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NOTES ON DEVELOPING A MARKETING COVER LETTER

Introduction

Writing a marketing cover letter will take planning and preparation.  The planning involves some research about the firms and attorneys to whom you will be marketing.  You not only need to know simple information such as the address but also the names of the principals in the firm and what type of cases they specialize in.  

· Are they a plaintiff or defense firm?  
· What kind, if any, medically related cases do they do?  This detail is not always found on the attorney web page; you may need a resource such as the Martindale Hubbell online or another like it that can give you this basic information. 

When you know to whom you are writing, the specific person, decide what you want to accomplish with the letter. 

· Is this a “cold call” letter, with you having no introduction prior, or is it a follow up marketing letter to someone you met in some other situation?  
· Do you know whether this attorney is familiar with LNCs?  
· Do you want to have a meeting with this attorney?  
· After learning about the attorney(s) to whom you are addressing your letter, the next issue is to know your purpose for this process. LNCs need to develop trust with their clients and potential clients; this should start at the beginning contact. 

Be clear in your own mind about your services. It is usually a good rule to separate out any services as an expert witness from your services as a behind-the-scene consultant.  Many attorneys do not yet understand the difference in those processes, and the cover letters would be very different as would any enclosures.  

· For example, as a behind-the-scene consultant, it is not recommended you send a resume but rather write to them describing your business.  In fact, there are many in the business that do not recommend expert witnesses market themselves directly; “word of mouth” is considered the better marketing process for expert the witness.

If you are uncertain about the mechanics of writing a business letter, you should study this process.  Good sources for a form are a basic English book or online resources.  One such source online is http://www.writeexpress.com/business-letter-format.html .  

[bookmark: _GoBack]While you are learning about how to format a letter, it would be helpful to also review the proper format for a memo.  If you have a good word processing program, there is probably a correct format found in the program.  Some important points on format and letter writing are: 


Some Tips on the Process of Good Business Letter Writing

· You are in business so a business name header is needed.  This can be done easily and look professional by using a good word-processing format for business letters.  Check out the options in your word processor.  Otherwise, obtain letter head stationery printed.  You only use the letterhead for the first page of a business letter (and in a marketing cover letter, there should not be more than one page).

· Before you market to anyone, do your homework about the person/firm to whom you are writing.  Determine whether they are plaintiff or defense and what type of cases the law firm litigates.

· Use their business address and send to a specific person; please spell all names correctly.  Business communications teaches you never to send letters "To whom It May Concern" or such non-definitive addresses.  Do the research, in Martindale Hubbell online (www.martindale.com) or other resource, and select a partner or principal who does medically related cases. 

· Salutation:  Use the name in the salutation and use either a formal title such as Mr., Ms., Dr., Professor, etc. or their whole name. For example, you may use Dear John Jones if you do not know a specific title such as Dr. or Professor or other.  Do not use first names only if you have been introduced and become friendly with them.

· Salutation punctuation:  NEVER use a comma after the salutation in a business letter. You use a colon. (Commas are for personal letters—even if you were to use a first name in a business letter salutation, you still use a colon.)

· The first paragraph should grab the attention to get the reader to continue.  The first paragraph should state your purpose.  This requires clarity of concepts and purpose. Do not make your reader guess at your meaning.

· Your second paragraph usually states some of your services (do not list them all here) and should include the BENEFITS for the attorney or firm using your services. The cover letter is to interest the person enough in you to even bother to read the letter and enclosures or want to meet you. 

· The third paragraph should say how you will contact this person to follow up shortly (phone call, visit, for example, you will "be in town and would like to visit" or self addressed postage-paid postcard enclosed).  The third paragraph can also state the "thank you for your time" or other polite ending.  

· It is extremely important to have NO TYPOS or other errors in the letter or any of your marketing material.  The attorney (paralegal or secretary) will take any mistakes as something that does not speak well about the writer, especially if others are sending letters without errors.

· Keep marketing cover letters short. It is rarely a good idea to go more than a page. 

Tips on the Substantive Content of a Marketing Cover Letter
· The term “legal nurse consultant” is confusing to many attorneys, they think more in terms of “nurse paralegal” or a nurse as an expert witness.  Remember this and keep clarity foremost.  Explaining too much in the letter can get confusing. Sometimes just using the term of “medical legal” within the letter can be a term attorneys can relate to.  Cover letters should be very clear about whether the writer is looking for expert work or behind-the-scene review and assessment consulting work.

· It is best not to limit yourself to one area of expertise. If you are offering medical-legal behind-the-scene consulting, offer a broad based general experience and knowledge. Only the expert witness should be narrow and specific in expertise and must have the clinical experience to back that up.

· Organize your letter in outline form. You will be sending multiple marketing letters, but it is preferable not to send the same letter to everyone; personalize them to the firm and attorney.  The attorney community is closer knit than you might think.  They talk to each other. 

· Be careful in using “we” or “I” in the letter; that is, if referring to a single person company, use “I” and let any enclosed marketing highlights polish the information about you.  Use of “we” indicates more than one person and any marketing sheets should match this.  And the writer should be careful not to change between first person and third person within the same letter.

· In formulating a list, make sure you are consistent in word endings; for example, if using “ing,” as in “organizing and summarizing,” do not use a “tion” such as “organization and summarizing.”

· Review and edit the letter content for correct spelling, punctuation, contractions (do not use “don’t” or other contractions), subject verb agreement, agreement of tenses, and all the other good writing skills required.  Avoid jargon and clichés. If you are uncertain about your writing skill set, find a friendly (or not) English teacher and get his or her opinion.  Even better, take a course in Business Communications at your local college. 
  
· Do not plagiarize. You must attribute any content used from a source other than yourself, whether a quote or a paraphrase of the material.

· In the final edit, you should have caught all the misspellings, poor punctuation, typos, and so forth by now; look for clarity of points, smooth transitions, conciseness in word usage, and a certain “zing” in how you say things.  Get the attention, state your purpose, interest the reader in reading further, and state specific follow up. 

· Do not get discouraged at a lack of response. The usual rate of response for these type letters is about 1 to 2%.  However, when you make them personal and specific, the response rate is often much higher.  Remember attorneys who do not feel they need any help or do not have a medical case at the time, will not likely respond.  However, it is possible they will keep a well-written and interesting cover letter and marketing materials for later reference. 
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