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WHEN SHOWING A PROPERTY
(
Always call first for an appointment.  If listing states “Go and Show” you still need to call either before or after your showing) so that the listing agency can make record that a showing occurred.

(
Follow all showing instructions.

(
Phone to cancel appointment if you can’t make it.

(
Knock on doors before using the key and announce yourself.

(
Always leave your card.  VERY IMPORTANT!

(
Check all doors and relock the ones you have unlocked.

(
Check to make sure you’ve closed any drapes or blinds you may have opened while showing. 

(
Turn off any lights or appliances you’ve turned on before leaving the property.

(
Be punctual for showing appointments!  If you are going to be late for a showing or if a showing needs to be cancelled, it is imperative to call the listing office immediately and let them know so they can notify the seller.  VERY IMPORTANT!

(
If you arrive at a property and your clients decide they do not want to go in, please explain to your clients that owners often have to go to a lot of trouble to get the property ready.  If your clients insist they do not want to tour the property, politely explain the situation to the owners if they are present or leave your card with a note on it if property is unoccupied.  Please call the listing agency while you’re still at the property (if possible) or immediately after returning to the office, and let them know about the “no show” on the property.

(
Make sure any outdoor pets are outside when you leave and vice versa.

(
Do not use the phone.

(
If your clients must use the bathroom while at a property, please take care to make sure they have cleaned up adequately after themselves.
(
Use sidewalks and don’t walk on the grass or landscaping.

(
Report anything suspicious in a property to the listing REALTOR( immediately.

(
Keep prospects’ children under control while showing the property.

(
Wipe feet before entering the property and take off shoes if requested.

(
Always show courtesy and consideration to the owner. 

(
Thank the owner if present or leave your card with a thank you note.

(
Let listing office know if you are going into the property for a personal preview only.  The owner may not need to go to such great lengths to clean and leave property vacant as they would for a Buyer showing.

(
Don’t leave ANYTHING other than your business card behind.  VERY IMPORTANT!
(
Don’t place open house signs without permission of property owners.

(
Don’t take photographs without obtaining permission first!
(
Don’t smoke in the property when showing it.
(
Don’t take food or candy, or pick fruit from trees.
(
Don’t park on the lawn or garden!  You might be driving over sprinklers or the septic system!
(
Don’t let clients roam around the property without your supervision.
(
Don’t promise anything you cannot do.  It might cost you a lot of money.

TO YOUR FELLOW REALTORS(
(
Always return any borrowed keys promptly.

(
Return their calls promptly.

(
Identify yourself as a fellow REALTOR( when calling other offices for information.
(
Call listing REALTOR( if the key is not where it is supposed to be.

(
As much as possible, make it convenient for other REALTORS( to show your listing.

(
Present all offers as soon as possible, even if you are inconvenienced.

(
Keep the selling REALTOR( informed as to the status of offers at all times.

(
Warn fellow REALTORS( of any dangerous animals.

REMEMBER:  When working with people, you can find no better guide than

“DO UNTO OTHERS AS YOU WOULD HAVE THEM DO UNTO YOU.”
