A sample

Mable Chan Business English Company Limited

30 Nathan Road

Tsum Sha Tsoi, Hong Kong

Tel: 2123 4567
Fax: 2765 4321

30 May 20—

Dear Customer

Enjoy our COST-SAVING “Flexi-Study Plan”

How often has your English writing let your boss down? Have you lost the chance of being promoted? Cannot communicate with foreign clients? Want to impress your boss with your effective English competence? (Move 1: Establish credentials by

catering for the needs of the customers (i.e., the need to improve English for workplace needs))

By choosing our innovative “Flexi-Study Plan”, you can take whichever English courses you like in a year at an incredibly LOW price (a maximum quota of 12 courses). You will be able to choose your own combination of courses, teachers, and course fee. All English courses, ACCREDITED BY THE HONG KONG GOVERNMENT and THE BRITISH NATIONAL COUNCIL, are famous for them
world-class
quality
and
effectiveness:
they
are
tailor-made
for
your
needs

            presented
by
well-qualified
university
professors and
are
flexible.
(Move
2:

Introduce the product (i.e., Flexi-study plan) and explain why it is appealing)

What is more, the unused quota can also be carried forward to the next year. To see more about the “Flexi-Study Plan”, course fee and details of the English courses, please refer to the attached leaflet. (Move 4: Enclose a leaflet for further information)

How can you resist this only chance of polishing your English to improve your chances of promotion and recognition? Fill in the attached registration form on or before 30 June 20— for registration. SEND NO MONEY NOW. Experience our most flexible and value-added English courses tailor-made for YOU and your FUTURE!! (Move 3 and 6: Offer incentives by emphasizing that no money should be sent, and use pressure tactics by specifying a deadline)

Call our 24-hr customer hotline at 2123 4567 for further queries and questions. Thank you. (Move 5: Solicit response and close politely)

Yours sincerely

[signature]

Mable Chan (Dr)

Director

