Training Manual for Rental Agents
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Welcome_______________ to Weichert Realators Copley Real Estate, the blah blah rental agency in the Back Bay since something something date.  This an exciting time for our company as we have recently become part of the Weichert Sales thingy incorporating sales into the many services that our rel estate firm has to offer..  As a rental agent, it is your job to rent properties… We do this either by finding an apartment for a client to rent or by finding a tenant for an owner.  In either case, the fee for our services is equal to one month’s rent, usually paid by the tenant, and only when a tenancy is created.  This is outlined at the bottom of the client sheet (see page X), which every client reads and signs having acknowledged the fee for your services.  


 Working as an agent, you are a representative for the office. Therefore, any action you take is a , reflection off not only yourself, but for the entire office and the reputation of Copley Real Estate.  Therefore, we expect our agents to act with integrity, honesty, and something else …

As an agent of Copley Real Estate you are also a member of a very exclusive team of agents that all work together for the benefit of the entire office. We provide you with all resources needed to make it in this business. The listings we have, the leads that you will get, and the training we provide ( as outlined in the following pages) are like no other office in the industry.  And being a real estate agent is unlike any other job you may have. Working on commission is a great opportunity, as the harder you work, the more money you will make. And since everyone needs a place to live and Boston is a city with people consistently moving to. there are new people movi The commission based pay system is  benefits those who may work harder than others. gives you the flexibility to work your own schedulebenefits than any other carear oneis like no other However, just like any other business, there are some company policies and employee expectations which every agent must follow in order to be part of this office…. 

Company Policies  
(These are the rules that you must follow)

MONEY


As an agent of Copley Real Estate you have a fiscal responsibility to the office.  At no time will may you accept money from either a tenant or landlord directly….


ALL checks are to make out to Copley Real Estate and any CASH must be handed over to either the rental manager or broker immediately. 

KEYS


Keys are NEVER to be borrowed overnight.  When you take a key, you place the envelope with your name clip and then return them both to the drawer immediately after your showing.  This is a punishable offense which is outlined in the Key Policy Guide.

ALWAYS MEET AT THE OFFICE


Never Meet the Client at the Property, consequently, NEVER give out an address on the Phone or write it in an advertisement. Sometime even the street name can be a giveaway to the property

CELL PHONE


Keep your cell phone on you at all times. Program the office and the numbers for each agent in your phone… and answer it ALL THE TIME.  

EMAIL and VOICEMAIL


Each agent will be given an @copleyrealestate.com email address and a voicemail box which you should be checking consistently, EVERYDAY! These are used for important interoffice announcements and to help you conduct a successful business. 

Laws and Ethics


In addition to the aforementioned rules of the office, all agents are expected to act ethically and at the very least legally, according to the rules and regulations as outlined by Massachusetts Board of Real Estate.  

Co-Brokes


If an agent calls you on a listing that you have advertised and wishes to Co-Broke, speak to either the owner or manager first. Some brokers are just trying to get more information on a listing so that they can find the address and will cut you out. Unless you have worked with them in the past, don’t tell them anything without speaking to us first. 

Office Tasks

Floortime, 

-   Opening and Closing

Walk-ins, 

Phone Calls

Agent Expectations

Listings

Getting Listings, 
Updating Listings
Communicating this information to other agents and/or the rental manager.

Deals


Performance requirements..

Maintaining a solid work Ethic

We all share a common goal, and that is to make as much money as possible.   If you Agents are expected to maintain a certain level of personal work ethic. In a 

Professionalism and Respectfullness


office conversations when clients or LL may be present.  Things not to say.
Dress code - business casual at the very least.. no jeans or sneakers
Common Problems which may arise

· Credit Problems

· Income verification

· International application

· This landlord is giving u a hard time

· children-  how to avoid them

· Parents - how to deal with them

· Section 8

· Site unseen.

· Roomates...

Client FAQS.

· Is the fee megotiable?

· Is the price negotiable

· Will this place be cleaned and painted?

· Other things blah bllah

· Can i meet you at the property?

· Do you have pictures of this studio?

$$$ -  MONEY - $$$
Collecting Money from Your client

The Deposit Check – 

Every application is to be accompanied by a check for one month’s rent written out to Copley Real Estate.  An application without money is meaningless. Without money in hand, the apartment is still “on the market” and may be shown by any agent, regardless of how much your client says they want it.  Be sure to convey this to your clients.  As outlined in the fee disclosure form, the deposit check will only be refunded if the landlord denies their application. If your clients back out last minute, they may loose this deposit. 

Cleared Funds

Any money that you collect within 2 weeks of the move-in date much be cleared funds. NO PERSONAL CHECKS.  Acceptable forms are: Cash, Bank Check, Money Order, or Certified Check.

Wiring Money

For some international clients or any client with a bank account that does not have a local branch. Money may be wired directly into our Bank of America company account with the following information. This process takes 48hrs and costs an additional $25, which is added to the amount being transferred. 


ABA/routing # 0260-0959-3   
Account Name – Copley Real Estate


Acct# - 
000056460506


Address – 
Exeter Plaza Branch  - 557 Boylston Street, Boston, MA 02116
When is it all due?

ASAP, of course. Tenants may only be allowed to move in once all the money is paid and checks have cleared. NEVER give keys to a tenant unless all the money is in and leases are signed.

Cash Receipts

If you accept cash you must fill out a receipt with your name, your clients name, the address of the property, the date, and the amount.  All cash must be given to either the manager or broker IMMEDIATELY.  At which point we will sign the receipt, then make a copy of it.  Give the top copy to your client and do not remove the bottom copy from the receipt book. 

Copies of all Checks and money –
PHOTOCOPY EVERYTHING !
Credit Check fee

There is $20 service charge for each client that you run a credit report for payable in cash, as the credit reports are done immediately with the application.
How to Get Paid  -  

- Once we get paid then you can get paid. If the management company is paying the fee or part of it, it is your responsibility to invoice them if necessary and keep track of any outstanding payments. 
Conditions for payment
· All the checks have cleared for both parties, (Copley Real estate and the property owner).  

· ALL paper work must be complete:  including cosigner forms, lead law and other addendums, 

· The leases have been signed and delivered to both lessor and lessee, 

· Once these are done, simply fill out the Payment Slip, attach all the necessary documents with copies of all the monies, and submit these to the broker. Your check will be cut within 24/48 hours. 

Payment Slip - the Math

I know it’s been along time since some of us were in school, so I’ll break it down for you.

Explanation





Example

	COMMISSION  (one month’s rent, unless co-broke)
	$2000 a month

	WEICHERT 8%   ( take the commission and multiply by .08)
	$2000 X.08 = $160

	SPLIT  ( subtract the 8% from the total and then divide by two)
	($2000 - $160) = $1840 / 2 = $920.


Checklist of Tasks to be completed during the agents first 3 days of work

· Create a CL account

· post certain # of ads,

· see a certain number of properties,

· shadow 2 experienced agents on a showing..etc…. ) 

STEPS FOR SUCCESS IN SALES


1. Have a great Attitude
     - 

2. Be on time
   - learn how to manage your time. 


3. Be prepared
    - be organized  


4. Work a full day
   - 8 hrs a day or 40hrs a week...


5. Maintain your attitude
  - dont get discouraged..


6. Know what you are dong and why you’re here
 - personal goals.. Both long and short-term


7. Know the market
 - know whats else is out there.. Eye on the competion


8. Take Control
 -  its your job to 


9. Rehash

10. -keep good records and followup with clients and LL from years past


COMPUTER TRAINING MANUALS/…

Boston Apartments – userguide 

My Login Username is            

My password is :                   

· Change your preferences

· Listngs

· Views...default, data

· Landlords

· Ads

Setting up and managing email.. Via Outlook Express/ Gmail 

Import the Settings File

My email address:


   

password:



   


Adding Your Signature

Emailing Attachments/Pictures

How to post adds on Boston.com and Copley Real Estate.com

in addition to posting ads on CL and Boston Apartments,  all agents should be posting ads on Boston.com and our Copley Real Estate Website.. These are very effective web marketing tools that cost a lot of money and every agent should be taking advantage of... 


Copley Website 
  http://www.copleyrealestate.com/rentals/askpass.asp 
  PW = poodle 

Boston.com 
  http://boston.gabriels.net 
  UN - copleyre 
   PW - copleyre
Craigslist.- Account setup and Posting of Ads

E-Forms

Credit Check

