BUYER SHOWING PREP CHECKLIST

New Buyer Files and Showing Sequence

________
1.
You will receive the $100 at Close Magic Questions/buyer sheet from Walter outlining the personal information and property parameters of the client plus a buyer listing.  Double hole punch at the top and fasten in a letter-sized file on the left hand side of the buyer file.

________
2.
Put together file on client to include the following:

· Manila folder with name on tab

· Two-page buyer worksheet

· Buyer profile worksheet

· Two sheets of property comparison forms

· Walter’s credentials/personal brochure

· Handouts regarding buying property

· A map

· Copy of appointment letter

· Up call card original given from Walter

· Place folder in BA file drawer.

________
3.
Add to all JS/JL and OBS mailings

________
4.
Enter the client’s personal and property information in our buyer search software.  You will get a total inventory of all properties meeting those parameters.  Double hole punch a printout at the top and fasten on the right hand side of the buyer file.  Email a total inventory to the client for their immediate drive by.

________
5.
Email to buyer client the following:



a.
Mapquest tour map with all listings on it or buyer reps card



b.
List of abbreviations packet so they can read listings better

________
6.
Run detailing listing information on each of the properties on the printout.  Cut off the showing instruction area (so you will cut off the listing office and agent information) and file for Walter’s or buyer reps so they can talk intelligently about the submitted listing.

________
7.
Make appointment for buyer rep or Walter to show the buyer(s) their favorites.
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________
8.
Obtain pre-approval letter and agency agreement, prior to showing.  Confirm showing instructions and make a note if a key is to be picked up from the office.  Pick up keys.

________
9.
Cross off the list if the property is PENDING SALE or SOLD.  Make sure listing agent informs you of any change in status.

________
10.
Call the owners or tenants and tell them the day and time the property is to be shown.  Verify if there is a lockbox and its location.  Be very helpful -- these are our future clients!

________
11.
Give purchase information to tenant for solicitation into the buyer program (tenant occupied listing program).

________
12.
Schedule properties that are located near each other to be shown within the same half hour time frame.  Some showings will be minutes and some longer.  Make sure that the showing agent has seller/tenant phone number if running late.  Remember, these are our future clients!

________
13.
Make sure Walter has modem connection/wireless access, charged notebook computer, and charged digital camera.

________
14.
Re-check for any last minute “secret inventory.”

________
15.
Re-confirm with the buyer that all decision makers will be ready for the appointment.

________
16.
After appointments have been confirmed, do another Mapquest tour for final tour with showing agent.

________
17.
Return everything to showing agent’s desk for review and showing.

________
18.
Enter updated client information into database.  Make a copy to put into their file. 
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BB File

________
1.
Once a “Buyer A” client has been taken out of active use, use their file with all information shall be kept in BB files.

________
2.
Database printout and MLS search engine is updated at the time of transfer to file.

