Generating and Sending Individual @miibpe.-ty
Memo of Sale Emails

It you are not using the Mass MOS option in CRM, the process detailed below is how
you will send an MOS letter to each individual recipient that needs to be sent the
MOS.

1 Navigate to the Property and Offer you are sending the MOS for.
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2  Click here, the Generate Letter option
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3  Click "Please select a letter"
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4  select your letter from the drop down menu
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5 Click "Generate"
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6  Check the the details of the Vendor and Applicant are correct. Click "Generate"
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7 The letter will show on the screen with the merge tags showing. If you want to
check the letter before sending click on the 'View Merged Data' icon. Click "Send
Email".
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<<VendoriTitle>> <<Vendor > <<Vendor »
<<VendoriHouseNo> > <<VendorlAddressi>>
<<VendoriAddress2> >

<<VendoriTown>>

<<VendoriCounty>>

<<VendoriPostcodes> >

Friday, 20 January 2023
Our Reference:
Your Reference:
Dear < <VendoriSalutation>>,
RE: < <PropertyAddressShortAddress> >
We write to enclose the Memorandum of Sale as agreed.

Yours sincerely




8 The letter will be converted to PDF and attached to the email, to view the
attachment click the 'paperclip' icon in the email tool bar. The 'eye' icon will allow
you to preview the letter.
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Select who you are sending the letter to from the contacts list. For example, Click
"Sales Applicant"”

Template:
Select a Template

4 Sales Applicant
ES g
\pplic:

Sales Applicantl
Applicant

SA

Margaret Morgan
Vendor

File Edit View Insert Format Tools Table

E oS @ B I YU S ‘ System Font




10

Click "Select a Template" if you have templates created they will show in the
drop down menu, select the appropriate template. n.b. templates are created by
you/your company

In this case we selected Click "Memo of Sale Email"
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11  Click the "Subject:" field and add the subject of the email.
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Dear {Vendor Title} {Vendor Forename},

Please find attached the Memorandum of Sale for {Full Address} which you have agreed to sell to
{Purchaser Title} {Purchaser Surname).

Please complete and return to us as soon as you are able.

If you have any further questions please call or email me.

Kind Regards
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12 Click "Send Email"
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Dear {Vendor Title} {Vendor Forename},

Please find attached the Memerandum of Sale for {Full Address} which you have agreed to sell to
{Purchaser Title} {Purchaser Surname}.

Please complete and return to us as soon as you are able.

If you have any further questions please call or email me.

Kind Regards

Template Tags
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13  Repeat this to send the MOS to all other recipients

14 Click "Memo of Sale - Purchaser"
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<<VendoriTown> >
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Qur Reference:
Your Reference:

Dear < <Vendor1Salutations >,
RE: <<PropertyAddressShortAddress> >
We write to enclose the Memorandum of Sale as agreed.

Yours sincerely

Friday, 20 January 2023




15 Click "Memo of sale - Vendor™"
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<<VendorlPostcode> >

Our Reference:
Your Reference:

Dear < <Vendor1Salutations >,
RE: <<PropertyAddressShortAddress> >
‘We write to enclose the Memorandum of Sale as agreed.

Yours sincerely

Friday, 20 January 2023




