Broker Presentation Checklist and Guidelines

Preparation


   1.  Carry the following supplies in your automobile

a. 100 Business Cards

b. 100 Broker Flyers

c. 25 Community Packets

d. Name Badge


   2. Have pre-arranged accounts and orders with appropriate suppliers close-by 

 for quick pick-up and financial convenience – 

a.    Flowers and/or Gift Baskets

b. Candy and/or Nut Shop

c.    Bakery and/or Pastries Shop


   3. Call ahead and determine # of people to be in attendance. Have specific 

driving directions to presentation location. Have route mapped out if multiple stops are anticipated.


   4.  Allow 2 ½ baked goods per person – 

a. Bagels, muffins, croissants. 

b. Example: 25 items for estimated audience of 10 persons at presentation.


   5. Make sure that you are groomed in company business attire and wearing a 

       Community name badge on your right front lapel of blazer or suit coat.


   6. Arrive at the place of presentation 10-15 minutes early.


   7. Schedule off-site presentations on Tue, Wed or Thurs.


   8. When making off-site visits stay in touch with office. Effort should be made 

        to limit off-site time to 2 hours or less.


   9. Upon return, take time to report to the rest of the team. Report results of the 

       presentation emphasizing any positive outcomes.

Presentation:


   1. Your presentation should be 10-15 minutes followed by Q & A.


   2. These are the key points that should be emphasized – 

a.    We appreciate the opportunity to outline our Broker Referral Program. Such programs allow us to maintain high occupancy while bringing you an additional source for referral income.

b. We recognize that you well be referring your clients and we will become and extension of your credibility.

c.    The Company develops and operates luxury apartment communities in the northeast. We do not help clients buy and sell real estate. That is your job. Our potential and existing residents are our customers. As such, they are assured of our responsiveness, timeliness and empathy. Our company philosophy is to strive to exceed their expectations.

e.    We seek to keep our professional relationships with realtors mutually beneficial by making the referral process simple. It’s as easy as 1-2-3!

i. You become aware of someone whom needs a long-term or short-term apartment lease or perhaps you know someone who needs corporate housing.

ii. You refer that client by escorting him or her to our community or simply registering them with us by phone or fax. Registration along with the acknowledgement of the client will serve to resolve any disputes about procuring cause.

iii. We will present our community based upon your client’s lifestyle and financial requirements. We will take their deposits and walk them through the application and move-in process.

iv. We also know that your client might need short-term leasing options due to the following circumstances-

a. New to area and must have a temporary housing alternative while they search to purchase or wait on an out-of-town sale.

b. The circumstances surrounding financing, building and/or sale of other real estate requirements might leave your client with a housing need. 

c. Temporary employment might create short-term housing requirements as well.

We have a Gold-Key option for your clients with short-term needs – a minimum of 3 months that includes complete furniture and house wares. We pay Broker Referral fee contingent upon lease length.
v. After application acceptance we will keep you informed and upon successful move-in a request for the referral check will be approved and sent to our home office for immediate processing. We intend on delivering our referral check to your broker within 7 days. 

vi. We will add an additional step in order to accommodate your ongoing contact with our new resident. We will inform you of their new address so you can stay in contact for future business.

Whether you require a short-term or a long-term lease, you will appreciate that the company is a local, privately held company allowing the speed and flexibility that is necessary to solve problems that arise.

We also know that all of us want to do business with people we like and trust. We want to earn your business.
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