Lead Set UP 
Use Lead Information Form as a guide.

Search to see if lead is present in Top Producer, search by email address, phone number and name to prevent duplication.  Make sure to note date and time the lead was received.  Ultimately we are looking to schedule an appointment and get in from of them, so PLEASE try to get an appointment with anyone in the area.
Example Script:  Hello, this is _________________ with the Rodgers Team at Keller Williams Integrity First Realty.  We received your information from our website (or wherever we received it from), our team of professionals would be happy to help you in your needs (specify), would it be possible for us to set up a time to meet?  We could meet at my office or at your home, which one would work best for you.  PLEASE RECONFIRM DATE AND TIME AND GET IT IN YOUR SCHEDULE!!!

1. Receipt of Lead

A. Point 2 Lead

a. Set up in Point 2 on Drip Campaign

b. Set up in Top Producer

a. Choose Contact Type


E-Newsletter (if we have email address)


2008 Marketing (if we have mailing)


Select Internet Lead

b.  Choose Source


This should define exactly where the lead 
came from.
c. Urgency


A – Ready to buy 30-60 days


B-   Ready to buy 60-90 days


C –  All other 


d. Call within 3 hours of receipt.
e. Set up on a follow up Schedule.

B. Fidelity

a. Set up in Top Producer

1. Choose Contact Type


a.  E-Newsletter (if we have email address)


     2008 Marketing (if we have mailing address)


     Select Fidelity Buyer or Fidelity Assets



b.  Choose Source


      This should define exactly where the lead 



      came from.
c.  Urgency


A – Ready to buy 30-60 days


B-   Ready to buy 60-90 days



C –  All other


c.  Call within 3 hours of receipt.


d.  Note date and time of lead in notes.


e.  Assign a Plan.

C. Home Quest



a.  Set up in Top Producer

1.  Choose Contact Type


a.  E-Newsletter (if we have email address)


     2008 Marketing (if we have mailing address)


     Select Home Quest



b.  Choose Source


      This should define exactly where the lead 



      came from.

c. Urgency


A – Ready to buy 30-60 days


B-   Ready to buy 60-90 days



C –  All other


d.  Call within 3 hours of receipt.




e.  Assign a Plan.Set up in Top Producer.  If we are unable to 



     speak with them, then we should just set up on a Farm Plan 



     as we do not know if they are buyers or sellers.
D. Realtor.com  (These are put into Top Producer automatically)

1. Search Top Producer 

a. Edit Contact Type to include the following:

      E-Newsletter (if we have email address)


     2008 Marketing (if we have mailing address)   
b. Choose Source This should define exactly where the lead 
     came from.  Select HomeQuest
c. Urgency


A – Ready to buy 30-60 days


B-   Ready to buy 60-90 days

d. 
C –  All other


c.  Call within 3 hours of receipt.




d.  Assign a Plan.Set up in Top Producer.  If we are unable to 



     speak with them, then we should just set up on a Farm Plan 



     as we do not know if they are buyers or sellers.

E. Wolfnet (e-Agent)

1. Search Top Producer 



a.   Edit Contact Type to include the following:

      E-Newsletter (if we have email address)


     


      2008 Marketing (if we have mailing address)





b.  Choose Source (This should define exactly where the lead 




     came from and should already be populated)

c. Urgency


A – Ready to buy 30-60 days


B-   Ready to buy 60-90 days






C –  All other


c.  Call within 3 hours of receipt.




d.  Assign a Plan.Set up in Top Producer.  If we are unable to 



     speak with them, then we should just set up on a Farm Plan 



     as we do not know if they are buyers or sellers.

F.  e-Perks (these leads need to know there are great benefits to using an e-perks agent, make sure you visit e-perks.com and understand the benefits)


1.  Set up in Top Producer



a.   Choose Contact Type


b.  E-Newsletter (if we have email address)


     2008 Marketing (if we have mailing address)


     Select Home Quest



c.  Choose Source


      This should define exactly where the lead 



      came from.

d. Urgency


A – Ready to buy 30-60 days


B-   Ready to buy 60-90 days



C –  All other


e.  Call within 3 hours of receipt, make sure to explain the 
               

                 benefits of an e-perks agent and our team.


e. Assign a Plan.
f. Set up in Top Producer.  If we are unable to 

    speak with them, then we should just set up on a Farm Plan 

    as we do not know if they are buyers or sellers.

G. Agent Machine (www.AgentMachine.com)

2. Login  (ks@rodgersteam.com) Password (05050505)

3. Note contact.

4. Set up in Top Producer

Lead Follow Up


      G.  Working Lead from Top Producer

1. Login and check Home Tab  
a. Review record and complete assignment.

b. Assign another follow up.

2. Note all calls, emails, and face to face contacts.

3. Complete as much of the record as possible. 

C:\Documents and Settings\Kevin\Desktop\Team Member Set up\Lead Set Up.doc

 AUTHOR Kevin and Sharon Rodgers
Page 3
10/17/2008

