THE IMPORTANCE OF COORDINATION CHECKLISTS
As you build your business, you’ll need to have an assistant handling the details of listings and marketing, sales in progress, office coordination, and customer service.  Checklists can help keep them on track.  When I didn’t have an assistant, I had to keep myself organized!

When you fly on an airplane, the pilot and co-pilot always go through an extensive checklist.  A pilot who has been flying for twenty years may be looking at the same checklist that he has always used, but he still goes through each item on the list.  A good real estate agent recognizes that checklists can be equally important for ensuring future success.  If you forget an item that prevents a closing or causes great distress for a buyer or seller, it can be devastating to your net bottom line.

Every system that you use repeatedly should be in a checklist format.  You are busy, and real estate information can be so complicated that you can’t possibly remember every detail.  Creating checklists for the things you do all the time will help prevent problems.  If you have a checklist to refer to, it’s a lot simpler than sitting there trying to remember what detail you have forgotten.  It will free up a lot of time for you to obtain more leads.

What if your assistant goes on vacation or quits?  If you have a detailed checklist, you will not be held hostage by this situation.  You will be able to continue every project smoothly.

It is always important to remember that we are preparing these checklists so that you will not have to think about the tasks which make you successful.  Not only will this provide consistency and turn your clients into raving fans but it will also eliminate a lot of unnecessary time by “reinventing the wheel.”  Our goal is to free as much time as possible for the “rainmaker” to prospect, turn hot leads into appointments, close listings, and negotiate contracts.  Furthermore, it saves an immense amount of time for the assistant or transaction coordinator so that their time can be spent generating leads and becoming a buyer’s assistant.  Transaction coordination and office management are not dollar productive activities.  They should be delegated to a checklist where they are put on automatic pilot and consistently evaluated for usefulness.  

To develop a checklist, you should follow these steps:

1. Determine the subject.

2. List all the steps, in detail and in order.

3. Include all pertinent information (phone numbers, addresses, reference file numbers, etc.)

4. Any piece of information that remains the same on each file should become a permanent entry on the checklist (i.e., name, company, address, phone number of escrow, termite company, lender, etc.).

5. Compare your checklist with any others in existence to make sure that you haven’t forgotten any details or steps.

The Importance of Coordination Checklists

Page 2

6. Work with your new checklist monthly to delete items that are not profitable to you or your customers.

7. Consider any previous problems or experiences that you have encountered often, and make sure they are prevented by a system on your checklist.

Here are some examples of checklists that you will find in this chapter.

Listing -- Marketing Checklist
This checklist is critical to following the marketing of a listing for the real estate agent.  The list we used at Sanford Systems is very extensive.  We would change our checklist almost monthly, making additions, corrections, and deletions.  As one can see, we included everything pertinent to the listing, including the address, seller’s name, information about brochures, tours, keys, open houses, and lock boxes.  Also included is information regarding the referral, referral fee, and any referring clients.  Look at our list and incorporate what fits your market; make your additions to monitor your listing; then work with your checklist for one week.  Go back after the week and see what needs to be changed.  Remember, add as many lead generation steps as possible to your checklists.  All systems should create leads!  For instance, our checklist reminds you to send letters to local expired listings, send notices to neighbors, ask for referrals from the seller, and more!

Expired, Cancelled, and Withdrawn Checklist
When a listing goes away, without a sale, and you do not extend it -- it’s important that you remember all the steps necessary to process the paperwork.  How embarrassing it would be to receive a call two weeks after the listing expires and be asked to remove a sign and lockbox.  I had all my listings expire on the same day of every month and I time blocked a time that was five days prior to expiration to re-commit the seller.

Sale in Process Checklist

This is one of the most important checklists for the real estate agent.  You must monitor each step of a sale in process to ensure a successful close.  We have included all pertinent information once again regarding the seller, buyer, all the affiliates involved, and the financing.  The checklist also includes tracking for various documents.  Additionally, we have included at the close of escrow a thank you letter reminder, “just sold” cards, anniversary and closing letters.  Remember, to personalize this for your market, just follow the same steps as in the listing and marketing checklist.  Maybe the greatest benefit of software to run your personal checklists is the seamless movement of information of matching fields from checklist to checklist.
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Countdown to Close

This form confirms all the dates necessary to achieve a smooth closing, and it’s a way for you to verify the dates with your clients.  We send this to the buyer’s agent as well as the seller’s agent and involved affiliates.

Conversation Checklist
It is important to document conversations of sellers or buyers.  This form is placed in the listing file or the sale in process file.  We document who, what, when, where, and why.

Instructions for Brochure Creation

Step-by-step procedures to create a property brochure are of great value to the agent.  The agent can delegate this process to the assistant and never have to be concerned about the quality, brochure box, or delivery.

Frontline “Pre-Flight” Checklist

No matter what size your office is, there are always certain duties that must be performed at the beginning of each day.  Our checklist includes such items as turning off the alarm, distributing faxes, cutting out ads, watering plants, and reviewing all messages.

Closing Sequence
How many times have you left the office and forgotten to turn off the coffee maker?  How many times have you left the office and not locked all the doors?  We have plenty of items in our closing sequence that were done consistently each evening.  It will be simple for you to create your own using ours.

