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Most small businesses can write better sales letters!

As a freclance writer and market-
Ing consultant, I am frequently
asked to prepare company propos-
als, brochures and other written ma-
terlals for organizations of all sizes.
Regardless of (he project, one ques-
tion never fails to come up: “How
can we wrile better sales letters?”

Unlike letters addressed to indi-
viduals, sales letters are deslgned to
reach large numbers'of current and
polenllal customers’ at Lhe same

time, They must capture readers’ at-
tention and interest-while further
convincing them to do whatever It is

you have asked. As a result, writing

better sales letters requires much
more than a unlque writing style to
be cffective. The following guide-
lines wilt help those who want assist-
ance In this area, Mary

Before you start, put yourself In
the right frame of mind. Anyone who
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receives promotlenal material ex-
pects to be sotd on something and
will throw your letter out i they
have to waste time trying to discov-
cr what it is that you want. The pur-
pose of any sales Jetter is Lo sell the

audlence — and to sell them right

away,
Next, the opening of the ietter can

make or break its overall effect, It s

at this point where reciplents decide

to keep cn rcudlng or file your letter
into the waﬂwbasknl. Any epenlnx

dicnce to read one.

Littte-known facts, “startling”
statistics and quotable quotes that
pertain directly to the point of your
letter would be appropriate to use in
this section. And whatever you do,
don't atart off your Ietter with salu-
tations such as “Dear Loyal Custom-
er,”” “Dear Nelghbor,” or another
meaningless greeting. It's already
obvioua to the reader that a sales let-
ter Is not a personal letter,

mentloning everything else that you
offer. Your company brochure is”
meant to be used for this purpose,*
not your sales letters,

Also plan your letter so it will be
written from the readers’ point of*
view. Why should rextiers call you
for an appalntment, visit your shop™
or buy your product/service? What
makes you any dlfferent {and better) -
than the competitlon? How reput-"
able are you? The answer Lo these™

remarks, h or
paragraphs must get attention nnd
arouse interest if you want your au-

datebook

® LEGAL ASSISTANTS
Friday, Oct. 26 —~ “Bankruptey
Law and the Legal Asslstant™ 9 n fn

® GRE WORKSHOP

Saturdays, Oct. 27 through Dee. 1
— Graduate Record Examination
p 2 a.m. 10 12:30

® BUSINESS ADVICE ‘
Tuesday,

to 4:30 p.m. near
$95, Info: 370-3120. Sponsor: Oakland
Universlty.

® TIME MANAGEMENT
Friday, Oct. 26 — “Time and Re-
source Management' 8:45 a.m. to
4:30 pm. in Troy. Fee: $160. Info:
688-8282. Sponsor: Walsh College.

® BUSINESS WRITING

Friday, Oct. 26 — "Organlzing
and Composing Letters, Memos and
Reports” 2 a.m. to 4 p.m. near Ro-
chester. Fec: $95. Info: $70-3033,
Sponsor: Oakland University,

@ ALTERNATIVE MINIMUM
TAX

Friday, Oct, 26 — “Corparate Al-
ternative Minimum Tax" 8:30 a.m.
to noon in Troy. Fee: $70. Info: 689-
18252 Ext. 260. Sponsor: Walsh Col-
cge.

® ACCOUNTANT HEVIEW

a.m. to 4:30 pm. in Troy. Fee: $105.

Associatlon of CPAs,
® MANAGING CHANGE
Tuesda;

pm nearf(uchuler. Fee: $135. Info:
si‘lt -3120. Sponsor: Oakland Univer-
sity.

® SELLING

y, Oct. 30 — Business advi-
sory services conference for CPAs §

Info: 855-2288. Sponsor: Michigan

y, Oct. 30 — “Change Man-

Procedures, SAS No. 56" 8-10 a.m. In
‘Troy for CPAs. Fee: $35. Info: 689
8282 Ext. 260, Sponsor: Walsh Col-
lege.

® JOBFAIR

reader unti!
the letter ends is a_trickler proposi-
tion, yet It Is possible when you
make your point immediately, ex-
pand upon it and wrap it up. Don't
waste words or include additional In-
formation thot causcs you to stray
from your original point. If you want
your material to promote a particu-
lar preduct or service of your busi-
ness, don't confuse your readers by

the benefits of

dolng busincss with you ensures that ~
your sales letters will be written’
Irom the proper perspective. 3

Mary DiPaolo is the owner of *
MarkeTrends, a Northville busi- -
ness consulting firm. She is also
producer and host of the cable’
television series, “Chamber Per- *
spectives.” -

marketplace

Wednudny. Oct. 31 ~ Job fair 9
am. to 4 pm. [n Info:
226-9888, Spomor Unlted Way for

Monday, Oct. 29 — “The New Psy-
chology of Selllng” begins at 2 p.m.
In Southfleld. Fee: s!ﬂ Info: 362-

agement” 7-10 p.m. In

MasterStream Technology.

224, § ¥

8. Sponsor: Yes . . . A Posltive o MpROVING PART-TIMERS
Tuesdays, Oct. 30 and Nov. 6 —

® SUCCESS “Part-Time Professionals™  7-8:30

Monday, Oct, 29 — “The Pnychul- pm. in Troy. Fee: $125. Info: 879-

ogy of Success™ begins at 7 pm. In 7588, -

Southficld. Fee: $36. Info: 362-2424.

Sponsor: Yes . .. A Positive Net- @ ANALYTICAL

work. PROCEDURES

® ACCOUNTANTS Wednesday, Oct. 31 — “Analytical
ASSOCIATION

Fee: $35. Info: 433-2093. Sponsor:

Monday, Oct. 29 — National Asso-
clatlon of Accountants meets In
Bloomfield Hills. Info: Douglas Jos-
1In, 244-9030.

Information for this column
should be sent to the business edi-
tor, Observer & Eccentric News-
papers, 36251 Schoolcraft, Livo-
nia 48150,

Information must be received
by Monday to be published in the
Thursday issue, Publication can-
not be guaranteed.

Information should contain a
daytime telephone number where
information can be verified.

Jim Malr Oldsmoblle/GMC Truck
will give away a 1990 Oldsmoblle
Calals to benefit Tays for Tots. Tick-
ets are $50. Sales close Nov. 2 or
when 100 tickets are sold. The deal-
ership s at 42955 Can Dyke.

Ross Roy Prodactions was pre- -
sented a Buslness TV (BTV) Award ..
for producing a live satelllte feed -
that Introduced Chrysler Corp.'s
Guaranteed Rebates program to its ®
dealers. N
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Lower your Taxes

By donating your used car, bost, real
ostate...and recetve falr market value as s
__tax deduction when you ftomize.
CALL 373-8000
VOLUNTEERS OF AMERICA -

TAX SAVINGS WHILE WELPING OTHERS

hcEx e
o Eotmon

Saturday, Oct. 27 — -Certificd ® BUSINESS PLAN Qur Ideas Can
Mapagement Accountant examina- PREPARATION -eam
tlon review Part 1 (economics, Mondays, Oct. 29 through Nav. 12 ~ BUILDING Make Your Dr Home
finance and management) Qam ~ “Business Management II: Busi- ° COMPANY AR .
to 3:3¢ p.m. ncar Roch ness Plan Preparation” 6-9:30 p.m. :
$95. Tl S70-3120, SponsarQukiand 1n Toon Fees 3195 Tate a9-bi0s . Tour luxurious new homes at the
University. BT Ext. 260. Sponsar: Walsh College. ADDITIONS + KITCHENS + BATHS 8th Annual Homearama—Fall,
. 6120 Dunmore+ West Bloomtield « 8553860 ClosesSun. October28. -
" Furnlture Sale on Sunday
- TIME: Monday-Friday 3pm-10pm
FURNITURE | INFLATION FIGHTER! Saturdayand Sundaynoon-10pm
PRICE: $500. Discount coupons,good Monday

through Friday, are available at Detroit Edison
and Standard Federal Bank. Discount ickels
are available for puzchase al AAA Michigan.
Metro Detroit and Flintiocations.

PLACE: Pin¢ Creek Ridge in Brighton. Located
on Brighton Road, threc-quarters of a mile west

VALUE!

11%
FIXED RATE*
EQUITY LOANS

Sell-It

onTo Shop Al |

ESM@E Southficld ofGrand River.
- 3%5[;2400 Formore information call 737-4478
g waon o
%AMES 4352840 spomsoredty 5 B WM
Sqyings Watcrford
: 6744901

We acquire top brand, high quolity, previousty owned
furniture and decor occessories. Much of the
stock is practically newl But the
SAVINGS CANBEUPTO

70% LESS THAN RETAIL!!

Visit our showroom and toke advantage of the
Values and Savings on . . . Sofas, Bedroom Sets,
Dining Room Sets, Tables, Chelrs, Lighting
Ast and Much Morel Why Pay More?

*Flaed for Year . Priene + 2% a1 13(h moath.

L HOMEARAMA

ESTATE PLANNING

FOR YOU AND YOUR FAMILY
A FREE AFTERNOON OR EVENING SEMINAR

SPONSORED BY -

Re-Sell-It ESTATE SALES 34749 Grand River, Formington. Call 478-SELL

The University of Michigan-Dearborn

CAMPUS

IN COOPERI{TION WITH
THE
(COmeEricA  Gbserver & Eecentric

AG8G A,

Kyér 2

OPEN H () l l S E TOPICS: « Planning and managing your estate roneass mowes
. « Distribution of your estate
. e « Lookl h
For College Bound Students & Their Families S polng aheas 21 tuneral arrangements
Sunday, October 28, 1990 12:00-4:00 p.m. ; Charitable glving and estate planning
« How changing tax laws impact your financial ptanning
SPEAKERS:

MEET:

. P. MARK ACCETTURA is a pastner in the law firm, Daguanno, Nemes & Accettura and professor at
Faculty, Staff, Students and Alumni

the Univorsity of Datroit School of Law.
JOHN L. KRIEMAN is Vice Prasident & Trust Ofticer of Comerica Bank. Mr. Krieman has over 21
yoars of banking oxperlance in trust and astate administration. . g
JOHN G. FIKE Is Directar of Ptannad Glving for the Salvation Army, Eastern Michigan Divislon. Mr.
Fiko hns sorved a vatioty of not-far-profit groups In the midwest.
THOMAS F. ROST I3 Presidont of R. G. & G. A. Harris Funoral Homos, Inc. Ho Is pmsidonl of
Preferred Funeral Directors and atso of tho Dotrait E
GERALD HOFFMAN Is President of Hotiman Accounting & Tax Sorvice, Ho has over 20 years of
oxpmlonco In taxallon land ostate planning.

UNS Is a Llfo Undarwriter Training Council Fellow (LUTCF) for Century Companios of
Amarica nmi a momber of the National Assoclatlon of Life and Health Underwriterss.
WILLIAM MONTGOMERY is an attornoy and candidate for District Judge In Garden City. He is
Presidont Elect of the Gardon City Kiwanis and former chairman of the Gardon City Planning
Commisslon.

LEARN:
About college facilities and pragrams

GET THE LATEST INFORMATION: : .
On areas of study, career opportunities, admissions procedures, -
campus life and student organizations, financial aid, and co-op/
internship programs

i
BE THERE: ’ i
Register at the S :
Visitor Center in the
University Mall Building.
UM-Dearborn is located on -
Evergreen Road between
Michigan Avenue and
Ford Rp#d (across from
the Fainan‘e Town Center)

TUESDAY, OCTOBER 30
3:00-5:30 P.M. OR 7:00-9:30 P.M.

Farmington Hills Public Library .
32737 West 12 Mile Road

LIMITED SEATING FOR EACH FREE SESSION
RESERVE YOUR SEATS BY CALLING

For mora lrﬁprrnal!on call the
UUM-D Admissions Oflice al 593-5100

422-6720 or 425-9200




