Sales letters

Offers
Proposals




[TncbMO npeanoXxeHue

1 Lenb nucbma npeanoXxeHua sanHTepecoBaTth
BO3MOXHbIX KITMEHTOB B MNOKYIMKe Ballero toeapa.
BONbLWMHCTBO TaknUX NMMCEM pacLEeHMUBaKTCA KakK
cnam v ygansitTcd, NO3TOMY CTapauTech
Hanucatb NUCbMO TakK, YTOObI nony4yarerb
3axoTen ero goymTarb.




1 Obwmmm ToN NUCbMa OOMKEH COOTBETCTBOBATb
doopmaTy oenoBsoro nucbma.
1 ['lncbMo npegnoXxeHne OOMKHO YeTKOo

pacckasblBaTb O npeanaraeMom ToBape/ycnyre ¢
Liernblo NPOM3BECTU MONOXUTENbHOE BrievyaTneHue

Ha rnokynartens.

1 I'ncbMo —nNpeanoXeHme no BO3MOXHOCTU JOSTKHO
ObITb KpaTKUM, YTOObLI €ro AENCTBUTENBHO
aodmTana go KoHua.




Mention the advantage or
benefit early in the letter

1 He cTtecHanTecb XBanuTb CBOU TOBap!

1 Example vocabulary includes convenient,
user-friendly, high-quality, value for money,
economical, affordable and stylish.




Provide news of interest to the
reader

0 Jokaxute, Yto Bbl npegnaraete npoaykT
KOTOPbLIN OENCTBUTENBLHO HYXXEH MOoKynaTeno.

1 For example, say that your product or service
will save customers’ time or money - two
types of human needs or wants. For instance:
'Enjoy playing mobile games on the bus? Play
and learn at the same time with our English
language learning games! "'

\




Arouse interest/curiosity

0 [nsa Toro 4toObl Bbi3BaTh NOOOMNLITCTBO
nokynaTtens 4acTto UCNOmb3YyTCA PUTOPUYECKN
BOMPOCHI:

0 'Are you paying too much for your...?'




Elaborate what the product can
do

1 Ho He neperpyxanTte NMCbMO TEXHUYECKNMU
XapakTepuctukamu mogeneu, nydlle pacckasartb
KaK 9To npuobpeTeHne obnerdnTt nnu ynyymnT
XXU3Hb NoKynaTen4.

1 Obpawantecb K HEMY HaNpPAMYIO:

1 often use ‘you/your’ and ‘we’ words rather
than more distant words (e.g. ‘the user’, ‘the
ticket’).

S



Positive expressions

1 [locTapanTech BblaepXnBaTb NO3UTUBHbLIA TOH
nMcbma.

1 Instead of saying “Don’t waste your
nard-earned money”, you could say “Save your
nard-earned money’.

1 Instead of saying “We are offering a 15%
discount. Don’t be late because this
promotion period will end next month”, say
“This month you can enjoy a 15% discount”.




Rhetorical questions

1 Do you dream of owning your own home but are
worried about the monthly mortgage payments?

1 Are you tired of having to pay bills by post?

o A rhetorical question can sometimes be even more
motivating or persuasive.

1 Have you ever despaired of finding serviced
apartments which provide personalized but
affordable services? If so, we have the answer to your
quest for the perfect hotel-style apartment.

1 Are you paying too much for your office furniture?
Why overpay for essential fixtures and fittings in the
workp7lace when you wouldn’t knowingly overpay at




Interesting adjectives

1 Another way to motivate the reader to read
on is to use interesting adjectives. Here are
some examples:

0 A fantastic, ultra-modern meeting room with
state-of-the-art equipment.

1 A brand new concept in professional financial
advice for those who demand personalized
services and facilities of the highest standard.




Making follow-up action sound
easy / Use the imperative

B 3aknto4eHune YKaXUTeE YTO MOJTYHUTDb OAHHbIV TOBap O4EHb
Jerko.

1 Just call 98765432 and ask for Dorothy.
1 All you have to do is email me the form.
1 Simply visit our show room in Times Square.

1 Book a weekend package today and show your wife
how much you care!

1 Make sure you’re on the right track to fitness - drop
in and have a FREE ‘Fitness Consultation’ today.




1 Are you having trouble ...
1 This is why it is important to have ...
1 At X, we have the skills and experience to ...

1 May we stop by and offer you a FREE estimate
of how much it would cost to ...

0 If so, give us a call at X and set up and
appointment with one of your friendly
operators.

—
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Dear Mr. Sparks,

Do you face difficulties in getting your customers with good
stylish and quality shoes they are asking for? We at Quality
Foot Wear do the designing and the manufacture of leather
shoes of high quality. Ladies’ and children’s footwear are our
specialties. We have come to realize that ladies and children
with bigger and wider feet face difficulties in finding the
footwear for them. There is a wide range of footwear on offer
with us. You will be able to satisfy your customers as your
shop will have a wider range of footwear for them.

In case you want more details about our company and the

shoes we have on offer, please visit our website at
www.qualityfootwear.com.

Yours faithfu



Put the elements In correct
order'

Dear Mr. Wong

SatNavShopper

172, Choi Hung Road
Hung Hom

Hong Kong

Tel/Fax 2235 2459
www.satnavshopper.com

O O Oo o O &3

1 Drive customers to your location

Mr. J. Wong
Fortune Tours
317, Orchard Road
Singapore

O O O &4

1 22 December 2012




Choose the right variant for your
letter:

Do you want to attract passing customers into your shop?
Tired of seeing potential customers pass your shop without coming in?
Are customers passing your shop without entering?

We can get them into your shop affordably.
A new, fast, convenient and affordable service can bring them in.
Our service can bring them in.

How? Through the power of in-car advertising.
The power of in-car advertising can bring them in
Who knows how? Through the power of in-car advertising.

Our new Sat Nav Shopper service alerts drivers as they approach your shop.
As drivers approach your shop our Sat Nav Shopper service alerts them.

This is not annoying to drivers because it provides them with route confirmation
information.

But isn't this annoying? No: it's informative; e.g. "You are going the right way if
you see Fortune Tours on your left".

Route confirmation information conforms to journey completion guidelines.




1 It's .. (good, great, convenient, inconvenient, business-like)
affordable, and a great way to attract customers.

1 (What are you waiting for/SimEIy/ Go ahead/ Simple/Why not)
call Mary on 9876 5432 and she will set everything up for you, or
do it all online at www.satnavshopper.com

1 (Call, calling, you should call) today for a week's free service.
Don't miss out!

0 Yours sincerely,
1 Yours trully
0 Yours sincerely

David Choi

1 Sales Manager
1 Sales manager
1 The Sales Manager




[Tpumep nucbma-npeanoXeHus:

7 "Bbl XOTUTE caenatb CBOK KBapTMpy bonee
npuerekarernbHom n ygobHon? He 3abuBaTb cebe
rosIoBy NOKPAaCKOW CTEH?

1 Bnapgeneu kBapTuUpbl TPATUT Maccy BPEMEHU U

OeHer, 4yto Obl NnogaepXxuBaTb €€ B XOPOLUEM
COCTOAHMKU. Bbl OTNINYHO 3TO 3HaeTe n xoTenu ool
HanTU BO3MOXHOCTb COKOHOMUTb OEHLIN U
Bpems. [NpeacraBbre, YTO Balla KBapTupa
BbIrMAAUT Nydlle, a y Bac rnosiBUNocb donblue
cBobogHoro BpemeHun. Bel byoete genatb Bce,
YTO AYyLWE YroHO, a He KaK 0DbIYHO KpacuTb,
4yuc 3aHMMaTbCA PEMOHTOM.




1 Jlrogewn, KoTopble UMenn aeno ¢ Hamu, T.e. C
dbrpmMon... (Ha3BaHWe), NErko y3HaTb, NOTOMY YTO
OHW Yalle yneibatoTcs. Novyemy Obl U He
yrnblbaTbcsl, ecnu Tebe He HYXXHO BorblLUe HUYEro
KpacuTb N YNCTUTb? 3anofnHUTE KYNMOH C MapKon u
TOTYac e oTnpaBbTe ero. B oTBeT Mbl BbILLNEM
6polutopy ¢ noapobHon nHdopmaumnen. Koraa Bbl
yBUAUTE, KaK Halwla pmMpma MOXET yNyylUUTb
Bally KBapTuUpy, TO 3agaante cede BOMpocC:
"NMoyemy A He caenan 3TOro paHbLue?”.




Do you need forwarding
logistics services?

1 Our experts are ready to help you ... it!
Our transport company provides ..... transportation
....your goods ..... all regions of Europe.

During our work we have gained vast experience ..... this
sphere. The specialists ..... our company will offer you a large
variety ....vehicles ..... capacity ..... Tton .... ... 20 tons, which
will help you ....solving your transportation issues.

Save time and money, become our regular customer
and use the system ..... discounts!

0 We constantly improve the principles ....our work
and always ready ..... a reasonable compromise .... you to
mutually beneficial cooperation!

1 For exact price just call 555-59-87-30 and ask ...Scott Brown




1 Are you the only person (3anHTepecoBaHHbIN B
) the prosperity of your company?
Do you have to finish the work for your
(coTpygHukoB)? Are you exhausted?

0

0 If every time you have to get too bogged
down in the details, or do the work yourself it
IS necessary to change something. You need
to understand how to specify a (3gaHne) how
to (motuBmpoBatb) employees, how to teach
them to be more (adbdekTnBHO).

—



1 There are some simple and powerful
(ynpaBneH4eckmnx) tools we will discuss at the
master class "Stop working for your
(NogYNHEHHbIX)".

0 In the (nporpamma) of the master class:
- (nmpepbl) and their main problems

- the (dbyHkummn)of the owner

- key law to (yBenunumeatb)the
(OTBETCTBEHOCTb)

- motivation (cpeacTBa/MHCTPYMEHTbI)
- ideal (opraHunsaums)

v ails just call (+78963) 37-999-07



Thanks
for
your

attention!

—



