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20 Top Letter Writing Tips

1. When you write, make sure you’re in a good mood.

2. Step into your reader’s shoes - what are they feeling?  What concerns do they have?

3. Write in a friendly way - write it as you’d say it!

4. Use ‘you’ not ‘I’ - focus on them as much as possible.

5. Every word must count - if it doesn’t add to the message, cut it out.

6. Prove your claims - use testimonials, editorial etc. to support your claims.

7. Use short sentences and paragraphs - remember the KISS principle.

8. Always write in the first person - it’s more direct and to the point.

9. Simple, spicy words sell.

10. Specific numbers add credibility.

11. Use positive words - negative words are no no’s.

12. Talk in benefits not features - what’s the benefit to the client, not the feature you offer.

13. Start with ‘Hello’ or ‘Good Morning’ not ‘Dear Sir’.

14. End letters with ‘Kind regards’ or ‘Warm regards’ not ‘Yours faithfully’ or Yours sincerely’.

15. Tailor your words to suit your market - say it in their language.

16. Use sensory words such as ‘feel’, ‘see’, and ‘sounds’.

17. Be truthful - say it as it is.

18. Break copy into sub headings.

19. Tell your reader precisely what to do - if you want a response tell them so!

20. Check for accuracy and have a second person proof it.
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