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[bookmark: _Toc236416964]Content Outline Template
Purpose
An outline acts as the framework for your product.
Without one, it's easy to jump between ideas, repeat yourself, or leave important information out.
This worksheet helps you organise your content before writing begins.
It is designed for almost any type of digital product, including guides, workbooks, planners, courses, templates, and toolkits.

Section 1 — Product Structure
Working Title

Main customer problem

Desired result


Section 2 — Brainstorm Everything
Write down every topic you think might belong.
Don't worry about order yet.
Ideas









Section 3 — Group Similar Ideas
Which ideas naturally belong together?
	Topic Group
	Notes

	
	

	
	

	
	

	
	

	
	



Section 4 — Arrange the Flow
Think about the order from the customer's perspective.
Ask yourself:
· What do they need to understand first?
· What decisions come next?
· When should practical exercises appear?
· What should happen last?
Draft Outline
1. 

2. 

3. 

4. 

5. 

6. 

7. 

8. 

9. 

10. 


Section 5 — Build Each Section
Complete this for every chapter, lesson or section.
Section Title

Purpose

Main teaching points


Practical exercise

Worksheet/template needed?
☐ Yes
☐ No
If yes, which one?

Customer action after finishing


(Copy this page for each additional section.)

Section 6 — Check the Balance
Review your outline.
Ask yourself:
Does every section support the main outcome?
☐ Yes
☐ No
Is anything repeated?
☐ Yes
☐ No
Is anything missing?
☐ Yes
☐ No
Could any section be simplified?
☐ Yes
☐ No
Are there unnecessary extras?
☐ Yes
☐ No

Section 7 — Content Priority
Mark each section.
	Section
	Essential
	Helpful
	Later Version

	
	☐
	☐
	☐

	
	☐
	☐
	☐

	
	☐
	☐
	☐

	
	☐
	☐
	☐

	
	☐
	☐
	☐

	
	☐
	☐
	☐


Remember, Version One does not need to include every idea you have.
Sometimes the strongest product is the one that stays focused.

Final Review
Before you begin writing, ask yourself:
☐ The outline follows a logical order.
☐ Each section has a clear purpose.
☐ Practical exercises appear at the right time.
☐ The product is focused on one main outcome.
☐ Nothing important has been overlooked.
☐ I know exactly what I need to create next.

Reflection
Looking at the completed outline:
Which section are you most confident about?


Which section may need more thought before writing begins?


If someone completed every section exactly as planned, would they reach the outcome you promised?


If your answer is yes, your outline is probably ready to become a finished product.




[bookmark: _Toc236416965]Complete Sales Page Template
Purpose
Use this template to create the first complete draft of your sales page.
The structure is flexible. A simple, low-cost product may need only a few sections. A larger toolkit or higher-priced product may need more explanation, examples, and answers to common questions.
The aim is not to fill every available space. Include only what helps the customer understand the product and make a sensible decision.

Section 1: Headline
Write a clear headline that tells the reader what the product helps them do, who it is for, or what kind of product it is.
Headline:


Supporting subheading:


Quick Check
Does the headline make the following clear?
☐ The general subject
☐ The intended customer
☐ The practical result
☐ The type of product
It does not need to include all four, but the reader should quickly understand what the offer is about.

Section 2: Opening Recognition
Describe the situation the customer may be dealing with.
Keep this grounded. Focus on common frustrations, uncertainty, missing structure, wasted time, or practical obstacles.
Opening paragraph:




What ordinary situations might the customer recognise?
· 
· 
· 
What should be avoided because it sounds exaggerated?



Section 3: Introduce the Product
Present the product as a practical next step.
Complete this sentence first:
This product helps _________________________________________
to _______________________________________________________
by giving them ____________________________________________

Now turn it into a natural paragraph.
Product introduction:




Section 4: Main Benefits
Choose the three to five most meaningful benefits.
Benefit 1
What the product contains:

Why it matters:

How to express it on the page:

Benefit 2
What the product contains:

Why it matters:

How to express it on the page:

Benefit 3
What the product contains:

Why it matters:

How to express it on the page:

Benefit 4
What the product contains:

Why it matters:

How to express it on the page:

Benefit 5
What the product contains:

Why it matters:

How to express it on the page:


Section 5: What Is Included
Group related resources together where possible.
Group 1
Group heading:

Resources included:
· 
· 
· 
What this group helps the customer do:

Group 2
Group heading:

Resources included:
· 
· 
· 
What this group helps the customer do:

Group 3
Group heading:

Resources included:
· 
· 
· 
What this group helps the customer do:


Section 6: Delivery and Format
The product is delivered as:
☐ PDF files
☐ Editable documents
☐ Spreadsheets
☐ Templates
☐ Video lessons
☐ Audio files
☐ Online access
☐ Printable pages
☐ Other: _________________________________________________
How the customer receives it:

When access is provided:

Software or equipment required:

Can the files be printed?
☐ Yes
☐ No
☐ Some files
Can the files be edited?
☐ Yes
☐ No
☐ Some files
Are updates included?
☐ Yes
☐ No
☐ Not currently
Delivery paragraph for the page:



Section 7: Who the Product Is For
Complete the following.
This product may be suitable for someone who:
· 
· 
· 
· 
It may not be suitable for someone who:
· 
· 
· 
This section helps the right customer recognise the offer and reduces unsuitable purchases.

Section 8: Proof
Tick the proof currently available.
☐ Customer testimonials
☐ Reviews
☐ Sample pages
☐ Product screenshots
☐ Completed examples
☐ Short demonstration
☐ Relevant professional experience
☐ Early user feedback
☐ Product preview
☐ Other: _________________________________________________
Proof item 1:

What claim does it support?

Proof item 2:

What claim does it support?

Proof item 3:

What claim does it support?

Do not invent proof or use comments without permission.

Section 9: Common Questions
Choose the questions most likely to affect the buying decision.
Question 1:

Answer:


Question 2:

Answer:


Question 3:

Answer:


Question 4:

Answer:


Question 5:

Answer:



Section 10: Price and Purchase Details
Regular price:
£/$ __________________
Introductory or sale price, where applicable:
£/$ __________________
Is this a one-time payment or recurring payment?

Are taxes included?

Is there a refund policy?

What happens immediately after payment?


Section 11: Call to Action
Main button wording:

Supporting sentence above or below the button:


Secondary button placement:
☐ After the main benefits
☐ After the product contents
☐ After the proof section
☐ After the frequently asked questions
☐ Not needed

Section 12: Final Page Order
Number the sections in the order they should appear.
____ Headline and subheading
____ Customer problem
____ Product introduction
____ Main benefits
____ What is included
____ Product preview
____ Who it is for
____ Testimonials or proof
____ Frequently asked questions
____ Price
____ Call to action
____ Delivery and refund details
Sections I can remove because they are unnecessary:

Sections that need more explanation:






[bookmark: _Toc236416966]Problem and Solution Section Template
Purpose
Use this template to describe the customer’s problem honestly and introduce the product as a practical next step.
The aim is recognition, not fear.

Part A: Describe the Situation
What is the customer trying to do?

What is making it difficult?

What have they possibly tried already?

What practical effect does the problem have?

What everyday situations might they recognise?
· 
· 
· 

Part B: Use the Customer’s Language
Words or phrases customers commonly use:


Words I should avoid because they sound exaggerated:


Emotions I should not assume everyone feels:


Part C: Problem Paragraph
Use this structure as a guide:
1. Begin with the situation.
2. Explain why it becomes difficult.
3. Mention one or two familiar consequences.
4. Avoid blame, shame, or dramatic claims.
Draft:





Part D: Transition to the Product
Complete the sentence:
The difficulty is not necessarily _____________________________.
It is often __________________________________________________.
Now explain why a practical tool or structure may help.



Part E: Introduce the Solution
Use this structure:
[Product name] was created to help [customer] [practical result] by providing [tools, guidance, structure, or process].
Draft:



Part F: Set Honest Boundaries
What the product can reasonably help with:
· 
· 
· 
What the product cannot guarantee:
· 
· 
· 
Does the current wording promise more than the product controls?
☐ Yes
☐ No
☐ Unsure
Wording that should be softened or clarified:


Part G: Complete Section Draft
Combine the problem, transition, and product introduction.






Final Check
☐ The customer is likely to recognise the situation
☐ The problem is not exaggerated
☐ The wording does not create shame
☐ The transition feels natural
☐ The product is presented as a useful next step
☐ The product is not described as a guaranteed solution





[bookmark: _Toc236416967]Frequently Asked Questions Template
Purpose
Use this template to answer practical questions that may affect the buying decision.
A frequently asked questions section should reduce uncertainty. It should not be used to repeat the entire sales page.

Part A: Collect Likely Questions
Think about questions from:
· customer emails
· early testers
· comments or conversations
· your own experience buying similar products
· technical requirements
· payment and delivery
· suitability
· refunds and support
Write every likely question before choosing the strongest ones.
1. 
2. 
3. 
4. 
5. 
6. 
7. 
8. 
9. 
10. 

Part B: Question Categories
Suitability
· Is this suitable for beginners?
· Who is this product for?
· Will it work for my type of business?
· Who is it not designed for?
My suitability question:

Answer:



Format and Access
· Is this a digital or physical product?
· How will I receive the files?
· Can I print or edit them?
· Do I need special software?
My format question:

Answer:



Time and Use
· How long will it take to use?
· Do I need to complete everything at once?
· Can I use the resources more than once?
My use question:

Answer:



Payment and Delivery
· Is this a one-time payment?
· When will I receive access?
· Are taxes included?
· What payment methods are accepted?
My payment question:

Answer:



Refunds and Support
· Is there a refund policy?
· What should I do if I cannot access the files?
· Is personal support included?
My support question:

Answer:



Results and Limitations
· What result should I expect?
· Does the product guarantee sales or income?
· Will it replace professional advice?
My limitations question:

Answer:



Part C: Write Clear Answers
A good answer should be:
· direct
· specific
· calm
· honest
· brief enough to scan
· complete enough to remove uncertainty
Avoid defensive wording.
Instead of:
Of course it works for beginners, and there is no reason you cannot use it.
Write:
Yes. The product is designed for beginners and explains each stage before introducing the related worksheet.

Part D: Final FAQ Section
Choose five to eight questions.
Question 1
Q: ______________________________________________________
A: ______________________________________________________

Question 2
Q: ______________________________________________________
A: ______________________________________________________

Question 3
Q: ______________________________________________________
A: ______________________________________________________

Question 4
Q: ______________________________________________________
A: ______________________________________________________

Question 5
Q: ______________________________________________________
A: ______________________________________________________

Question 6
Q: ______________________________________________________
A: ______________________________________________________

Question 7
Q: ______________________________________________________
A: ______________________________________________________

Question 8
Q: ______________________________________________________
A: ______________________________________________________


FAQ Review
☐ The questions are relevant to the buying decision
☐ The answers do not repeat large parts of the page
☐ Important limitations are stated honestly
☐ Delivery and access are explained
☐ The tone is helpful rather than defensive
☐ No answer promises a result the product cannot control




[bookmark: _Toc236416968]Purchase Confirmation Page Template
Purpose
Use this template for the page customers see immediately after payment.
The page should reassure them that the order was successful and make the next step obvious.

Page Heading
Choose a clear heading.
· Thank You — Your Order Is Complete
· Your Purchase Was Successful
· Your Product Is Ready
· Thank You for Your Purchase
Final heading:


Purchase Confirmation
Thank you for purchasing [Product Name]. Your payment has been received successfully.
My version:



Access Instructions
When the Product Is Available on the Page
Use the button below to download your product. Begin with the file called [Start Here File Name].
Download button wording:

Starting instruction:


When Access Is Sent by Email
We have sent your access details to the email address used at checkout. The message should arrive within [time period].
If you do not see it, please check your spam, junk, or promotions folder.
My version:



When the Customer Must Create or Use an Account
You can access your purchase by signing in to [platform or account area] using the email address entered at checkout.
Account access instructions:



What to Do First
Once you have opened the product, begin with [file, lesson, or page]. It will explain what is included and how to use the materials.
My first-step instruction:



Support Information
If you have trouble accessing your purchase, contact [support method]. Please include the email address used at checkout and the product name.
Support messages are normally answered within [response time].
My support wording:



Important Notes
Include only what the customer needs immediately.
☐ Download links may expire
☐ Files should be saved to the customer’s device
☐ A specific application is required
☐ Access is through an online account
☐ The purchase email should be saved
☐ The product is digital, not physical
☐ Other: _________________________________________________
Important note:


Complete Confirmation Page Draft
[Heading]

Confirmation


Access


First Step


Support



Confirmation Page Review
☐ It confirms that payment was successful
☐ It names the product
☐ It explains how access works
☐ The access button or link is easy to find
☐ It tells the customer what to do first
☐ It explains what to do if the email does not arrive
☐ Support details are included
☐ Additional offers do not hide the purchase




[bookmark: _Toc236416969]Welcome Email Template
Purpose
Use this email to confirm the purchase, deliver access, and help the customer begin.
The access link and first instruction should appear early in the message.

Subject Line Options
· Your [Product Name] Is Ready
· Access Your [Product Name]
· Thank You for Your Purchase — Start Here
· Your Download Link for [Product Name]
· Welcome — Your [Product Name] Access Details
Final subject line:


Email Template
Opening
Thank you for purchasing [Product Name].
Your payment has been received, and your product is ready.
Access
You can access or download your purchase here:
[ACCESS PRODUCT]
What to do first
Begin with [Start Here file, lesson, or page]. It explains what is included, the recommended order, and how to use the materials.
Important file information
[Explain whether the files are printable, editable, downloadable, or require particular software.]
Support
If you have trouble accessing the product, reply to this email or contact [support address or method].
Please include the email address used at checkout and the name of the product.
Support messages are normally answered within [response time].
Thank you again,
[Name or Business Name]

Personalised Draft
Subject:

Opening:


Access instruction:

Button or link wording:

Recommended first step:


File or software note:


Support instruction:


Closing:


Optional Additions
Use only where relevant.
Download Reminder
Please save the files to your device after downloading so you can return to them easily.
Spam-Folder Reminder
Keep this email for future reference. If you expected a separate receipt or account email, please check your spam or promotions folder.
Update Information
Updates to the product will be sent to the email address used for purchase.
Usage Guidance
You do not need to complete every resource at once. Begin with the first section and use the remaining tools as they become relevant.
Refund Information
Refund terms and purchase conditions can be viewed here: [link or instruction].

Welcome Email Review
☐ The product name appears in the subject line
☐ The purchase is clearly confirmed
☐ The access link appears near the top
☐ The customer knows where to begin
☐ Technical requirements are explained
☐ Support details are included
☐ Response expectations are realistic
☐ Promotional content does not distract from access
☐ Every link has been tested
☐ The email has been checked on mobile




[bookmark: _Toc236416970]Customer Support Response Templates
Purpose
Use these templates as starting points for common customer questions.
Adjust the wording to match the customer’s situation. A support response should sound personal enough to show that the message has been read.

Template 1: Customer Cannot Find the Product Email
Subject: Your Access Details for [Product Name]
Hello [Customer Name],
Thank you for getting in touch.
Your access email for [Product Name] was sent to [email address or general reference]. It may have gone into your spam, junk, or promotions folder.
You can also access the product here:
[ACCESS LINK]
Please let me know if the link does not work, and I will help you further.
Kind regards,
[Name or Business Name]

Template 2: Download Link Does Not Work
Subject: New Access Link for [Product Name]
Hello [Customer Name],
I am sorry you had trouble opening the download link.
Please use the new link below:
[NEW ACCESS LINK]
It may help to open the link in a different browser or private browsing window.
Please reply if the problem continues and let me know which device and browser you are using.
Kind regards,
[Name or Business Name]

Template 3: Customer Is Unsure Where to Begin
Subject: Where to Begin With [Product Name]
Hello [Customer Name],
Thank you for your message.
Begin with [Start Here file, section, or lesson]. It explains what is included and the recommended order.
After that, move to:
1. [First resource]
2. [Second resource]
3. [Third resource]
You do not need to complete [optional resources] immediately. They can be used later when they become relevant.
Kind regards,
[Name or Business Name]

Template 4: File Will Not Open
Subject: Help Opening Your [File Type]
Hello [Customer Name],
Thank you for letting me know.
The file is provided in [format] and normally opens using [compatible software or application].
Please try the following:
· download the file to your device rather than opening it inside the browser
· check that the file has finished downloading
· open it using [application]
· try another device if one is available
I have attached or linked a fresh copy below:
[FILE OR LINK]
Please reply if it still does not open.
Kind regards,
[Name or Business Name]

Template 5: Customer Expected an Editable File
Subject: File Format for [Product Name]
Hello [Customer Name],
Thank you for your message.
The [resource name] is provided as [format]. It is designed to be [printed, viewed, completed digitally, or edited].
[Explain whether an editable version exists.]
The product description includes the available file formats, but I understand that this can be easy to overlook.
Please let me know if you need help using the version provided.
Kind regards,
[Name or Business Name]

Template 6: General Product Question
Subject: Re: Your Question About [Product Name]
Hello [Customer Name],
Thank you for your question.
[Answer the question directly in one or two paragraphs.]
You can also find more information in [guide, FAQ, lesson, or page].
Please let me know if anything remains unclear.
Kind regards,
[Name or Business Name]

Template 7: Request Outside the Included Support
Subject: Support for [Product Name]
Hello [Customer Name],
Thank you for your message.
The support included with [Product Name] covers [access, file use, and general product questions].
Your question relates to [personal consulting, legal advice, technical work, or another excluded area], which is not included with this purchase.
[Where appropriate, provide a general resource, referral, or paid-service option without pressure.]
I hope this helps clarify what is covered.
Kind regards,
[Name or Business Name]

Template 8: Delayed Reply
Subject: Re: Your Support Request
Hello [Customer Name],
Thank you for your patience.
I am sorry for the delay in replying.
[Provide the answer or resolution.]
Please let me know if you still need help.
Kind regards,
[Name or Business Name]

Template 9: Problem Resolved
Subject: Your [Product Name] Access Has Been Updated
Hello [Customer Name],
Thank you for bringing this to my attention.
The issue has now been corrected. You can access the product using the link below:
[ACCESS LINK]
Please try it when convenient and let me know if everything is now working correctly.
Kind regards,
[Name or Business Name]

Template 10: Refund Request Received
Subject: Your Refund Request for [Product Name]
Hello [Customer Name],
Thank you for contacting us.
I have received your refund request for [Product Name] and am reviewing it in line with the refund policy.
I will confirm the outcome within [time period].
If any additional information is needed, I will contact you.
Kind regards,
[Name or Business Name]

Template 11: Refund Approved
Subject: Refund Approved for [Product Name]
Hello [Customer Name],
Your refund for [Product Name] has been approved and submitted to the payment provider.
The amount of [amount] will be returned to the original payment method. Processing times vary by provider and may take [estimated period].
Your access to the product may now end in accordance with the purchase terms.
Kind regards,
[Name or Business Name]

Template 12: Refund Declined
Subject: Update on Your Refund Request
Hello [Customer Name],
Thank you for your patience while I reviewed your request.
The request does not fall within the refund terms because [clear and factual reason].
The relevant policy states [brief explanation or link].
I understand this may be disappointing. I am still happy to help with [access, technical use, or another reasonable form of support].
Kind regards,
[Name or Business Name]

Support Tone Review
Before sending, check:
☐ The customer’s question has been answered directly
☐ The response is calm and respectful
☐ The wording does not blame the customer
☐ Any limitation is explained clearly
☐ Links and attachments are correct
☐ The response does not promise more than can be delivered
☐ The customer knows what happens next
☐ Private customer information is not exposed unnecessarily



[bookmark: _Toc236416971]Pre-Launch Email Template
Purpose
Use this email before the product is officially available.
The aim is to help readers recognise the problem and understand why it matters. It should create relevance without relying on vague teasing or exaggerated anticipation.

Suggested Subject Lines
· A common problem when creating a digital product
· Why good product ideas often remain unfinished
· One reason digital products become difficult to complete
· Before you create your next product
· A small problem that causes unnecessary delay

Email Structure
Opening Observation
Begin with a familiar situation, question, or difficulty.
Many people do not struggle because they have no digital product ideas. They struggle because they have too many ideas and no clear way to decide which one is worth pursuing.
Explain Why It Matters
Show what happens when the problem is ignored.
This often leads to weeks of thinking, researching, changing direction, and starting again. The product may never move beyond a folder of notes.
Share One Useful Insight
Offer a practical point the reader can use immediately.
A useful idea is not simply one that sounds interesting. It should solve a clear problem for a recognisable group of people.
Introduce What Is Coming
Mention the upcoming product naturally.
I have been putting together a practical toolkit to help with this process. It is designed to guide you from choosing an idea through validation, pricing, preparation, and launch.
Set Expectations
Explain when more information will be available.
I will share the full details on [date].
Gentle Closing
For now, it may help to write down the one problem you most want your product to solve. That answer will make many later decisions easier.

Full Pre-Launch Email Template
Subject line:
[Insert subject line]
Hi [First name],
[Describe a familiar problem or situation.]
This matters because [explain the practical effect of the problem].
One useful way to think about it is [share one clear insight].
[Add a short example or observation if helpful.]
I have been working on [product name], which is designed to help [target customer] [main result or task].
It will include [brief description of the main resources or support].
I will share the full details on [date].
In the meantime, consider this question:
[Insert one useful reflection question.]
Best,
[Name]

Review Checklist
☐ The email discusses a real problem
☐ The information is useful even if the reader does not buy
☐ The product is mentioned naturally
☐ The email does not rely on vague suspense
☐ The launch date is correct
☐ The next step is clear
☐ The tone sounds natural



[bookmark: _Toc236416972]Product Announcement Email
Purpose
Use this email when the product becomes available.
The email should clearly explain what the product is, who it is for, what it helps with, and where the reader can see or buy it.

Suggested Subject Lines
· The Digital Product Business Toolkit is now available
· A practical toolkit for creating your first digital product
· Now available: [Product name]
· A clearer way to plan and launch a digital product
· [Product name] is ready

Email Structure
State the Announcement
The Digital Product Business Toolkit is now available.
Explain Who It Is For
It is designed for beginners and early-stage creators who want to build and sell a useful digital product without making the process more complicated than it needs to be.
Describe the Main Problem
Many people can find product ideas. The harder part is deciding which idea to pursue, turning it into a useful offer, pricing it sensibly, and preparing it for sale.
Introduce the Product
The toolkit brings these decisions into one practical set of worksheets, planners, templates, and checklists.
Show What Is Included
Mention a selected group of the most useful resources.
It includes a product idea workbook, pricing calculator, sales page template, launch planner, email templates, and business planning tools.
Explain the Benefit
The aim is to help you work through the process in a sensible order instead of relying on memory or scattered notes.
Call to Action
You can view the full details here: [link]
Mention the Offer
The introductory price is [price] until [date], after which it will be [regular price].
Only include this if genuine.

Full Product Announcement Email
Subject line:
[Product name] is now available
Hi [First name],
[Product name] is now available.
It is designed for [target customer] who want to [main goal] without [main frustration or unnecessary complication].
Many people struggle with [brief description of the problem].
The product helps by providing [brief explanation of the format and approach].
Inside, you will find:
· [Key item]
· [Key item]
· [Key item]
· [Key item]
· [Key item]
The aim is to help you [main practical result].
You can see everything included here:
[Product link]
[Optional: The introductory price is [price] until [deadline]. After that, it will return to [regular price].]
Best,
[Name]

Review Checklist
☐ The product name is clear
☐ The intended customer is identified
☐ The problem is explained
☐ The format is clear
☐ The contents are accurate
☐ The price and deadline are correct
☐ The purchase link works
☐ The call to action is easy to find



[bookmark: _Toc236416973]Educational Email Template
Purpose
Use this email to share one useful idea connected to the product.
The email should help the reader understand the problem more clearly and create a natural link to the offer.

Suggested Subject Lines
· The difference between an interesting idea and a useful one
· One mistake that makes product creation harder
· Why more information does not always help
· A simpler way to make this decision
· Start with this before creating the product

Email Structure
Observation
Describe something the reader may recognise.
Explanation
Show why it happens or why it matters.
Practical Takeaway
Give one idea, question, or small action.
Product Connection
Explain how the product helps with the larger process.
Call to Action
Invite the reader to learn more.

Full Educational Email Template
Subject line:
[Insert subject line]
Hi [First name],
[Begin with a familiar observation.]
This often happens because [explain the underlying reason].
A useful way to approach it is to [share one practical idea].
For example:
[Add a short example, question, or simple step.]
This will not solve the entire problem, but it can help you [small result].
[Product name] was created to help with the wider process. It includes [brief description of the relevant resource].
You can see the full details here:
[Product link]
Best,
[Name]

Educational Email Planning Notes
Problem or idea to discuss:

Why it matters:

Practical takeaway:

Relevant part of the product:

Call to action:


Review Checklist
☐ The email focuses on one idea
☐ The information is genuinely useful
☐ The product connection feels natural
☐ The email is not overloaded with teaching
☐ The call to action is clear
☐ The message supports the product rather than distracting from it



[bookmark: _Toc236416974]Objection-Handling Email
Purpose
Use this email to answer one reasonable concern that may stop a suitable reader from buying.
The aim is not to defeat the objection. It is to clarify the facts and help the reader decide.

Common Objections
· The price feels too high
· I do not have enough time
· I already have similar information
· I am a complete beginner
· I am not sure the product fits my situation
· I do not understand the file format
· I need special software
· I may not use everything included
· I am not ready to start yet

Email Structure
Name the Concern
You may be wondering whether this is useful if you already have several guides on digital products.
Acknowledge It
That is a reasonable question. There is a great deal of information available.
Clarify the Difference
The toolkit is not designed to provide more general reading. Its purpose is to help you make decisions and complete practical tasks.
Explain the Fit
It may suit you if you understand the basic idea but need a structured way to move from idea to launch.
Mention the Limitation
It is not a detailed course on every digital product model.
Call to Action
You can review the full contents here and decide whether it fills the gap you currently have.

Full Objection-Handling Email
Subject line:
A question about [product name]
Hi [First name],
You may be wondering [state the concern clearly].
That is a reasonable question because [explain why the concern makes sense].
The important distinction is [clarify the facts].
[Product name] is designed for [who it is for].
It may be useful if you [describe suitable situation].
It may not be the right fit if you [describe limitation honestly].
The product includes [mention the relevant resource or feature that answers the concern].
You can review the full details here:
[Product link]
Best,
[Name]

Objection Planning
Concern to answer:

Why the concern is reasonable:

Facts that answer it:

Who the product suits:

Who it may not suit:


Review Checklist
☐ The objection is stated respectfully
☐ The reply is factual
☐ The tone is not defensive
☐ The product is not presented as suitable for everyone
☐ Any limitation is honest
☐ The email helps the reader decide
☐ The link is included



[bookmark: _Toc236416975]Frequently Asked Questions Email
Purpose
Use this email when several questions have appeared during the launch or when the reader may need practical clarification before buying.

Suggested Subject Lines
· A few questions about [product name]
· Your questions about the toolkit
· Is the toolkit suitable for beginners?
· What format does the product come in?
· Before you decide: common questions answered

Email Structure
Begin with a short introduction.
A few questions have come up since the toolkit became available, so I have answered the most common ones below.
Then answer three to five questions.
Keep answers clear and reasonably short.

Full Frequently Asked Questions Email
Subject line:
A few questions about [product name]
Hi [First name],
A few questions have come up about [product name], so I have answered the most common ones below.
Is this suitable for beginners?
[Answer clearly.]
What exactly is included?
[Answer clearly.]
What file formats will I receive?
[Answer clearly.]
Do I need special software?
[Answer clearly.]
How do I access the product after purchase?
[Answer clearly.]
What support is included?
[Answer clearly.]
Is there a refund policy?
[Answer clearly.]
You can review the full details and contents here:
[Product link]
Best,
[Name]

FAQ Planning Page
	Question
	Short Answer
	Where Else Should This Appear?

	__________________
	__________________
	__________________

	__________________
	__________________
	__________________

	__________________
	__________________
	__________________

	__________________
	__________________
	__________________

	__________________
	__________________
	__________________



Review Checklist
☐ Questions are based on real or likely concerns
☐ Answers are direct
☐ The email does not avoid difficult details
☐ File formats and access are explained
☐ Support and refund information are accurate
☐ The product link works
☐ Important answers are also added to the sales page where needed


[bookmark: _Toc236416976]Launch Reminder Email
Purpose
Use this email to remind readers that the product is available while adding a new angle, example, or clarification.

Suggested Subject Lines
· A quick reminder about [product name]
· One part of the toolkit you may find useful
· In case you missed the announcement
· A closer look at [specific feature]
· Is this the part you are stuck on?

Email Structure
Brief Reminder
A quick reminder that [product name] is now available.
Add Something New
Share:
· one tool
· one example
· one use case
· one question
· one benefit
· one customer concern
Explain Relevance
Connect the new point to the reader’s situation.
Call to Action
Invite the reader to view the product.

Full Launch Reminder Email
Subject line:
A closer look at [specific part of the product]
Hi [First name],
A quick reminder that [product name] is now available.
One part that may be especially useful is [specific tool, feature, or resource].
It is designed to help with [specific problem].
For example, it can help you [brief practical example].
This may be useful if you are currently [describe relevant situation].
You can see the full toolkit here:
[Product link]
[Optional: The introductory offer remains available until [deadline].]
Best,
[Name]

Reminder Angle Planner
Choose one angle:
☐ Product preview
☐ Specific tool
☐ Common question
☐ Beginner suitability
☐ Practical example
☐ What happens after purchase
☐ Product format
☐ Genuine deadline
☐ Other: _________________________________________________
New information this email will add:


Review Checklist
☐ The email adds something new
☐ It does not repeat the announcement word for word
☐ The product is mentioned clearly
☐ The call to action is visible
☐ Any deadline is genuine
☐ The email remains useful and relevant



[bookmark: _Toc236416977]Final-Day Email
Purpose
Use this email only when a genuine launch price, bonus, or enrolment period ends.
The email should be clear and direct without using exaggerated urgency.

Suggested Subject Lines
· The introductory price ends today
· Final day for the launch offer
· [Product name]: launch price ends tonight
· A final reminder before the price changes
· The early-buyer bonus ends today

Email Structure
State What Ends
The introductory price for [product name] ends today at [time and time zone].
Explain What Changes
After that, the product will remain available at the regular price of [price].
Briefly Restate the Product
It is designed to help [target customer] [main result].
Mention the Main Contents
Give a short, selected list.
Answer One Final Question
Address the most common concern if useful.
Call to Action
You can view the details and purchase here: [link]

Full Final-Day Email
Subject line:
The introductory price ends today
Hi [First name],
A final reminder that the introductory price for [product name] ends today at [time and time zone].
After that, [explain what changes].
The product is designed for [target customer] who want to [main result].
It includes:
· [Key item]
· [Key item]
· [Key item]
· [Key item]
[Optional: Answer one common final question.]
You can review the full details here:
[Product link]
The current offer ends at [exact deadline].
Best,
[Name]

Review Checklist
☐ The deadline is real
☐ The exact time and time zone are included
☐ The change after the deadline is explained
☐ The product remains clearly described
☐ The email avoids dramatic pressure
☐ The price is correct
☐ The link works


[bookmark: _Toc236416978]Buyer Welcome Email
Purpose
Use this email immediately after purchase.
The first priority is to confirm the purchase, provide access, and show the customer where to begin.

Suggested Subject Lines
· Your [product name] access
· Welcome — your product is ready
· Thank you for purchasing [product name]
· Your download and next steps
· Start here: [product name]

Full Buyer Welcome Email
Subject line:
Your [product name] access
Hi [First name],
Thank you for purchasing [product name].
You can access your files here:
[Access link]
Begin with the file called:
[Start Here file name]
It explains:
· what is included
· the recommended order
· which tools to use first
· any software or printing requirements
Your purchase includes:
· [Item]
· [Item]
· [Item]
· [Item]
Please save the files somewhere secure after downloading them.
If you have trouble accessing or opening anything, reply to this email or contact:
[Support email]
Support replies are normally sent within [response time].
Best,
[Name or business name]

Optional Additions
File Format Note
The files are provided in [formats]. You will need [software or app] to open or edit them.
Download Expiry Note
The download link remains active for [period]. Please save the files before it expires.
Updates Note
If the toolkit is updated in the future, [explain whether buyers receive the new version].
Refund Note
You can review the refund policy here: [link]

Review Checklist
☐ Purchase is confirmed
☐ Access link is near the top
☐ The first file is identified
☐ File formats are explained
☐ Technical requirements are stated
☐ Support information is visible
☐ Response time is realistic
☐ The email does not immediately push another sale



[bookmark: _Toc236416979]Feedback Request Email
Purpose
Use this email after the customer has had enough time to begin using the product.
The purpose is to learn what was useful, what was unclear, and what could be improved.

Suggested Subject Lines
· How are you finding [product name]?
· A quick question about the toolkit
· Your feedback would be helpful
· Has anything been unclear?
· How did you begin using the product?

Full Feedback Request Email
Subject line:
How are you finding [product name]?
Hi [First name],
I hope you have had a chance to begin using [product name].
I would be grateful for a little honest feedback.
You can reply to this email with brief answers to any of these questions:
· Which part did you use first?
· What has been most useful so far?
· Was anything difficult to understand?
· Is there anything you expected but could not find?
· What would make the product easier to use?
There is no need to answer every question. Even one or two comments would be helpful.
Your feedback will be used to improve the product and customer experience.
Thank you,
[Name]

Optional Short Survey Version
I would be grateful if you could complete this short survey: [link]
Keep the survey brief.

Review Checklist
☐ Enough time has passed for the customer to use the product
☐ The request is optional
☐ Honest criticism is welcomed
☐ The questions are specific
☐ The email does not ask for public praise
☐ Any incentive is offered for participation, not positive comments



[bookmark: _Toc236416980]Testimonial Request Email
Purpose
Use this email after a customer has described a positive experience or achieved a useful result.
A testimonial request should be voluntary and should clearly ask for permission to use the comments publicly.

Suggested Subject Lines
· May I use your comment?
· A small request
· Would you be willing to share your experience?
· Your experience with [product name]
· Permission to share your feedback

Full Testimonial Request Email
Subject line:
Would you be willing to share your experience?
Hi [First name],
Thank you for your comments about [product name].
You mentioned that [briefly refer to the positive experience or result].
Would you be comfortable sharing a short testimonial about your experience?
You could include:
· what you were struggling with before
· which part of the product helped most
· what became clearer or easier
· who you think the product may help
A few sentences are enough.
Please also let me know how you would like your name shown if the testimonial is used:
☐ Full name
☐ First name and initial
☐ First name only
☐ Business name
☐ Anonymous
Your testimonial will only be used with your permission.
Thank you,
[Name]

Permission Confirmation
Before publishing, confirm:
☐ The customer agreed to public use
☐ The approved name format is recorded
☐ The wording remains accurate
☐ Any edits preserve the original meaning
☐ The customer approved substantial edits
☐ No private information is included

Review Checklist
☐ The customer has had time to use the product
☐ The request follows a real positive experience
☐ Participation is optional
☐ Permission is requested clearly
☐ The customer chooses how they are identified
☐ No exaggerated result is suggested
☐ The testimonial is not written for the customer without context



[bookmark: _Toc236416981]Non-Buyer Follow-Up Email
Purpose
Use this email after the launch to follow up with people who did not buy.
The email should remain useful, respectful, and open. It should not make the reader feel guilty for not purchasing.

Suggested Subject Lines
· A quick question after the launch
· Thank you for following the launch
· Was anything unclear?
· The launch has ended — one final note
· A brief follow-up about [product name]

Full Non-Buyer Follow-Up Email
Subject line:
A quick question after the launch
Hi [First name],
The launch period for [product name] has now ended.
Thank you for reading the emails and following along.
The product [remains available at the regular price / is no longer available / will return later].
You can view the current details here:
[Product link, if appropriate]
If you considered the product but decided not to buy, I would be interested to know whether anything felt unclear.
For example:
· the price
· the format
· what was included
· whether it suited your situation
· the timing
· something else
There is no pressure to reply, but any honest response would help me improve how the product is explained.
In the meantime, here is [a useful tip, article, checklist, or free resource]:
[Link]
Best,
[Name]

Optional Short Version
Hi [First name],
Thank you for following the launch of [product name].
If you considered it but did not buy, was there anything you still felt unsure about?
A brief reply would be helpful, but there is no obligation.
The product remains available here:
[Product link]
Best,
[Name]

Review Checklist
☐ The tone is respectful
☐ The reader is not made to feel guilty
☐ The product’s current availability is accurate
☐ The question is easy to answer
☐ Price is not assumed to be the only concern
☐ A useful next step is offered
☐ The reader is allowed to remain on the list without pressure

