SUBJECT: 

Client Tips eLtr from JO BECKER
Dear friends and colleagues,

Thanks to all of you who responded to my recent request for tips on unique and special homes for rent in the area.  I found just what I was looking for in a matter of days and will be moving into my new home soon—thank you for all your input!

My apologies that the embedded link to Oregon teahouses in last month’s eLtr was mis-routed.  The typed url was, however, correct.  If you’re interested:   http://www.teamap.com/states/state_OR_Name.html
Jo Becker, BA (former GRI)

503/493-6883 and JoByEmail@yahoo.com

NEWS YOU CAN USE:  

I have been writing marketing- and technology-related articles for Principal Broker Magazine (PB) since 2003.  Visit the publication’s site and view past editions here.
MARKETING TIPS:  
I know I’ve talked about this before, but I can’t overemphasize the success and impact I’ve had with follow up letters and handwritten notes.  The opportunity to leave a lasting impression with new colleagues from a leads or networking group, a prospective client after your first appointment, or other professionals you expect to be working with regularly is powerful.  

For me, I seem to find the words to express myself best in writing and so following up a personal or phone encounter with a note is priceless.  This kind of personal touch and extra effort really sets one above the crowd of competition too.  It worked well for me in building up our family real estate practice, it was a highly effective tool in my career change/job search, and—now an ingrained habit—continues to be one of my better habits that serves me well whether on the job, working with volunteer organizations, or in social settings.  

It only takes a minute and I—a die-hard multi-tasker—tend to try to get the most out of my minutes by carrying a few note cards with me and writing out a couple quick cards during quiet moments in a meeting or on a coffee break during a busy day.  I encourage you to pick up the habit and utilize this time-tested tool of personal and effective communication.

TIPS AND TRICKS:  In this section, I offer quick and simple computer tips or other resources you can use to improve your computing performance.

Confusion remains for many about sending/receiving/opening files attached to email messages and what different file formats are and how to use there.  Following is a quick primer on some common file formats used for other than pictures (what for tips on those next month!).

If you plan on sending files to friends, vendors, clients and prospects, your best option is to learn (IE: ask) what software the recipient uses and try to use that program and/or file format when creating your documents.  The most common file format for word processing is Microsoft’s Word with a .doc file extension and is often a safe bet.  However, if you are unable to determine the file format your recipient will need, saving the document as a .rtf (rich text format) will likely preserve most of your formatting, allowing them to open your file without much difficulty.   Another alternative is save the document as a .txt (text) file, which can be opened in just about any program, but will not retain formatting such as paragraphs, tabs, etc.  This will make the document hard to read.

In most programs you can save your document in the file format of your choice by clicking on the “File” menu and selecting “Save As” from the menu.  From here you follow the steps to save the document where you know you can find it later (either on your hard drive and/or on a floppy disk), name the file, and select the appropriate file format from a drop down menu.

The best method for sharing brochures, flyers and other documents in which you want to retain all layout and formatting elements and/or protect the document from being edited by others is with a .pdf (portable document format) file.  To create .pdf files you will need to purchase Adobe’s Acrobat Distiller software.  The .pdf format allows any user with a free Adobe Acrobat Reader download to access the file and see it exactly as it was on your computer.  

The downer:  Adobe Acrobat (the full version you can make .pdfs with) is expensive.  If you’d like a copy of a recent Principal Broker article I wrote on pdf alternatives just let me know!  Please reference article 32 in your message.

JUST FOR FUN:  An Oregon man caught the attention of the Journal of Neurosurgery when the source of his headache was found to be 12 nails embedded in his skull from a suicide attempt with a nail gun.  ‘Just too weird—check it out, the article even includes x-ray images!

· http://www.msnbc.msn.com/id/12425803/ 

INDUSTRY RESOURCE:
The Fair Housing Council of Oregon (FHCO is a private, non-profit agency serving the State of Oregon and SW Washington.  The FHCO promotes equal access to housing by providing education, outreach, technical assistance, and access to enforcement based on protected class status in any kind of housing transaction (for sale, for rent, loan, appraisal, insurance, etc.). 

Federally protected classes include:  gender, race, color, national origin, religion, disability, familial status (presence of children or pregnancy).  Under Oregon and Washington State law, marital status is protected.  Oregon State law also recognizes source of income as a protected class.  Local jurisdictions often provide further protection for additional classes such as sexual orientation, age, gender identity, etc.

Have fair housing Qs?  503/223-8197

For info on advertising and fair housing:  http://fhco.org/advertw.htm 

To schedule a training presentation for your office, company, or association: 

Diane Hess, 503/412-6000, dhess@fhco.org 

I hope these tips have been useful to you.  Please don’t hesitate to call/write if you have computing questions or are ready to ramp up your own marketing campaign!  Referrals to your officemates and other small business owners are always appreciated.  


Thank you for your continued support!

Warmly,
Jo Becker, BA

503/493-6883

JoByEmail@yahoo.com
Formerly of Oregon Realty Company’s Portland West Office

Archived Resources:
· JoAnn Rouza Interiors:  http://www.jrouzainteriors.com
· Susan Robinson www.ecoquestintl.com/susanrobinson (password:  prosper)
· Decorative Christmas Ornament Hangers:  http://geocities.com/jobyemail
· Investment Analysis Software bradvincen@yahoo.com 
· Lincoln City cottage:  http://www.beachstumps.com/beachstumpscottage 
· ImageSetters:  www.imagesttersllc.com
· Equine Art:  http://www.equinepencilart.citymax.com 

· Columbiana Seed:  BetsySBecker@earthlink.net (REVISED address)

To unsubscribe reply to this message with the word ‘unsubscribe” in the subject line.  Thank you

Jo Becker, 8863 SW 175th Ave, Beaverton OR  97007

503/493-6883
