Personalize Your Client Letters List

Make clients feel appreciated, valued, and at ease by personalizing clients’ letters. Whether the letter is to a loyal, long-term client or a potential client, incorporating these strategies will help you convey your message, in just the right way to reach and connect with them.

Use this list of 30 personalizations to help you create great client letters as well as your own list of strategies that best fit your audience.
1. Mention their website name. 
2. Refer to what they do (niche or skills.)
3. Compliment them on something they have done recently.
4. Reference their recent recognition or award.
5. Reveal how, where, or from whom you learned about their business or organization.
6. Mention something fun you learned from their social media profiles on LinkedIn, Twitter, Google and public Facebook profiles. 
7. Use first and last name in the greeting and their first name more than once in the letter.
8. Briefly mention their interests such as sports, movies.
9. Mention events they attended or where you heard them speak.
10. Connect your “circle” of friends as well as where you may run into each other online.
11. Say something specific and meaningful about their company.
12. Mention a familiar product or service they offer. Share something that caught your interest about it and ask a thought provoking question. 

13. Bring up a recent blog post they wrote and why you liked it.
14. Link your association with a shared or mutually known organization.
15. Mention a mutual connection with an employee, colleague, or vendor.
16. If you know that you both have a connection to their Alma Mater, mention your connection. 
17. If they have talked about a problem or challenge they faced, acknowledge the problem and the solution. Share your experience without appearing to be a spammer.
18. Build rapport by highlighting something unusual that you have in common.

19. Mention hobbies that you share and why it’s relative.
20. Praise them on a recent promotion. You can find these in their LinkedIn profile.
21. Congratulate them on a recent product launch or other announced achievement.

22. Mention a city they used to live in that you might have in common
23. Ask your potential client what they think about a specific problem or difficulty related to their niche or target market. 
24. If you saw a quote the person made and you felt inspired, requote it and let them know why you liked it, how it affected you, or what it prompted you to do. Share one of your own quotes to encourage interaction.
25. Reply to something the potential client wrote or shared online.
26. Send them content that can help them with their challenge in some way. It can be your company’s or other companies’ content.
27. Ask for advice or feedback on a piece you are writing for your website. You may even ask if you can quote them publically.
28. If the potential client is looking for a solution you can provide, contact them. If you don’t provide a solution, you can suggest or refer one of your trusted resources.
29. If you discover you will both be attending the same event, contact them to introduce yourself and suggest that you make plans to meet while at the event.

30. When you see a potential client, who is searching for assistance or information, but you can’t personally provide it, pipe up and refer people you know will, without a doubt, do a good job. Include a P.S. to offer your own skills and resources whenever they are needed.
In order to make letters more personal, you must choose “information” that is accurate and applies to them. For example, don’t mention their Alma Mater if you don’t have a personal connection to the school you can share. The same holds true if you aren’t sure the person went to a particular school. You’ll look foolish, insincere, and untrustworthy.
Before you do cold call emails or letters, you need to know who you’re writing to. You also need to know enough about them to identify what you have in common, as it relates to them needing your help to solve a problem or fill a position.
