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WELCOME participants to the session: Seller Appointments. 

DO: 
• Introduce yourself briefly if there are new participants.
• Set expectations for the duration of the session, timing of lunch or breaks.
• Emphasize that it is important to have completed their Marketing Profile in Command. 

This will be important when using Designs in Command. 

EXPLAIN that after this session, participants will be able to:
1. Create and present a listing presentation to secure a listing. 
2. Examine methods of marketing and identify the characteristics, pros and cons, and use 

cases.
3. Create a piece of marketing material using Designs in Command.
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What We’ll Focus on Today

Grow Business Run Business

1. Lead generate for buyers and 
sellers

2. Make seller listing 
presentations and get listings

3. Make buyer presentations and 
get listings

4. Preview real estate

1. Market seller listings
2. Show buyers houses
3. Negotiate contracts
4. Transaction management to 

closing
5. Vendor management
6. Set goals
7. Compliance / risk management
8. Attend training and get coaching
9. Manage money

SAY: Today, this is the skill we’re going to focus on. 

• Make seller listing presentations and get listings

EXPLAIN that they have already covered the basics in the Spark session, Working with 
Sellers. This session will be building on the knowledge they gained during that session. 

2

March 2020

©2020 Keller Williams Realty

ELEMENTALS: Seller Appointments



Recap and 
Aha’s

Before the 
Appointment 

The Listing 
Presentation

The Listing 
Appointment

What Sellers 
Want

Daily Success 
Habits

REVIEW the agenda for the one-hour session for the group. 
1. What Sellers Want

• We will look at what sellers say they want and how that affects your 
conversations with them.

2. Before the Appointment
• The best listing appointments are continuations of an ongoing conversation. 

We’ll talk about how to prepare yourself and your future seller to get the most 
out of the listing appointment.

3. The Listing Presentation
• We will cover what a good listing presentation should achieve and how.

4. The Listing Appointment
• We will talk about what you should do in your listing appointment to establish 

yourself as the local market expert and gather the information you need to 
market and sell their home. 

EXPLAIN that after today, they will understand the expectations for a successful listing 
appointment and know where to find resources to get started. 
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How Sellers 
Found Their 

Agent

Source: NAR 2019 Profile 
of Home Buyers and 

Sellers

39%

27%

5%

4%

3%

22%

Referred by (or is) a friend, neighbor, or relative

Used agent previously
Personal contact by agent

Internet website

Visited open house and met agent

Other

EXPLAIN that according to research from NAR, 39% of sellers either knew their listing 
agent or were referred to their listing agent by a friend, neighbor, or relative. This is 
the highest percentage by far. 27% of buyers had used their listing agent previously to 
buy or sell a home. 5% chose their realtor after being personally contacted by them. 
4% found their agent through a website and 3% found their agent by visiting an open 
house. The other 22% is made up by other methods, like seeing a For Sale or Open 
House sign, a referral through another agent or their employer, direct mail, social 
media, etc. 

SAY we’ve learned that your business is your database. 

ASK what does this data tell you about the importance of building relationships to 
getting listings? 

ASK would you be surprised to learn that 75% of sellers only contact one agent 
before selecting one? And that 15% talk to two before selecting one? 

ASK how important does that make your first impression with a seller? (Very 
important)
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What Sellers 
Want

What sellers want from 
their agent, from the NAR 
2019 Profile on Buyers 
and Sellers.

21%

20%

19%

16%

13%

11%

Help seller market home

Help sell the home in a specific timeframe
Help price home competitively

Help fix up home and sell for more

Help find a buyer

Other

ASK so what does a good first impression look like? 

EXPLAIN that besides being professional, friendly, and likeable, sellers have specific 
objectives that they want to know you can help them achieve. 21% want help 
marketing their home, 20% want to make sure it sells in a certain timeframe, 19% 
want help pricing competitively, 16% want advice on improvements to improve their 
sales price, and 13% want help finding a buyer. Only 11% stated they wanted help 
with the paperwork and inspections, negotiation, etc. 

SAY just because they don’t say at the beginning that they want your help with 
paperwork and negotiations doesn’t mean they don’t need your help. Remember 
that 27% of sellers used their realtor previously, so they have a good fiduciary 
relationship with that agent. The total value you bring to the transaction is what will 
get you repeat business. These things are what are important in a first impression. 
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The Process to Listing

Pre-listing 
Questionnaire

Schedule 
Listing 

Appointment

Send Pre-
Listing Packet

Create Listing 
Presentation

Home Walk-
through/Listing 
Appointment

ASK what do you know about the process of converting a lead to a listing? 
What tools have you learned about and used? 

ALLOW 2-3 participants to answer. 

SAY when you have a lead that has expressed interest in selling their home, 
there are a few steps that you take to convert the lead into a listing. Some of 
the steps are optional based on your personal style and how motivated the 
seller is to let you list their home, but in general, you will follow these steps. 
 Pre-listing Questionnaire: Ask the potential seller the pre-questionnaire 

questions to determine their expectations, motivation, and how soon they 
want to sell. 

 Schedule a Listing Appointment: After you understand how motivated the 
seller is, set a listing appointment. 

 Send a Pre-Listing Packet: You can send (email, mail, deliver) the pre-
listing packet to set the seller’s expectations of the process or have a 
conversation to set expectations. 

 Create Listing Presentation: The Listing Presentation is more detailed 
about your plans to sell this particular listing that you can use during the 

6

March 2020

©2020 Keller Williams Realty

ELEMENTALS: Seller Appointments



appointment to get the listing. 
 Home Walk-through and Listing Appointment: At the listing appointment, 

you’ll walk through the house, possibly present the Listing Presentation, and 
secure the listing. 

SAY each step asserts your value proposition to the seller and brings them closer to 
signing with you. We looked briefly at the listing presentation in the Spark module, 
“Working with Sellers.” Now, we’re going to do a deep dive into the listing 
appointment and presentation

ELEMENTALS: Seller Appointments March 2020
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Recap and 
Aha’s

Before the 
Appointment 

The Listing 
Presentation

The Listing 
Appointment

What Sellers 
Want

Daily Success 
Habits

SAY before the listing appointment, you’ll do far more listening than talking. You can’t meet 
a seller’s needs unless you know them, and you can’t know them if you don’t listen. Show 
that you’re attentive and interested in their needs by giving them plenty of space to tell you 
their story. 

SAY in Spark, we talked about identifying A, B, and C, sellers.

ASK who can tell be what it means to be a C seller?

(Answer: A seller who is able, ready, and willing to do business in 61 days or more.)

A B seller?

(Answer: A seller who is able, ready, and willing to do business in 15 – 60 days.)

And an A seller?

(Answer: A seller who is able, ready, and willing to do business within 14 days.)

SAY A sellers have been thinking about selling their home for a bit, so they have 
expectations about the pricing and a timeline that they want you to meet. Their 
expectations might be reasonable or they might not be, but the first step is discovering 
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their motivation and timeframe as well as their expectations. 

You can work with the seller to adjust their expectations once you know what their 
expectations are. 
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Pre-Listing Goals

State Your Value
Tell the seller 
what you bring.

1 32 Pre-selling Save Time
Build confidence and 
answer questions

Answer objections 
up front.

Goals before the Listing Appointment

EXPLAIN that once you’ve prequalified the seller and scheduled the listing 
appointment, you will send the pre-listing packet. You will find a pre-listing packet in 
your Ignite Toolkit. You may customize that one (a great place to start!) or create your 
own. Once you are comfortable, you can even have a conversation with your seller 
about the topics in the pre-listing packet. Understand the goals of the pre-listing 
packet and meet them in the way that works best for you. 

EXPLAIN that the pre-listing packet has three critical roles: 
1. State Your Value: It states the value that you will provide as their listing agent. 

Remember that sellers have specific goals they want to achieve, and this is the 
first step in discovering their goals and telling them how you will help them 
achieve their goals. 

2. Pre-selling: It builds sellers’ confidence and answers questions in advance of the 
presentation. Sellers use an agent because they want advice and expertise. 
Making them feel like they better understand the process is an important part of 
your value proposition. 

3. Saving time: The pre-listing packet tackles common obstacles to make the 
consultation shorter and smoother. 
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ASK what are the biggest questions anyone about to sell their home will ask? 
(Answers will vary but may include how much they can make on their home, if it is a 
good market for sellers, and how long it will take to sell their home.)

ASK what objections do you imagine you’ll encounter? (Pricing or timeline, closing 
costs, commission, etc.)
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Pre-Listing 
Packet

How does the Pre-Listing 
Packet help you have a 

smooth listing 
appointment?

DIVIDE participants into pairs. 

INSTRUCT participants to read over the Pre-Listing Packet in the Toolkit. Then, ask 
them to answer the questions about the Pre-Listing Packet on page 6 of the 
participant guide. 

ASK 1-2 groups to share their answers. 
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Recap and 
Aha’s

Before the 
Appointment 

The Listing 
Presentation

The Listing 
Appointment

What Sellers 
Want

Daily Success 
Habits

ASK why do you think the Pre-Listing Packet is important? How does it affect your Listing 
Presentation? 

EXPLAIN that the Pre-Listing Packet sets the stage for you to present the Listing 
Presentation, which contains specific information about the potential seller’s home. The 
Listing Presentation contains your plan to market their house, comps to help them 
understand your pricing strategy, and all of the other information you need to show the 
seller that you can help them achieve their goals. The Pre-Listing Packet contains 
information about selling a house generally so that they’re ready to understand and accept 
your plan for their home. 
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SAY the purpose of the listing presentation is to get the seller to list with you. You 
achieve that by doing three things:
1. Create a great impression to build the seller’s confidence in you as their real 

estate agent of choice. 
2. Share your price recommendation – the initial list price for their property – and 

your reasoning behind it. Explain how you believe that price is designed to get 
their home sold in the shortest amount of time and for the most money possible. 

3. Set expectations for how you will market the home and work with the sellers. 
SAY just like the pre-listing packet, you don’t have to figure this out for yourself. There 
are two beautifully designed templates you can use in Designs in Command. You’ve 
already looked at the Listing Presentation before, but now we’re going to take some 
time to think about how you can use the Listing Presentation to show the seller why 
you’re the agent that can help them achieve their goals. 

ACTIVITY
TIME 10 minutes
DEMONSTRATE how to find the listing presentations in Designs. Review the following 
Help article so that you’re able to lead participants in customizing a listing 
presentation: https://answers.kw.com/hc/en-us/articles/360039414733-Create-a-
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The Listing 
Presentation

Describe how to use the Listing 
Presentation to describe how you’ll meet 

the seller’s goals.



Listing-Presentation-in-Designs
SAY Review the list of what sellers want from an agent on page 4 of your participant 
guide. 
DIVIDE participants into groups of 3-4. 
INSTRUCT groups to turn to page 11 of the participant guide and to navigate to the 
listing presentation in Command. Then, tell groups to go through the listing 
presentation and write down how each section helps them achieve the three goals 
discussed and addresses the items sellers want. Ask how they can customize the 
presentation to further achieve those goals.
ALLOW 2-3 groups to share their answers. 
FACILITATOR NOTE: For a Friday session, consider having yourself or one of the top 
agents in your Market Center present a recent Listing Presentation that they used and 
why they customized it the way that they did. If possible, have more than one agent 
share a recent listing presentation.
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Your Needs

Why is this page 
essential?

ASK why is this page of the listing presentation included? Why is it important? 
(Answer: At the end of the day, the real estate business is a relationship business. This 
part of your listing presentation is about the relationship. It’s important! Doing this 
piece right will go a very long way into earning their current and future business. 
When you present your listing presentation, get ready to take notes and to listen.) 

READ the questions to the class. 

ASK what will the answers to this question tell you? (Answers may include: How to 
earn and keep their business; how to be an agent they recommend to their friends and 
family; how to adapt your approach to marketing and selling their home.)
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Role Model:

Present the 
Listing 

Presentation

ACTIVITY

TIME: 15 minutes

ROLE MODEL how you would go over a listing presentation with a potential seller. 

SAY let’s practice together how to present a listing presentation. 

DIRECT participants to the Elementals Script Book pages 6-7. 

ROLE MODEL one of the Listing Presentation scripts. 

FACILITATOR NOTE: Suggest participants use these scripts for script practice during the 
daily success habits.
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Role Model:

Handle 
Seller 

Objections

SAY let’s practice together how to overcome seller objections. 

DIRECT participants to the Elementals Script Book pages 11-13

SELECT a few seller objections and a participant to portray a seller with objections. 

ROLE MODEL how to overcome the seller objections following a listing presentation. 

FACILITATOR NOTE: You can focus on practicing these scripts during the Daily Success 
Habits.
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Recap and 
Aha’s

Before the 
Appointment 

The Listing 
Presentation

The Listing 
Appointment

What Sellers 
Want

Daily Success 
Habits

SAY the listing appointment is the time to show off all of your hard work and get the listing. 
You’ll preview the home, present the listing presentation, and ask for the listing. This is your 
time to shine. 

SAY: Remember to update the Opportunity in Command when you make the listing 
appointment. When you move the Opportunity through the pipeline, your probable income 
metric in Command will update. 
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Home 
Walkthrough 

SAY when you arrive to the potential seller’s home, it’s important to establish 
yourself as a knowledgeable professional right away. Greet your potential clients, 
thank them for the opportunity, and ask them if you can leave your things in the 
kitchen while you conduct the home walkthrough.

ASK why do you think we suggest you leave your things in the kitchen? 
(Answer: The table provides a great space to talk, and it is more familiar and intimate 
than the living room or sitting room. You’re asking to be let into the heart of their 
home.)

SAY your home walkthrough is going to further inform what you’ll write for the listing 
information, your marketing plan, and your pricing strategy conversation. If at all 
possible, ask to do the walkthrough alone. It’s best to come to conclusions without 
the homeowner’s narration running through your mind. 

SAY take a moment to look over the Home Walk-Through Survey in your toolkit and 
see if you have any questions. Is there anything you would add or change?
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Role Model:

Closing the 
Deal

EXPLAIN that the final point of the listing appointment is getting the seller to sign with you. 
The closing script can be found in the Elementals Script Book, but is also found on page 13 
of the participant guide.  

ASK for a volunteer to role model closing the deal with you.

17

March 2020

©2020 Keller Williams Realty

ELEMENTALS: Seller Appointments



Recap and 
Aha’s

Before the 
Appointment 

The Listing 
Presentation

The Listing 
Appointment

What Sellers 
Want

Daily Success 
Habits

SAY let’s reflect on what we’ve learned. 
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Aha’s to Achievement

How has your 
thinking
changed? 
What ideas or 
mindsets were 
new?

What do you 
feel differently 
about? What 
was 
meaningful to 
you today?

How will your 
behaviors be 
different going 
forward? What 
actions will 
you take going 
forward?

Recap

What tools, 
models, or 
systems will 
you definitely 
use? How will 
they make you 
accountable? 

INSTRUCT participants to turn to page 14 in their participant guide.

SAY: The goal of our time together is to help you think, feel, act, and use what you’ve 
learned to ignite your passion and help you achieve your Big Why.

INSTRUCT participants to write down their aha’s for each of the categories (think, feel, act).

DO: Ask volunteers to share their responses with the group.

ACKNOWLEDGE common themes.

SAY: Taking the time to reflect on what you’ve learned is important in building your 
confidence and celebrating your growth—we’ll do this activity during each Power Session 
so that you can keep track of your learning journey!
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Recap and 
Aha’s

Before the 
Appointment 

The Listing 
Presentation

The Listing 
Appointment

What Sellers 
Want

Daily Success 
Habits

SAY it’s time to continue building our lead generation habits for success. 
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EXPLAIN that the overall goal of Elementals is for participants to get their first 
contract and closing. The tasks (on the slide) are the activities they need to do to 
grow and run their business.

EXPLAIN that they can use reports in Command to track their database health. Their 
goal with their database health should be to keep their overall score at least 50% or 
greater.
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10 Contacts Added

10 Conversations a Day

10 Handwritten Notes

10 Home Previews per Week

Elementals: Goals to Set Your Career on Fire

©2020 Keller Williams Realty



EXPLAIN that one of the Daily Success Habits is memorizing and internalizing scripts. 

EXPLAIN that learning scripts is important because:
• Practicing and internalizing scripts allows your business to grow.
• Just as a doctor learns anatomy before working with patients, agents need to learn 

scripts to prepare to have meaningful conversations with clients..
• With scripts, you control the conversation by using purposeful language that helps 

you get to the end point: a closed transaction. 
• They help you communicate your value. Once you have internalized scripts you can 

add your value proposition which will help lead generation efforts and lead to 
closed deals. 

• Scripts help you uncover motivations (buyer/seller) and identify any objections so 
you can handle them upfront

• Allow you to have a rehearsed response that delivers a powerful message in a way 
that the consumer will best understand

• Allows you to ask questions in a way that they will be able to quickly share the 
information you need to better serve them

• Help an agent gain confidence 
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Scripts

Why is it important to 
learn, internalize and 
personalize scripts?

• Lead generate

• Uncover motivations

• Identify objections

• Close deals

• Speak in terms the customer understands

• Build confidence 
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ASK participants if they have any questions before moving on. 
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TIME: 30 minutes

CHOOSE a relevant script from the Elementals Script Book to focus on today. 

EXPLAIN that after hearing an example, participants will then have time to role play 
the chosen script with partners.

ROLE MODEL the chosen script with a volunteer. 

EXPLAIN the steps (below) that participants will follow for Role Play practice:
• Participants will spend five minutes reading the script aloud to themselves.
• Participants will pair up with a partner and take turns reciting the script until they 

can work without a prompt. This should take about five minutes.
• Participants can video record each other practicing scripts to watch and learn from 

later (optional).
• Repeat steps (using the same partner) with other selected scripts until 30 minutes 

is up.
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Practice

30 minutes
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REVIEW the Rules and Exceptions regarding the Do Not Call Registry located in the 
beginning of the Ignite Script Book:
• Subscribe to the Registry

• The registry is hosted on a dedicated website. Your Market Center should 
subscribe to the Registry and provide you with log in credentials. Note that 
it is a violation of federal law to make ANY telemarketing calls without 
access to the Registry.

• Check Before You Call
• Before making a call, check to see if the consumer is on the Registry. If the 

consumer is on the Registry, do not call!
• Update Your Call List Regularly

• Delete all numbers in the Registry from your list – at least every 31 days.
• Honor Consumers' Requests

• Never call a consumer if the consumer requests to be placed on your 
personal (or your Market Center’s) do not call list. All consumer do not call 
requests must be placed on a list and honored permanently, unless the 
consumer subsequently consents to be called.

• Know the State and Federal laws
• Know that in addition to federal laws, many states also have laws governing 
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Subscribe to the registry 

Update your call list regularly

Know the state and federal laws

Check before you call

Honor consumers’ requests

Under federal law, sellers and 
telemarketers (including real estate 
agents) are prohibited from calling 

consumers listed on the Federal Trade 
Commission’s Do Not Call Registry.

Compliance:
Do Not Call
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telemarketing. Make sure you are familiar and compliant with your state’s 
laws.

EXPLAIN that participants should only be calling their sphere of influence or referrals 
that they have permission to have a conversation with.
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TIME: 1 hour

EXPLAIN that real-play activities done through Ignite that are done in the classroom 
are money-making activities done with the support and guidance of you (the trainer) 
and the other participants.

REVIEW the steps of the activity.
• Say the affirming message out loud. “I always come from contribution. People will 

welcome my call.”
• Call contacts from your database (people you know) and referral names you have 

been given by your contacts. Participants should only call people they have 
permission to have a conversation with.

• Use the scripts provided to make calls
• Suggest a met-up to reconnect
• Update contact in Command by adding notes that reflect the outcome of 

your conversations. Do this for each contact you call.
• Add the contact to a Neighborhood Nurture in Command

• Call for 60 minutes and contact as many people as possible
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Real-Play:

Lead 
Generation

Calling with 
Scripts

1 hour
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TELL participants to turn to someone close to them. They will say the affirming 
message out loud to the other person before starting the real-play activity, “I always 
come from contribution. People will welcome my call.” 

TELL participants what time class will resume.  

After the 60-minute call time is over:
ASK participants to report out the results of their calls. You can ask the additional 
questions to further progress the conversation. Ask: 
• What will you do differently tomorrow? 
• What do you need help with?

COACH participants on any appointments they set. Role model and role play scripts 
and dialogues for these appointments where appropriate.
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TIME: 30 minutes

DEMONSTRATE how to add contacts in Command.
• Review the following help article to see how to add a contact in Command: 

https://answers.kw.com/hc/en-us/articles/360015702154-Add-a-Contact

DEMONSTRATE how to add notes about the conversation to the contact in 
Command.
• Participants should add necessary notes regarding the conversations they just had.

INSTRUCT participants to write handwritten notes to 2-3 people to thank them for 
their time
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Update 
Contacts

& 
Follow Up

30 minutes
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** This activity is optional.
TIME: 30 minutes

EXPLAIN that understanding and explaining the contract to clients is a vital part of 
closing a deal. Contracts are complicated and require you to be precise, so practicing 
with them a little every day sets you up for success for your first closing.

BRING copies of one of the contracts used by your Market Center

CHOOSE one of the suggested activities below to lead participants through using that 
contract. Don’t choose the same activity every day. 

CLOSE READING: 
ROLE MODEL how to closely read a contract by reading one section out loud. 
INSTRUCT participants to closely read a section of the contract on their own. 
and 
ASK each participant to share 3 aha’s, questions, or concerns. 

PRACTICE WRITING: 
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Real-Play:

Contract 
Practice

30 minutes
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CHOOSE a recently closed property and display or read the necessary closing 
conditions, address, etc. 
INSTRUCT participants to practice writing a contract for that property. 
COMPARE the participants’ contracts to the actual signed contract for that 
property. 

EXPLAIN CONTRACTS: 
DIVIDE participants into pairs. 
INSTRUCT participants to read a section of the contract. and 
ASK participants to practice explaining that portion of the contract to their 
partner as if their partner was a client. 

ADDENDUM QUIZ: 
LIST potential situations that would require one or more addendums to the 
contract. 
GIVE a point to the first participant to guess the correct addendums. 
ANNOUNCE the person with the most points as the winner. 
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Get Help
Use Command and Connect to get help.

Command Connect

DEMONSTRATE how to access the ? for help in Command
• Explain the options

• Keller Williams University (help articles and videos)
• Chat with support
• Post an idea (ideas.kw.com)

DEMONSTRATE how to access resources on the Tech Enabled Agent page on Connect
• Technology > Tech Enabled Agent > Get Training > select one of the training options listed 
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To Do
Should 

Do
Priority Task

Are tasks written as observable actions or are they written as results?

Create Your Success List

ASK participants to turn to page 9 in their participant guide.

REVIEW how to create a success list:

1. Take 5 minutes to create a list of tasks they need to complete related to the 
Ignite session just attended. 

2. After they have their list they will denote with an “X” if the item is a to do or a 
should do. 

3. Then, participants will prioritize their should do’s by putting a number by each 
item (1 being the most important)

4. Instruct participants to partner up and take 5 minutes for a peer to review and 
provide feedback. Peer review questions:

• What are the should dos and to dos? 
• Are you thinking in order of priority?

ASK for any volunteers to share their first priority item off their list.
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Please Complete the Ignite Survey

https://www.surveymonkey.com/r/CZDK5JQ

Scan QR code to 
access survey

Or type in this link

ASK participants to complete the Ignite evaluation survey
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