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Execution Exercise:


1. Review the attached “Bad Example” and Good Example” pre-approach letters. In each letter, circle all the “we” words – we, our, I, us, name of my company. In a different color ink, circle all the “you” words – you, your, the name of their company. As in the “Good Example,” the “you” words should outnumber the “we” words. Use the “Good Example” as a guide for the next part of this exercise.

2. Write a copy of your pre-approach letter. Be sure to count the number of times you say “we” or “I” and keep it below five.

3. Write a copy of your cold call script. Be specific, write it all out, and practice. Once it has been fine-tuned, memorize it and be prepared to use it on your next call. 












Bad Example
Pre-Approach Letter




October 12, 2012


Horizon Management Group
Tim Miller
702 Terrance Road
Richmond, VA 23230


Dear Tim Miller:

Greetings fellow Chamber of Commerce member. We would like to introduce ourselves and tell you about the services that we offer.

Kemp Cleaning Services is a local cleaning company. Our organization was originally formed to service the needs of Hudson Industries. Kemp Cleaning Services offers services to help to provide a positive first impression. We preform general cleaning services, carpet cleaning, hard floor care and window washing. 

We can help you with all areas of building maintenance from changing lights to snow removal. Kemp Cleaning Services can also supply all of your consumables for your location. 

Our company’s focus is making your company more profit from productive employees. Additionally, we are committed to providing the highest quality service that consistently relay our company’s image to your customers.

We look forward to doing business with you in the future.

Sincerely,

Larry O’Brien
Operations Manager
Kemp Cleaning Services

Good Example
Pre-Approach Letter

What would you do with higher profits?



Mr. Tim Miller 
Horizon Management Group
702 Terrance Road
Richmond, VA 23230


Dear Tim:

A recent survey of small businesses reported that 63% had higher productivity from employees when their office was professional cleaned. Further, 8 out of 10 small businesses experienced a decline in employee sick days. A leading reason for this is cleaning for health and not for appearance. 

Would you like to increase your employees’ productivity? At Kemp Cleaning Service, our focus is to help you improve your productivity and grow your business. It’s all about results. One of our recent clients had this say:

[bookmark: _GoBack]“Our production has increased 20% since working with Kemp Cleaning Services.  Their services are cost-effective and benefit everyone in the company.” 

Jim Smith, President 
Smith and Associates

I’ll call you in the next couple of days to follow-up and see whether it makes sense to discuss further. 

Warm Regards, 

Larry O’Brien

Operations Manager
Kemp Cleaning Services
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