EXAMPLE OF ANNIVERSARY LETTER CHECKLIST
WHO GETS IT?  All clients of Walter's who have closed a transaction (bought or sold a property) with Walter as their broker for the last twenty-eight years.

WHAT IS IT?  A letter to remind Walter’s clients how he was responsible for a transaction that may have changed their lives.

WHERE IS IT?  The anniversary letter is called ANNIVERSARY and is stored as a .doc file in the My Documents folder.

WHEN IS IT SENT?   The same month the client's transaction closed each year.

WHY?  Because Walter wants to tie all the mailings together in a client’s mind.

PROCEDURE:
When creating the contacts in your database, use the anniversary section to put in the date of their property purchase.  To bring up each of the anniversary client’s for each month, go to Outlook and follow these steps. 

1. Click on the “contacts” icon.

2. Click on the “find” icon.

3. Click on the” advanced” tab.

4. Click on the fly out menu labeled “field” and select “personal fields.”

5. From “personal fields,” select “anniversary.”

6. In the condition blank, select for whatever date properties you need.  We use normally use the “this month” condition.

7. Click “find now.”

8. This will bring up the anniversary clients who met your search parameters.

Leave these windows open and open up the anniversary letter document in Word.  To do this, follow the following steps:

1. Go to the desktop and double click the WORD icon.

2. Go under file and select OPEN.

3. Go into the My Documents folder.

4. Double click the “anniversary letter.”

5. Once the letter is opened, go to “tools” then to “letters and mailings” and then select “mail merge wizard.”

6. Make sure that “letter” is selected then click starting document.

7. Make sure that “use current document” is selected then click “select recipients.”
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8. Make sure that each anniversary client has a check next to his/her name.  Reference the list from your Outlook database to verify.

9. Click “write your letter.”

10. Select the style of greeting block that you would prefer.

11. Select the greeting line that you would prefer.

12. Click “complete the merge.”

13. Select “edit individual letters.”

14. Select “all” to view all merged letters.

15. Let it merge then make certain that each letter appears on the page as it should.

16.
Load the printer tray with your letterhead or other quality stationery.

17.
Click the print button.

To print the envelopes, follow these steps:

1. Put the envelopes in the printer tray (stamp edge first, face up).

2. Select the name and address portion of the letter that was merged.

3. Go to “tools.”

4. Go to “letters and mailings.”

5. Go to “envelopes and labels.”

6. You should see the name and address that you selected in the box.

7. Select print.

8. Go back to step one and repeat.

Once all letters and envelopes are printed, follow these steps:

1. Sign Walter’s name on all letters.

2. Fold the letters and match with respective envelopes.

3. Include a business card, a referral business reply card, and magnetic card with each letter.

4. Seal the envelopes.

5. Run through the postage machine or leave for the mail room personnel.

