
Contents at a Glance
Introduction .................................................................1

Part I: Acquiring the Keys to Real Estate Success ...........7
Chapter 1: Discovering the Skills of a Successful Agent................................................9
Chapter 2: Residential versus Commercial: Deciding Which Type 

of Real Estate Is Right for You ......................................................................................21
Chapter 3: Pairing with the Right Agency .....................................................................41
Chapter 4: Researching and Understanding Your Marketplace .................................61

Part II: Prospecting for Buyers and Sellers ...................73
Chapter 5: Prospecting Your Way to Listings and Sales ..............................................75
Chapter 6: Mining Gold from Referrals ..........................................................................95
Chapter 7: Winning Business from Expired and FSBO Listings ................................115
Chapter 8: A Time-Tested Prospecting Tool: Planning and Hosting 

a Successful Open House............................................................................................139
Chapter 9: Presenting and Closing Listing Contracts ................................................157

Part III: Developing a Winning Sales Strategy ............183
Chapter 10: Determining a Home’s Ideal List Price....................................................185
Chapter 11: Getting the House Ready for Showing ....................................................203
Chapter 12: Marketing Yourself and Your Properties Online and in Print ..............221
Chapter 13: Negotiating the Contract and Closing the Deal .....................................245

Part IV: Running a Successful Real Estate Business ....261
Chapter 14: Staking Your Competitive Position .........................................................263
Chapter 15: Keeping Clients for Life ............................................................................281
Chapter 16: Maximizing Your Time ..............................................................................305

Part V: The Part of Tens ............................................327
Chapter 17: Ten Must-Haves for a Successful Real Estate Agent .............................329
Chapter 18: Ten Tips for Working with Buyers...........................................................335
Chapter 19: Ten Biggest Mistakes and How to Avoid Them .....................................341
Chapter 20: Ten Web Sites for Real Estate Agents .....................................................347

Index .......................................................................351

02_799556 ftoc.qxp  5/31/06  7:23 PM  Page vii

CO
PYRIG

HTED
 M

ATERIA
L



02_799556 ftoc.qxp  5/31/06  7:23 PM  Page viii



Table of Contents
Introduction..................................................................1

About This Book...............................................................................................1
Conventions Used in This Book .....................................................................2
What You’re Not to Read.................................................................................3
Foolish Assumptions .......................................................................................3
How This Book Is Organized...........................................................................3

Part I: Acquiring the Keys to Real Estate Success..............................4
Part II: Prospecting For Buyers and Sellers.........................................4
Part III: Developing a Winning Sales Strategy .....................................4
Part IV: Running a Successful Real Estate Business...........................5
Part V: The Part of Tens.........................................................................5

Icons Used in This Book..................................................................................5
Where to Go from Here....................................................................................6

Part I: Acquiring the Keys to Real Estate Success ............7

Chapter 1: Discovering the Skills of a Successful Agent  . . . . . . . . . . .9
Having a Financial Goal .................................................................................10
Acting and Working Like a Top-Level Professional ....................................11

Serving as a fiduciary representative ................................................11
Guiding financial decisions .................................................................13
Avoiding the role of a home inventory access provider .................13

Winning Customers........................................................................................14
Understanding the importance of customer creation 

over customer service .....................................................................14
Developing sales ability to win customers .......................................15
Gaining customers no matter the market conditions......................16

Becoming a Listing Agent..............................................................................17
Pathways to Success: Which Will You Take? ..............................................18

Chapter 2: Residential versus Commercial: Deciding 
Which Type of Real Estate Is Right for You . . . . . . . . . . . . . . . . . . . . . . .21

Sizing Up the Differences between Residential and 
Commercial Agents ....................................................................................21

Comparing commercial and residential real estate: 
It’s apples to oranges .......................................................................22

Weighing advantages and disadvantages..........................................24
Selecting Your Specialty ................................................................................38

Evaluating your risk tolerance............................................................38
Taking the 7-question litmus test .......................................................39

02_799556 ftoc.qxp  5/31/06  7:23 PM  Page ix



Chapter 3: Pairing with the Right Agency . . . . . . . . . . . . . . . . . . . . . . . .41
Weighing Your Agency Options ....................................................................41

Enthusiasm, coffee, and doughnuts: What makes a good office? ...42
Considering the rules you’ll be playing by .......................................44
Does size really matter?.......................................................................46
Prioritizing your values and expectations ........................................47

Narrowing Your Agency Short List...............................................................48
Do your homework...............................................................................48
12 questions to ask each broker.........................................................50
Making agency comparisons...............................................................53
And the winner is . . . ...........................................................................53

Joining Your New Agency Team ...................................................................54
Building a relationship with your manager.......................................54
Forming partnerships ..........................................................................56

Chapter 4: Researching and Understanding Your Marketplace  . . . . .61
Three Truths that Rule Every Real Estate Market .....................................62
Acquiring Knowledge about Your Marketplace .........................................63

Collecting marketplace information from key sources ...................63
Analyzing the facts and figures...........................................................66
Compiling a marketplace analysis......................................................69
Projecting trends on the horizon .......................................................70

Putting Your Findings to Work......................................................................71
Sharing your market research to build prospect relationships .....72
Distributing your findings to gain publicity......................................72

Part II: Prospecting for Buyers and Sellers ....................73

Chapter 5: Prospecting Your Way to Listings and Sales  . . . . . . . . . . .75
What Prospecting Is — and Isn’t ..................................................................75
Prospecting for Listings versus Buyers.......................................................77

Prospecting for listings........................................................................77
Prospecting for buyers ........................................................................78

The Four Pillars of Prospecting....................................................................79
1. Set a daily time and place for prospecting....................................79
2. Fight off distractions........................................................................79
3. Follow the plan .................................................................................80
4. Be faithful to yourself and finish what you start..........................81

Putting Prospecting to Work for You ...........................................................82
Targeting prospects .............................................................................82
Setting and achieving prospecting goals...........................................83
Shattering the myths............................................................................85

Finding Safety and Success in Numbers......................................................88
The law of accumulation .....................................................................88
The power of consistency ...................................................................89

Success as a Real Estate Agent For Dummies x

02_799556 ftoc.qxp  5/31/06  7:23 PM  Page x



The never-ending prospecting cycle..................................................89
Tracking daily goals and results.........................................................90
Managing contacts ...............................................................................91

Message in a Bottle: Staying in Touch .........................................................92

Chapter 6: Mining Gold from Referrals  . . . . . . . . . . . . . . . . . . . . . . . . . .95
Referral Truths and Consequences .............................................................95
Building a Referral-Based Clientele..............................................................96

Sources of referrals ..............................................................................96
Constructing a referral database........................................................99
Three golden rules for cultivating referrals......................................99

Developing Your Referral Strategy.............................................................105
Helping people send you the type of referrals you seek...............106
Setting your goal.................................................................................107
Approaching your referral sources..................................................108
Asking the right questions at the right time ...................................110
Handling the referrals you receive...................................................111

Developing Referral Relationships.............................................................112
Making first-time contact ..................................................................112
Converting referrals into clients or referral sources.....................113

Chapter 7: Winning Business from Expired and FSBO Listings  . . . .115
Three Reasons to Work Expired and FSBO Listings ................................116
Turning Bad Listings to Good Business: 

The ABCs of Expired Listings..................................................................117
Finding expired listings......................................................................117
Treating expired listings as high-probability leads........................118
Engaging an expired listing ...............................................................119
Qualifying expired listings.................................................................122
Calling the seller: What to say and how to say it ...........................123

Entering the For-Sale-By-Owner World......................................................127
Why bother with FSBOs?...................................................................127
Finding FSBO listings .........................................................................128
Converting FSBO listings: The successful agent’s approach........129
Playing the game of lead follow-up ..................................................135

Chapter 8: A Time-Tested Prospecting Tool: Planning and 
Hosting a Successful Open House  . . . . . . . . . . . . . . . . . . . . . . . . . . . . .139

Why Host an Open House?..........................................................................140
A chance to meet potential clients face to face..............................140
A way to meet the needs of dual-income families..........................142
A means of catering to the do-it-yourselfer’s 

home-buying needs ........................................................................142
A high-touch opportunity in a high-tech world..............................143

Setting and Achieving Your Open House Objectives...............................144
Planning Your Open Houses to Gain Maximum Exposure ......................145

Featuring a high-appeal home ..........................................................146
Looking good: Leveraging the power of curb appeal ....................146

xiTable of Contents

02_799556 ftoc.qxp  5/31/06  7:23 PM  Page xi



Inviting the neighbors........................................................................148
Don’t skimp: Feature a home in the upper-middle price range....148
Showing the way: Leading prospects to the open house..............149

Being the Host with the Most: Effectively Managing the Open House...150
Doing your homework before prospects arrive .............................150
Wallflower or social butterfly: Meeting and greeting 

during the open house ...................................................................153
Securing the deal by following up after the open house...............155

Chapter 9: Presenting and Closing Listing Contracts  . . . . . . . . . . . . .157
Qualifying Your Prospects ..........................................................................158

Why and how to qualify prospects ..................................................158
Checking your prospect’s “DNA”......................................................161

Fundamentals for Presenting Listings to Qualified Prospects ...............164
Know the purpose of your presentation .........................................164
Make your presentation useful and interesting..............................165
Keep it short and sweet.....................................................................166
Focus on four keys to a great delivery ............................................167
Stay in control.....................................................................................170

Giving a Quality Presentation: A Four-Phase Formula ............................171
Getting off to a good start .................................................................171
Setting yourself apart from the real estate agent pack .................172
Presenting prices................................................................................176
Going for the close .............................................................................178

Dealing with Sales Objections ....................................................................178
Delaying objections............................................................................178
Handling objections in four easy steps ...........................................179

Asking for the Order ....................................................................................181
Bringing the Presentation to a Natural Conclusion .................................181

Part III: Developing a Winning Sales Strategy.............183

Chapter 10: Determining a Home’s Ideal List Price . . . . . . . . . . . . . . .185
Examining Pricing Approaches ..................................................................185
The ABCs of CMAs .......................................................................................186

Staying current ...................................................................................188
Factors that contribute to a CMA.....................................................188
Creating a CMA ...................................................................................190
CMA mistakes to avoid ......................................................................192
Taking CMA results with a grain of salt ...........................................193

Developing Your Pricing Philosophy .........................................................194
Avoiding overpricing just to please the buyer ...............................195
Steering clear of starting high and reducing later .........................196
Coming in on-the-button....................................................................197

Troubleshooting Advice for Pricing Problems.........................................198
Reducing prices: A five-step formula ...............................................198
Accepting over-priced listings..........................................................201

Success as a Real Estate Agent For Dummies xii

02_799556 ftoc.qxp  5/31/06  7:23 PM  Page xii



Chapter 11: Getting the House Ready for Showing  . . . . . . . . . . . . . . .203
Advising Different Kinds of Sellers.............................................................203

Mr. Fix-It ...............................................................................................204
The gung-ho renovator ......................................................................204
Stuck in the ’60s..................................................................................205
The couch potato ...............................................................................205
The calculator.....................................................................................206

Counseling Clients on Home Improvements ............................................206
Improvements that contribute to the sales price ..........................207
Improvements to skip ........................................................................209

Passing the Curb Appeal Test.....................................................................210
Landscaping ........................................................................................210
Exterior paint condition and color...................................................211

Prepping the Interior of the Home.............................................................212
Staging a home....................................................................................213
House clean-up checklist...................................................................217

Final Ways to Make a Great First Impression............................................218
Enhancing the first glance.................................................................219
Helping the buyer “move in”.............................................................220

Chapter 12: Marketing Yourself and 
Your Properties Online and in Print  . . . . . . . . . . . . . . . . . . . . . . . . . . . .221

Targeting Your Marketing Message............................................................222
Defining your target audience...........................................................222
Positioning your offering...................................................................224

Creating and Placing High-Impact Ads ......................................................227
The power of a great headline ..........................................................227
Writing high-impact advertising copy .............................................228
Choosing the right media outlets.....................................................230
Converting ad interest to action.......................................................231

Promoting Properties by Using Flyers ......................................................232
Creating outside-the-home flyers .....................................................232
Creating inside-the-home flyers........................................................233
Design and production tips...............................................................233

Spreading the Word Online .........................................................................234
Types of agent Web sites ...................................................................234
Attributes of a good site ....................................................................235
Creating domain names .....................................................................236
Driving traffic to your site .................................................................237
Converting lookers to leads ..............................................................237
Converting leads to clients ...............................................................238
Using Realtor.com ..............................................................................238
Putting your agency’s Web site to work ..........................................239

Enhancing Exposure via Virtual Tours ......................................................239
Producing a virtual tour ....................................................................240
Leading prospects to your virtual tour ...........................................242

A Picture’s Worth a Thousand Words........................................................242
Choosing your camera.......................................................................242
Taking digital photos .........................................................................243

xiiiTable of Contents

02_799556 ftoc.qxp  5/31/06  7:23 PM  Page xiii



Chapter 13: Negotiating the Contract and Closing the Deal  . . . . . . .245
Informing Clients (and Yourself) of What Happens Next ........................246
Keys to Representing a Seller .....................................................................247

Be prepared.........................................................................................247
Protect the seller at all times............................................................248

Keys to Representing a Buyer ....................................................................249
Partnering with the Other Agent................................................................250
Advancing or Accepting an Offer ...............................................................251

Presenting a buyer’s low offer ..........................................................252
Receiving a buyer’s low offer ............................................................253
Taking the insult out of an insulting offer .......................................254
Getting beyond emotion....................................................................254
Turning concessions into victories..................................................255
Dealing with I win/you lose clients ..................................................256

Working with a Closing Team .....................................................................257
The loan officer...................................................................................257
The home inspector...........................................................................258
The appraiser......................................................................................258
The escrow closer ..............................................................................258

Avoiding Derailment ....................................................................................259

Part IV: Running a Successful Real Estate Business .....261

Chapter 14: Staking Your Competitive Position  . . . . . . . . . . . . . . . . . .263
Competitive Positioning Defined................................................................263
Calculating and Analyzing Real Estate’s Big Three Statistics.................265

Average list price to sales price .......................................................265
Average days on the market .............................................................267
Average listings taken versus listings sold .....................................269

Interpreting the Findings.............................................................................271
Finding your edge...............................................................................271
Positioning yourself against other agents.......................................272
Using market-area statistics to set your goals................................274

Increasing Your Slice of the Market ...........................................................275
How to calculate market share .........................................................275
How to increase market penetration ...............................................276
How to achieve market dominance..................................................277

Conveying Your Competitive Advantage in Prospect Presentations ....278
Defining your unique competitive position ....................................279
Proving your excellence: You don’t get paid for second place ....280

Chapter 15: Keeping Clients for Life . . . . . . . . . . . . . . . . . . . . . . . . . . . .281
Achieving Relationship Excellence ............................................................282

Defining your service standards ......................................................284
Promising, and then flawlessly delivering.......................................285
Viewing the closing as a starting point, not a finish line...............286

Success as a Real Estate Agent For Dummies xiv

02_799556 ftoc.qxp  5/31/06  7:23 PM  Page xiv



Creating After-the-Sale Service...................................................................287
Laying the groundwork during the transaction period.................288
Setting a service agenda for the first 30 days after the sale .........289
Establishing an ongoing communication strategy.........................292
Customizing your messages .............................................................298

Establishing Awesome Service ...................................................................299
Ensuring positive service encounters .............................................299
Developing a service plan .................................................................301

Chapter 16: Maximizing Your Time . . . . . . . . . . . . . . . . . . . . . . . . . . . . .305
Spending Less Time to Accomplish More.................................................305
Applying Pareto’s Principle: The 80:20 Rule.............................................307

Making time for the things that impact your success ...................307
Weighting your time to what matters ..............................................309
Dealing with time-consuming fires ...................................................312

Time Blocking Your Way to Success ..........................................................313
Setting your schedule in time blocks...............................................313
Time-blocking mistakes to block out ...............................................317

Killing the Time Killer Called Procrastination..........................................319
Moving forward with a clear vision .................................................320
Knowing your objectives...................................................................320
Setting your priorities........................................................................321
Giving yourself deadlines and rewards ...........................................322

Carpe Diem: Seize Your Day........................................................................324
Stop wasting time ...............................................................................324
Stop letting others waste your time.................................................324
Manage constant interruptions ........................................................325
Keep phone calls short......................................................................325
Use your car to gain efficiency and career advancement .............326

Part V: The Part of Tens .............................................327

Chapter 17: Ten Must-Haves for a Successful Real Estate Agent . . .329
A Good Contact Management System .......................................................329
A Real Estate Calculator..............................................................................330
Professional Attire .......................................................................................330
Personal Web Site.........................................................................................331
Professional Business Cards and Stationery ............................................331
A Clean, Professional, Reliable Car ............................................................332
A Headset for Your Phone...........................................................................333
A Number-Based Business Plan .................................................................333
Sales Scripts..................................................................................................334
Support System ............................................................................................334

Chapter 18: Ten Tips for Working with Buyers . . . . . . . . . . . . . . . . . . .335
Qualify Your Prospects................................................................................335
Work Only with Committed Clients ...........................................................336

xvTable of Contents

02_799556 ftoc.qxp  5/31/06  7:23 PM  Page xv



Don’t Assume the Buyer Is Exclusively Committed to You ....................336
Ask For and Win an Appointment ..............................................................337
Be Ready to Counter Typical Buyer Misconceptions..............................337
Explain the Services You Provide ..............................................................338
Develop a Partnership with a Lender........................................................339
Ask Buyer Prospects Plenty of Questions.................................................339
Take Control..................................................................................................339
It’s Okay to Say No .......................................................................................340

Chapter 19: Ten Biggest Mistakes and How to Avoid Them  . . . . . . .341
Failing to Build Your Real Estate Practice as a Business ........................341
Poor Financial Management .......................................................................342
Not Buying Enough of What You Sell .........................................................343
Poor Use of Time..........................................................................................344
Not Investing in Your Most Important Business Asset: Yourself! ..........344
Making Yourself Available to Prospects and Clients 24-7 .......................344
Failing to Communicate Frequently...........................................................345
Being Inconsistent........................................................................................345
Ignoring the Fundamentals .........................................................................346
Talking Too Much, Listening Too Little, and Then Going Silent.............346

Chapter 20: Ten Web Sites for Real Estate Agents  . . . . . . . . . . . . . . .347
RealEstateChampions.com .........................................................................347
REALTOR.com...............................................................................................347
RealEstateWebsiteSEO.com ........................................................................348
Inman.com.....................................................................................................348
RealEstateSchoolOfChampions.com .........................................................348
RECyber.com.................................................................................................349
RealtyTimes.com..........................................................................................349
RealtyU.com..................................................................................................349
IRED.com.......................................................................................................350
DirkRecommends.com ................................................................................350

Index........................................................................351

Success as a Real Estate Agent For Dummies xvi

02_799556 ftoc.qxp  5/31/06  7:23 PM  Page xvi


