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Did your high—school history teacher ever explain to you the
importance of taking and keeping class notes? If you followed
this advice, you were likely glad you did when mid-terms came
along. If you didn't take notes, you probably suffered the
consequences.

Well, the same rule applies in the business world. If you take
and keep notes on customer inquiries and orders, they'll be
available for you to use when you need them. If you don't,

you'll probably have a lot more trouble drumming up entirely new
business.

Think for a minute about how you communicate with your customers.
If it's primarily by phone, have a big notepad nearby to take

down names, dates, phone numbers, email addresses, questions, and
other pertinent information and facts. If your prospects don't

volunteer such information, ask for it. Most of them won't mind

and will even appreciate your attention to details.

If you communicate with customers and prospects mainly through
email (or even snail mail), you have the advantage of having most
of the information you need already documented for you. Try
creating a folder in your email program for possible or

prospective clients, and save the emails you get from them, even
if they never place an order. Periodically when things get slow,

go back to that file and touch base with those people who seemed
interested but never ordered, or who did order and might consider
doing it again.
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Whether speaking on the phone or sending them an email, ask these
"cold" or "past" customers how things are going for them. Refer

to your notes to know what questions to ask and what advice to
offer. Remind them that, at one time, they were interested in

your products or services, and tell them about any special
promotions you're having. Don't be pushy, simply offer to help

them if they're still interested, and let them know they can

contact you any time for help.

When placing a call or sending an email to one of these
prospects, be sure to start by reminding them of who you are and
why they contacted YOU before. Tell them you were going through

some old notes or emails, and wanted to follow up to make sure
you'd answered all their questions and given them what they
needed. They'll appreciate your effort and concern, and THAT
makes them more likely to buy.

Meredith Pond and her team of top writers help you increaseprofits without working harder. See
Meredith's editing services,advertising packages, and free business ideas athttp://CheapWriting.com
Reach her at meredith@drnunley.com or801-328-9006.
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If you are doing business online then
you must have an email contact list.

It is absolutely essential that you be
able to email your list of subscribers,
customers, hot prospects or general
permission based list of non—customers
with information about whatever product
or service that it is that you are

involved with.

Email, after all, is the foundation
for communication on the Internet.

Whether you have your own established
list of email addresses to contact or
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if you use one of the 1000's of online

safe email lists to get your message out,
you can boost your sales response by using
a simple yet valuable email tool; an email
announcement.

An email announcement is essentially
an 'Alert’ or bonus email.

You can provide your established customers
an email alert about timely information on
product releases or new services being
offered, even before your non—customers
find out about it from you or someone else.

This gives your established
customers preference.

But you can use the same technique with
total strangers, like those from a safe

list that you recently joined, by wording
your email to show that it is a "Special
Announcement”.

All of us allow our attention

to be captured when we see an
email alert of this nature.

Whether or not our attention is
retained by that email has less to
do with the actual wording of the
alert than with the subject matter
and whether it holds any interest
for us personally.

But the important thing to remember,
is that the 'Alert' itself can capture

the attention of your potential audience
just long enough for them to decide if
it is of interest for them.

Capturing the attention of your target
market will always BOOST YOUR SALES!
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