Direct Mail

Direct Mail is a very cost effective way or reaching your customer base. Direct mail requires time but not a lot of money. Direct mail works best when a follow-up call is made to the recipient. This call should be made four to five days after the letter has been posted. The content of your letter will be fresh in your recipients mind.

It is important to send your letter to the ‘decision maker’. Do not send your letter to the ‘Manager’ or the ‘Managing Director’ and start your letter with ‘Dear Sir/Madam’. A letter addressed to no-one in particular may be identified as, junk mail.  If you are unsure of who to send it to, ring the business in question and ask who should your letter be addressed to and ask for their professional title? (Example, Ms. Sarah Harte, Purchasing Manager.) This is also a great way of keeping your database up-to-date.

If you have good handwriting, handwrite the address, if possible. Never send your letter in a brown envelope, a white envelope is preferred.

It is also important that letters are sent out in manageable numbers. Sending ten letters at a time with a follow-up call is better than sending 200 letters and hoping for a response.

Checklist for writing a direct mail piece;

· Use ‘you’ much more than ‘we’.

· Ensure the message matches the needs of the target audience

· Get to the point 

· Be clear and concise

· Sell benefits not features

· Keep it personal and conversational

· Keep the language simple

· Keep it to one page

· Create a deadline

· Call to action

The Letter
The first paragraph of your letter should be kept to one sentence.  This sentence should be enticing to the reader.  It also should embody the primary message of the letter.

It is best to keep the following paragraphs short, selling the benefits rather than the content.  Selling the benefits of a software package is better than selling the software. Try stand out from the rest. Your target audience may receive several letters a month. Use colour where possible. 

The language should be conversational and friendly. Your language speaks volumes of who you are as a business. You want to be approachable. You want people, to want to do business with, you.
Create a deadline in your letter. Offer your potential customer a discount if they order before a certain date, or if they order online. Creating a deadline may encourage enquiries by telephone or email.

Call to action means ‘if you don’t call, I’ll call you’.  If you send out ten letters, the period allowed to deal with each recipient is a maximum of 10 days - any longer and your letter will be forgotten. Anyone who hasn’t shown an interest or responded to your calls and letters should be removed from your database.

Timings for direct mail;

· Day one send out ten letters
· Day four contact all recipients 
· Day seven re-contact those who could not be contacted
· Day ten have all enquiries dealt with, remove any businesses from your database who are not interested (cost effective)
· Day eleven send out next ten letters
When these businesses are contacted, the following questions should be asked;

1. Did you receive my mail?

2. If you can’t speak now, when is the best time to contact you again?
3. Does my service or product appeal to you and your business?

4. Is it something you might be interested in, in the future?

5. Do you already have a similar product/service in-house?

6. Would you prefer if I called in to meet you personally?

All responses should be flagged on a database and categorised as;

· Interested

· Not interested

· Might be interested (next month, next year etc)

· Meeting required

· Demonstration required

· Brochures to be sent

· All names, dates and times should be recorded. The person who received the letter may not be the person you are meeting.
Categorising the responses to your direct mail, keeps you on top of your business. It also ensures that you are not bombarding your potential customers with constant mailings, throughout the year. This can be seen as menacing. 

Sample Direct Mail Letter

Mr. John Sample











12 Sample Lane

Sample Street

Co. Sample
Dear John

  

Wouldn't you like your customer database to multi-task?  Wouldn't you like your direct mailers and correspondence to bring results?  
You can do all this with one simple phone call.

 

Let us prove to you that our software is a breakthrough in business software.

.

Use Computer Support all new Business Software called BIZ-SIGNS and turn your existing database into exciting new resource of information.

· Graphs      
· Diagrams      
· Reports  

· Letters 

· Proposals
· And Much, Much More…
Our software is compatible with all PC and MAC machines. 

 

Don't Delay--Call Today!  Our new software can transform your computer from a tired workhorse into a sleek, modern graphics and design centre at the touch of a button.  All using your existing database!

 

Call today at (05786 88888) you’ll receive BIZ-SIGNS tomorrow! 
Or visit us online at www.biz-signs.ie to download a 30-day FREE trial.
 Sincerely,

 
__________

Peter Smith

Managing Director
P.S - Order before the 30th of November 2008 and you’ll receive a 15% Discount.
