


DATE
customer address goes here

Dear Personalized:

(You can use a general greeting — but
everyone loves to hear their own name!)

Use this opening paragraph to expand on the message that you begin in the 
Johnson Box. As much as possible, personalize the information to the client and 
address the need or want that you can fulfill.

Use bold type to call the eye to the offer. Or you can try:

•
Bullets, which allow you to list a lot of detail in an easy-to-read format. 

Snappy subheads break up the information and summarize the paragraph.

You’ve still got their interest, so tell them HOW you are going to fulfill the need or 
want you specified in your opening. Give them information, but make it palatable.

•
Tell them WHAT you can do for them.

•
Tell them WHEN you are going to do it.

•
Tell them WHY you're doing it — this is your chance to put across your 
corporate message.

You’ve gotten the reader this far — now tell them what you want from them.

Customer relationships are a two-way street, so here’s where you should get into 
their part of the bargain. But you’ll never talk them into anything — you have to 
excite them into it.

•
WHAT do they need to do?

•
WHY should they act now?

As you sum up, remember to keep your letter short and punchy — one page is ideal, definitely no more than two, max.
And don’t go crazy with typefaces — keep it simple and readable. If you must go to a 
second page, try to continue within the same sentence to 

keep them reading. 

(works pretty well, doesn’t it!)

And before you sign off, here’s your chance to put in one last call to action — 
before it’s too late!
Put your contact information here — a 1-800 phone number is especially effective. 
Invite them to fill out an enclosed reply card or fax form, too.


Sincerely,


(Signing your name personally is just

as important as using your name)


(Scan your signature and embed it above)


(Click here and type your name)


(Click here and type job title)

P.S. While you’re at it, this is a wonderful opportunity to re-sum-up your message, 
highlight the offer again, add to the offer or invite them again to reply.





