Email Templates to send to Client

M1: Send campaign planning doc to client and set up kickoff meeting
M2: Send out Calendar Invite with Screenshare (i.e. GoToMeeting) Meeting Details 
M3: Send kickoff meeting follow-up email
M4: Profile Optimization
M5: Email client group name ideas
M6: Send client email alerting to database build
M7: Email client to check progress of database build
M8: Build LinkedIn group
M9: Send client email link to campaign doc
M10: Gather first batch of content
M11: Draft script for messaging campaign
M12: Export and de-dup connections and send to client to mark DNM
M13: Launch LinkedIn Group
M14: Send out messaging campaign
M15: First batch of prospects to receive a phone call
M16: Message to forward to a client when a lead comes in
M17: Create Monthly Status Report
M18: Gather Content

Message 1:  Send campaign planning doc to client and set up kickoff meeting

SUBJ: LinkedIn Campaign Kickoff Meeting - INSERT CLIENT NAME

Hi Mick,

My name is INSERT NAME and I’ll be your account manager for your LinkedSelling Campaign. I’m excited to get things up and running for you. 

Our first step is to schedule a kickoff call to review your campaign. These calls are typically about an hour and during the call we'll review all the details needed for us to get your campaign started. What times are you available to talk? 

I’m also attaching our campaign planning document which will essentially be our agenda for the call. We will go through the entire document and make sure we get all the information we need during the kickoff meeting. 

Let me know about your availability, and once we get it scheduled I will send a calendar invite out to you.

Thanks,
Burt
[bookmark: _GoBack]
Message 2- Send out Calendar Invite with GoToMeeting Details

Calendar Invite Title: LinkedSelling/CLIENT NAME LinkedIn Campaign Kickoff Meeting

Paste any gotomeeting or other pertinent info in the body of the calendar invite. Send the calendar invite once a time has been confirmed between you and the client.

Message 3 - Send kickoff meeting follow-up email
Subject: LinkedSelling Campaign Follow-Up- CLIENT NAME

Hey Ted, 

It was great talking to you today and I’m excited to get started on your campaign.  I just wanted to summarize some of the items that will be happening during the set-up phase. I will keep you updated on all items and let you know when we will need approval on anything. 

Set-Up Phase Week 1
Join Targeted LinkedIn Groups 
Profile Optimization

Week 2
Finalize group name
Database build prep

Week 3
Database build
Gather Content for LinkedIn Group
Build LinkedIn Group

I’ve also attached the notes from our kickoff call as well as a document that outlines our campaign processes in detail. 

As mentioned, don’t hesitate to reach out at any point during the campaign if there is anything you need.  Let me know if you have any further questions!

Thanks, 
Burt

Message 4: Profile Optimization 
Subject: LinkedIn Profile Optimization Recommendations

Gary, 

Just wanted to let you know that I completed your profile optimization and attached the word document outlining the suggested changes.

Of course you have the final say on what changes are made so if there is something you don’t like or you would like to tweak some of my copy, let me know and I’ll be happy to make the necessary adjustments.

However, if everything looks good then once I get your approval I will update your profile with the new copy. Let me know your thoughts!

Thanks,
Burt

Message 5: Email client group name ideas (if client has a group as part of their scope)

Subject: Group Name Ideas

Hey Gary,

It's time to decide on a name for your LinkedIn group. During our kickoff meeting we decided to focus on >>insert group focus<<. 

Here are my suggestions for names:
1.
2.
3.

Let me know if any of the names stand out or if you had any ideas of your own. Once we decide on a name I can start building the group on LinkedIn and gathering content. 

Thanks,
Burt

Message 6: Send client email alerting to database build

SUBJ: Ready for database build

Mick, 

I just wanted to let you know that we are gearing up for the initial database build. I will begin sending out connection requests tomorrow and will continue over the next few days. . 

You will be getting a lot of email alerts from people accepting your connection requests. Unfortunately, there is no way to turn them off. However it will give you a chance to see the types of people we are connecting you with. 

You don’t need to forward me those alerts, but it would be a good idea to take notice of the types of people we are connecting you with. After the initial database build is done, we will have a specific time set aside to review all the new connections that you have picked up in greater detail. 

Because of the amount of activity that will be generated by the database build, we typically recommend that you don’t log-in to your LinkedIn account unless you have to. When a lot of activity is generated from one account, LinkedIn will sometimes put a temporary (4-8 hour) hold on your account. It’s not a problem if this happens, we just like to avoid it if possible...it slows our processes down. 

I'll shoot you over an email in a day or two to make sure things seem on point with the database build. Let me know if you have any questions. 

Thanks,
Burt

Message 7: Email client to check progress of database build

SUBJ: Database build check-in

Hey Gary,

I wanted to check in and see your thoughts on the new connections you’ve seen as a result of the database build. 

If there are any issues or if you see any parameters that need to be changed, don't hesitate to shoot them over. 

Regardless of any changes, I will continue sending out connection requests over the next day or two. 

Thanks,
Burt

Message 8: Build LinkedIn group
Subject: INSERT GROUP NAME for Review

Gary,

I’ve finished building out your group. You can see the group by clicking on this link: >>INSERT LINK<<
                                                     
Please review the logos, the name, and any other aspect you would like to weigh in on. I'll be sending over content for you to review soon. It’s always a good practice to post content into a group a week or two before it launches so that the group does not look like a ghost town when we launch it.

Let me know if you have any questions or comments about the group and I will handle any changes accordingly.

Thanks,
Burt  

Message 9: Send client email link to campaign doc (tailor as needed if using Excel Sheet)
Subject: Campaign Tracking Sheet

Hey Mick,

You should have just received an email alert that I invited you to edit the following spreadsheet: Client Name LinkedIn Campaign Management. 

If you did not, you can view the sheet by clicking below:

>>INSERT LINK TO GOOGLE DOC<<

This is a Google spreadsheet that we will use throughout your campaign to manage your content, LinkedIn connections, and leads. If you have any questions about how to use Google sheets you can check out the link below:

https://support.google.com/docs/topic/20322?vid=1-635760277818669657-490006784

We will go over the sections in detail at a later time. Please let me know if you have any questions.

Thanks,
Burt

Message 10: Gather first batch of content

CONTENT MESSAGE 1 - SUBJ: First batch of content for your approval

Gary,

I’ve assembled the first batch of content for your LinkedIn group. You can check out the content in your Google Sheet on the tab labeled "Posts":

>>INSERT LINK TO GOOGLE DOC<<

Feel free to make any notes about the posts or highlight in red any posts you want to be removed. If you have any other thoughts on topics we need to be hitting or areas we can improve, feel free to let me know. We definitely want to make sure we get the best content possible. Let me know your thoughts.

Thanks,
Burt

Message 10A: Only send if client doesn’t respond to content message
SUBJ: Re: First batch of content for your approval

Hey Gary,

Just wanted to make sure you got my last email regarding the content for your group. Please let me know if you have any questions regarding the topics or quality please let me know. If I don’t hear from you by (insert date two days from day you send) I will assume the content is approved to post in the group. 

Thanks,
Burt

Message 11: Draft script for the messaging campaign
SUBJ: First messaging script for review

Hey Gary,

As we are winding down the responses from the initial database build, it’s time to focus on the messaging campaign. The messaging campaign messages will be going out in different batches to selected first degree prospects roughly every 3 weeks on a rotating basis. 

For example:
We select a batch of prospects to enter the first round of the messaging campaign. Every 3 weeks they are sent a message until we reach out for a phone call (typically message 4). When the first batch gets message 2, we gather another batch of prospects and they start at message 1. When the first batch gets message 3, the second batch gets message 2 and another new batch gets message one. And so on and so forth...

So you can see, every 3 weeks new prospects start the messaging campaign. And once we start reaching out for a phone call, leads will be coming in on a regular basis. 

I’ve attached the draft for the first two messages in the messaging campaign. Please review and let me know if you have any questions. 

Thanks,
Burt  

Message 12: Export and de-dup connections and send to client to mark DNM
SUBJ: New Connections for Approval

Gary,

Your database build is complete and we are now ready to begin ongoing work. I have uploaded all of your LinkedIn First degree connections onto the Tracking Sheet tab in your campaign sheet. 

The new connections since we started the database build can be found at the top of the spreadsheet highlighted in yellow and labeled “AAA New” under the Source column. Your original connections can be found at the bottom. 

Please review your list of new connections and mark those connections that you DO NOT want to MESSAGE. You can differentiate these contacts by marking them "DNM" in column H.

It is important that you review your new connections in detail as these are the people who we will be reaching out to during the messaging campaign. Therefore, it is assumed that if you DO NOT mark a connection DNM, and they fit the prospect profile, then they are a good fit to enter the campaign. 

If at any point in the process you want more information on a contact, just copy and paste their names into the search on LinkedIn and review their profile. 

If you have any questions relating to the Tracking Sheet we can set up a time to go over this on the phone. Let me know when this is completed and we'll get moving.

Thanks,
Burt

Message 13: Launch LinkedIn Group
SUBJ: LinkedIn Group Ready to Launch

Hey Gary ,

We are getting ready to launch your LinkedIn group in the next few days. The initial invites will be sent to your first degree connections. Outreach to 2nd and 3rd degree connections will happen at a later time. 

Did you want to include your entire database of first degree connections or just the new connections as a result of the database build? 

In the meantime, if you wanted to alert any colleagues or friends to join the group and comment on some posts, feel free to send them the link below:

INSERT GROUP LINK

Please let me know if you have any questions regarding this and I will do my best to help out.

Thanks,
Burt

Message 14: Send out messaging campaign

SUBJ: First messaging campaign ready to go out

Gary,

I’m just getting ready to send out your first batch of messages for the messaging campaign.  Just as a reminder we will be sending out the “Thanks for Connecting” message to your first group of prospects.

Messages will start coming through as a result of the work we are doing, so it would be a good idea to discuss how you would like me to handle managing your LinkedIn inbox. 

There will be a bunch of responses that come through that do NOT warrant a response. Typically, I just archive all of these messages to prevent too much clutter in your inbox. 

For the messages that do require a response/are a lead, I will leave the message marked unread in your inbox and alert you via email on the next step that you need to take. This will happen more frequently once the request for the phone calls go out. 

If there is another way you would like me to manage your inbox, let me know and we can tailor the plan to what makes the most sense to you. 

Thanks,
Burt

Message 15: First batch of prospects to receive a phone call
SUBJ: First batch of prospects to receive a phone call


Gary,

Just a reminder that your first batch of prospects are receiving the request for phone call messages today.   

I will be keeping all of the info for those leads on the “LEADS” tab in your Google doc once the leads start coming in. This tab will always be updated accordingly and the messages will be marked unread in your inbox. I will also be alerting you via email on the next steps you need to take. 

If there is another way you would like me to manage the leads, let me know and we can tailor the plan to what makes the most sense.to you. 

Thanks,
Burt

Message 16: Message to forward to a client when a lead comes in
SUBJ: UPDATE: A new lead has come across…


Hey Mick,

Just wanted to give you a heads up that your LEADS tab has been updated to reflect all the new leads as of (INSERT DATE). 

Looks like you need to respond to/Below are the new leads:

1.
2.
3.

I will leave those messages marked unread in the inbox for you to respond. Let me know if you have any questions. 

Thanks,
Burt


Message 17: Create Monthly Status Report
SUBJ: LinkedIn Campaign Report – MONTH/YEAR


Gary,

Attached is your current Status Report for your LinkedIn campaign. Don’t hesitate to let me know if you have any questions or if there is anything you need clarified.

Thanks,
Burt

Message 18: Gather Content

SUBJ: Next batch of content for INSERT GROUP NAME

Gary, 

I’ve gathered the next batch of content for your LinkedIn group. Feel free to make any notes about the posts and highlight in red any posts you want to be removed.

As always let me know if you would like anything changed, added, or removed and I’ll start pushing these out once I get your approval.

Thanks,
Burt

