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Save time by
creating an Email
Template in
Outlook.

Each time you meet
with a client or
potential client, an
email is a great way
to thank them and to
offer follow up
information or a “call
to action.”

Start by creating a
new mail message
in Outlook.

Add a subject and
type your text.
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Dear

It was a pleasure meeting you today. | hope that you enjoyed the Open House event at 100
Main Street. I'd like to discuss this property with you in more detail as well as some other
properties that | believe may suit your needs.

I give you a call on Wednesday at 1:00 pm. If that's not a convenient time to reach you or
if you would like to speak with me befare then, please feel free to call me.

Thank you!

Sandra Seller

Sales Agent

ABC Realty Inc.

15 Hawthorne Strest

Anywhere, USA 12345

Phone: 800-456-7890

Cell- (555) 765-8899

Email: sandra seller@abcrealty.com
Web: www.abcrealty.com
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Note: You cannot create an Outlook template if you use
Microsoft Word as your email editor. To turn off this
feature, follow these steps:

In Outlook, click Tools, Options and Mail Format tab.

If there is a check mark in the box next to Use Microsoft
Word 2003 to edit email messages, click on the box to
deselect it.

Click Apply and then OK.
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On the File menu,
click Save As.

In the Save As type
list, choose Outlook
Template and then
click Save.

Close the message
(if you are prompted
to save the message,
click No).
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Once you've saved
your new Email
Template, you can
open it, edit the
content (if
necessary) and
send it out simply by
typing in the
recipient’s email
address in the To
field.
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Dear Betty| i

It was a pleasure meeting you today. | hope that you enjoyed the Open House event at 100

Main Street. I'd like to discuss this property with you in more detail as well as some other

properties that | believe may suit your needs.

[l give you a call on Wednesday at 1:00 pm_ If that's not a convenient time to reach you or

if vou would like to speak with me before then, please feel free to call me.

Thank youl

Sandra Seller

Sales Agent

ABC Realty Inc.

15 Hawthorne Street

Anywhere, USA 12345

Phone: 800-456-7390

Cell: {555) 765-8899 _3

Email: sandra seller@abcrealty com

Web: www abcrealty com
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Note: If you turned off Use Microsoft Word 2003 to edit
email messages, you can turn the feature back on once
you've saved your new email template. To turn on this
feature, follow these steps:

In Outlook, click Tools, Options and Mail Format tab.

Click the box next to Use Microsoft Word 2003 to edit
email messages to select this option.

Click Apply and then OK.
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