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Introduction
Perhaps there is only one cardinal sin: impatience. Because of impatience, we were driven out of Paradise, because of impatience we cannot return.

—W.H.Auden, The Dyers Hand

Because of impatience, many authors waste endless time, emotion, and postage in futile attempts to solicit a literary agent for representation.

These authors incorrectly seek validation and feedback for the value of their literary work. Literary agents are not in the business of analyzing the work of non-clients. Indeed, many will not do so with long-term clients. They exist to sell their clients work to publishers for the highest price and best terms. They exist to make money from commissions.

Yet, the new author seeks to get feedback that the writing effort is not a waste of time. Will their subject matter sell? Is their writing up to par? Often they grow frustrated and impatient.
Chill out. 

You shouldn't seek those answers from agents you wish to represent you. You should enlist the aid of a writer's critique group, and after they're done, a freelance editor. Research your subject matter through publications like Publisher's Weekly. Do your own homework. If you don't know, find out. Agents want you to have the answers to their questions, not the other way around. You can do it. It takes work, but you are not afraid.
Literary agents reject ninety-five percent of the queries for representation they receive, the vast majority of which are because the author didn't prepare his or her submission properly. The sin of impatience strikes again.

Many authors solicit agents who do not represent the category or genre of the author's manuscript. This is a clear waste of everyone's time. If the agent only does nonfiction, don't ask them to represent the novel you've just written.

Many authors of nonfiction create proposals and even full manuscripts without evaluating the market. If you're writing a piece on cruises to Alaska, you must know the size of your market and the competition, i.e., are the bookstores already loaded with similar titles. If so, the likelihood of publishing is small, and the agent will likely send a reject slip. Do your homework and get the pain over early.

If you spend months and years writing and perfecting your manuscript, but only minutes creating a query letter and submission package, you almost guarantee seeing reject notices from those agents you solicit.

With a ninety-five percent reject rate, one can see that the minimum acceptable quality level needed for your submission package is "PERFECT."

To help you achieve perfection, the Agent Wizard will facilitate your creation of a submission package that looks professional. It will do so by matching your qualifications and the type of manuscript you've written (or proposed), to those agents who will find your qualifications and category/genre suitable for their representation. The wizard will select from the list of over four hundred and fifty agents stored in the database. You may filter the possible agents with ten different selections. From this list, you can distill the agents you wish for your 'A' list(the agents I'd love to have,) your 'B' list (the agents I'm Ok with,) and  your 'C' list (OK, I'm desperate list.) There is even a link button to the agent's web site to help you further refine your selections.
The Agent Wizard will merge your query form letter with your selected agent's addresses, attach and collate any attachments like a synopsis or nonfiction proposal, create labels for your envelopes, and finally, print the whole package ready for you to insert in an envelope and mail.

Hooking an agent is tough, and requires not only skill in the craft, but a journey of perseverance. The journey can be daunting. You must do your homework. You must excel in the both subject matter and the craft. The Agent Wizard is there to help you in your journey. You can do it.
    Preparation

Supplies

To prepare, you will need supplies:

· 20 lb 8 ½ by 11 inch white paper

· 9 inch by 12 inch clasp envelopes (manila or white)

· #10 White business envelopes

· 1 inch by 2 5/8 inch labels on an 8 ½ by 11 sheet (30 labels/sheet) Avery 5160,5260,5920,8160, or equivalent.

· Postage scale (Alternatively, use the Post Office)

· Postage stamps

· Fresh black ink/toner printer cartridge

Fiction Documents:

· A complete novel/novella that is proofed for structure, grammar, content, format, and spelling, i.e., the final draft. This should conform to the guidelines of the Chicago Manual of Style. You may use the Novel Wizard in Wizards for Word
 to conform.

· A two-page synopsis, the final draft. This should conform to the format used by the Synopsis Wizard (from Wizards for Word)

· A completed query letter, the final draft. You Must create and format the letter with the MergeQuery2 wizard (included with Agent Wizard.) If you desire, you may paste the body, and only the body, from your original query letter while running MergeQuery2.

Nonfiction Documents

· A complete nonfiction proposal, the final draft. The Nonfiction Proposal includes an annotated chapter outline.

· A complete annotated chapter outline, the final draft. This is a subsection taken from the full nonfiction proposal, saved as a separate file.

· A complete set of sample chapters, the final draft. These samples should conform to the guidelines of the Chicago Manual of Style. You may need to prepare separate files with specific pages or chapters to satisfy the needs of specific agents. The wizard will guide you if this becomes necessary.

· A completed query letter, the final draft. You Must create and format this with the MergeQuery2 wizard (included with Agent Wizard.) If you desire, you may paste the body, and only the body, from your original query letter while running MergeQuery2.

Review and proof all documents. If possible, have someone skilled in the craft review them.

While some agents do not require all the documents on initial submission, you should have them prepared. When an agent calls and asks that you send the full nonfiction proposal or your novel's two-page synopsis via overnight express, you don't want to be caught empty handed.

The need for preparation, review, and proofing cannot be overstressed. Many of the rejects occur in the first sentence of your query letter. The agent, intern, or agent's assistant will find an error of impatience or sloppiness. They will stick a preprinted reject slip inside your SASE, and put the envelope in their outgoing mail. Done, next supplicant please. You have wasted your time, postage and paper for a journey to rejection.

Don’t be thrown out of paradise again for want of a thorough review by someone skilled in the craft.
    Writing Query Letters
What is a query letter? For that matter, what is a query? Webster defines it as a question, an inquiry. Let me give my definition. A query letter is a formal business letter revealing how an author will make money for an agency or publisher, quickly and easily. It is not a letter to your pal, nor is it an invitation to be entertained by your writing. It must appeal to the agent's business acumen, not their appreciation of the craft, or their love of the art.

Agents prefer to receive a concise, one-page query letter that describes something brief about the novel's plot or distinguishing hook, the genre or category the offering is in, and other titles the author believes comparable. The letter should include basic information about the author, previous publishing credits, previous agent, significant writing awards, education, participation in writing groups, conferences, and any other distinguishing information relevant to his or her profile as an author.

Agents and editors reject ninety-five percent of all queries submitted to them. What does this mean? It means the minimum quality level acceptable is perfect. I repeat perfect. No mistakes, none, nada, zip. Perfect.

If you're too lazy, too busy, or lack the skills, send only one copy. Send it to your mother. She loves you, doesn't she? Sending more is a waste of postage.

Furthermore, agents see thousands of query letters every year. Don't try to be cute. They've seen it. The first time it was cute. Now, it's the reason they'll reject your work. Silly fonts, colored paper, and bags of sugar-free candy don't work. Most will reject it out of hand. Ok, after they eat the candy. The odds are with them: ninety-nine to one.

'Nuff said. 

There are several different categories for query letters. The category we will address is a query for a piece of fiction written by an unpublished author.

Long Fiction (Book) Query

The intended recipient of our letter is an agent. Although you can send it directly to a publisher, the odds are it will go unread if an agent does not represent you.

Using a standard business letter format, place your name, address, phone number, and email address in the appropriate place. Use a simple easy-to-read business font. If you're using the MergeQuery2 wizard, the formatting and placement is automatic. 

Address Block and Salutation

The next part is the name and address of the recipient. The address must be current. Spell the agent's name correctly. Many agents will stop reading on the first spelling error. Determine the correct gender of the agent. I met an agent named B.J. who was a woman. If I hadn't met her, I wouldn't have known. Visits to web sites and agent listing wouldn't reveal whether to address B.J. as Ms. or Mr. Nonetheless, you can find an address and an agency name. With that, you can find out a phone number, and with that, call and ask. Find out. Don't guess. Don't use a unisex or generic salutation. The salutation must be specific, with the proper title and end with a colon. It is a formal business letter. This problem is solved when you use Agent Wizard, for the courtesy title is part of the database.
Dear Ms. Johnson:
If you are using MergeQuery2 Wizard/Agent Wizard this is automatic.
Lead, Log Line or Hook

The next part of a query is lead. Beginning with the hook, the log line. It is essence of the book in a single sentence. 

Many of you are shaking your head. You're thinking it can't be done. Your story is too rich and complex to be reduced to a single sentence. I hope you remember your mother's address.

To begin, reduce the story to five sentences. Reduce the five sentences to two. Finally, reduce the two sentences to one. Is it easy? No. It is necessary? Yes, it is. You do want them read beyond the first sentence, don't you? 

Many agents use interns to sort the wheat from the chaff. If you don't grab them in a positive way on the first sentence, the odds go against you exponentially. Remember, perfect is the minimum entrance fee.

 A sentence summarizing the Margaret Mitchel's Pulitzer prize-winning novel of over 1000 pages might read:

Gone with the Wind is a story that takes place during the Civil War and tells of a beautiful woman's obsession with the wrong man that blinds her to the love of the right man.

A thousand pages reduced to a single sentence. Can the sentence be improved? Of course it can. Nevertheless, it demonstrates it is possible to describe a complex and lengthy piece of fiction in a single sentence. Tell the essence of the story, not the story. Tell the theme of the story, not the story. Hook me. Make me want to read more. Give the publisher's salesperson a single line to entice the bookseller. Make it easy to want to read more, to sell the book, to buy the book. We all like easy money. Convince the reader of your query letter that he or she is on the path to easy money. Do it with craft. You must show, not tell.

Some lead openings immerse the reader in the story. Ayn Rand's Atlas Shrugged asks the question "Who is John Galt?" Would this induce the reader to read on? The hook provided by the publisher in advertising the book:

A mystery story not about murder of a man's body, but of the murder and eventual rebirth of his spirit. 

Would you read on?

The first sentence of your novel must hook the reader. The first sentence of your query must also hook the reader. Now, here is the bad news. Each sentence thereafter must do the same, for perfection is the minimum entry fee. You can approach it with the one sentence synopsis, immersing the reader in the story, or presentation of a theme. The key is you must make it interesting and get the reader to read on. If your first sentence is boring, guess what the response will be.

Beyond the log line, you should describe the other details of the book, i.e., the number of words, any unique milieu, and the novel's genre. An example is:

Jaws, a 90,000 word thriller set in contemporary times on Cape Cod, tells the story of a local police chief's struggle to protect the town from a shark." 

This is where you will part company with many agents. If you have written a historical romance, and the agent does only science fiction, horror, and basket weaving, there's a reject slip soon on its way. 

Business Hook

The business hook is where you demonstrate your marketing skill. For example, in Formatting & Submitting Your Manuscript published by Writer's Digest Books, Nicholas Sparks, in an example query adds a P.S. to his query to an agent about his manuscript for The Notebook:

P.S. Because 22 percent of the people in this country (40+ million) are over 52 years old and 4.5 million people suffer from Alzheimer, this book is unique and marketable to a wide audience. In addition, at 52,000 words, it is short enough not to be cost prohibitive to most publishing houses.

The above business hook could have been in the lead; however, the author's prior publishing credits fit better for him. This demonstrates professionalism, a commodity agents welcome.

Writers Credentials

This where you tell them about the Pulitzer Prize you won. If you didn't win that, how about the East Podunk Short Story contest? If you belong to a writer's group or a critique group, put that down. If any of your work (fiction, nonfiction, articles, anything) has been published, put that here. If you have an MFA from UC Irvine, put that here. If you attended writer's conferences, seminars, or lectures, put that here. Put the most important first. If you've had three books published, you may skip that you belong to the East Podunk's Writers Club. If your novel is a legal thriller, and you are a lawyer, put that down. Don’t put qualifications not related to your novel.

They need to validate you can put a sentence together and they don't want to waste the time to read your manuscript to find that you can't. If you are writing about a subject requiring some technical background, demonstrate you have that background. Give them that validation. The better the credentials, the easier the sell.

Referral or Recommendation Sources

Name-dropping is wonderful. If you know an author who has an agent, ask if he or she will introduce you. Ensure you note this in your query letter. For example:

A member of my critique group, John Smith, spoke highly of you and the quality of your representation. He thought My New Novel would be of interest to you.

Find books you like that are similar to yours. Look in the acknowledgements for the author's agent. When writing to this agent you can say something like:

I have read the suspense novel by John Bestselling Author, Absolutely Wonderful, in which he states he is with your agency. As a fan of his writing style, I felt that My New Novel would be of interest to you.

If you go to a writer's conference and meet an agent, mention this when writing to that agent:

We met at the Southern California Writer's Conference in Oxnard last summer. You might recall My New Novel placed second in the long fiction contest.

Comparisons with other Books

Using a positioning statement helps the agent pre-sell your book, if they choose to represent you. A typical positioning statement:

I try to emulate the plotting style of Ludlum and the technology exposition of Creighton.

Nevertheless, never compare yourself to some bestselling author in a way that claims equality to that famous author. Your claim will be rejected with a letter to follow. Be humble or be rejected.

Compare your novel to other novels with a statement similar to:

My New Novel falls somewhere between The Lovely Bones and Angela's Ashes in style and content.

Fans of Danielle Steele will like My New Romance.

These statements help the reader understand the kind of novel you have written.

The Meat

Ok, the meat, or body of the letter should be your best foot forward. If the best pitch is your awards, education, writing experience, put that as your main pitch. If you lack significant creative writing credentials, pitch the story.

The meat is a few paragraphs. Brief is better. This is selling your credentials or story.

If the pitch is the story, give a brief synopsis of the story, its theme, and style. Most stories have been told before. Sure, the names have changed but the pitch is the same. Highlight the difference in your story. What makes this different and why will readers be intrigued and buy it? I know, your mom likes it.

The Closing Paragraph

The closing paragraph should be a standard business closing. For example:

Thanks for your consideration. I look forward to hearing from you.

A Representative Query

 Below, is an example of a query letter, written by a friend of mine for his novel, Singing to Whales. In the interest of privacy, the address and phone numbers have been changed.

Greg Elliot

10 Main Street.

Somewhere, CA 93000

(866) 555-1212

E-mail: myEmail@domain.com

Ms. Mary Smith

The Mary Smith Agency

10 Main Street

New York, NY 10002

Dear Ms. Smith:

In Singing to Whales, Matt Kiley is born with the ability to talk with dolphins (and other whales) but he can’t carry a normal conversation with another human being to save his life.

Since a time even before he is born, Matt finds himself immersed in the world of dolphins and whales. His mother, a pioneering researcher in the 1950s, swims with the same dolphin for hours every day while pregnant. For the unborn Matt these swims muffle away all human sounds, filling his days instead with dolphin cries. These cries change the programming in Matt’s developing brain, affecting how he will come to process and understand language. 

As he grows, Matt finds he can understand and even speak the dolphin language, which makes much more sense to him than English. Unfortunately, his troubled English results in some people labeling him an autistic savant, slow–witted with humans but brilliant with dolphins. The older he gets and the harder he works to talk and think like a human, the less he understands the dolphins and whales. Will he risk giving up his special gift in order to try to have a normal life?

The 100,000 words of Singing to Whales tells the story of one man’s ability to communicate with another species. Like The Horse Whisperer and Tarzan of the Apes, the human communication forms the soul of the story.
I studied Oceanography in college. My studies continue, following dolphins in local waters, orcas off the San Juan Islands and humpbacks in Glacier Bay, where my novel takes place. I have written on water quality issues for an environmental organization, optioned screenplays to Tri-Star and Warner Bros., and written for the television shows “Star Trek, Voyager” and “Charmed”, among others. I serve as the senior editor of Westlake Magazine.

Thank you for considering Singing to Whales. 

Sincerely,

Greg Elliot

Enclosures: Singing to Whales prologue and first fifty pages, synopsis, SASE

Checklist

	Dos
	Don'ts

	Check Grammar and Punctuation
	Don't understate your experience

	Check Spelling
	Don't use hyperbole to sell yourself 

	Do it again
	Don't state some other agent has sent a reject

	Check for craft or grammar style errors
	Don't mention items not pertinent to the novel

	Get your critique group  to review your query
	Don't ask for advice or criticism

	Address your letter to a specific agent
	Don't bring up payment expectations

	Do state previous publishing credits
	Don't mention copyright information

	Do summarize relevant experience
	Don't go over two pages, preferably one.


    Query Form Letter

This chapter describes the mechanics of writing your form letter with MergeQuery2. Let's examine the details and begin. Start Microsoft Word.
Choose File | New
If you're using Word 2003 , in the New Document Pane, under Templates, click on "On my computer…", select the AgentWiz tab, double click on MergeQuery2
If you're using Word 2002, navigate to General Templates | AgentWiz and click on MergeQuery2.

If you're using Word 97/2000 navigate to other templates | AgentWiz and click on MergeQuery2.

The information screen will pop up. Review all the entries. Enter the pertinent data about yourself. If the address format is slightly different in your country, adjust the entries accordingly. You may find some of the data filled in. Edit as necessary. Click OK.

The wizard will generate a skeleton document. At the top of the document, you will see your name and address data, i.e., your return address. Below that, left justified, is the date and the agent merge fields. Furthermore, the date field will show something with a number of zeroes.  Ignore this. This field is set to "SaveDate." It will reflect the last date the document was saved (you haven't saved this form yet.) This will carry over to your actual finished and merged letter. If later, you modify the letter, the date will reflect the last time you saved it. Before printing, this field is refreshed. Your actual printed document will reflect the last date saved. 
You will fill in the body of the letter, between the salutation and the closing. This is the information we spoke of earlier. Later you will have an opportunity to personalize each letter if you wish.  
If you already wrote a query letter, you can copy the body of that letter into this form letter; however, ensure you only copy the text of the body. Do not copy anything other than that which is between the salutation and closing. In certain versions of Word, you can paste the format style of the source document or retain the format style of the destination. Do not paste the format style of your original, but retain the format style of the Merge Query template (the destination.) If it doesn't look right after the paste, then start over and just type the body of the letter manually. It's only a few paragraphs.
You'll see entries enclosed with « » symbols. Don't alter these in any way. The Wizard will punish you if you do. These mark the mail merge fields.
Ok, when you have finished the body of your query letter, give it a name and save it by choosing File | Save As. Navigate to a folder that you wish to save your file in, for example "My Documents." Type a name such as MyQueryForm in the File Name box, and click Save. Did you click Save? Good. Record the file name and location for future reference. The Agent Wizard will ask you to navigate to and identify this file.

      Agent Wizard Detailed Instructions
Here is where you learn how to use Agent Wizard.

Start Microsoft Word, from the File menu, choose NEW|General Templates|AgentWiz tab| and select AgentWizard. Click Ok. Navigation may be slightly different on your version. See Word's help screen on 'Create New Document from tempate', if necessary, to determine navigation to template folders.

The wizard will display the initial screen shown on the next page. Fill in the blanks. Ensure the manuscript title is current. The wizard uses it to seed the campaign directory name for the project. 
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Initial Dialog
After filling out the form, click next. If this is the first time you have used the wizard, you will see the screen depicted on the next page.

On this screen, you can choose to view or print this manual. The next step is to create the project by clicking on the CREATE PROJECT button.

[image: image2.jpg]Greetings
Greetings:
Relax, the journey will be easier if you snile.

The Agent Wizard has determined you don't have an active Manuscript Marketing Campaign open. The
Wizard will create a new campaign for you. Since writing is a journey through revisions, the wizard
will organize a copy of your documents for this journey in one place, located in My Documents\Wy
Campaigns\(manuscript name.) Later, you can defermine what revision of what document you sent o
which agent or edifor, when you sent it, etc. You can even print the documents again i you had a
paper jam or the dog ate the outgoing mail,

If you make a revision 1o a submission document, and it is different from a version sent o an agent
or edifor, it's  good idea to create a new campaign o keep frack of the revised journey. The Wizard
will ask you fo do so when appropriate.

While you progress, the Wizard will provide an opportunity for you to save your campaign
information. Feel free o save, stop and nap.

Please read the manual. You will find there is a wealth of information there. Furthermore, the
Wizard can be somewhat fickled with those who fail o read instructions and will dish out
punishment occasionally. Enjoy.

View Manual Print Manual Creste Project Cancel





[image: image11.jpg]Asent Wizard Fiction Questionaire

To get the Wizard's advice, answer the following:

Have you ever had a previous long fickon book published 2 ¥&] & o

Do you have an advanced degree in wiithg, e.g., an MFA? © res 1o

Ts your current manuscript complete? CYes G

Is the manuscript propery formatted (CMS rules)? C¥es Nofrotsure

Has it been proof read, spel checked, grammar checked,
and checked for grammatical style erars (Ghost
Reviewer)? Have you had a criique group, edtor or other
professional review the structure and content?

Ces & Nopartil

Do you have  referral to @ speciic agent from arother
author, edtor or publshing professional who vil advocate
of recommend your work?

CYes G

Have you prepared the query form letter vith Ces G Mo
MergeQuery2?
Have you written a two page synopsis? CHes G

tiext Cancet



In the next dialog, you select whether your manuscript is fiction or nonfiction. 
Questionnaire
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On this dialog, you answer a series of questions. Click Next when you finish answering the questions. 

The wizard will provide recommendations on how best to proceed.
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If the wizard detects you are ready, the NEXT key will be enabled (not grayed out) If not, you may suspend the program, follow the recommendations and refine your documents, or you may do a trial run. 
The trial run uses sample documents, but allows you to surf through the agent database, and select them as if you were preparing a submission package However, you shouldn't actually print the labels and submission package. You can view the documents, and labels to get a feel for how they might look when you actually run it for real. YOU MAY COMPLETE THE TRIAL RUN ONLY ONCE. TO BEGIN FROM SCRATCH (EMPTY ALL DATA) YOU CAN DELETE THE ENTIRE \MY CAMPAIGN FOLDER. This will allow you to go through the trial run again. 

Let us return Agent Wizard Advice dialog. When your answers enable the NEXT button, that is when you have all the proper documents needed, proofed and ready to go, you may click the NEXT button. 
The wizard will ask you to identify and locate the files associated with your project. You will need to identify the query form letter prepared with MergeQuery2, and for fiction, the synopsis, and manuscript files. If you lied in the earlier questionnaire about completion, guess what, you've been caught. Don't lie to the Wizard. For nonfiction, you must identify the nonfiction proposal and the outline. For our purposes, the annotated nonfiction outline is a subsection of the nonfiction proposal saved as a separate file. The wizard copies these files to your project folder for use during printing. 
Suspend or Cancel

During the process, you can suspend the Agent Wizard to take care of other tasks like preparing other documents, or taking a nap. Hey, this stuff makes you tired.

When you restart Agent Wizard, after a couple of preliminary screens, you will see a graphic similar to this:
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Your graphic may have less selections. Here you can choose to resume a regular project or create a new project (Create New Folder). The entries entitled "My_Manuscript…" would have names similar to the actual manuscript name you entered in the earlier information screen. 

Furthermore, if during a Trial Run, you suspended the Trial Run, you would see the trial run selection.

During the process you may select Cancel. When you do so, you will be given the opportunity to delete the project files and start all over from scratch. If you decline, the Agent Wizard will act as if you suspended.

Email Disable

The Wizard will present a dialog that allows you to enable or disable the ability to merge to email and send some queries via your MAPI compatible email program, e.g., Microsoft Outlook. Sending queries via email saves you postage and time. The wizard will never send email with attachments. Any agent that requires attachments to the query letter will cause the wizard to automatically choose snail mail.
However, to use the email feature, you must have the program properly configured. If you do, the Wizard will take advantage of it. If you don't have it, don't know how to set it up, and don't give a hoot, no sweat; just tell the Wizard to disable the email feature, and set everything to snail mail mode. You can snail mail everything or you may copy the finished query letter from your project folder and paste it into any email program. Like the burger joint, have it your way. You need to ensure the agents to whom you send email, accept email. 
Nevertheless, if the Wizard senses you don’t have a MAPI compatible program, the wizard will automatically disable email queries and your selection will have no effect. MAPI, CRAPI, don't worry about acronyms. The Wizard will let you know if it's an issue.
If you choose to use the "paste" method to send some queries by web mail, when you select agents, make note of those who accept email. DO NOT, UNDER ANY CONDITIONS, SEND A QUERY LETTER WITH WORD ATTACHMENTS. I repeat never send Word attachments. Many ISPs, and some email programs will block or delete these and neither you nor the agent will know. In addition, the wizard recommends you don’t send fax queries. The quality of the document the agent will read is indeterminate. Email a simple one-page query letter or snail mail a submission package.

Category/Genre

The wizard will display the dialog shown in the subsequent graphic. Here you select your manuscript's genre of fiction, or the category of nonfiction. You can select up to two categories for a cross genre setting. This will result in selecting agents from both categories. While this may seem a good idea, you may end up with neither fish nor foul, so choose wisely.
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While the above depicts fiction, there is a corresponding list of nonfiction categories. Select the category most suited to your work. It is important that you choose wisely. If necessary, go to a bookstore and see how they categorize a book similar to yours. Click NEXT.

With the information entered, the wizard will search through the database of over 450 agents to find those that represent the categories that you've indicated and the qualifications you possess, i.e., MFA, previously published, etc.

The wizard will display the dialog shown in the next graphic.

Filter
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This is a multipurpose screen. In the top right quadrant, you will see a box with a number, e.g., 132. This represents the number of agents that match the criteria. You may wish to reduce this to a more manageable number, or you may wish to proceed to the next step to give yourself the widest latitude in selection. If you choose to refine the selections, you can do so in several ways.

Initially, all states within the USA and all locations in Canada are eligible for selection. If you would like to change the selection to only those agents whose businesses are located in CA, NY, or AZ, click "Push In" button and check the appropriate states.

The AAR is the Association of Authors representatives. It requires its members to subscribe to a code of ethics, which, among other things, bars the agent from collecting fees from activities other than commissions for book sales. If you wish to select only agents who belong to the AAR, check the box.

Another organization is the Writer's Guild. Script agents many times are signatories of the Guild guidelines. These agents tend to be more in tune with manuscripts that have movie or TV potential. If you wish to limit your choices to agents who are signatories, click WGA.

You may also select various percentages of distribution of representation. For example, if you have written a novel, you might wish to select only those agents who represent a high proportion of fiction authors. Other agents may only have a casual interest in fiction to accommodate their nonfiction clients who dabble in fiction.

The percent of unpublished writers represented indicates what fraction of new and unpublished writers an agency typically represents. For a new author, agents with a higher number in this category might be more interested in the work from such an author. Nevertheless, many agents haven't provided this information, i.e., it is unspecified. You can accept or reject those who don’t reveal their percentage.

Again, all of these filters allow you to distill the selections; however, be cognizant that doing so may eliminate excellent agents you may wish to consider, indeed, the ideal agent for you. It is up to you to use this wisely.

After you changed the filtering criteria, click the Apply Filter button. Review the number of resultant selections. You may change the criteria, click Apply Filter, and review the result, repeatedly.

When you are satisfied, click View Agents.

View and Select Agents
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The View and Select Agents dialog shows all the data about an agent. You may cycle through agents using the Next Agent & Previous Agent buttons. The captions are self-explanatory. Note those who accept email if you intend to send it manually by web mail.

If you like an agent, click on one of the "Put this Agent in my List" buttons. When you have selected all your potential agents, click one of the SAVE buttons. The three categories "A", "B" and "C" might also be called "Agents I'd love to Have", "Agents I'm Ok with", and "Ok, I'm desperate", respectively. Place your selections in the appropriate list.
Email

If an agent you choose requires email and doesn’t accept snail mail, the wizard will check to ensure you have a MAPI compatible email program like Microsoft Outlook. If you don't, you will see an error message indicating this agent will be deselected and not available to you. Review the comments in the comment box for further information.

Sample Pages or Chapters

If any of your selected agents has indicated they wish sample pages or chapters submitted with the query, you will see additional dialogs.

For fiction, where an agent asks for a given number of pages, you must identify the last page number. You can and should adjust this to have a logical break; however, stay within ten or fifteen percent of the agents request. You also need to identify the last page number of each of the first five chapters. The Wizard will use these page numbers when printing your submission package to those agents requiring sample pages or chapters. For example, if an agent has indicated they wish the first 30 pages of your manuscript and you know that you have a chapter ending on page 32, enter 32 in the box adjacent to this selection. The wizard will print all of the pages of your manuscript from the beginning up to and including the page with a page number of 32 when printing the submission package for this agent. 
However, if you are doing a Trial Run, answer all questions with the answer "1"

Nonfiction is different. You might not submit sequential chapters. Some agents and editors wish to see the meat versus introductory chapters. To accommodate this, you must create sample chapter FILES. Depending on the variation of needs from the various agents, you may need several different files. If so, after you identify the needs, suspend the program, create the files, and reengage Agent Wizard. When you restart the Wizard, it will return you to the point you suspended it and you can enter the file data. 

Note:  Again, if you are doing a trial run, answer all questions about page numbers with "1," navigate to "Sample Nonfiction Manuscript.doc" for all supplementary files asked for.

The Merge

The next step will accomplish the merge of names and addresses with your query form letter. The wizard will save each resultant document in your project folder under the agency name. You will see pages flashing as the Wizard does her magic. The wizard saves labels for your lists as "Alabel.doc", "Blabel.doc", and "Clabel.doc". The label sheet(s) will contain two labels for each agent, and two labels reflecting the author's name and address
Merge to Email (A must read subject)

Emailing query letters saves postage and paper; however, the wizard will only send email when you have a MAPI compliant email program like Microsoft Outlook and you haven't disabled the email feature.
If the email is enabled, the Wizard deposits your email queries directly in the OUTBOX of your email program. However, if you are connected to the Internet and have the settings so that outbox items are sent immediately, you will not be given an opportunity to review and or revise the email queries to the agents. You should adjust your settings, at least temporarily, to allow you to review the messages generated by the wizard in your outbox (you can also resort to brute force and unplug your phone or Ethernet cable.) Of course, you may need to restart your email program to review and ultimately to send. Once you are satisfied, you can click on the Send/Receive button (or other similarly named button) to send the email. You may need to plug in your connection again if you used the brute force solution earlier.

However, let me go back to the main subject. If any of the agents you placed in your lists accept email and do not require any attachments, e.g., synopsis or outline, the wizard will merge to email as default, saving you time and money.
When the Wizard executes the mail merge to email, Microsoft's recent security updates will come up with a warning screen. 
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The security feature precludes a programmatic launch of email, even if it originates from your computer from a digital signed program. Accordingly, you must allow program access for a minute or so and click the "Yes" button. 
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Microsoft's solution to its security weakness is less than elegant. You will need to "click through", i.e., click Yes, on each agent that you send an email query. Please direct your nastygrams to Microsoft.

Printing

Finally, the wizard will present a dialog depicted in the next graphic where you can select which lists and labels you wish to print. The wizard will collate all documents and "attach" them in the proper order. You need only to separate each agent's package, and insert in the mailer with the #10 envelope used as a SASE.
If you have a typical HP Inkjet printer or similar printer, the printed page comes out face up in the output tray. You should check the box for reverse print order. This way you need only separate the packages for each agent and put them in the envelope after reviewing for errors. If you have a printer like a Laser Jet, the pages come out face down. In this case, uncheck the reverse print order box.
Furthermore, you may suspend the wizard if you need to add a personalized paragraph to an agent's query letter, e.g., a note about meeting the agent at a writer's conference. Remember, the wizard saves the query letter under the agency name in your project folder. While you can freely modify individual query letters or label files, do not modify any of the other files. If you do, unexpected and unpleasant results can occur as the wizard punishes you.

If, when you visited an agent's web site, you became aware of a recent address change, you may also suspend the wizard. You can open the query letter and label files, edit, and save them with the corrections.

Furthermore, if you need to purchase printing supplies, you can suspend the wizard, buy your supplies, and return to print.

When you are ready to proceed, restart the wizard and print the collated submission packages and labels.
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After reviewing for errors, bad printing, or other embarrassments, apply the labels, mail, and think positive thoughts. They say prayer helps too.pray.
The Wizard recommends you include only a #10 envelope SASE as there is strong likelihood you will revise your manuscript and submission package on any subsequent campaign so that returning the materials would be a waste of postage. Furthermore, any package over one pound requires the agent to stand in line at the post office, which will not engender warm thoughts about you.

Updates

You can download free updates for one year after your initial purchase and installation. Program and database updates will be included. 

After a year, you may buy a lower cost renewal package if you wish. Don't buy a new full price copy, as you will have installation problems, along with spending more money than you must.
Go to http://www.recipes4word/ag3/updateaw.asp to check for updates.

------END-----
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