



CENTURY REAL ESTATE SCHOOL
Broker Management Curriculum

1. Transition into management

A. Role of the Principal Real Estate Broker

B. Differing roles- Management and/or Sales

1. Responsibility Prioritization

2. Guidelines for Competition Between Broker and Sales Associates

3. Managing  Both Roles

C. Management Theory

1. Director Role

2. Team Building

3. Trust Building

4. Use of Power

2. Business Plan

A. Mission Statement

B. Goals and Objectives

1. Short Term

2. Long Term

C. Strategies

D. Business Description

E. Marketing Plan

F. Financial Plan

3. Organizational Form
A. Legal Form

1. Type of Legal Ownership

2. Type of Business Operation

B. Structure

1. Name

2. Organizational Chart

       C.  Leadership and Management

          1. Management Styles

          2. Leadership Skills

          3. Personal Analysis

       D. Business Climate

          1. Competition Analysis

          2. Economic Indicators

          3. Political Climate

          4. Demographic Indicators

4. Start Up and Establishment of Your Office

A. Physical Office

1. Location

2. Office Design

3. Office Décor

B. Office Systems

1. Filing System

2. Office Furniture

3. Stationary and Supplies

4. Office Equipment

C. Computer Systems

1. Software

a. Word Processing

b. Data Management

c. Presentation

d. Real Estate Specific

e. Financial

2. Hardware

a. Lease vs. Buy

b. Network vs. Stand Alone

c. Desktop vs. Laptop

d. Specifications
1. Speed

                  2. Memory

                  3. Modem

                  4. Disk/CD Rom

                     e.   Printers

                     f.   Scanners

                     g.   Digital Camera

        D.  Communication Systems

           1. Email

           2. Internet

           3. Fax Machine

           4. Phone System Hardware

           5. Voice Messaging

           6. Cellular Phone

           7. Pagers

      8. Personal Information Management System (Palm   Pilot)

           9. Mail

          10. Phone Messaging

5. Financial Management

A. Budget

1. Start up Costs

a. Capital Expenditures

b. Operating Expenditures

2. Annual Operating Budget

B. Compensation

1. Salaries

a. Taxes

b. Withholding

c. Workers Compensation

2. Commission

a. Calculation

b. Distribution

c. Tax Reporting

C. Financial Resources 

1. Personal Assets

2. Loans

D. Escrow Accounts

1. Establishment

2. Interest Distribution

E. Risk Reduction

  6.   Policy and Procedure Manual

       A. Company History and Mission Statement

       B. Human Resource Policies

              1. Terms of Employment

                   a. Hiring

                   b. Termination

              2. Benefits

              3. Independent Contractor Relationship

                   a. Referrals
                   b. Commission Sharing

                   c. Special Compensation

                   d. Dues and Fees

                   e. Insurance

                   f. Litigation and Legal Expenses

                   g. Education

                   h. Termination of Relationships

                   i. Special Incentives

              4. Non-Descriminatory Practices

                   a. Sexual Harassment

                   b. Drugs and Alcohol in the Workplace

                   c. Confidentiality

                   d. Standards of Personal Conduct
       C. Legal and Ethical Standards

              1. REALTOR® Code of Ethics

              2. License Law

              3. Professionalism

  D. Office Procedures

              1. Job Descriptions

              2. Opportunity Time

              3. Sales Meetings

              4. Internet Policy

              5. Telephone Procedures

              6. Dissemination of Information

              7. Personal Assistants

              8. Keys and Lock Boxes

              9. Signs

             10. Use of Supplies and Equipment

             11. Dress Code

             12. Safety and Security

E. Brokerage Relationships

        1. MLS

        2. Cooperation with Other Firms

        3. Referrals

        4. Builder/Developer Relationships

        5. Handling Disputes

F. Agency

        1. Broker’s Agency Policy Selection

        2. Agency Policy Dissemination

G. Listing Procedures

        1. Company Contracts and Forms

        2. Disclosures

        3. Confidentiality

        4. Listing Presentations

        5. Quotas and Goals

H. Selling Procedures

1. Company Contracts and Forms

2. Disclosures

3. Confidentiality

4. Settlement Procedures
5. Advertising and Marketing
6. Sales Associates Selling and Purchasing Property for                       themselves

7. Disputes

8. Offer Presentation Procedure

9. Open House

a. Safety/Security/Liability Precautions

b. Sales Procedures

10. Quotas and Goals

7. Human Resource Management
A. Hiring Procedures

1. Management to Sales Associates Ratios

2. Sales Force Management Needs

B. Sales Associate Selection

1. New vs. Experience Mix

2. Part-Time/Full-Time

C. Employment Law

1. ADA

2. EEOC

3. Employee vs. Independent Contractor

D. Professional Development

1. Orientation

2. Sales Meetings

3. Continuing Education

4. Training

5. Reference Materials

6. Designations

E. Retention

F. Evaluation

G. Termination

8. Information Management
     A. Listings

            1. Information Access

            2. File Procedures

            3. Expired Listing Procedures

            4. Completed Transaction Procedures

      B. Confidentiality

      C. Agency Law

1. Appropriate Dissemination of Information  (client/customer files)

2. Disclosure Form Maintenance

3. Form Revision and Approval Process

      D. Document Procurement and Retention

            1. License Law Requirements

            2. Tax Requirements

            3. Document Checklist

            4. Maintain Current Contracts and Forms

      E. Personal Records

            1. Wage and Withholding Information

            2. Benefits

9. Risk Reduction Management
    A. State License Law Issues

    B. Anti Trust

    C. Disclosures

    D. Fair Housing

    E. ADA

    F. Environmental Issues

    G. RESPA

    H. Regulation Z

    I. Arbitration/Mediation

    J. Retain Legal Counsel

    K. Local Ordinances

    L. Landlord Tenant Law

    M. Other Federal and State Laws

10. Marketing Plan
 
A. Marketing Your Business Image

             1. Web Pages

             2. Press Releases

             3. Advertisements

             4. Other Forms of Media

  
B. Marketing for the Transaction

              1. Advertising

              2. MLS

              3. Yard Signs

              4. Internet

              5. Open Houses

              6. Publicity

11. Business Analysis
       A. Goal Achievement Analysis

       B. Cost vs. Income

             1. Increasing Income

             2. Decreasing Expenditures

       C. Maintaining your Image

       D. Record Completion Oversight

       E. All Systems Analysis and Update

       F. Economic and Market Trends

       G. Monitoring Professional Cutting Edge Trends

       H. Monitoring Human Resource Needs

       I. Legal and Financial Audit      

OPEN THE DOORWAY TO YOUR REAL ESTATE DREAMS DREAMS
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