The Rental Process  - from start to finish

GETTING CLIENTS 

Placing Ads


How we get the clients

Craigslist

Boston.com

Answering an add Call, 
The Add Call 
 Interview/Introduction



Primary Questions – Desired move date, Location, Size, Price





- prioritize these variables



Secondary Questions – extra amenities needed, parking, pets. etc.

See attached add call form

 ALWAYS MAKE APPOINTMENT

Find out if they have had or will have other appointments with others agencies before yours. 

are they ready to rent?


 - Always have them meet at office, at least for the first showing.



- Allow approx. 2 hours/showing
Booking appointments, 
· ASAP

Have your clients give you the general times that they are available and first try to work around their schedule.  If they cannot see the place within the next 2 days, make a “tentative” appointment, reminding them that places rent very quick and you can’t guarantee the availability that far ahead.  

· Confirm the showing

Unless you are seeing them within the next few hours, always have them call you prior to the showing.  This gives you a way to determine their level of urgency and prevents “no shows”.  If they are coming to meet you right after work, have them call you when they get out of work and are on their way, so you know if they are running late or just not showing up at all. 

· Use your common sense

In regards to currently occupied units, don’t show things too late or too early. As a general rule, Saturdays and Sundays before noon or anytime after 8pm are not recommended.

· Call Current Tenants

Prior to your showing, give the current tenants as much notice as possible. Leaving them a voicemail stating with your name, cell phone, company, and general time you will be stopping by is sufficient.  If a tenant says no, or gives you a hard time,,, try to be considerate and find a time that works for them or and your clients. 
Data Collection, 

The Search – going “beyond the boundaries” set by client



Find out what their absolute limit is and then take it one-step further.


Preparation for Showing



Calling Tenants, Getting Keys and Directions…



Show List – 10 property possibilities. – Ask fellow agents for suggestions



Use outside resources such as Craiglist, Boston Apartments, etc.


   
Get additional listings that may not be in the database whenever possible
Getting additional listings, 


How we get the apartments

3. The Showing


Introduction

a. Welcome clients at door and have them take a seat while filling out Intro Form
explain intro form if necessary and inquire about properties they may have already seen.


b. Car Ride – Take your Car Whenever Possible  - (clean interior, safe driving)

- don’t take shortcuts, Try to pass by their work/school and point out other places of interests so they can get a feel for the location of the apartment in relation to everything else, especially for those from out of town.

-  let them do most of the talking in the beginning, about themselves, where they are from, work, school, current living situation, etc. – 

-  Say a few things about yourself.  Make them feel that they know you a little before arriving at the first property.

Presentation

Before using the keys, Always Knock First, on all doors that may be shut.

Turn on Lights and Shades/Curtains whenever possible.

Be sure to state the price, included utilities, availability date, and fee if applicable, (before they have to ask.) 

Take control; lead the client into the different rooms while opening doors and pointing out key features such as closet space or a dishwasher etc.

Be aware of clients facial expressions and reactions to each apartment.

 move quickly, but not too quickly, don’t rush them, but still take control. 

Asking if they have any questions (segway into the next property)

be sure to turn off lights and lock door when leaving.
4. The Close 

- Car Ride Back to Office
get them to compare properties, pick out thier favorite – what is missing which may be preventing them from applying for it.  

Talk about application process – plant the seed, do their parents know? Do they have their checkbook? Do they have time to go back to the office for a few minutes?

- Always head back to the office, whenever possible

At the end of the showing, a client is doing either one of the following:

1. Making another appointment to see more properties. 

If they are unsure about anything, or need some timeto think about it, take them back to the office as it will be easier to find answers to any questions/concerns they may have.

Walk them out, give business card, 

followup within 24 hours. – with questions answered or/and  a list of new properties for them to see.
2. Coming into the office to fill out an application.

- Tomorrow may be too late 

 - Agent’s responsibility to drop off any paperwork including checks or leases and to bring their clients to meet the landlord when the time comes at the lease signing if necessary.

Closing techniques,
- if they start to ask questions.... You got 'em!.. Now just 

- Lets go back to the office and I can find out...

Application and Acceptance.

Application,s - Credit Check, Leases, Landlord 

Acceptance, 

