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Sender’s name
Sender’s address

City, State (KY) Zip

Date the letter is sent

(Three blank lines here)
Recipient’s name

Recipient’s address

City, State, Zip

(Two blank lines here)

Dear Mr./ Ms. Whomever:

The first paragraph of a persuasive letter should include a brief, friendly opening and then quickly transition into the purpose of your letter.  Do not go in to details until the next paragraph.

Beginning with the second paragraph, state the supporting details to justify your purpose. Your task here is to convince your readers that what you are proposing is worthwhile and justified or that there are good reasons to choose your product or service.

If you are composing a sales letter (trying to get someone to buy your suggested product), describe those features of your product or service relevant to your readers’ interests and needs.  Use reader benefits when describing the features.  You might also consider presenting proof of the reader benefits: evidence, facts, testimonials, performance statistics, guarantees—carefully chosen details that will appeal to your readers and support the core appeal you have chosen. A few short paragraphs within the body of the letter should be enough to support your reasoning.

Finally, in the closing paragraph, briefly restate your purpose and explain why it is important to the reader.  Your clear statement of action desired should be the logical conclusion of your preceding appeal and supporting detail.  Include a date for action if appropriate and provide aids to easy action (phone number, Web site address, order form, or stamped envelope).  In addition, provide a final reader benefit to encourage action.  For a persuasive sales letter, be sure to describe any special incentive (Example: free gift with purchase, free trial offer, special price for a limited time) that might seal the readers’ decision to act (buy your product). 

Close by thanking the reader for his or her time. 

Sincerely,

(three blank lines for your handwritten signature)
Your name, typed







