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TIME: 5 minutes

WELCOME participants to today’s session where we’ll go behind the scenes to 
see what’s really involved in making an offer on behalf of a buyer.

DO: 

• Introduce yourself briefly if there are new participants.

• Set expectations for the duration of the session, timing and activities.

• Acknowledge that students should have completed their daily success habits 
before attending class.

FACILITATOR NOTE: The questions below are intended to promote a culture of 
sharing and gratitude—to enhance learning and promote happiness.

ASK: 

• Who would like to share what they are grateful for so far in this new learning 
journey? 
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• What opportunities do you see for yourself? What are you excited about?

SAY: Today our focus is on making offers on behalf of your buyer clients.

FACILITATOR NOTE: To best prepare for this session, you will want to have a 
sample of an offer cover letter to show your participants.
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What Successful Agents Do Every Day

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: The goal of our time together today is to learn how to present offers when you 
represent a buyer and respond to an offer when you represent a seller. We will 
practice scripts you can use throughout the process and learn how to set the stage 
for a positive negotiation experience.

2

March 2020

©2020 Keller Williams Realty

Elementals: Make and Receive Offers



Prepare the 
Offer

Write the Offer

Present the 
Offer

The Offer 
Process

Recap and 
Aha’s

Respond to 
the Offer

Daily Success 
Habits

SAY: To begin, we will review the offer process. This will give you an idea of the 
steps you’ll take to get to the point where you’re ready to negotiate the offer with a 
seller’s agent.
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The Offer 
Process

Buyer makes offer

Seller responds in 
one of three ways

Counters the offer

Negotiation

Accepts the offer

Begins the contract-
to-close process

Rejects the offer

Buyer agent contacts 
listing agent to learn 

more; don’t assume no 
means no!

SAY: Once a buyer has found their perfect home, the seller starts looking forward to 
concluding the sale of their property. This is where the fun and magic begins.

EXPLAIN: Walk participants through the offer process. Explain that this can be a 
loop, not just a linear process.

EXPLAIN: This is where participants’ knowledge and negotiating skills really come 
into play. Have patience with this process.

ASK: What emotions do buyers and sellers have at this stage?

EXPLAIN: Emotions are running hot with both parties. There is excitement, joy, 
anxiety, impatience, etc. As the professional representative of your client, you must 
remain calm, reassuring, in control, and communicate everything to your client. Your 
Guides (buyer and/or seller), inside your KW App, are a key player in keeping your 
clients up to date. Guides, in your KW App, document your unique transaction 
process for buyer and sellers. 

SAY: I’d like to note that we will not be covering the negotiation aspect of the offer 
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process today, we will cover that in a separate session.

SAY: Now that we have an idea of how the offer process works, let’s see what 
we can do to prepare ourselves to write the offer on behalf of our buyers.
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Prepare the 
Offer

Write the Offer

Present the 
Offer

The Offer 
Process

Recap and 
Aha’s

Respond to 
the Offer

Daily Success 
Habits

SAY: A little preparation goes a long way!

EXPLAIN: We will now go over a valuable resource you can use to prepare an offer.
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Prepare 
to Write 

the Offer

Be fully prepared 
so you can work 

quickly and 
efficiently!

EXPLAIN: The first step in representing your buyer at the offer stage is preparing to 
write the offer.

SAY: This checklist can be found in the toolkit; a sample is included on page 3 of 
your participant guide. Take a minute to read through the checklist.

ASK: Which of these steps can be completed before the offer itself? (All of them)

EXPLAIN: Building rapport with the listing agent is an important part of representing 
a buyer. Any information they get from the listing agent may give them leverage.

GIVE: Examples of how you work with listing agents when representing buyers.

EXPLAIN: That time is of the essence when your client wants to write an offer. Be 
prepared using the checklists provided in the Ignite Toolkit so you can work quickly 
and efficiently for your customer. Remember, customers always come first. 
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Prepare the 
Offer

Write the 
Offer

Present the 
Offer

The Offer 
Process

Recap and 
Aha’s

Respond to 
the Offer

Daily Success 
Habits

SAY: Now that we’re acquainted with the process of preparing an offer, let’s see 
how we’ll tackle the process of writing the offer.
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Write the 
Offer

Put a stellar offer 
together. This is 

where you shine!

SAY: Our goal in this section is to help you put together an offer that you and your 
clients can be proud of. This is your chance to shine.

EXPLAIN: To write an offer, you’ll need to obtain a copy of the contract or purchase 
agreement used in your area for writing offers. Then, using the Checklist to Write an 
Offer (page 4 of the Participant Guide), you’ll be able to make sure you’ve covered 
your bases.

DO: Discuss any tips you have for participants for writing an offer.

DO: Talk about any issues you may have run into when you were new at writing 
offers.

EXPLAIN: To help you write a stellar offer, we’ll use the Checklist to Write an Offer. 
This can be found on page 5 of your participant guide, and in your toolkit.
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Create the 
Offer in 

Command
Make your offers 

accessible anytime, 
anywhere!.

FACILITATOR NOTES: A guide to creating offers in Command can be found here: 
https://answers.kw.com/hc/en-us/articles/360016213114

SAY: Creating offers in Command allows you to offer comparisons that you can share 
with your clients, you will also be able to use data to help improve your future offers, 
through reports and insights.

INSTRUCTOR NOTE: FOR THE DEMO BELOW YOU WILL NEED TO HAVE 
CREATED A TEST OPPORTUNITY AND YOU SHOULD DELETE THE OFFER 
AFTER THE DEMONSTRATION.

DEMONSTRATE: How to create an offer, by following these steps. 

1. Locate the opportunity that you want to add an offer to, click on the phase, where 
your opportunity is located, then click on the Opportunity Title.

2. At the top of the Opportunity Details page, click Offers.

3. Click + Add New Offer, on the right side of the page.

4. Name your offer 

EXPLAIN It is suggested you include “Initial Offer” in this title, it will help to 
distinguish it from any counters/negotiations
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5. Complete the Offer Details section. Enter the Offer Version Name and set 
the Offer Date and Close Date. On the Buyer side, you will also enter the 
listing details, either by clicking Select from KWLS, or by manually entering 
the details. Click Parties, at the bottom right of the page, when finished. 

6. Enter either the Buyer or Seller information, along with their agent’s 
information as well. The side you are representing should be auto-filled with 
any information you have already entered into Command. Click Terms, at the 
bottom right of the page, when ready. 

7. Enter the Terms of the offer. Click Agent Analysis, at the bottom right of the 
page, when finished.

8. Now, enter the Agent Analysis. This is where you have the opportunity to 
show your expertise and give your opinion of the offer. List the pros, cons, 
and give a summary. This will be useful later, when you email the Offer 
Comparison to your client. 

9. Click Save, at the bottom right of the page, when finished. 
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Offer-Writing 
Guidelines

SAY: Turn to page 6 of the Participant Guide for the Offer-Writing Guidelines.

EXPLAIN: Keep these guidelines in mind and use the checklist in your toolkit called 
“Checklist to Write an Offer” as you write the offer.

 Ensure your buyer knows that all checks (e.g., earnest money) are written at the 
same time the offer is written and are deposited upon acceptance. This will vary by 
area; check with your Team Leader for specific guidelines.

 In Command, obtain the appropriate offer-to-purchase form(s) for your area and 
add it to the buying opportunity, if it is not already included. Ask your MCA for 
assistance.

 Bring your laptop or tablet with you when you meet with your client to review the 
offer and respond online. If the seller is out of the area, you can still present the 
offer using Command and talk them through it by phone.

 When your buyer makes an offer, they are essentially selling themselves to the 
homeowner. A cover letter makes your client’s offer stand out and serves the 
following purposes:

 Summarizes the offer. Include a brief list with bullet points that capture the 
key items on the offer checklist. 

 Humanizes the offer. The sale of a home is more than just a transaction on 
paper—it’s a major life event for the seller, buyer, and their families. 
Describe reasons why the buyer likes the house—include their favorite 
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features—and write a short profile of the buyers. These activities help 
to foster a personal connection between seller and buyer and increase 
the chances that your buyer’s offer will be the one that is accepted. 

 Create a buying opportunity and offer in Command. Then, when you meet with 
your client, they can review and e-sign the offer directly on your laptop or 
tablet. If they’re out of town, all they need is Internet access to review and e-
sign the offer.

 Submit the cover letter along with the offer document to the seller agent.
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The Cover Letter
Cover 
Letter
Give the offer a 
personal touch 
and help your 
buyers sell 
themselves.

SAY: Many people may find the idea of writing a cover letter for their client’s offer to 
be unnecessary. They’re not applying for a job; they’re buying a home!

GIVE: An example of a time where humanizing the client made a difference in 
whether the offer was accepted. For example, has there been a time in your business 
where a seller chose a young family over an investor?

DO: Tell participants what you include in your cover letter. If you use cover letters, 
what has their impact been on the offer process?

EXPLAIN: You can add the offer cover letter to your Opportunity in Command. That 
way, when you meet with your clients to discuss and prepare their offer, you can pull 
it up in Command!

DEMONSTRATE: Show participants how to find the cover letter template in the 
toolkit. (Pg. 7 in the Participant Guide)
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Role-Play:

Buyer Offer 
Objections

5 minutes

SAY: Most agents will experience objections from their buyers when it comes to 
making an offer on a home. 

EXPLAIN: There are two common objections on page 8 of your participant guide.  

 It’s common for buyers to want to request that the seller make repairs in their 
offer. This objection-handler script allows you to give your client information to 
make an informed decision about repairs they request when making their initial 
offer.

 When clients want to make a very low offer right out of the gate, you’ll want to 
make sure they know the possible repercussions of making such a low offer.

SAY: Break into pairs, and take turns using the scripts for overcoming common 
objections to writing offers.

DO: Walk around the room to ensure participants are performing the activity.

ASK: What aha’s do you have after doing this exercise? Is there anything you’d add 
to your success list from this experience? Don’t forget to add those items to your 
success list!

12

March 2020

©2020 Keller Williams Realty

Elementals: Make and Receive Offers



Prepare the 
Offer

Write the Offer

Present the 
Offer

The Offer 
Process

Recap and 
Aha’s

Respond to 
the Offer

Daily Success 
Habits

SAY: We have a written offer! The next step is to present the offer to a seller. In this 
section, we will review how to present an offer as a buyer agent, and how to receive 
it as a seller agent.
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Present the 
Offer to the 
Listing 
Agent

1. Notify the listing agent of an 
incoming offer.

2. Send the offer to the agent.

3. Set a deadline.

4. Create the Offer in Command

5. Consult with your buyer when 
the seller responds.

EXPLAIN: For your first few offers you write, you’ll want to have your Team Leader, 
Productivity Coach, ALC member, or mentor look them over and review them before 
submitting them to a listing agent.

SAY: The presentation of the offer is just as important as the contents of the offer.

EXPLAIN: Step one is your opportunity to describe your clients, mention your cover 
letter, and let the listing agent know that you have an offer for their client.

EMPHASIZE: Perform these steps in a timely manner. Remember, you customer 
always comes first.

SAY: Once you’ve presented the offer, the ball is in the Seller’s court. Make sure you 
have the sound on your cell phone turned on so you don’t miss a call or notification 
from the seller’s agent.
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Role Model:

Presenting 
the Offer

5 minutes

TIME: 5 minutes

CHOOSE: A participant to portray the seller agent. 

ROLE MODEL: The call you would make to notify a seller agent of an offer. Make 
sure to include details about a hypothetical buyer and their motivation for buying. 
You can find a script for presenting the offer on page 21 of the Elementals Script 
Book.

ASK: What aha’s do you have about presenting an offer?
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Gather information about 
the buyer.

Present the offer to your 
client.

Respond to the offer.

Receive the Offer.

Representing the 
Seller

SAY: When representing the seller during an offer, you have a duty to understand the 
offer you’re receiving so you can accurately present it to your seller.

EXPLAIN: The goal with any offer is to come to an agreement that will satisfy both 
parties.
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Review 
the Offer

Make sure there 
aren’t any 

questions or 
surprises.

SAY: First and foremost, THANK the buyer agent for the offer. Thanking someone for 
presenting an offer is a small thing that will go a long way in your experience with the 
buyer’s agent. 

EXPLAIN: As the listing agent, you will want to learn as much about the buyer 
making the offer as possible. On page 10 of your participant guide, you’ll see a list of 
questions you can ask the buyer’s agent to get to know about their buyer.

 How long as the buyer been looking?

 Have they been preapproved by a lender?

 Do they have a home to sell?

 If they are from out of town, why are they moving to this area?

 Why did they select this particular property?

 How did they come up with their offer price?

 Have they made offers on any other properties? If so, what happened during those 
negotiations?

SAY: The more you know about the buyer, the better prepared you and your seller will be to 
respond to the offer. Also, the more you know about your buyer, the better the likelihood of 
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knowing how they will respond if you counter their offer.
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Present the Offer

Notify the Seller
• Present the offer in 

person if possible.
• Use Command to 

communicate the offer 
in the KW App.

Update the CMA
• Put the offer into 

perspective given the 
current market.

Present the Offer
• Price
• Repairs
• Buyer motivation
• Contingencies

Decision
• Counter
• Accept
• Reject

SAY: You have received an offer from the buyer’s agent and have reviewed this offer 
to make sure there are no questions or surprises. Now it is time to present the offer to 
your client. Make sure you give your clients as much detail as possible about the 
potential buyers and their offer as possible.

 First, call your client to let them know you have an offer to present. Inform them of 
the offer price and closing date.

 If possible, present the offer to your client in person. Bring your laptop or tablet 
with you when you meet with your client to review the offer and respond online. If 
the seller is out of the area, you can still present the offer using Command and talk 
them through it by phone.

 Always keep the tone of the conversation as positive as possible. Never criticize 
the buyer, their agent, or their offer.

 Explain the offer. Discuss the days on market, number of showings, and review an 
updated CMA to put the offer in perspective for your client.

EXPLAIN: Participants can find scripts for presenting an offer in the Elementals 
Script Book on page 21
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Prepare the 
Offer

Write the Offer

Present the 
Offer

The Offer 
Process

Recap and 
Aha’s

Respond to 
the Offer

Daily Success 
Habits

SAY: Now that an offer has been presented, it’s the seller agent’s turn to consult 
with their client and respond to the offer. Remember, there are three ways to 
respond to the offer. You can counter the offer, beginning the negotiation process, 
you can accept the offer as it is, or reject it completely. 
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Reach a Decision

SAY: As the seller’s agent, it’s now your duty to help your client come to a decision 
about how they would like to proceed with the offer. You’ve examined the offer and 
explained the positives and negatives of the offer with the client. Explain to them that 
they have three choices:

 Accept the offer: If the offer is reasonable, they may accept the offer on the spot. 
Remind the seller that if they accept the offer, the property is sold at that point.

 Counter the offer: Consult with your client to determine a reasonable counteroffer 
amount. Write the counteroffer on the contract or prepare a counteroffer form and 
have the seller initial it.

 EXPLAIN: A counter-offer is rejecting the initial offer. 

 DISCUSS: When is a good idea to counter and when is it not a good idea to 
counter?

 ASK: What are the risks of haggling over $500?

 Reject the offer: If the offer is unreasonable, the seller may reject it. The seller 
may or may not decide to invite the buyer to submit a new offer. 
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SAY: As the status of the offer changes make sure you update it in Command, 
you can find directions on how to manage an offer at answers.kw.com.
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Role-Play:

Respond to 
the Offer

5 minutes

TIME: 5 minutes

SAY: In pairs, practice responding to offers using the scripts in your participant 
guide on page 15. 

DO: Walk around the room to ensure participants are performing the activity.

ASK: What aha’s do you have after doing this exercise? Is there anything you’d add 
to your success list from this experience? Don’t forget to add those items to your 
success list!
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Prepare the 
Offer

Write the Offer

Present the 
Offer

The Offer 
Process

Recap and 
Aha’s

Respond to 
the Offer

Daily Success 
Habits

SAY: We’ve covered a lot of ground in this hour.  We’ve covered how to represent a 
buyer and seller through the offer process. Now, let’s talk about how this information 
has changed our perception of the offer process and note our aha’s from the 
session.
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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? 

TIME: 10 minutes

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.

REFER participants to the Aha’s to Achievement activity in the participant guide.

INSTRUCT participants to write down their aha’s for each of the categories.

ALLOW 5 minutes.
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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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Prepare the 
Offer

Write the Offer

Present the 
Offer

The Offer 
Process

Recap and 
Aha’s

Respond to 
the Offer

Daily Success 
Habits

SAY Now we will transition to our Daily Success habits

OVERVIEW

Build Daily Success Habits- 3-hour session. Includes:

• Script practice

• Lead generation 

• Update contacts and follow-up

• Contract practice (optional)
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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

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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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 

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 

26

March 2020

©2020 Keller Williams Realty

Elementals: Make and Receive Offers



ASK participants if they have any questions before moving on. 
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Role-Play:

Script 
Practice

30 minutes

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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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

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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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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Real-Play:

Lead 
Generation

Calling with 
Scripts

1 hour

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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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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** 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. 
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PRACTICE WRITING: 

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 pull out a blank Plan Your Day page from the Toolkit.

REMIND participants the Daily 10-4 at the top should also be incorporated into their 
success list

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/FC57DM7

Scan QR code to 
access survey

Or type in this link

ASK participants to complete the Ignite evaluation survey
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