Lead Router Checklist
Buyer’s/Seller’s Name: ___________________________________________ 
Email: _____________________________________ Phone:___________________


	Initial Contact Date:  _________________

	Beds
	Baths
	Sq. Ft.
	Price Range
	Special Needs Info

	
	
	
	
	

	

	Done
	Date
	Action

	
	Day 1
	Print out Accepted Lead Sheet

	
	
	Log into MLS to get property info. Print out MLS sheet, Agent 1 page.

	
	
	Send email immediately regarding inquiry from MLS with client sheet. 

	
	
	Ask for appointment to show.  Don’t pre-judge if they asked about a contingent property.  You are trying to build a relationship at this time.

	
	
	Set up initial MLS search based upon initial inquiry.  Update search after initial inquiry. Set up Client Portal on MLS.  See MLS Page. 

	
	
	If there is a phone number, call as soon as you have the MLS sheet in your hand.  Make sure that you have your “interview sheet” at hand.

	
	
	Log into Lead Router and update this lead.

	
	Day 3
	If you have not heard back from your initial contact, try to make contact again by email and phone if you have both. Since the first email was from the MLS, send your second one from your work email.  

	
	Day 7
	You will have to report to Lead Router within 7 days.

	
	Day 14, 21 
	Unless you already have appointments set to show properties, do a follow-up email at least once a week.

	
	
	Whenever you meet with your client, do an update on Lead Router.

	
	Day 30
	Update your Lead Router online file at least every 30 days. Also check the MLS contact page to see if your client is looking at the homes you are sending them. If all in first column, they are not looking.

	
	Day 60
	If your lead router client is not actively looking at homes, you can move them to your Inactive file and update Lead Router.  Make sure that you check their activity level on MLS each month. 

	
	Day 90, 120, 150, etc…
	Make sure that you check their activity level on MLS each month and send them an email or call them every month. Update Lead Router every month.

	
	Day 180, 210, 240, 270, 300, 330, 360.
	If your client has never responded to your email, you may assume that they are not getting it or are no longer interested in finding a home.  You may or may not be right, so just in case you are wrong, keep their MLS search alive.  I move them from Inactive to “unable to convert” 

Check it once a month.  Delete everything in the new info and re-run the search. Send the results of the search out with a note stating, “I have not heard from you in a while, but here are all of the current listings that meet your criteria.  Let me know if you would like to set an appointment to see any of these homes.” 

	
	
	If they do contact you about seeing a home, send an email to Lead Router to have them re-activated in your active lead system.  I know that it has been a while, but you still owe them a referral fee if you finally make a sale.


