[image: image1.png]COMMERCIAL & RESIDENTIAL RENTAIS & SAILES




450 Seventh Ave Suite 2805 New York, NY 10123
Ph. 212 947-5500  Fax 212 279-8707  Email Midcomre@aol.com
            TOOLS FOR IMPROVING YOUR COMMERCIAL REAL ESTATE  BUSINESS
GENERATING LEADS:  Advertise, Canvass, Network, Referrals/Co-broke, Market yourself                                                                                             
                                         Read Magazines/Newspapers call companies- expanding or downsizing.

                                         Put more signs on stores & buildings  get more calls, more good leads

· Forms are available for every facet of your marketing strategy.
· Customize your own Flyers to be sent to New ,Old, & Potential Customers- include items of value and interest to your clients (Blog if you can )
· Save your customers Emails in a convenient bucket – Farm, Prospect & Market your chosen geographic areas & Industries, send clients Templates & Pictures of your new listings.

· Choose from Office, Retail or Investment Property Templates- Easy to do- Quick to send. 
· It’s up to you to use the Professional Tools we have provided to insure your success.

FOLLOWING UP ON YOUR LEADS:

· Push the reminder button and enter your leads, contacts, or information about any company you are working with that you would like to follow up at a later date.
This form is designed to remind you to call a client , follow up etc. When you are putting clients information in- enter how many days in the future you would like to be reminded.

· Your listings will not be deleted from this list until you delete them.

· This is a very convenient way to follow up on old and forgotten prospects many months later. Don’t forget tenants start looking for space a year before they have to move. If they extended their current lease for two years or signed a three lease- they are ready to look before you know it.
TIME LINE:    Psychology of a Tenant in a Real Estate transaction.

 Most tenants are motivated to choose the space that represents the best value.
(See cost projection form- to compute actual cost of each space for your client) 
Strive and work towards getting Exclusive Representation, your chances of earning a commission significantly increase, as you now control the prospective tenant and the Deal.
BROKERS TIME LINE: 
· Time to find multiple spaces
· Time to negotiate the deal
· Time for owner to draw the lease
· Time to negotiate the lease
· Time for Attorneys to negotiate comments and changes
· Time for Brokers to mediate points lawyers cannot agree on.
· Time for Broker push to have tenant sign lease, get certified checks, and deliver to landlord for counter signature.
· Don’t forget- your commission is not earned until the tenant signs the lease, pays all the money, the landlord countersigns, and the Tenant Moves in. (Make sure they have  insurance , otherwise they cannot take possession ( move in)- This usually takes a couple of days.
TYPICAL LEAD TIMES:
· 500- 1,500 s/f      one month

· 1,500 – 4,000 s/f    Two to three months

· 5,000 -  10,000 s/f  Three to five  months

· 10,000 – 20,000 s/f  Five to ten months or more.
TENANTS TIME LINE:
· Gets idea & is motivated to move- lease is up soon- business gets tough, needs to downsize- needs more space, needs to relocate-or thinks there are deals out there better than his current lease- looking for better value.
· Looks for space himself, not so easy- calls multiple brokers
· Negotiates with old landlord- he is not too flexible
· Looks for space with brokers- finds space

· Negotiates with current landlord again- he is a little more flexible
· Tenant may not answer your calls for many weeks or months at this point- Do not give up-, he knows what he wants when he feels the time is right. Continue to follow up- persistence wins.
· Ready to look for space again- probably more realistic focus this time- finds space again

· Puts in offers

· Has lease prepared
· Attorney negotiates terms & changes

· Looks for backup space- at the last minute calls other brokers- nervous about moving and getting a better deal. If he doesn’t have an exclusive with you the new broker finds exactly what he is looking for- He then asks the new broker to draw a lease.
· Now he is in position to go to current landlord and make a deal and use the other two spaces as leverage to negotiate his best deal. 
· The tenant is in a great position- the broker is not.
· Solution- A signed exclusive agreement stating that the Broker will get paid his commission directly from the tenant if the current landlord will not pay the brokers fee.
In a Tenants market however, many Landlords would rather pay a brokers fee than lose the tenant. Landlords  are looking at spending money for advertising to find a new tenant, giving free time, paying a broker, fixing the space up for the new tenant. This is much more costly then renewing. Always call the landlord and ask the general question- Do you pay brokers on renewals?
PROTECTING YOURSELF:  If you do not have an exclusive - you should not give out the address of the space/property you are marketing until you make use of the following forms.
 Do not sign the form and reveal your information until they sign first.  

   ALL THESE FORMS ARE FOUND IN THE ADMIN SECTION OF OUR WEBSITE
· Confi- non circumvent

· Co-Broke form – Our Client

· Co-Broke Form – Their Client

WORK THE LEAD:  Qualify customer, you must go see their Space, Sign Exclusive, Show Spaces, Get Backups
· New Client Requirement forms- convenient to be filled out & saved.

· Sign an Exclusive Representation form- The best way to go.

· Protect yourself -Have your client sign a record of showing form each time you show space if an exclusive has not been signed.

· Protect yourself- Send a Notice of Showing to the Landlord after showing space, if client won’t sign an exclusive.
PROSPECTING FOR SPACE: Co-star, MrOffice Space, Loopnet, Propertyshark, Co-workers, Walk the streets in area look for signs, Call Owners. Building managers- What’s coming up ?

Knock on Doors !, Send Email to Owners, Building Agents, Brokers, speak with local merchants near your home where you do personal business every day.
· Make a template with your requirements and special needs and send using the Emails you have saved in the Bucket for Owners & Brokers
· Tell everyone you know- That you are in the Real Estate business and are looking for referrals.
COST COMPARISON:  Most tenants are motivated to choose the space that represents the best value. Some tenants want the best address, some the best view.
· Cost projection form: For those tenants that want to compare all the costs involved in the tenancy in a particular space .

· Loss Factor- must be computed to compare two seemingly similar spaces and buildings to help tenant make an informed decision. The ten minutes it takes you to measure the space could save your deal. Not everybody measures the same way. If you measure to the outside of the building it’s a lot different than measuring to the inside wall. Closets, steam heaters, bathrooms, alcoves, low hanging A/c, Internet rooms, phone & electrical closets all occupy usable space. Take a quick measurement of the length and width of the space for a broad idea of the square foot measurement & compare that to the published size. (Rentable square feet )
PUTTING IN OFFERS: for Lease, For Sublease, For Sale , Letter of Intent.

· There is an application for Offer for Lease or Offer For Sale that you can send to your client – Areas on the form are highlighted for your client to fill in. The form is designed so that you can fill in some information about the space before sending it. Once you receive the form back from your client, you check it, fill in all the rest of the information you have on the space/property and forward it to Paul to prepare an offer.

The Manage function will automatically keep a copy of your application in your file.

· A letter of Intent for the purchase of a property is also available.
WHEN IT’S ALL OVER:

· Use the Commission calculator to see how much money you made on this transaction.

NOTES:

· There is also a personal Note file, that you can use to make a daily to do list

Please check out all the forms in the admin section and see if they work properly, if there are any other forms you think would be useful please let us know

I hope these notes and forms will be helpful in insuring a successful and profitable Year.
                             To quote my favorite Real Estate Guru

              “WHO WILL BE THE FIRST TO MAKE A MILLION DOLLAR DEAL IN 2010”
                   My second favorite quote is from one of our best producing Brokers

                  “WE ARE NOT SELLING CHICKENS- LOOK PROFESSIONAL”

                                               Best Regards,
                                               Paul & Steve
