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This article has two related focuses—both tied to e-mailing clients and potential clients.  First of all, let’s 
consider the merits of using e-mail when corresponding with those of your clients who are already online 
and relatively tech-savvy.  These folks will appreciate your online availability—many of our clients have 
themselves, in fact, made e-mail their primary and preferred means of communicating with my partners and 
me.   
 
This suites us just fine.  Not only are we comfortable communicating online, but it also makes for ready-
made file notes.  All correspondence to and from our clients gets printed out and popped into their file—
each document date and time-stamped.  It not only saves the time we would spend sitting down to jot out 
file notes, it’s arguably a more reliable and defendable account of what happened in the course of the 
transaction than simple file notes may be (i.e., “yes we really did advise you that you should have 
professional home inspection and you chose not to”). 
 
Speaking of proving that you have done what you need to, why not take a proactive approach to Oregon’s 
agency disclosure requirement.  Have you ever received an e-mail message from a potential client asking 
you a couple introductory questions about real estate?  Do you have a website that you’ve received e-mail 
messages off of?  As Realtors®, we all know that Oregon state law requires that we discuss agency with all 
such prospects at the time of “substantive contact,” which arguably these incoming e-mail messages could 
be considered.  But did you know that the Real Estate Agency’s Initial Agency Disclosure Pamphlet is 
available on their website?   
 
The agency’s site can be found at: http://www.rea.state.or.us.  Go to 
http://www.rea.state.or.us/Forms/Regulations/Initial%20Agency%20Disclosure%20Pamphlet.pdf to view 
the Pamphlet in pdf (portable document file) format specifically.  Here’s a nifty idea—<Ken, thanks for 
letting me borrow it!>—why not respond to those who e-mail you with an initial real estate question with a 
copy of the pdf Pamphlet?  Saving and printing out your message will prove you did your part to inform the 
public about their rights and responsibilities under agency law.  Sending the pdf Pamphlet and discussing it 
in your correspondence with potential new clients will also show your professionalism and regard for their 
interests.   
 
You may choose to forward the Pamphlet via e-mail in one of two ways.  Either include the lengthy url 
(yes, the entire thing!) in the body of your message.  The recipient will most likely see it as a hyperlink that 
they can click on to bring up the pdf in a new browser window.  If they have any difficulty with that, be 
sure to let them know they can copy and paste the url directly into their browser’s address field to see the 
document.  Alternatively, you can save the pdf to your computer (File/Save As) and then attached the 
downloaded pdf to your outgoing messages.  The concern here may be whether the recipient will know 
what to do with your attachment and/or whether they’ll bother to look at it. 
 
Either way, you’ve gone a step further to proving you’ve done your duty and have a written—date and 
time-stamped—record of as much! 
 
And, as always, if all of this seems too overwhelming, ask for help, but keep trying!  Before long you will 
get the hang of it.  In the meantime, hang in there! 
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