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Writing effective Sales Emails

Business owners typically tend to be busy individuals and do not necessarily have the
time to go through all their emails, therefore, they choose wisely which ones seem more
important and urgent for them. It is then imperative that you craft emails that will make
the recipient open AND respond to your email. 

We have prepared 3 email templates for you to use when communicating with prospects
or customers.

1.
2.
3.

1.Let's start with an INTRODUCTION EMAIL
There are 5 steps to crafting an impactful introductory email:

Include an interesting subject line
Keep your sales email subject line short and enticing. Remember, the goal is to pique the
interest of your reader.

Write a strong opening line
Try to stay away from the generic “Hi, my name is…”. 
Instead think of an introduction that if you were to receive it, would make you read
further. Make the introduction about the prospect, and not about yourself. 

Ex: “I noticed you…”

Include a helpful and insightful body copy

The body copy of your email should be about bringing value at the forefront and
bridging the gap between the prospect and your company. 

Add a Call-to-Action in the closing

Every good email must end with a Call to Action, meaning, leaving the reader with a
step to take. 

Ex: “Would you have time on your calendar to discuss?”
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Make sure you sign off with a professional signature

A professional email signature is important nowadays. Ensure you have an email signature with
your full name, role, and contact information. Adding a logo to your email signature is a great
add-on, as well as a link to your preferred online platforms where they can connect with you.

 Here is a sample of an introductory email.   

Hi [Name]

I’m a big fan of your company. You seem to be doing well at [add a few compliments about the
positives].

But I noticed one problem [write about the problem].
And I offer the perfect solution. My company [add name] helps businesses [your product and
solutions].

After we work with you, you will [describe the transformation].
Here’s a recent case study [link case study] of how we helped one of our clients [write about the
result].

If our services interest you, could you please respond to this email and let us know? We can set
up a quick call to discuss more details.

Thank you,
[Your signature]

Once you have sent your initial introductory email, comes a time in the sales process, where you
need to follow up with your prospect to assess their willingness and readiness to buy. Now, let's
see how to craft a Follow-up Email. 
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44% of salespeople give up after one "no".
22% give up after two "nos".
14% give up after three "nos".
12% give up after four "nos".

Acknowledge their busy schedule
Do not flag your email as high priority - This is not life or death matter
Make it easy and simple for them to take action

2.Crafting an efficient FOLLOW-UP EMAIL

In order to close a sale, you will usually have to follow up multiple times with the
prospect. Unfortunately, many sales representatives fail to simply follow up or to send
effective follow-up emails. 

Some research shows that 80% of sales deals will require 5 follow-ups. Additionally,
almost half of sales representatives will give up after one follow-up. Very few will get
through 5 follow-ups with a prospect. 

There are some fascinating statistics on this:
 

 
Meaning, less than 12% of sales representatives will get 80% of all sales deals. Now, as
much as one may dislike doing follow-ups, it is crucial to success as a salesperson or as an
entrepreneur. 
 
You must master the balance between an attention-grabbing email, and spamming your
prospect. 
 
We suggest 3 tips to crafting a follow-up email for your prospect:

 
You must also have the right timing for a follow-up email. You might not necessarily
know which day or time of day is best for your prospect to look at emails, although
usually you might want to aim for start of day (8am) or around end of day (4pm). 
 
Typically, you can send a follow-up email 3-4 days after a conversation with the
prospect without pressuring them. 
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Now, we have crafted a few follow-up email templates that you can use. Although, you
might want to modify it based on what you are following upon (ie: a first meeting, a
sales demo, a voicemail, etc.)

Follow-up email after a first meeting

Subject: Are you ready to discuss our next steps?
 
Hi [NAME],
 
I’d like to thank you for your time. It was lovely meeting you [Date of meeting] and getting to
know more about your business. 
 
I wanted to find out how you’d like to proceed from here.
Are you ready to [SPECIFIC NEXT STEP]?
 
Looking forward to hearing from you.
Best Regards
[EMAIL SIGNATURE]

Second follow-up email

Dear [Name], 

You are probably very busy, I totally understand that!

I’m writing to follow up on my latest email. I still haven’t heard back from you and was
wondering if you have had the time to consider my proposal.

It would be great to hear back from you. So, please let me know when you find some time.

Regards, 
[EMAIL SIGNATURE]
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They are still eligible prospects for your next product or service
They can refer you qualified customers

Follow-up email after Radio Silence

Subject 1: A few things you should know about [COMPANY NAME]
 
Subject 2: This might be of interest to you, [FIRST NAME]
 
Hi again [NAME],
 
I emailed you a while ago about [COMPANY OR PRODUCT] and how I think we could
be a great fit for [PROSPECT’S COMPANY].
 
Did you know that our client’s report [ACHIEVEMENT] when they use our [PRODUCT
OR SERVICE]? We also provide [BENEFIT A] and [BENEFIT B] to companies just like
yours.
 
Would you like to hear more about this solution? I’d be happy to explain in more detail!
 
[EMAIL SIGNATURE]

Once you close a sale, you want to keep nurturing your customers, and this can be done
through an After-Sale Email. We break down how to structure one below. 

3. Crafting an adequate AFTER-SALE EMAIL

In this case, you obviously need to have successfully closed the deal before sending this
email. This email is used to create a long-lasting positive relationship with your
customers. 

You want to take care of them after a sale for 2 main reasons:

In an After-sale email, you want to focus first on your customer, and then, politely ask
for a referral of other potential clients that could benefit from the same value you brought
this client. 
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We have crafted an example for you below:
 
Hello [Customer Name],
 
I’m so glad to hear you’re happy with the results of [Working with Your Company Name] OR
[ Product Sold] so far. I knew we could help, and I am very pleased you’re seeing results so
quickly.
 
Since things are going so well, I found myself wondering if you have any colleagues at similar
companies who would benefit from our [product/service]. I would love to help them achieve
similar [Growth or Results].
 
Kindly,
[Your Name]
 
Once you receive referrals from this customer, you want to refer back to the
Introduction email that we covered in the beginning. 
When emailing a cold lead from a referral, it is easier to craft a personalized email for the
prospect. You can use the client’s who referred them in your subject line, and use it to
build a strong opening line. 
 
The prospect will also feel more at ease engaging with you knowing someone they
know worked with you, and referred you to them. This usually helps to significantly
remove skepticism, and builds trust quicker. 

If you wish to receive these email templates, click here.

Use this to your advantage, and go craft emails like a Champ!
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