
Sales Meeting 3-22-17 

I. Your Business 
 
A. Your Mobile Site 

Are you using your personal mobile site? Is it on your phone’s home screen? If 
you don’t direct your clients, prospects and sphere to your website as their 
trusted source, they will go to your competitor’s site. Remember, your Reliance 
site syncs with 5 different MLS systems 24/7 so that are be branded on every 
listing in the Valley.  

 
B. Document Retention 

IT is a BRE regulation for the Broker to maintain all transaction documents for a 
period of at least 3 years from the expiration or cancellation of a contract, or 
close of escrow. There are no exceptions. Remember, this includes all written 
correspondence such as emails, notes, timelines and etc. If working with paper 
files, always provide original signatures. 
 

C. Transfer Disclosure Statement (TDS) 

Always slow down and find items to note/disclose for repair or further buyer 
investigation. Every house has at least a few items to write under agent 
comments on page 3. Write them! Never rely on blanket statements such as 
“Agent encourages buyer to get a home inspection.” That does not ever fulfill 
your statutory obligation to perform a competent visual inspection. We need to 
be diligent!  

 

D. Option (To Buy) Agreement 

*Always see your manager! 

II. Writing Hand Written Notes 

A. Why do we write them? 

1.   They always get read! 
2.   It takes time – your most precious commodity.  
3.   It leaves a lingering impact. 

  *Best way to be successful is to write them every day. 
 

B. When do we write them? 

1.   Following a phone call 
2.   Following a visit (run-in at market etc.) 
3.   Thanks for referral 



4.   Thanks for great service (vendor) 
5.  Prior to listing appointment (four days out) 
6.  Immediately after the listing presentation 
7.  Following buyer appointment 
8.  Opening escrow 
9.  Closing (OB agent, vendors, clients) 
10.  Just thinking about you… 
 
 

 


