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Instructions for Running the Child Safety Campaign:

There are many ways to build your business. Two key methods for appraisers is to solicit referrals from banks and to increase their exposure in the community in general.
One of the unique features of the child safety campaign is that it can be used in many different ways. You can use the campaign to:

· increase client satisfaction

· increase the referral rate from satisfied clients

· increase direct exposure in the community

· increase the referral rate from banks
This document describes how a real estate appraiser could run this campaign in an exclusive area.
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Running the Campaign

Replicate the disks:

You need to make copies of the master multimedia disk. This is the disk that gets distributed far and wide as described later in this document. Replication of the disks is the first step in running the campaign. There is more information on replicating the disks later in this document. Before you order 1,000 disks, view the show on the master disk carefully. Make sure your customization at the beginning of the show has the correct contact information.
Distribute the disks:

Give a copy of the CD ROM to every one of your clients who has children. They will be sure to pass your name on to friends that are buying homes. People with young children tend to socialize with other people with young children. People with young children have a high probability of needing a larger space. Invite anyone to copy the disk if they like. Anyone that copies your disk is copying your marketing piece at the beginning of the show as well. There is only one file on the disk and there is no way to separate your introductory message from the child safety show. The bottom line is, the more people that copy the disk the better. It’s saving you from making more copies yourself.

Local newspapers and free publicity:

Since this campaign is exclusive to you in your county, you can contact local newspapers and get them to print a press release about this campaign. Child safety is always newsworthy. It’s a great way to launch the campaign. If your press release gets printed, you can clip it out and include it with any correspondence about the campaign. For example, if you want to speak at a real estate office, you can call and refer to the press release. This lends credibility to your campaign. A press release has been included in the package for you. You will have to modify it to suit. Here’s how to go about it:

· Contact the local newspapers and ask to speak to the editor. Tell the editor about your campaign and offer to send the press release.

· Ask the editor specifically what he or she would like from you. They often want very specific things like – a black and white photograph of you from the shoulders up, 2 ½ inches by 2 ½ inches, a short description of who you are and your contact information, etc.

· Send the press release and then follow up with the editor to find out if they received it and are interested.

· The smaller, local newspapers are more likely to be looking for content than large newspapers.

· Don’t be surprised if they can’t print you in the current issue. They may have that issue laid out already. Local papers usually run weekly issues, so it may take a week or two before they print you.

Presentations:

The following describes how you can use the campaign to get into a bank to do a presentation.
· Phone a local bank and find out who the manager is. Get the fax number or mailing address.

· Send a fax or letter to the manager, indicating that you are offering this public service presentation. Use the provided document on the CD. This document is yours to customize and put on your letterhead. Make sure you read through the document carefully and insert information into the required placeholders. It’s embarrassing if a manager gets a letter that says, “dear insert name here. I am contacting you from XYZ inspection company …”

· The letter indicates that you will be contacting them.

· Call on the specified day. Ask if they received the document. Indicate that you can accommodate any format of office meeting, from a five minute stand-up to a full PowerPoint presentation. We have provided a template for a script you can use on the phone. You will find it on the CD. Customize the script and practice it before you call the managers.

· If the manager seems interested, you may move towards asking if they would like to book something.

· If the manger seems resistant, ask if you could drop by for two minutes to show them what you are offering as part of this free public service campaign so they can be assured it’s not a sales pitch for anything.

· Book a date for the presentation.

· For maximum effectiveness, you should follow up with the attendees after your presentation. We have provided a thank-you letter you can send to each attendee, it’s on the CD. You may also choose to send just one thank-you by fax and ask the manager to post it in the coffee room.

· If you really want to grow your business fast, use the presentation as an excuse to contact the top mortgage lenders directly, and ask if they would meet with you for a few minutes. This is how deals are made.
Presentation Tips

Give them what they want!
In our experience, different offices have different policies on guest speakers. So what’s our point? Be flexible. Don’t assume they want you to come and speak for half an hour. In our experience, many offices will only let you in if you promise to keep it short, like ten minutes.

This campaign is designed to be flexible. Whether the office wants you for five minutes or an hour and a half, this campaign accommodates a range of possibilities. We have also learned that not all offices can accommodate a formal presentation with visuals. Ask the manager what they can accommodate beforehand. You may get turned down for no other reason than that you offer a PowerPoint presentation and the manager can’t figure out how to accommodate you. It may not occur to the manager that you could just stand at the front and speak for five minutes and leave a stack of CD’s.

The five-minute version

· Forget having an A/V presentation. There is no time.

· We have accommodated for this time crunch by providing a handout and the CD ROM to review on their own time. 

· Stand in front of the group and give them a brief overview of the child safety issues. 
· Your presentation may be as short as this:

· Children are being injured, and sometimes killed, in their own homes from accidental causes. In fact, injuries from accidents kill more children and youth over the age of one that all other causes combined.

· 90% of injuries are predictable and preventable.

· I am leaving you a multimedia CD ROM that you can distribute to your clients who have children. It’s a half hour presentation that covers fundamental safety concepts. It also offers a wealth of information provided by the government on various web sites.

· I won’t take any of your time because you have business to do. I will leave ten copies of the CD at the front desk. I hope you will all take some time to familiarize yourself with the concepts. Feel free to draw from the information to include in your own newsletters to your clients.

· Thank you so much for you time.

The 20 to 40 minute version

· Use the short version of the PowerPoint presentation included on the disk:

· We don’t expect you to use all of the slides from the short version. If you only have 20 minutes, including questions, you won’t have time to use them all.

· The entire short version takes about 30 minutes to present. You may then get another ten minutes of questions.

· Practice the presentation out loud at home before you do it in public. It may take you longer than you think.

· You don’t have to worry about not covering all of the material, the multimedia CD ROM covers your entire presentation and more. You’re going to leave some CDs for the attendees. Make sure you tell them your presentation is just an introduction and that you will leave the complete multimedia CD for them to go through at their leisure.

· The short version will be the one you’re likely to use most often. It is unlikely that an office will invite you to speak for over an hour.

The long version (approximately one and a half hours)

· The long version includes 110 slides and is likely to take over an hour and a half. This version includes all of the pictures that come up in the full multimedia version.

· Some offices will request this version of the presentation. There may be a manager that believes it’s an important enough topic to plan a special meeting for it.

· This version is also good for other venues. For example, a bank may want to sponsor a child safety night. People that have infants or very young children are the prime targets for banks, realtors, real estate lawyers and appraisers because they represent a group that is likely looking for a home. People in the rental market often look to buy when they have their first child. The bank is in the best position to round up attendees for a talk because they have a public place in which to advertise the talk. These “free” services are also offered all the time at the local public library or community center. Often the talk is put on in cooperation with a real estate office and a bank. You can offer to be the guest speaker!

· The long version is also appropriate for continuing education credits if this is applicable in your situation.

The paper handout

We have included a paper handout to give to the attendees. You will find it on the disk. Even though you are going to leave a supply of CD ROMs at the office, it’s good to have a handout at the beginning so people don’t feel they should be taking notes. The handout is very simple and refers the reader to some sources of government information web sites on child safety.

Other Notes
Newsletters

Let other professionals use your information in their newsletters. For example, mortgage lenders may like to contact their top clients periodically with a newsletter. You could let the bank use your information in their newsletter as long as they give you credit. You could even let them make copies of the multimedia disk to give to their clients. Some people have gone so far as to invite a bank to have a replication shop make copies with the banks logo on it. Remember, anyone that copies your disk and gives it out is doing you a big favor your information is embedded directly in the show.
No data projector?

If you would like to do presentations on child safety, our campaign assumes you have access to a data projector and computer to run the PowerPoint show. If a data projector is not available for your use, they are still much too expensive to buy unless you are planning to do a lot of presentations to justify the purchase. In this case, you can have 35mm slides made from the PowerPoint document. Many copy shops offer this service. If you cannot find a shop to do it for a reasonable fee, contact us and we will do it for you. We have the facilities to do this in house for you.

What’s In The Package?

You will notice this package came with two disks. One disk is your customized master disk for replicating the multimedia CD ROM. The other contains all of the other support documents.

The multimedia CD ROM has a single program file. This is the file that you run to watch the multimedia show on child safety in the home. 

The disk containing support documents has the following files on it:

· PowerPoint presentation file, long version – this is the long version of the Child Safety Presentation. Not only do you use this file to do a live presentation, but you should also print a complete copy onto paper. You should print the “notes pages.” The notes page has the description of each slide; it tells you what to say when this slide is up on the screen. You need to have PowerPoint on your computer to print the notes view. If you don’t have PowerPoint, get someone to print if for you. A copy shop will be able to do this.

· PowerPoint presentation file, short version. Same as the long version but with the less important slides removed.

· PowerPoint Viewer. Called ppview97. This is a free program from Microsoft. If you don’t have PowerPoint on your computer, load this program first. This will allow you to view the PowerPoint presentation and present it to an audience, but it won’t let you make changes or print the notes pages.

· Press Release – this is the file you should customize and send to local newspapers.

· Letter or fax to bank – this is your preliminary contact with the manager. Customize this letter and make it yours.

· Follow-up telephone script – if you don’t know where to start when you call the office manager, use this script as a guideline.

· Thank you letter to attendees – you would use this if you did a presentation at a bank for example. The more times you contact your potential referral base the better. Customize this letter and mail it to the attendees, or fax one copy to the office for posting. You could also drop it off and ask the receptionist to post it or distribute it.

· Presentation Handout – this is a short paper-based handout you should give to each attendee at the beginning of the talk.

· Learning Outcomes – this is primarily used if the course is being offered for continuing education credits. Courses for credit usually have to follow a specific format, that is, they have to state up front what the attendees are expected to learn. Sometimes a quiz is required as well. Either way, you can add this to your paper handout package if you are doing the short or long version. It does not make sense to include it if you are only doing the five-minute version because you won’t be covering the material.

We recommend you print up an instructor’s manual for this campaign. This will make it easy for you to show a manager of a bank what you will be teaching. Print out all of the documents included as describe above and assemble them in a binder.

IMPORTANT

When you print the PowerPoint file, in the print dialog box you will find an area that says, “print what.” You should select “notes pages.” This will print the slide in the top half of an 8 ½ X 11 page and notes below. This presentation is fully documented. The notes pages tell you what to say for each slide.

Replication of the CD ROM

You are licensed to replicate the CD ROM as many times as you like, subject to the points detailed in the license agreement.

The beauty of CD ROMs is, they are cheap to reproduce. You can either do it yourself or you can contact a shop to do it for you. Your decision may be based on how many you are planning to reproduce. We strongly suggest you have them replicated at a shop. The technology used at a replication shop is much more reliable and they can silk screen your company logo etc. onto the top of the actual disk. The end result is very professional. 

Here are a few other reasons you should have this done at a shop:
· In our experience, it is substantially more expensive to burn the CD’s yourself. We have burned hundreds of disks in our office while running this campaign and have tracked the cost closely and the cost is almost double. The big cost is the disk labels and ink jet ink.

· A burned CD is not the same as a ‘stamped’ CD. A CD that you burn in your office may not read on older CD ROM drives. A stamped CD will read in any CD ROM drive. If you call for quotes at a local CD replication shop, make sure they are stamping the disks rather than burning them. Usually you have to order at least 300 disks before the company will stamp the disks.

· If the company is stamping the disks, they usually refer to the process as ‘replication’. If the disk is being burned, it is usually referred to as ‘duplication’
· Replication (stamping) involves making a ‘glass master’. Make sure the cost of the glass master is included in the quote.

Replication Shop

You can use any replication shop. The cost should be between 55 cents to 75 cents in the United States and around a dollar each in Canada. This includes the disk, silk screening the top, stamping, and packaging each disk in a paper slip cover.

Many of our clients are using a company called Duplium. They operate in Canada and the United States. I have spoken with Jeff Lloyd and he knows all about this campaign and would be happy to help you out. E-mail him at Jlloyd@duplium.com or call toll free 1-800-819-0701

Reproduce them yourself

If you decide to burn them yourself, here are a few tips:
· Don’t use the cheapest disks – disks are cheap anyway ($.30 to $0.80 each). Look at the price range and maybe get a middle-of-the-road disk. If you have a good burner and everybody in your distribution area has a good quality CD ROM drive, you could use the cheapest disk you could get your hands on. The reality is, some people have an older computer and cheap disks may not be readable on an old computer.

· Use disk sleeves instead of jewel cases. They are cheaper and easier to distribute. Disk sleeves are made of paper and have a see-through window so you can see the logo printed on the disk. They are only a few cents each and come in boxes of 50 or 100. There are also more expensive versions of these made of vinyl. There is no reason to buy the vinyl ones. Bear in mind that the vinyl version will be at eye level at your local office supply store. Don’t be suckered!

· Buy a CD label making kit. CD ROMs spin very fast and they have to be balanced. Don’t stick just anything onto the disk. It’s tempting to get cheap stickers made into the same shape (and a little smaller) than your business card. If you stick this onto the disk, it will throw off the balance. CD labels are circular with a hole in the middle, ready to stick onto the topside of the disk. The CD label kits have software to print the labels with your logo and other information. If you have a good inkjet printer, you’re on your way. The kit will come with about 40 or 50 labels and a simple device for placing the label on the disk. You can then buy more labels when you run out.

· If you are making lots of labels, you may be better off getting a copy shop to print sheets of labels for you. Then you can stick them on with your kit.

Instructions to Package with Your Disks

Once you have your disks replicated and inserted into paper slip covers, you are ready to give disks out to all of your clients. The multimedia show will run just fine off the CD ROM but we have found that if the client has an older CD ROM drive, there will be brief pauses in the audio. The bottom line is, the show runs better if you get your clients to copy the file to the desktop of their computer and run it from there.

It is also a good idea to let your clients know that this computer program does not load any software onto their computer and it does not need any software to run. Some people are afraid to load software onto their computer because it could change some critical setting in the registry. Let them know that when they are finished watching the show, they can simply delete the file if they wish.
We suggest you print out instruction sheets to package with the disk so the recipient knows what to do with it. You can slip the instruction sheet along with your business card into the slip cover with the disk. Here is some sample verbiage you can use on the instruction sheet:
This program runs best from your hard disk. Please copy the file from the CDROM onto the desktop of your computer and run the show from there. When you are finished watching the show, you can simply delete the file from your desktop if you choose. No software is loaded onto your computer during this process.

To copy the file to your desktop:

· click on ‘My Computer’

· click on the icon that represents your CD ROM drive

· you will see a file called ‘CSafety’

· select this file by clicking on it once

· then click on the file using the right mouse button

· select ‘copy’

· close the ‘My Computer’ window

· using the right mouse button, click in the middle of the desktop

· select ‘paste’

If you are an advanced computer user, you are well aware there are many other ways to copy the file. Please be advised that with windows 95 or 98, a click and drag to the desktop will create a shortcut not a copy since this is an executable file.

Sincerely,

John Doe
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