S GKS Y2yS K I

l.j
0] 4 KS LI} AR

Good Example:

QD Commioo 18



Dear Alexander,

L Y @SNE &a2NNE (G2 AYyF2NY &2dz GKIFIG 2dz2NJ 62N aK2 L)X
OYDPANRYYSYyilizé Kra 0SSy OFryOSttSR RdzS (G2 GKS KdzZNNR

Because of the unsafe weather conditions, we will nailide to proceed with the event as scheduled. |

am sorry for any inconvenience that this cancelation may cause. The safety of our guests and spealers is

our number one concern.

We are hoping to be able to reschedule this workshop for a later date, arsgmdllyou an email as soon
as we have worked out the details regarding this change. For now, we are issuing refunds to all our
guests who were planning on attending this event. You should see the total value of your purchase
returned to your bank accoumt i-3 business days.

We want to thank you very much for showing interest in our avgour purchase helps us plan future
workshops and events. Pleadiek hereto see our schedule of upcoming workshops this month.

Sincerely,

Brian C.
Event Manager

This tme, the apology letter was specific about the events surrounding the cancelation. Given both the
quick reimbursement and the mention of rescheduling the event, Brian left Alexander with a good

AYLINB&aaA2y 2F KAia O0O2YLI yel.dyi®iEdng ikkSo/fi@&chddyledf 2 NA | Y A

upcoming workshops, Brian managed to turn this letter of apology into an opportunity to promote
future events.

Do:
T {K2¢g @2dzNJ OdzaG2YSNJ GKIG dKS& FNB | @AadGlrt LI
1 Reimburse your customemmediately.
9 Let your customer know if and when the event can be rescheduled.

i Offer your customer other options.

QD Commioo 19
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1 Keep the reason for the cancelation from the customer.

1 Leave your customer unclear as to when and how they will be reimbursed.

Conclusion

When we write an apology letter to a customer, we are forced to reflect on our mission statement and

0N} YR ARSyGAGEZ YR (G2 FRRNBaa K2g ¢S I NBE 2N I NB
crafting the perfect apology letter we show thatwe etk £ t Ay 3 (2 | RRNBaa fAFSQa
on, and to puttustomer satisfactiofirst and foremost.

I KSO1 82dzNJ O2YLJ yeQaS3Jkaig kRS I@2 Y ISHNNIS NB2 | (YIRS &S
late to become an apology master.

QD Commioo 20
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How to Write a Thank You Letter to Your Customer
with Easyto-Use Samples

l'Y20KSNJ ¢KIFyl1a3aaAgay3d KFa O02YS | yR dIchah&@Iobd dzi G KI i
thankful.

Ly FIOGX AT @&2dzQNB 32 keftHc blshesd\iiiimportadt tzé) ¢o8 éxprdsslzf > O dza
gratitude towards your customers regularly.

Here are important tips for writing a thank you letter to your customer, comphdth sample thank you
letters to help you show your customer how much you appreciate them.

Why Thanking Your Customer Pays Off

Thanking your customer is one of the golden rules of businesses. Cashiers thank customers for stopping
by the store. Pilots than&ustomers for flying with them. And websites thank customers for their
purchase.

dzi A G Q&a vy 2 SayiBgdianks iSadznpoytehidpart of any social exchange. We thank each
other for holding the elevator, for commenting on our photos on sockdlia, and for giving us gifts.
Saying thank you is so integrated into our society, that any degree of positive action often warrants
some sort of thanks.

The reason behind our social obsession with thanking each other is the same reason why thanking your
customer pays off: the rule of reciprocation.

The rule of reciprocation is simple. When someone does something nice for us, we are programmed to
want to return the favor. If someone invites us to a party, we feel obliged to invite them to one of ours.
If sameone holds the elevator for us, we feel obliged to say thank you, and perhaps even hold the door
on the way out. And, if a company takes the time to thank and nurture its relationship with us, we feel
compelled to return the favor in how we spend our mgne

w20 SNI . & -selling bodk Iyfluence: ThePaydhology of Persuasion, explores the rule of

reciprocation as a behavioral motivator. Research, he says, has shown that feeling indebted to one

another is a unigue human adaption mechanism th&gvaed our ancestors to give to each other

gAGK2dz0 GKFG 3IATFG o0SAy3a f2a0G 6L 3IAPS e2dz &k FAaK 0
ikeust RARY Qi fA1S 06SAy3a AYyRSo0GSR (2 20KSNEX FYyR yI i
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what planted the seeds of trade, financial transactions, and modern business.

2 KAES F AAYLIXS GaiKIFy] @2dz F2 N &2 dinlifeldceNay&ty, a SHE 2y
writing your customer a thank you letter is just the kind of personalized, thoughtful, and time consuming
action that will inspire reciprocation hopefully in the form of repeat business and warfimouth

advertising.

Studies show tat 68% of customerstop dealing with a company because of what tpeyceive as
indifference (this, to customers, breaks the rule of reciprocation). Thank you letters are an important
part of making your customers feel valued, and letting them know how much you appreciate them. They
are an inexpensive way to increase salesurn on investment (ROI), and customer retention.

What to Consider When Writing a Thank You Letter to Your Customer

Ready to send your customer a thank you letter? Here are some things to consider before your pen hits
the paper:

Who is your audience?

Consider who is on the receiving end of your letter (in other words, who is your customer)? Are they a
business or a person? A loyal customer or one who has just joined the family? Are you writing to one
special customer or many?

What are you thanking thefor?

Consider the content of your letter. Have they recently made a purchase from you? Did they give you
feedback on an important issue? Did they contact your company for support?

2 KAES F AAYLIXS GUKFyYy] @2dz F2 N onspkdlifieloaybyilty,da SHE 2y
writing your customer a thank you letter is just the kind of personalized, thoughtful, and time consuming
action that will inspire reciprocation hopefully in the form of repeat business and warimouth

advertising.

How are wpu going to thank them?

Consider the format of your thank you letter to the customer. Are you going to handwrite your letter or
type it up? Is it going to go on paper, or in a card? Will it be a letter per se, or more of a thank you note?
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Is it appropriateto send an additional token of your appreciation along with the letter (a discount, a fruit
basket, etc.)?

Be sure to consider what information you have available from your customer when deciding this. For
example, if you only have an email address, yay imave to stick with a thank you email (although we
recommend choosing good old snail mail whenever possible!). You might also want to consider time as a
factor. While handwritten thank you letters are often better received than their typed counterparts,
KFYRGNAGAYI Kdzy RNBR& 2F fSGGSNB AayQid SEFOGEe LINI
might want to type up the letters, or stick with shorter handwritten thank you notes).

Tips for Writing a Thank You Letter to Your Customer

When writing a thank you letter to a customer, be sure to do the following:

Be Timely

Customers value timely action, which is why the sooner you send your thank you letter, the better. A
quickly sent thank you letter says that even though you are a busy persooapdake time out of your
day to make your customer a priority. It also ensures that your customer will actually remember the
conversation or action that you are thanking them for.

AAAAA

{SYRAYy3 I (GAYSteée GKIy]l] @&2dz t SGGERNGRaED &N QBBDE RS
helpful for you as the writer. When you send a thank you note promptly after an interaction, details of

the exchange will still be fresh in your mind. That means you can write a more personalized, valuable

thank you letterthan you could were you to do so a week or two later.

. @& aSyRAy3a | GAYSte (KFyl @&2dz t SGGSNE @&2dz NB Ff a
happens!). If you are too busy to write your letter right then and there (or if doing sodwntdrfere

GAOGK @2dzNJ 62Ny FE 260 YIFENY] Ad Ay @2dzNJ OFf SYRI NJ F2N.
and something that you can remember them by for when you do get around to sending your thank you

letter.

Be Clear and Concise

A good business #nk you letter should be relatively brief and to the point. You want to say thank you
without overwhelming your customer with information, or unsightly blocks of text.
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calls for itt just do your best to make sure that your thoughts are wielfined, meaningful and
organized!

¢Sftf ¢KSY 2Keé , 2dzQNB ¢ K| y 1 FdA
{ dZNB &2dzQNB (GKI y{ FdzZf = odzi 6KeK 2KIFG Aa Aley KFG YL
contributed to your organization?

When telling your customer why you are thankful, specificity is key. Being specific in your thank you
letter will naturally make the letter more personalized, and heartfelt.

For example, instead of writing somethinkglithis:

AL FLIWINBOAIFIGS 6KIG e2dz G642t R YSo¢

You can write something like this:

Ge¢KIyYy1l @2dz F2NJ GdF1Ay3 GKS GAYS

G2 &aKFNB @&@2dzNJ SEL
your triptothe Patagonia L K2 1JS (G2 YI1S Al R2éy N

i KSNB 2yS RI @&

Be Sinere

People are great at sniffing out insincerity. We can sense it a mile away (or even perceive insincerity
GKSNBE GKSNB Aa y2ySud ¢KFEiQa o6SOFdzaS ¢S Ot dzS NBI
customers no different 6 KA OK A ad ¢gK& NR &XERBNEB KONRA BRyzNJ I NI G A ( dz
you mean it.

One great way to convey sincerity is to avoid-petimotional material in your letter. As Cheryl Russel,

author of Thankyouology: How The Art of Saying Thank You Transforms Yamyidfe, 6! G KIF y1 @& 2dz
note carries the most sincerity when it is the only reason for writing rather than adding it on to some
20KSN) GeL)lsS 2F O2NNBalLRyRSyOS»¢

Anotherway2 O2y @Seé& AAYOSNARGE A& QAL &2dz2NJ G42yS FyR 62 NJ
customer that is overly formal or stuffy. Avoid generic statements that make your letter sound like you
copy and pasted it. And, be sure to follow our next point.
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Talk Human to Human

One thank you letter from a real person is worth more than a billion automated ones.

Greet your customerby namey S@SNJ 6 A G K GRSFNJ @ £ dzZSR Odzad 2 YSNIe /
individual, not as a company (companies are, after all, mgdefypeople). You can do this by using the
LISNBR2Y Il aLé NIYGKSNI GKFY  O2NL1R2NIGS daoSde

52y Qi 0SS | FNFXY¥AR (2 aKz2g 13 éaniearyest hymat@ndatdh hielii yoy' | & 2 dz
win big sincerity points. At the end of the letter sign off with yaame.

Convey Warmth

A big part of what makes a thank you letter truly valuable is the amount of warmth it conveys. Being
warm is all about being compassionate, open, and approachable. This too, you can achieve with the
right words.

Here are some ideas wfarm words and phrases to use in a thank you letter to your customer.
Convey empathy:
T aL F 3INBSHE
f a,2dz 6SNBE NARIK(GHE
Spread kindness:
T aL f20S GKIGX¢
T a2 SQNBE KSNB T2NJ é82dzH¢
Use a caring signoff:
&, 2dzNE G NHz @ ¢
f &, 2dzNJ FNRSYRE

7 a! Kdz3 €
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Use Humor

A funny or cleverttank you note can get double the mileage that a regular one gets. If you can think of a
way to use humor organically in your thank you note, you can get extra points from your customers, and
potential publicity on social media.

| SNE INB a2YR 2FyAKSE BZRPQdzaiy3ad KdzY2NJ Ay @2dzNJ 6dza Ay
Do:
1 Use humor sparingly where it makes sense within your thank you letter.

1 Be humble/subtle with your humar remember, this card is about thanking your customer, not
showing off.

1 Use humor as paxf a thank you card design.

THANK You.

SourceDebbieDrawsFunny Etsy
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52y QaY
1 Force humonr it can come out awkward for everyone involved

f  Use humor at the expense of theistomert @ 2dz R2y Qi ¢l yaG G2 NARal]l] 2F7FS
8 2dzQNBE &adzZlJll2aSR G2 oS

Send a Token of Your Appreciation

Sometimes, actions speak louder than words. If you want to truly wow your customer, consider
throwing in a little something as a token of your apgiation.

This can be something small, such as a voucher for a free item, stickers, a patch, or another symbolic
bonus item. Or, it could be something larger, such as a gift card, fruit basket, and more.

Gifts that are a bigger investment can prove pialie by solidifying important business relationships
and/or giving you free publicity, such as when the Gaylord Opryland thanked a blogger with a free clock
that she hadnquired about on TwitterThe post went viral and the Gaylord Opryland was widely

recognized for the example ektraordinary customer service and sociadia marketing
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2 KAES Al AayQd adadriylrotsd G2 3IAPS €1 NBS FTNBSoASA
to your organization. To decide if and what to send to your customer, consider your relationship, as well
as their needs. Is thie anything that you can give them as a token of thanks that will make them smile?

Write by Hand

Now more than ever, many people have fallen out of custom of writing or receiving handwritten letters.
Which is why writing a handwritten thank you letter @rd can set your business apart an extra mile.

I FYReNRGGSY y2G8a NS GKS dzf GAYFGS AYyRAOIFG2NI 2F 0
O2L® YR LI aidsS KFEYRNARGAYIOD | FYyReNRGGSY GKIy]l &2
organization) and make customers feel closer to you.

LT &2dz R2y Qi fA1S @2dz2NJ KFIYRgNARGAYTI R2y Qi 62NNED® 9
makes handwritten letters so special they feel authentic. you may not want to do this for a formal
businesghank you letter, this is great for a casual, human demonstration of gratitude towards your

customers.

Keep It Clean
2 KSy aSyRAY3 F GKFy] &2dz t SGGSNI G2 I Odzad2YSNE 18
f SGGSNY 52y Qi &Eabiytetn. And,ff $oi sphif anyttanydnGhe NiERr, Wirité a new one.

When handwriting, make sure that your letter is legible. If you make a mistake while writing start over
TR2y QG tSIF@S | AALyld aONROOE S 2ys chekiGanylshelid§Nbuh T & 2 d:

FNBYy Qi adz2NB 2F & @2dz 6NAGSS FyR 1SSLIF o2G0tS 27
SYSNBSyOASad !'asS ofl 01 LSy FT2N GKS Y2aild LINRPFS&aAZ2

LT @2dz R2y Qi HARSY®AJHR KNFRIBBSENF 2y SQa KIYROENARGAY
makes handwritten letters so specialthey feel authentic. you may not want to do this for a formal

business thank you letter, this is great for a casual, human demonstration afigeatowards your

customers.

Use a Card or Stationary

2 KFGQa oSGOSNI GKFYy | GKIFyl @&2dz f NJ G2 + OdzaG2Y

(V)
c
[extN
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By incorporating a simple, visual design, you are showing your customer an extra layer of
thoughtfulness. One wayat you can do this by purchasing premade thank you cards or stationary.
Another is by designing your own custom thank you cards that are unique to your company.

LT &2dz OK22a$S (2 32 (GKAAa NRdAziSZI YI 1S adaBoury 2d (2
O2YLIh ye (22 YdzOK® ! adzodGfS dzasS 2F &2dzNJ O2YLIl ye f 2
your customer, not shove a promotion down their throat (the thank you letter will remind your

customer of your brand and promote your brand natiya

Use a heavier, higher quality paper to make your thank you card or letter more impressive. The higher
the quality of your card, the more valuable your customer will feel.

Get Creative
CKIy]l @e2dz f SGGSNER R2y Qi KI @tbeticiicentedatSandRdkén®o® DS ONB|
appreciation used in your thank you note, and stand out from the competition.

FTAQ

[N

{SYR I OFNR (KFiQa 2NRARIAYI X dzyAljdzSs IyR GKI
hang it up.

Proofread

The last thing yowant is your attempt to impress your customer ending in a flop. Proofread your thank
you letter before sending it out to leave your customer with the best possible impression.

Here are some things to check for while proofreading:

Do:
f Misspellingsofth®© dzd 12 YSNRa yI YS
1 Address misspellings

1 Common misspellings and grammatical errors

Send Smartly

The same fate that junk email meets can also happen to junk snail mail: going straight into the trash.

Send your thank you letter smartly so that your audiencélveilenticed to open it. For example, a
handwritten envelope is more attentiegrabbing than a typed, corporate envelope.
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If you are using fun stationary or a thank you card, you can also get a catchy envelope to match.

Another way to guarantee receptiorf gour thank you note is by grouping it in with an order or
package. Your customer will already be happy to have their package, and will receive an extra lift when
they find a personalized message of gratitude in the contents.

LT &2 dzQNB & SygRettsf d bit dae,dadhbidersénglifg it via express delivery.

Cultivate a Culture of Gratitude

DNJ & A { dzR Sanddang &fivityt try2to/c8ltivate a culture of gratitude within your business to
make crafting thank you letters a regular practice.

Ly KAA&The RX &f Ght&lines&E 51 @S YSNLISYy aKlFNBa K2g KS | R2 LI

GL 06S3Fy o6& & NRGAY FouindedBash Weldhblely ang thein indredded ta tkreey |
thank-you notes each weekday. | also asked our management team to do the same, one day each week.
The experiment proved powerful, very quickly. Some recipients of our tiankotes were moved to

tears, some just to nice w®ets. But everyone appreciated the extra time it took to handwrite a thank

82dz OFNRZ &aStf AGX YR RSEAGSNI 2N A4SYR Ald LYy Ly
NEOSAGAY3I | KFEYRGNARGGSY y20Sdé

These thank you notes helped Kerpen blalghlty and pride amongst his customers and team. And,

GKS®@ YIRS KAY FSSt KIFLILIASNI 22 a¢KS YFTAy3a GKAY
2 KSGKSNI 2N y23 GKSNBQa 'y AYYSRAFGS NBOUdNY 2y Ay D
immediateNB a dzf 0 Ay @2dzNJ KI LILIAy Saaxzé alea YSNLISyod a, 2dz
LINR RdzOG A @S & 2 dzdbé

LT 282dz2QNB aSyRAy3I &2dzNJ 0KFyl @2dz t SGGSNIF oAd 1

Types of Thank You Letters with Samples

Use these thankau letter samples to create your own winning thank you letters, notes, and cards.
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Thank You for Contacting Us (Lead Acquisition)

Hi Lucy,

¢CKFyl @2dz F2NJ O2y il OQGAy3a dza 2y CNRARI & | 62 dzi
about howthe program works, and whether your business would be a good candidate for our trial.

L¥ GKSNBQa FyeldKAy3d &2dz ySSRY FSSf T NBtpeyas O
and Emily enjoy the holiday!

Thanks again!
Chelsea
1-800-CONTACT

Contact@me.com

P

Thank You for Signing Up/Following Us (Customer Onboarding)

Dear Alexander,

Thank you and your team for joining us here at Website.com! It was a pleasure meeting you Thursd
and having the privilegef walking you through the sign up process. You and your team had excellent

Ly

dzNJ a

comments, and a great vision for building yoursitt QY SEOAGSR (G2 62N)] 6AGK &2

come up with together!
Sending my best,

Sebastian
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Thank You for Letting Bsmow About an Issue (Customer Feedback)

Dear Gabiriella,

Thank you for the comment you posted to our Facebook page about the problem during the checko{it
LINE OS&a 2y 2dzNJ ¢ So aleddedhetkéd it gut vie\g@ én er@odriedsage, 2odi

Fottunately, our tech team began investigating as soon as we read your comment, and now the prodess

Ad avY220GK AaFAfAy3 FIFLAYyd 2SQNB fAadSyAay3das I yR

L¥ GKSNBQa FyedKAy3a |4 Fft @2dz ySSR T biperfectizg =
the service we work so hard to bring our customers.

Thanks again and have an awesome day,

Aaron and your friends at Blue Shoes

Thank You for Your Loyalty (Customer Retention)

Dear William,

2245 L y2G3AO0SR GKI{ & gedrs) Phank ol Soynuch firNadickindgavitit &Y SN2
people like you that keep our wheels turning!

LO@PS SyOf2aSR ¢6AGK (KAa OFNR I ©@2dzOKSNJ F2NJ |
towards any destination: like our love for yowdiver expires.

We look forward to serving you again soon!

Madeline
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Thank You for Your Purchase (Sales)

Dear Dave,

Thank you for purchasing our camping hammock! Your purchase means the world teeuove it
GKSY yS¢ Odzaid2YSNAIAARSLIAMAT g S KRHHS | 882N QAN dzR
you in the future, please letme knawL QY £ £ S| N&H

Yours truly,
Suzanne M.
1-800-CONTACT

Contact@me.com

Thank You for Your Donation (Nonprofit)

Dear lucia,

| wanted to thank you personally for your donation to the Wildlife Freedom Fund. The money you ga
is going towards building a wildlife reserve in India. We have already acquired the land, and are curr
building facilities to give neglectetteet animals with mange the treatment, love and care that they so
desperately need. And we owe it to you!

Enclosed is a photo of the property, and of Parker and Aatlze latest members of our furry family.
Thanks a milliom from our team and the aninig!

Sam and your friends at WFF

e us
bNtly
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Thank You Note (Just Because)

Conclusion

Each thank you letter that you write to your customers is a ligtieof time, thought,and effort. We
hope that these tips and thank you letter samples will help you pull together a message of gratitude that
will win you customers for life.
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5 Things to Consider Before Drafting Sales Letters and
Emails

There are many different types of salletters and emails. And a quick internet search will show you
GKFG GKSNB IINB Ylyeé RAFFSNBYG | LILINRI OKSa &2dz OFy
preparing your own sales letter or email:

1. Who Is Your Audience?

L 2dz F NByYy QOa I6tNR&] AfySHG RSNENA NI SYF AT (2 SOSNE2YySd ¢2 4|
AYLRNIFY(Gd 2 NBYSYOSNI K2 @2dz2QNB gNARGAYy3I G2 | YR

Are you writing to a current customer or a prospective one? A corporate degisider or a consumer?
Are you writing to one or to many? What is the age range, common interest, or necessity of your
audience?

Knowing your intended audience will help you make several important decisions about the tone,
content, presentation, and persotization of your letter.

If you are selling B2B, businesgo-businessremember that your sales letter will be part of a longer
decison-making process, involving a greater number of involved stakeholders. You may have to speak to
multiple decisioAamakers, and will likely draw from a smaller pool of leads. When writing B2B sales
letters, it is important to draft shorter, more personaliéetters that are a part of an ongoing

conversatio.

If you are selling B2C, businessio-consumey the decisioamaking process will be briefer, as

consumers tend to have less money on the line than corporations (and fewer shareholders to consult).
Your relationship and correspondence with the consumer will likely be more limited than in B2B sales. If
you are selling with the B2C model, you may wantrygales letter to be a little longer in order to

persuade your customer to take up your product in a single contact. You might also send the same sales
letter to hundreds of customers, meaning that it will not be as personalized as B2B sales.

When writingyour sales letter or email, remember that people read what is interesting and useful to
them. By keeping your audience in mind, you will be able to write a relevant, effective sales letter.
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Tip:

tdzi @2dzNE St T Ay &2 dzNJ NEB lefef WBatwoudd@uSvant tb Bear 2 [dz LI | Y
convince you to make a purchase?
2 KSy RSOARAY3I 2y @&2dzNJ t SGGSNRE G2yST NBYS|YoSN 6K
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2. What Is the Purpos# Your Letter?

What is your intention with this sales letter or email? Is it to try and convert a lead? To spread
awareness of a recent promotion? To follow up on a sales pitch? To get money for an active fundraiser?

Knowing the purpose of your letterillvhelp you establish your offer ahead of time. Being very clear on
what you are selling will help you convey that clearly to the customer, and avoid confusion. Reflect on
the purpose of your letter to keep your content concise and to the point.

Tips:

Tokeep the purpose of your letter clear, organize your letter effectively. Give your letter an
introduction, a body, and a conclusion, and make sure that all elements of the letter serve your
ultimate goal: to sell your product to your reader.

When writinga sales letter or email, consider using a heading or sulijecto convey your
purpose.

3. Long Copy or Short Copy: How Much Should You Write?

There are two main types of sales letters and emails: long copy and short copy. But which one is better
for what you are trying to sell?

In general, short copy sales letters are around one to two pages. Long copy sales letters can have
anywhere from two to 20 pages (or even more if necessary).

One of the best things about long copy is that it allows you to ansvege questions and remedy more
customer doubts. Long copy often works well for products that require a greater explanation of value,
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how they work, and proof of results. Short copy, on the other hand, can work well for selling to

informed customers, or foselling products that are sedixplanatory. Short sales copy may also work

well for followup letters, and letters that entice a follewp action in order for the reader to get access

to information (such as setting up a phone call to go over optiomgxXample).

LT &2dz adAtt FINBYyQdG adaNB Fo62dzi 6KSUGKSNI &2dz

whether you have aeedto-know or a wanto-know product

aKz2dz R

A needto-know product is a product that your target customers already feel they need, therefore you

R2y Qi KF@S G2 GF{1S +a YdOK GAYS 2NJ £ SGaGSNI aLl OS

to-know products. These products might include king, household services (such as lawn care, house

cleaning), food deals, auto care, and more.

A wantto-know product is a product that you must convince customers to want to know more about.

Long copy does best for watd-know products. These productseanonessential, however, a

successful sales letter or email can persuade your audience that they are necessities. To gell want

know products, you need more letter space to create a desire for that product wiwere existed

CKAY] Fo2dzi GKS AYyF2YSNDALIf & @2d2Q@8S aSSy 2y ¢+xo

Snuggiglimited edition presidential coins, or a CD cdil@t set until infomercials convinced them

otherwise. Wantto-know products may include magazine subscriptions;tsal books, CD or DVD

collections, certain beauty products, novelty items, charity donations, and more.

Tips:

Many copywriters report thatwo-page sales lettertend to work best for most of their B2C

to flip the page!)

When writing your sales letter or email, alwayste as much as you need to wri@nd no more.

testimonials will make the case for buying your product, then put them in.

your argument. Quality is always better than quantity.

Ot ASyliaod 6Wdzad 0SS adzNB (2 oNAGS a20SNE 2y

If adding another section to your letter will makenibre persuasive, then go for it. If lengthy use

52y Q0 odzZf | dzLJ @2 dzNJ £ SG (G SNJI g-wilded, dmptdzer¥ 2 dza
uninteresting information can end yqutting your readers to sleep rather than persuading them
to buy. Be aware of any points that serve only to make your letter longer without strengthenin
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Remember who your audience is when deciding lbog your sales letter or email will be. B2B
sales letters tend to benefit from being short and sweet, while B2C sales letters can be longey.

4, Sales Letter or Sales Email: How Are You Going to Send Your Letter?

What is the best way to sendyoursale§ @ SNK { K2dz R @2dz aSyR Al GKNERdJzAK
email?

LG RSLISYyRad ¢KS FR@GFyaGlF3asS 2F aSyRAy3a altSa tSaidSN
convenient, and more easily quantifiable. With emails, you can measure engagemektejpties, and

schedule delivery times. You can then use any of the information gathered to plan-tgdloantact and

adjust your sales strategy accordingly.

(ATt aaylAt YIFAféE KIFa AdGa | R@duffeing @Sa&mduil al ye& Odzii
overloadand see letterg, especially personalized ongess something that stands out. As one

commenterwroteY at S2LJX S NBOSA GBS Kdzy RNBRa 2F SYIFAf YSaal 3
LI O1F3Sadé alye NBOALASyGa faz2z KFE@S SYFAf aeadsSy
visibility of your sales email.

Thephysicality of mailed letters is another one of their benefits. While emails can be disposed of in a
YIEGGSNI 2F Ot A014ax LIS2LX S KIFI@S (2 LKeaAirololffe KIyRf
businesses the option of sending in small freebiefutther incentivize the reader, such as a free edition

of a magazine, a pin, a catalog, a pen, or more. While email is best used for short sales letters, physical
letters can more easily accommodate any length.

Tips:

When sending a sales email, rememtiet half the battle is creating an interesting subject line
that will entice readers to open, rather than ignore, your email.

When sending a physical sales letter, try and make your letter stand out from the rest of your
NBOALIASY(aQ Y byusing someedeatéhing detRiln thefeivalope, or ideally, by
making your letter as human and personalized as possible (such as baddnedsing the
envelope).
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Track the delivery of important sales letters through the post office to make syertive at
their destination.

5. When Should You Send Your Sales Letter or Email?

Sending a sales email is all about timing. The problem is, studies often disagree about when is actually
the best time to send sales emails.

According to a Hubspot studyuesdays around lunchtime (from 10:00 am to 12:00 pn) &€Tthe best

day and time to send sales emails. Another study by Yesware, which focused on explicitly measuring B2B
sales emails, argues thatekends are 10% more likety result in open rates because 80% less
YFEN]SGAYy3a SYrAata FNB aSyid 2y 6SS1SyRa oil®aa YSIya
times that Yesware recommends sending B2B emails are early mornings (from 6:00 am to 7:00 am) or
evenings (around 8:00 pm).

Tips:

The best time to send an email will depend on whether you have B2C or B2B clients, what time
zone your clients are in, drthe nature of your sales email. Use your email engagement metrics to
discover the best time for to send your unique sales email.

Whether you send a sales letter or a sales email, your delivery should be timely and relevant
(especially if your sales lettor email is following up on a previous interaction, such as a sales
pitch).

Conclusion

Once you have made these considerations, you will be clear in your purpose, your audience, and your
methods for writing your sales letter or email. With your plamnfimished, writing will come easily.

Whether you are writing a B2C or a B2B sales letter or email, we hope that this chapter has given you a
few helpful considerations to mull over, and new ways to consider planning your sales strategy.
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How to Write Powdul B2C Sales Letters and Emails,
with 7 Real.ife Examples

Imagine this: two sales letters are sent out to the same customer from two different companies. Both
companies offer a product that fills the same need and send the letters on the same daywddke

.dzi a2YSK2g3s 2yS alfSa fSiidsSdthedyiaRdets ttisedanlthdy 2y (G KS
garbage bin after a mere skim.

A similar fate befalls two sales emails: the customer opens and even replies to one, while the other is
erasedalmostad 2 2y | a AGQa NBOSAGBSRO®

Why does the customer consider one and chuck the other? There are many possible reasons, but they
all boil down to the same thing: how well the sales letter or email is written and presented.

A quality sales letter or email can puiyr company on the radar of new potential buyers. It can help
you resstimulate inactive leads and convert your leads into customers. On thsidli a poorly written
sales letter or email can result in wasted resources and can even have a negativedmpact brand
image.

2S500S GgNARGGSY GKA& OKFLIWGSNI (2 KSfL)I e2dz YI1S &dzaNB
kind that your customers will open and act upon. Use this-sieptep guide with realife samples to

write a sales letter oemail that will persuade your prospective B2C (busisiessonsumer) customers

to buy your product.

Format Your Letter

Many sources recommend formatting your sales letter the way you would a normal letter. That means
starting with the date and the contaatformation of both you (the sender) and the recipient in the

upper lefthand corner. An optional heading may also precede the greeting. Following that format looks
something like so:
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Big Bear Breweries
5678 Berry Drive
Bearville, CA 11111

March 1%, 2018

lane Doe
1234 Mulberry Lane
Hometown, CA 00000

Subject: We Hear You Like Beer.... This Pint's on Us!

Dear Reader,

Mot all beers are created egual.

We know that. And from what we hear, so do you. Here at Big Bear Breweries, we do our very best to
deliver our customers a product that we're proud of: artisanal beer at an unBEARably low price (sorry, we
couldn’t resist there..._).

For just 312.99 per month, we will send you two six-packs of our finest home brewed beer. Choose from
our traditional beers, including our ales, lagers, malt beer, or expand your palate by trying a beer that
you've never tried before.

Yes, that's right — we are partnered with small startup breweries from around the world___.

This basic letter format works for companies of any size in anytiydidttowever, you can still choose to
break free from this mold and adopt something more -@gatching and ofibrand. Check out, for

instance, how Playboy does this:
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¥

PLAYBOY

THE PLAYBOY BUILDING/919 NORTH MICHIGAN AVENUE/CHICAGO, ILLINOIS 60611

Dear Friend,
Forgive me for bursting in uninvited, but...
...if $100,000 would fit nicely in your wallet.

...if the guidance of experts in finance, fashion, art,
sports and women would make your stay on this planet more
pleasurable.

...if six free issues of PLAYBOY would look good on your
night table.

...then you should know about this remarkable offer to
introduce the new look of PLAYBOY.

In case you've been hiding in a cave for
the past few months, the best-selling, most
successful men's magazine has recently under-
gone some dramatic improvements that will help
guide you through life's rough terrain -- and
point out the view along the way.

Ever since Hugh Hefner published a photograph of Marilyn
Monroe in 1953, PLAYBOY has kept its finger on the pulse of

America's intelligent, sophisticated men -- and made it beat
faster.

I'm sure I don't have to tell you about the attractive
women that PLAYBOY can bring into your home each month.

Well-known silhouettes like Madonna, Mariel Hemingway, Bo
Derek or Jerry Hall.

Women who will make you growl, chew on your shoelaces and
fan yourself with a celery stalk.

Source:J.C. Manheimer
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When playing with letter formatting for B2C recipients, feel free add or delete addresses and headings if

AG YIF1Sa e2dz2NJ £t SGGSNI €221 OfSIFYSNI 2NJ Y2NB Sy uUuAOAy
personalized touch, removing it may make it easier to send the letter out to hundreds if not thousands

of consumers at a time.

With sales emails to consumers, you also have the option of playing with designs, links, and graphics. For
a better idea of whathis might look like, check out this sales email from CoSchedule:

Hi Isabellal
You're so close to getting your marketing completely organized.
I'm holding your free trial of CoSchedule exactly where you left off...

So, you can still get your 100% free trial now!

But if you're not quite convinced, | get it.

A tool as powerful as CoSchedule that lets you:

« See your entire marketing schedule at a glance...
« Easily collaborate on (and manage) projects with your team...
« Schedule ALL of your social media from one place with ZERO stress...

« And get a beautiful, curated dashboard of analytics on everything..

...might seem like a lot of work to set up (and get your boss + team on board).

So, let's make a deal:

1. We'll provide quick master class videos so you can get organized without countless hours of
messing around.
2. You get a risk-free (no credit-card required) test drive of CoSchedule for 2 whole weeks.

3. Then, if somehow, we're not quite a fit for you, no prob. Just let it go...

Use this link to get organized and in total control of every marketing detail.

>>> Start your 14-day trial <<<

6 Jordan [oftir
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Tips:
Use white space abundantly! Add spacing between lines to break up text in sales letters and
SYrAafa G2 YI1S GKSY Y2NB NBIRIo6fST yR 3IdZARS &2d

In emails and letters to consumers, use bold text, underlines, and italick tb f @2dzNJ I |[dzZRASYy OS
attention to your most important points. Use these elements selectively, and avoid WRITING|IN
ALL CAPR&this can makeyour sales letter look spammy.

Write the Subject Line or Heading

While not all sales letters have headings, aks@&mails must have a gripping subject line.

The best email subject lines are compelling. They may contain a call to action, an intriguing question, a
crypticproposat2 NJ NBI f f & yediKAy3d G(GKIFIG YAIKG FLIWISEHE G2 &2

Here are some examples of email subject lines that work:
I Want to increase website traffic?
0 Ask your audience a question that they want to know the answer to.
i Tired of not achieving your goals?
0 Present the problem while hinting at a solution.
T LT 22dzOQNB aiUGNXzZZ3IE Ay GAGK AYyaz2YyAl I @2dz2QQNB y2i

0 Show your prospect that you know them and what they are going through while offering
a sense of community and a glimpse into your expertise.

1 Be the writer that your colleagues aspire to be.

0 Appealtod 2 dzNJ NEIF RSNEQ O2YLISUAGAD
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1 Canl help?
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1  Your free 3day meal plan is here.

o 1aS GKS @g2NR GaFNBS¢ (2 aLIN] AydSNBado
1 Alex, do you have five minutes to talk?

0 UseyourrecipigiQa yIFYS G2 adlyR 2dz2iz gKAES fSGOAY
GKSANI GAYS® ¢KAA lfaz2z aLINja (GKS ljdSadazys

1 I can boost your savings by 10% in 10 minutes

o0 This headline has an interesting proposal that you can allegedly leartefagt)g the
reader tempted to read on.

Unlike sales emails, by the time the user gets to the heading of a sales letter, the letter has already been
opened. Headings for sales letters should reflect a specific, enticing promise that is relevant to the
letSNDa O2yidSyidz FYyR AYyaLANBa (GKS NBOALASY(d G2 NBI R

,2dz Oty Fftaz2 LXlFe gAGK YF{Ay3d GKS KSIFIRaeg 3 adlyR 2
magazine does this in their consurmmiiented publication below:
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them down to the body of the text.
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