
Here are some proven layout techniques for letters—things that help grab 
the reader’s attention and make it easy to understand your main messages.

JOHNSON BOX
Almost as widely read as the P.S., the 
Johnson Box is a rectangle made out 
of asterisks or other graphic devices. 
It’s located at the top of your letter, 
near the salutation and includes the 
offer copy or another key part of your 
message.

RELEVANCY 

Highlight your offer. You 
don’t want to bury your offer 
within the text of the letter. 
Make sure it’s prominently 
featured, so readers im-
mediately know what’s in it 
for them.

OFFER

P.S. LINE
Always use a P.S. line. 
Research has shown that 
people usually read the 
P.S., even if they read 
nothing else. The P.S. line 
should reiterate the offer 
or main benefit. “Includes 
the offer, expiration date 
and bonus.”

SIDE BARS
Use sidebars. Your letter will 
be more easily scanned if you 
summarize the key points and list 
them on the front of the letter, 
alongside the full copy. This gives 
readers the option to either read 
a long or short version of your 
message.

SUB-HEADS
Break up the letter with 
sub-heads. These are 
headlines that appear 
at the top of each new 
section of copy, making 
it easier for the reader 
to follow the key points 
of your message.

THE DON’TS OF LETTER WRITING 
n	Don’t talk about yourself too much. Readers want to 	
	 know what’s in it for them– so be sure to use ‘you’ as 	
	 often as possible.

n	Don’t use long, rambling sentences or words that sound 	
	 like they came from a textbook. Keep word, sentences, 	
	 and grammar at an easy reading level.

n	Use humor sparingly and avoid being cute. Both  
	 approaches can backfire.

n	Don’t bury your benefits in the copy. Lead with them in 	
	 the headlines and in the first paragraph of your letter –  
	 or  you risk losing your readers interest.

n	Don’t forget to ask for the order – You should repeat 	
	 your call to action at least three times throughout your 	
	 direct mail package.

n	Don’t make any paragraph over five lines  
	 of information.

Dear Ms. Bowes,

You’re one of the Mailtown Outdoor Outfitter 

store’s most loyal customer. As a way of 

showing our appreciation for your business, 

we would like to extend you a special offer 

that a dedicated outdoor fan like yourself 

would value.

Exclusive benefits for true out	

door lovers!

Now you can get the best deals on your 

favorite gear. Become a member of the 

Mailtown Outdoor Outfitter Frequent Buyer’s 

Club and get the latest news on your favorite 

equipment, as well as exclusive discount on 

in-store merchandise. With every purchase 

you make, you’ll earn points towards free gifts. And we’ll even grant you the gear of your choice 

(maximum value $50.00) when you stop in on your birthday! It doesn’t cost a penny to join – so what 

are you waiting for?

Join today to receive special deals on your 

favorite outdoor gear! 

Becoming a member is easy – simply complete and return the enclosed membership form by Decem-

ber 31st. Your membership card and first gear newsletter will arrive just 2 weeks later with a special 

“Welcome to the Club” gift. Happy trails!

Sincerely,

Cammie Ingel

Manager

Mailtown Outdoor Outfitter

P.S. This offer expires December 31st, so hurry if you want to take advantage of these member-

ship privileges to day.

Join the Mailtown Outdoor Out fitter  

•	
	 Frequent Buyer’s Club today 

Receive our monthly gear news letter, 		


•	
	 complete with coupons and special offers for 		

	 featured gear 

With every purchase you’ll earn points 		


•	
	 towards FREE gifts 

Plus, stop in on your birthday and receive the 		

•	
	 CD of your choice (maximum value $50.00) 		

	 FREE!
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To make your reader feel singled out, personal-
ize each letter if possible. This means using their 
name rather than saying ‘Dear Customer.’
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