[bookmark: _GoBack]To: CBV Sales Associates and Office Managers
From: Mona
Re: How to submit email lists for magazine distribution & how to make changes to existing lists already on file

Submitting initial list for magazine (you have not participated in email marketing previously):
1.  Hit Agent Advocate button
2. Choose “Submit a request”
3. Choose Concierge Services Help Form from dropdown menu
4. Fill in information – enter “magazine email list” in subject field, “list attached” in description and choose “Personal Marketing” in dropdown menu under “category” field
5. Skip property marketing field
6. Click “add file”
7. Upload word doc with email list included.  One email per line please
8. Click “submit”
9. You will get an email from Agent Advocate saying your request has been received.  You will get a response letting you know they got your list.
10. Due to the fee of covering the 3rd party vendor necessary to send mass emails, your account will be charged a onetime $50 fee at this time. *See your office manager for further explanation of the cost if needed


To Make Changes to existing lists now or in the future:
1.  You may add new email addresses, but you need to have a minimum of 10 to add.   
2. You will repeat steps 1-9 listed above but please only upload your new email addresses.  Enter “email additions” in subject line.  DO NOT upload a complete list just NEW please. 
3. You may delete names at any time by following steps 1-9 above.  Enter “email deletions” in the subject line.  This does not need to be done 10 at a time. 




Agent Advocate Lists are for email marketing only.  

All mailed marketing lists are done though your order of the product in Connect U.
