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	Subject Line: What is the Valuable Thing You Have For Me?


1. Stroke

Compliment the receiver. Make it genuine, if you can. Show that you know who they are and what they do. Show that you've done your homework.

2. Pitch

State your request. Quickly come to the point about why you are writing to them. What is the thing of value you have to offer the reader?

3. Credentials

You've got one paragraph to elaborate? This paragraph usually contains a brief bio, including work experience, professional designations, awards received, or anything else that makes a compelling case for your authority, quality, or value.

4. Action Alternatives

This is usually called the "call to action." Tell them exactly what you want them to do: reply by e-mail, phone you, go to a web site, etc. Be clear, not coy. It is best to offer a menu of action alternatives to avoid forcing a "yes" or "no" decision. Ask if they want to receive a file. Ask what format they prefer. Ask if they have any questions, etc.
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