System of Policies & Procedures for Probate Mailings
Daily Activities:

1. Look up probate advertisements in the Daily News;

2. Utilize the Case ID No. indicated to look up more detailed information on the probate website: 

a. http://probatedata.shelbycountytn.gov/ 

b. Enter Case No. & Select “General Case Information”

3. Quickly verify that the Case Name & Representative Name match in the advertisement and on the website;

4. Scroll to bottom;

5. “Copy” representative’s name and address from website information and “paste” into appropriate fields of probate database table;
6. “Copy” and “paste” the “Case Name” into the appropriate field of probate database table;

Weekly Activities:

1. Merge the collected week’s probate data from the probate database table into the appropriate “Word” letter (letter #1, #2, #3 or #4);

2. Print all merged letters;

3. Sign all letters;

4. Tri-fold letters;

5. Hand-address #10 envelopes and stuff all letters;

6. Stamp and mail letters;

7. Schedule reminders (as necessary) for future mailings;

a. Letter #1 = month 1

b. Letter #2 = month 3

c. Letter #3 = month 5

d. Letter #4 = month 7

8. As previously scheduled reminders come due for recurring mailings, perform same steps 1-7 above;
