[image: image1.wmf][image: image2.wmf][image: image3.wmf]




Activity

  Timeline Date
     Point Person

I. Preparing for Transition


A.
Assist in the preparation of and process 



your termination letter 
  ________________
 ___________________


B.
Secure current professional photograph 
  ________________
 ___________________


C.
Complete outline of background history/



sales accomplishments/credentials 
  ________________
 ___________________


D.
Business card order 
  ________________
 ___________________


E.
Personalized sign order 
  ________________
 ___________________


F.
Review and approve press release written  



from background history outline 
  ________________
 ___________________


G.
Announcement cards: order, customize, prepare for



start date release 
  ________________
 ___________________


H.
Introductory session to produce the following:




1.
Selection of Realtor.com/weichert.com homepage 
  ________________
 ___________________




2.
Consumer Listing Presentation 
  ________________
 ___________________




3.
Automated farming database set up in 




     Weichert iMail 
  ________________
 ___________________




4.
Prepare schedule of mailings 
  ________________
 ___________________





  -  Start date announcement card/postcard 
  ________________
 ___________________





  -  Farming/prospecting card campaign commences





     30 days from start for the duration of the year 
  ________________
 ___________________




5.
Develop your personal marketing pieces 
  ________________
 ___________________

Activity

  Timeline Date
     Point Person


I.
Laptop/computer system transition




1.
Complete request for Weichert e-mail address



    
(Must have personal ISP) 
  ________________
 ___________________




2.
Announce your arrival on WeichertOne.com 
  ________________
 ___________________




3.
Orientation to WeichertOne.com offerings  
  ________________
 ___________________




4.
Introduction to Weichert University website 
  ________________
 ___________________


J.
Licensing/MLS/Board Transfer Procedures




1.
Weichert licensing material completion  
  ________________





  -  Automobile insurance copy  
  ________________
 ___________________





  -  E&O application  
  ________________
 ___________________


K.
Pre-register in “Success Track” training class  
  ________________
 ___________________


L.
Personalized marketing materials/products




1.
Review of Weichert marketing products 
 ________________
 ___________________




2.
List products requiring pre-order 
 ________________
 ___________________




3.  Prepare consumer Listing Presentation
 ________________
 ___________________


M.
Desk/work station requirements




1.
Assign desk/work station and review location  
  ________________
 ___________________




2.
Lock/key duplication (desk & office)  
  ________________
 ___________________


N.
Facility orientation 
  ________________
 ___________________

Activity

  Timeline Date
     Point Person

II. Start Date/First Week


A.
Introduction to support staff personnel 
  ________________
 ___________________


B.
Orientation with Processing Manager 
  ________________
 ___________________


C.
Set up voicemail; locate roster board and mailbox station 
  ________________
  ___________________


D.
New hire licensing paper disbursed 
  ________________
 ___________________


E.
Announcement cards released 
  ________________
 ___________________


F.
Geographic farming/Pure Gold cards disbursed 
  ________________
 ___________________


G.
Introduction to sales staff at weekly office meeting 
  ________________
 ___________________


H.
Confirmation that marketing products have arrived 



and been delivered:




1.
Signs 
  ________________
 ___________________




2.
Business cards  
  ________________
 ___________________




3.
Consumer Listing Presentation 
  ________________
 ___________________




4.
Announcement cards 
  ________________
 ___________________




5.
Automated farming piece 
  ________________
 ___________________




6.
Other: _________________________________ 
  ________________
 ___________________


I.
Computer equipment/Weichert systems




1.
Assign password & clearances for OSSII 
  ________________
 ___________________




2.
Activate e-mail 
  ________________
 ___________________

Activity

  Timeline Date
     Point Person

III. First Thirty Days


A.
Press release activated per schedule 
  ________________
 ___________________


B.
“Success Track” completed 
  ________________
 ___________________


C.
Orientation meetings scheduled




1.
Gold Services Manager 
  ________________
 ___________________




2.
Media Coordinator 
  ________________
 ___________________




3.
Receptionist 
  ________________
 ___________________


D.
Call all recipients of announcement cards 
  ________________
 ___________________


E.
Call all recipients of geographic Pure Gold farm bases 
  ________________
 ___________________


F.
Tour of Central Office (where applicable) 
  ________________
 ___________________


G.
Introduction of all generic marketing pieces:



buyer, seller, Gold Services, etc .
  ________________
 ___________________


H.
Orientation to Open House procedures and 



neighborhood calling office systems 
  ________________
 ___________________


I.
Second automated farm piece released to:




1.
Geographic 
  ________________
 ___________________




2.
Pure Gold 
  ________________
 ___________________





Dear (Sales Associate Name),





We’re building our office one great person at a time! And for that reason, I am extremely pleased to facilitate your transition to the Weichert® Anytown Office.





As you contemplate this career change, you are no doubt wondering how you can make it seamless for your customers and clients with an uninterrupted, steady flow of personal income for you.





Over the years, we at Weichert have come to recognize that each Sales Associate’s business is developed in a unique way. I believe this transition plan will answer any questions you may have. I hope you’ll see that it reflects an understanding of your business regimen and demonstrates our ability to handle all the specific tasks involved in a smooth, successful transition to Weichert’s expansive support services and systems. 





Thank you again for the opportunity to personally introduce your own exclusive personalized plan designed to professionally transition your business.





 





Sincerely,








Manager Name


Manager/Broker


Weichert Anytown Office








Your Personalized Plan





In order to be certain that your Weichert marketing products and systems are fully completed 


and ready to use on your first day of work, we suggest the following schedule:





Designed to Professionally Transition Your Business








Each WEICHERT® franchised office is independently owned and operated.  Weichert® is a federally registered trademark owned by Weichert Co.  All other trademarks are the property of their respective owners.   REALTOR® is a federally registered collective membership mark which identifies a real estate professional who is a Member of the NATIONAL ASSOCIATION OF REALTORS® and subscribes to its strict Code of Ethics.  © 2005 Weichert, Realtors®  Equal Opportunity Employer








60 Days Prior:


 Assist in the preparation of and process your � termination letter


 Secure current professional photograph


 Complete outline of background history/


	 sales accomplishments/credentials





45 Days Prior:


 Business card order


 Personalized sign order


 Review and approve press release written from  � background history outline 


 Announcement cards: order, customize, prepare for start � date release





30 Days Prior:


Introductory session to produce the following:


 Selection of Realtor.com/weichert.com �homepage


 Consumer Listing Presentation


 Automated farming database set up in Weichert iMail





Prepare schedule of mailings


 Start date announcement card/postcard


 Farming/prospecting card campaign commences 30 days from start for the duration of the year





 Develop your personal marketing pieces





Laptop/computer system transition:


 Complete request for Weichert e-mail address (Must have personal ISP)


 Prepare consumer Listing Presentation


 Announce your arrival on WeichertOne.com


 Orientation to WeichertOne.com offerings


 Introduction to Weichert University website 





15 Days Prior:


Licensing/MLS/Board Transfer Procedures:


Weichert licensing material completion


 Automobile insurance copy 


 E&O application 


 Proof of citizenship 





 Pre-register in “Success Track” training class





Personalized marketing materials/products:


 Review of Weichert marketing products


 List products requiring pre-order








Office Checklist


For Manager’s Use Only








One Week Prior:


Desk/work station requirements:


 Assign desk/work station and review location


 Lock/key duplication (desk & office)


 Facility orientation





Week Of:


Introduction to support staff personnel


Orientation with Processing Manager


Set up voicemail; locate roster board and mailbox station


New hire licensing paper disbursed


Announcement cards released


Geographic farming/Pure Gold cards disbursed


Introduction to sales staff at weekly office meeting





First 30 days:


Confirmation that marketing products have arrived 


and been delivered:


 Signs


 Business cards


 Consumer Listing Presentation


 Announcement cards


 Automated farming piece


 Other: _________________________________





Computer equipment/Weichert systems


 Assign password & clearances for OSSII


 Activate e-mail





Press release activated per schedule


“Success Track” completed





Orientation meetings scheduled:


 Gold Services Manager 


 Media Coordinator


 Receptionist





Call all recipients of announcement cards


Call all recipients of geographic Pure Gold farm bases


Tour of Central Office (where applicable)


Introduction of all generic marketing pieces: 


buyer, seller, Gold Services, etc.


Orientation to Open House procedures and neighborhood  calling office systems





Second automated farm piece released to:


 Geographic


 Pure Gold





Exclusively for:


Sales Associates Name





Presented by:  


Manager Name


Manager





Anytown Office


Date








