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10 Key Concepts:

1. Think outside of the box

2. You’ll be different just by being yourself – the normal you who talks with people one-on-one

3. Use these: You’ll see I’ve attached your…get underway, start, discover, find out, you’ll see, when you use, when you own, get, will, quick, make it easier for you, if, so, so, that yo7’ll, about, before, because, for, investment, paperwork, agreement

4. WII-FM – What’s in it – For Me

5. Always tell the reader, in specific terms, exactly what he’ll get, find out, discover or be able to achieve when he takes the action you want him to take.
6. Openers: you see, you’ll see, you’ll discover, you’ll find, you’ll recognize, you’ll hear, you’ll be able to see at first hand, you’ll realize

7. Translators:  So, What this means is, And, as importantly, so that you…so you…

8. The first line you write must have absolute “Bite” you must get your reader in quickly or else your letter will go straight to the waste paper basket

9. Invest at least 80% of your time getting the opening right and make certain you give it some “bite”
10.  Use the third party referral technique….you use what someone else said to give your opening added strength
11. The key is to use short, simple sentences.  Even single words standing alone.

12. Wow letter P. 30

13. Make it short, snappy and give it punch…I’d like to talk plainly with you

14. Good morning rather than dear…Let’s explain that

15. Compliment opening – genuine, sincere compliments expressed correctly are superb relationship builders

16. Good letter p. 30

17. People are motivated to make a gain or avoid a pain
18. So to promise a benefit in your oening line, you need to nyoe in on a possible gain or possible loss.  Whether you pick gain – marketing manager or a loss – financial manager, depends on the type of person your are writing to

19. Key phrases that do the linking from opening to body and establish your purpose are these: you’ll recall I promised to get back to you with some ideas.  That the purpose here…name…to give you those ideas so that you can be even more in tune with the contribution we will be making to your group ( and so that you see you’ll be getting excellent value for your investment) Just to check that we’re on track, let me quickly review what you told me:

20. So that you…and what this means to you is….primary link phrases

21. The most important final link phrases are: Most importantly…not only that…the real benefit to you is… more than that….

22. The more you get your reader involved the more likely they are to take the positive action you want
23. By indenting a few key paragraphs you do 2 things.  You highlight that paragraph and you break up the letter so that you dramatically improve the readability.  Makes sense, doesn’t it? 

24. Keep your reader involved by using involvement techniques like: CAPITALS (but use them sparingly), bold type, heavily indented paragraphs, “quotation marks like this”, or ‘like this’ and asking questions.

25. If your letter is not asking for an order make sure you are in control of the follow up

26. Power in making an offer…for it to be effective and believable must have a time deadline and it even works after the closing date.

27. Use the PS. It is like an * in an ad headline

28. Studies have shown it can increase response by 25% …so use it

29. Write numbers 25 not twenty five

30. Phrases that provide a link to the ending: until then, do make sure you keep on enjoying increased sales….Until we meet on the 15th, be sure to…at it…..Again Julie, I appreciate getting your not, let’s be sure to keep staying close….You’ll be receiving your program next Friday John, and I know you’ll enjoy and benefit from it.  If anything comes up in the meantime, do be sure to keep…in touch….It’s good to be working together with you Bill, I’ll be doing my utmost to make sure your sales…soar

31. Key ideas on closing are:  review the key ideas of your letter, make sure you’re in control of the follow up wherever possible, use an offer to stimulate positive and immediate response , use a P.S. and handwrite it to give it even greater power.

32. Get the price out of the way early – putting price at the end forces the reader to give price primary consideration, putting price early lets the reader consider all the benefits of dealing with you as the last thing he sees, It’s a ‘no-surprise’ way of doing it.  Many times, people give their products a great big build up early in the letter and then let the reader down at the end with the price.

33. Let’s look at that investment area first

34. From what we’ve  discussed your investment will be

35. Purpose – major objective of your proposal, Background – who else has been involved highlight the key points from those discussions, The Needs – critical area of a proposal – use it to tell them what they told you – it shows that you were listening and that you are on track with what they want to achieve – factual and emotional, The investment – give a breakdown for total figures, Fitting the needs – achieving the purpose – tell the reader what your product and service is important and how it meets the need and the how the reader will benefit from it, The implementation schedule – last section of your proposal – leave him with the actions he and you should not take so that all the benefits you have mentioned can start to flow – call them action plans
36. You can say thank you for: an order, a payment, a phone call, a good meeting, a letter, for being a customer, for fixing a problem that needed fixing, for being a friend.

5 Statistics / Quotes / Comments
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