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Email 1 

Dear [Name], 

Running a business is hard work. And if you’re drowning in administrative tasks every day, it 

probably feels even harder. At Masterly Business Solutions, we know the pain — and we want to 

help. 

Imagine how much easier your life could be if you had a qualified administrative assistant on hand. 

No more shuffling files around, no more desperate attempts to get organized and efficient — all 

done for you. It takes a special type of person with particular skills to power up your business. That’s 

what Masterly’s Admin Division provides. 

We’re specially training aspiring admins. Our intensive, full-featured program prepares top 

professionals for today’s workplaces. We match our best talent to your business’s unique needs, so 

that you can stop fussing with admin work and start growing your business. 

Ready to get started? Just respond to this email, and we’d be more than happy to set you up.  

Email 2 

Hi [Name], 

We know you’re busy, so we’ll keep this short and to the point. This email is probably one of many 

that you’re trying to get through as you’re juggling all your business responsibilities. 

Wouldn’t it be nice to have someone take that off your plate? 

Our Admin Division trains, mentors, and develops administrative professionals, then matches them 

to your business. As we like to say at Masterly, they’ll become the Alfred to your Batman so that you 

can focus on the big picture.  

If that sounds like something you need, just respond to this email and we’ll gladly get you started. 

Email 3 

Hello again, 

We haven’t yet heard back from you about our Admin Division. No rush — we understand that 

during these challenging times, you might not be ready to take this step. 

However, we wanted to let you know that we do have a referral program. If any of your friends or 

colleagues need our help, send them a signup code, and we’ll give you $150 once they register. It’s 

that easy. And of course, we’ll be here for you whenever you need us. 

At Masterly Business Solutions, we believe in making it simple for you to grow your business. Reach 

out to us any time with questions or to get started.  
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