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Every day people are bombarded with hundreds of messages via e-mail, voice mail, direct mail,
billboards, radio, TV, etc. The result: information overload. So, how can salespeople break
through this marketing clutter and write enticing sales letters and e-mail messages that
prospects will open and act upon?
Writing Compelling Letters
"The most common mistake in crafting a letter is to focus on how great your firm or offering is.
These mailings are immediately tossed into the wastebasket," says Jill Konrath, president,
Selling to Big Companies in Minneapolis-St. Paul. "Total personalization is essential for
penetrating big accounts. Write your letter specifically for the decision-maker you want to meet,"
advises Konrath.
"Catch a decision-maker's attention right away with a comment demonstrating up-to-date
knowledge of the company or by referencing a strong referral," she says. "To create a customerenticing letter, make sure the business value of working with your firm is highlighted with bullet
points and bold type. Be very explicit in terms of outcomes," advises Konrath.
According to Konrath, when writing sales letters, you should avoid:
• Talking about your product or service – they're essentially irrelevant.
• Bragging about your company.
• Using pleasantries or small talk.
• Using subservient language; it makes you sound like a lightweight.
Writing Effective E-mails
"E-mail communication is rapidly emerging as another vehicle for capturing the attention of
corporate decision-makers," says Konrath.
"Too much e-mail" is one of the most frequent complaints in organizations today, according to
an article in a 2006 issue of the International Association of Business Communicators (IABC)
Communication World magazine. So, how can salespeople write effective e-mails that entice
prospects to open them up?
Subject Line Crucial
"The subject line is crucial in determining if your e-mail is opened. Spend time crafting a solid,
yet enticing subject line that begs to be read," says Konrath. "Also, you need to get right to the
point because in just 20 seconds your prospects decide if it's worthwhile reading, if they should
respond, or if they should forward it to someone else. Konrath also recommends referencing a
triggering event - or something very specific - regarding the prospect's business. "This reference
is essential so the decision-maker knows it is not spam."
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Communicating With International Audiences
It is also important to ensure message clarity, sensitivity and format when communicating with
international audiences. IABC recommends choosing words carefully when communicating with
international audiences and:
• Replacing business or technical jargon and idioms with more familiar, everyday words. For
example, instead of using "win-win," use "mutually agreeable."
• Avoiding ambiguity by eliminating words with multiple meanings.
"Just because it's easy to write an e-mail, it doesn't mean you should send it off without a lot of
forethought. Craft your e-mails as carefully as your letters," Konrath advises.
Barbara K. Mednick is a Twin Cities marketing PR/communications consultant and freelance
writer.
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