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                     Customer Communication Systems

 



Communication Checklist

___1. Enter Client Information in Database

___2.
Thank You for Talking with Me Letter

___3.
Thank You for Listing with Me Letter

___4. Affiliate Letter Sent

___5. 
Assistant Letter and Introduction Call

___6. Copy of MLS Printout

___7. Letter and Link to Website/Email

___8. Schedule Weekly Calls with Seller
___9. New CMA Sent to Seller Every Two Weeks

___10. Congratulations to Seller/Buyer/Prepare to Close

___11. In Escrow Letter

___12. Count Down to Close Letter

___13. Congratulations on Closing

___14. Congratulations on Moving In

___15. 30-Day Critique
(WHAT CAN YOU ADD?)

 

        After Close Communication Checklist
___1. Anniversary Letter Entered in Database

___2. Closing Statement Letter with Prepared Attachment

___3. Survey Questionnaire

___4. Thank You Letter

___5. Happy Holidays Call

___6. Client Appreciation Party

___7. Quarterly emails/market updates

___8. Investment Letter

___9. Referral Requests

___10. Mailings 4 Times a Year

___11. Phone Calls 4 Times a Year

___12. Personal Visit/Meeting

___13. Holiday Brunch for Top 25 Clients

___14. Vendor Letters/Recommendation

___15. Monthly Market Update Email

___16. Thank You for Your Referral Letter/Phone Call
(WHAT CAN YOU ADD?)
