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Preparing For An Open House
Open Houses often require a great deal of effort. To ensure that your event runs smoothly, take the following steps:

1. Conduct a property walk-through noting any changes or repairs that should be made prior to the open house.

2. Ensure that there are not a number of people hosting the open house with you. For safety purposes, you should have at least one person with you to watch the property as you give your property tours to your guests.

3. Determine features to highlight along with home and neighborhood benefits. You are not only trying to sell your property, you are trying to sell a lifestyle.

4. Check local ordinances about placing signs.
5. Mail exclusive invitations to neighbors.
6. Notify local real estate professionals in your area.

7. Have at least (3) open house directional signs with balloons to place throughout the neighborhood.
8. Place announcements on the internet and in community networking websites using Bella Casa’s marketing systems.

9. Tour Open Houses in your neighborhood and surrounding communities to get a feel of your competition.

For vacant properties be sure to verify if utilities are working. If not dress appropriately and have a flashlight. Also, have a folding table and at least (3) chairs available.
For Displaying Inside The Property
1. Home portfolio (should include your Bella Casa property flyer, your special features list, a story about the neighborhood and it’s history, a map of your property, and zoned school info.
2. Guest Register

3. Bella Casa business cards to assist your buyer if they choose to be represented by a Realtor.

4. Supply of ‘Special Feature’ Sheets 

5. Supply of Bella Casa Property Flyers to disburse to potential buyers. 

6. Home Warrenty Information

For Answering Questions
1. Your appointment book

2. Your laptop

3. Printout of the most recent closed properties in the area

4. Market Analysis of the property

5. Mortgage rate information

6. Calculator

7. Several working pens

8. Legal pad

9. Measuring device

One Week Ahead
1. Confirm Internet Open House Marketing Plan with Bella Casa.
2. Conduct a property walk-through:

· Lawn mowed, yard neat

· Exterior walkways, deck, patio and porch swept and free of debris

· Interior thoroughly cleaned and free of clutter

· Stove cleaned

· Cupboards organized

· Bathrooms sparkling

· Closets cleaned and organized

· Garage cleaned and organized

· Basement cleaned and organized

· Pets removed or confined to an area

· Cars removed from the property

· Valuables and guns locked up

· Family members absent
· Repairs completed

3. Place a newspaper ad to run the weekend of your open house.

4. Invite your neighbors.

5. Mail or personally deliver Open House invitations to every home in your geographic target market.

6. Identify locations for placing Open House signs on neighboring properties and get permission from homeowners (don’t forget to invite them to your Open House).

7. Determine what to highlight/feature:

· Personal property that is included or excluded in the sale.

· Property boundaries, room dimensions, approximate square footage.

· Taxes, utilities, insurance, monthly mortgage, closing costs.

· Schools/Houses of Worship/Shopping areas.

     8.  Recruit an assistant to man each floor of the property during                               

     your Open House.
The Day Of The Open House
1. Buy a bouquet of fresh flowers.

2. Place signs and attach Bella Casa Red balloons on each sign.
3. Do a final walk through to be sure it looks inviting.

4. Be sure the garage door is closed. Open the front door.

5. If needed, air out the interior by opening the windows and using non-perfumed room deodorizer.

6. Turn lights on where needed throughout the house.
7. Open all blinds, shutters and window treatments.
8. Keep the television off. Keep music low to an all music station.

9. Greet everyone with a warm smile.

During The Open House
1. Greet the guests at the door.

· Ask their names.

· Have them sign your guest registry.

· Ask how they learned about the Open House.

2. Hand them a custom flyer and highlight sheet.

3. Show the property. (Ideally, have someone with you on each floor.)
4. Insert ‘qualifying questions’ into your conversation:

· “Are you renting now, or do you own your own home?”

· “Have you been looking long?”

· “Where are you living now?”

· “This home has 4 bedrooms, how many do you need?”

The Next Day
     1.  Follow up with visitors that signed your guest registry.

     2.  If real estate professionals brought potential buyers through, ask for       

          feedback.

Safety Tips For Your Open House And Showings

· Never show your property at night, there is safety in numbers.
· Never show your property alone.

· At the beginning of the showing, mention to the client that you have another appointment to show the house within a short time.

· Always trust your instincts. The minute you feel uncomfortable in a situation, get out of it. Plan an escape route if an emergency should arise when showing or conducting an Open House, vacant or not.

· Let potential buyers explore areas of a home on their own, with you following behind. Avoid taking the lead Direct them and Say, for example, “The kitchen is on your left,” and gesture for them to go ahead of you.

· Avoid going into the basements, confined areas and small rooms to avoid getting trapped with a prospect.
· Communicate frequently with a friend or a relative that you will be calling in every hour on the hour. And if you don’t call, they are to call you.

· Inform a neighbor that you will be showing the house and ask if he or she would keep an eye and ear open for anything out of the ordinary.

· Check your cell phone’s strength and signal prior to the open house. Have emergency numbers programmed on speed dial, and keep your phone with you at all times.
· Have ALL visitors sign in on your guest registry. Name, date, e-mail and phone number

· Check all rooms and determine several “escape”routes. Make sure all deadbolt locks are unlocked to facilitate a faster escape.
· Don’t assume that everyone has left the premises at the end of an Open House. Check all of the rooms and the backyard prior to locking the doors. Be prepared to defend yourself, if necessary.
· Establish a distress code, a secret word or phrase that is not commonly used but can be worked into any conversation for cases where you feel that you are in danger. Use this if the person you are with can overhear the conversation, but you don’t want to alarm them. The distress code could be something as simple as “Hi, this is Jane. I’m at [address]. Could you e-mail me the red file?” You can make up your own distress code, i.e.

· DOG FOOD (when you don’t have a dog) or I’m going to              DAY Lane (and there is no Day Lane). The distress code should be used if you are uneasy, but do not feel you are in danger. If you are in immediate danger – leave the area. Do not hesitate to call 9-1-1. 
· In showing your property, always leave the front door unlocked for a quick exit while you and the potential buyers are inside. As you enter each room, stand near the door.
· Prepare a scenario so that you can leave, or encourage someone who makes you uncomfortable to leave. Examples: Your cell phone or beeper went off and you have to call your office, you left some important information in your car, or you have another appointment with potential buyers who are on their way.
·  It is better to not display purses while at a property. Lock your purse away. 
· Do not wear expensive jewelry or watches, or appear to be carrying large sums of money.
· Park at the curb in front of the property rather than in the driveway or garage. You will attract much more attention running and screaming to the curb area. It is much easier to escape in your vehicle if you don’t have to back out of a driveway. Besides, parked in a driveway, another vehicle could purposefully or accidentally trap you.
If you are showing model homes, here are tips that can help keep you safe:

· If possible, always try to have at least one other person working with you at the home.
· When a person comes through to view a model home, have them complete a guest register that includes their full name, address, phone number, e-mail, and vehicle information.
· Keep your cell phone and your car keys with you at all times. Keep your handbag locked in the trunk of your vehicle.
· When closing the model homes for the night, never assume that the home is vacant.
· Check the interior of the house prior to locking the doors, working from the top floor to the bottom, back of the house to the front, locking the doors behind you. Be familiar enough with each home to know the exits. Be aware of your surroundings. Be prepared to protect yourself.
· Never list a property as “vacant.” This is an open invitation to criminals.
This may seem extreme but believe me, it is not. Realtors are trained multiple times a year in keeping safe while out in the field. If you are taking on the roll of selling your home privately, you should be aware of the dangers of giving strangers an open invitation into your home.
(Sources: Louisiana REALTORS® Association; Washington Real Estate Safety Council; City of Albuquerque, NM;

Nevada County Association of REALTORS®; City of Mesa, AZ)
(Sources: Washington Real Estate Safety Council; City of Mesa, AZ; Nevada County Board of REALTORS®; Georgia

Real Estate Commission)
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