OPENING OFFICE CHECKLIST

The cooperation of the front line person is necessary in completing the following duties and providing a wonderful environment for our clients, staff, and, of course, the rainmaker…me!  

 Turn off the alarm.

 Turn on all area lights.

 Open all blinds.

 Check and adjust heating and air conditioning or program the thermostat for evening and day temperatures.

 Check email.

 Make coffee -- follow Walter’s secret formula!

 Turn on copy machine and make sure all paper bins are full.

 Turn on postage meter, printer, and all other business machines.

 Distribute all faxes to the appropriate person(s).

 Take the "on hold ad" tape player off of "pause.”

 Take the phone off of night mode.

 Retrieve all messages from voice mail general box and forward them to the appropriate people.

 Go through all message books on all desks for missing messages and distribute them.

 Distribute website leads to appropriate parties.

 Water all plants and flowers, whether temporary or permanent, inside and outside of the building every other day.

 On Monday morning, retrieve all weekend advertising, write addresses on them, put them in plastic sheets, and keep in front of the “up” books.  Two months of ads are to be kept.

 Run a daily expired, cancelled, withdrawn list and put on Walter’s desk.

 Run an MLS Daily Bulletin. 
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 Also, run a one line list of all office listings and put in front of the up book, daily.

 Make sure welcoming board is filled out with the names of the appointments for that day.

 Make sure the following areas are presentable and clean.

 Reception desk and area cleaned

 Conference room desk and area cleaned

 On Tuesdays, after the Belmont tour is finished, call Century 21 Coastline and ask the secretary for the price/averages of all the properties that we had on the tour that day, then give Walter all information in writing for follow up with his sellers.

 Hot Sheets: Have Jim, the field coordinator, print, collate, and staple 300 copies.  These “hot sheets” must be given to Walter prior to Tuesday morning on the weeks that Walter goes to the board breakfast.

 Check new listings on MLS for accuracy and send a copy to the seller. 

 Every other Tuesday, check that there is a $100.00 balance in petty cash.  Order check to be cashed with this week’s deposit.

 All buyers’ messages and emails go to Debra, then Walter, in that order.

 Agent messages and emails go to Lisa.

 Emergency personal calls go to the designated person.  These are the lowest priority.  Excessive personal calls are forbidden and cannot happen in this office.

 Rental messages and emails go to Lisa. If she is not in:

A.
Information/location request: answer their questions!

B.
Wants to see -- follow showing instructions or give to Lisa.

 Client emergency phone calls go to Debra.  Use request form and be sure to take a good message.  Do as much as possible and assign responsibility immediately.

