
 



You could sit back and wait for people to start knocking on your studio door. Or you 
could take charge of your art career and seek opportunities.  

When you want to make a connection for professional growth, it’s better to be 
proactive than to regret later that you didn’t take action.  

The effort you put into 1-to-1 correspondence is a valuable investment of your time 
and resources. You’ll always get better results from private correspondence than bulk 
email or mass mailings.  

Customize this email template to reach out and make new connections.  
Sometimes all you have to do is ask. 

Salutation 
How you open your email and address the recipient depends on the formality of the 
situation and your level of comfort. But you must use a salutation, such as: 

Dear <Name>,  
Hi, <Name> -  
<Name>, 

Starting a business email without a salutation - especially in the early stages of a 
relationship - is impolite. 

After you’ve started on the right foot, you can start in on your main content. 

Opening Paragraph 
1-2 sentences 

Purpose: To establish a connection and articulate your reason for writing. 

Begin with a reminder of a past meeting  or an introduction of what/who you have in 
common. Another way to put this is, “This is how you may know of me and what or 
who we have in common.” 

It was nice to meet you at <location or event>. 
<Name> felt I should introduce myself to you.  
Thank you for speaking with me at <event>. (You can’t go wrong when you begin 
with a note of gratitude.) 
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After that, state clearly why you are writing:  

I am writing to invite you to <visit my studio, attend an opening, receive a private 
tour, etc.>.  

Paragraph 2 
1-2 sentences  

Purpose: To describe your art. 

This short paragraph can be a summary of your artist statement or lifted directly from 
that document. It is not a history of your art. You must get to the point. 

Paragraph 3 
1-2 sentences 

Purpose: To establish credibility. 

In this paragraph, highlight an accomplishment or anything you have coming up. 

My work is represented by <x>. 
My upcoming solo show will be held at <x>. 
I recently completed a residency at <x>. 

Paragraph 4 

Purpose: Repeat your purpose for writing in the form of a question. 

Because you never get what you don’t ask for, use this last paragraph to make a clear 
request.  

Would you be available to come by the studio on <any of these dates>? 
Would you be able to attend my VIP reception on <this date>? 

Then you can give further instructions: 

I hope to hear from you by <this date> and will <give you a call, reach out again> if I 
don’t hear from you.  
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Sign-Off 

Purpose: To be gracious and to identify yourself.  

There’s no need to say “I am <Your Name>” in the first paragraph. Your sign-off serves 
that purpose. Among the favorites for business correspondence are: 

With care, 
With gratitude, 
Warm regards, 
My best, 

Choose one and type below it: 

Your First and Last Name 
Website address 
Phone number 

You might also add a small image of your art for reference. 

That’s it! I hope you’ll start using this immediately to line up new opportunities and 
make valuable connections. 

  

Put This Template To Work! 
If you need ideas for using this template, I've created a list of 31 people that can 
help you sell your art. Download now >>> https://artbizcoach.com/phs-download  

And join me for this complimentary livestream featuring real-life email makeovers 
(maybe yours?) >>> https://artbizcoach.com/perfect-pitch-reminders-abc  
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ABOUT ALYSON 

Alyson B. Stanfield is an artist advocate, workshop leader, and art-marketing 
consultant.  

In previous lives, Alyson worked for a 
U.S. Senator (the good kind!), and as a 
museum curator and educator. It’s 
through these roles that she learned 
the importance of nurturing strong 
relationships for professional 
success. The work she does with 
artists is strongly informed by this 
experience. 

Since 2002 she has helped thousands 
of artists improve their professional 
presentation  through her online 
classes, publications, membership 
programs, live events, and free 
weekly Art Biz Insider newsletter.  

Alyson wrote I’d Rather Be in the Studio! The Artist’s No-Excuse Guide to Self-
Promotion for the many talented artists who remain professionally unfulfilled 
because their work is not seen and not purchased.  

Her mission is to empower artists by helping them gain skills and build 
sustainable systems for a successful art career. 

Join Alyson: ArtBizCoach.com 
Find answers: ArtBizBlog.com 
Connect on Facebook: facebook.com/artbizcoach 
Follow on Twitter: twitter.com/abstanfield 
Peek on Instagram: instagram.com/abstanfield 
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