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New Property Account Lead Acquisition Process Flow 

New Property Account Flow Chart  
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The Key to High Conversion 

 is as follows: 
A)    When the call comes into the office if the new acct person cannot 
talk to them, have the receptionist enter the prospective client’s 
contact information into the prospective owner portal (NPO). 
Immediately, send the E1 email, so they start reading about us and 
stop shopping. 
 
B)     New acct person to call within 30 minutes or less. If they can’t 
reach the prospective owner, call them 3 times the first day (this is the 
key to making the prospective feel wanted, and by definition, you have 
changed the fact that you’re not a commodity) 
 
C)    Once you take the call, fill out the NPO, and complete the CRA. 
It's important to complete the CRA same day, if it's late in the day, 
complete the CRA the next morning. Try to complete the CRA within 4 
hrs or less for a higher conversion in getting appointments for either 
an internet or face to face presentation. 
 
D)    Once you complete the CRA, call the client back with the rent 
range. The goal is to schedule a presentation in person or internet. 
Very important you do a presentation within 24 hrs or less, whatever 
you have to do to get the presentation you need to do. It’s a good idea 
to talk about a couple of the 7 guarantees (focus on what speaks to 
the client. If they had an eviction speak of the eviction guarantee. If 
they had challenges with customer service, talk about the customer 
service guarantee) set out in the powerpoint presentation in your 
initial call with them The purpose of the initial presentation is to 
educate the client on property management services and to 
demonstrate what sets you apart from the competition. 
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Daily Schedule: Typical 

Please note this schedule is set as if you’re just working this division 
and doing some marketing for your company. 
First, you must control your time or they will, therefore this is essential 
in order to make your goals. 
 
Mondays are busy for calls so do not set out of office appointments on 
Mondays at all if possible.  We recommend you’re in the office all day 
on Mondays.  
 
Setup time for you to have your appointments in the afternoon or 
early evening 5-6pm 
 
Place in your schedule in blocks of preset times for appointments like 
2-3 times during the day or early evening. If you’re doing internet 
presentations, you can set them 2 hrs apart, if they are face to face 
appointments 3 hours. If you have your schedule preset, then you will 
control your time, utilizing alternate of choice keeps the client from 
"stealing" valuable marketing time to keep your sales pipeline full of 
leads. This will also allow for time to follow-up on leads, complete 
CRA's, etc.  
 
Use Management One’s One-touch system- this is key to keeping up 
on your schedule and providing excellent customer service. 
 
Here is a sample of a daily schedule: 
 8:30am-10:00am 
1. Check your voice mails and emails 
2. Call NEW NPO Leads 
3. Confirm your appointments for the day 
4. Conduct follow-up calls 
5. Send any short emails to owners, agents, etc. 

10:00am - 12:00pm 
Work up any CRA’s (Certified Rental Analysis within your NPO) 
 
1. Then call those NPO's on the CRA’s that you were to contact that 

day 
2. Set up and email packages you need to email out or for face-to-face 

or internet presentation appointments 
3. Complete paperwork and turn in new files to operations 
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1:00pm- Return phone calls off voice mail or emails  
1:00 pm to 6:00 pm 
Appointments- (you would have appointments at 1pm, 3pm, and 5pm) 
Each internet presentation appointment you should allow 2 hrs if 
you’re doing a face-to-face presentation allow 3hrs which would 
include 30 min drive time and time to return some calls or emails in 
between. Call new leads first. If you don’t have appointments in these 
times frames, you can return calls, prep paperwork, etc. 
You should average, once you’re up and running, 3-8 appointments 
per week.  
 
Thursdays mornings are usually used for boots on the ground 
marketing (visiting RE offices, attending local RE board meetings, 
giving presentations to Real Estate or Mortgage offices). (See PPT Pres 
for this)  
 
Thursday afternoons are a good time to cleanse everything you’re 
working on, so you’re ready for another week. 
 
Fridays are usually not a good day to do marketing to Real Estate 
offices as most agents don't come in on Fridays or they may take off 
early. Follow-up with owners you signed up 30 days ago Friday a.m. 
Your time would be better spent finalizing anything you have in t 
pipeline in the afternoon. 
 
To eliminate not reaching clients it’s critical that you return calls for 
about 30 min on Monday, Tuesday, Wednesday, and Thursday as early 
as 7:00 am and in the evenings from your cell phone (Use a company 
cell phone or block your numbers - you will thank me for this later) at 
about 7-8 pm. You will normally only get a hold of 1 or 2 clients, but in 
22 work days that could be 20-40, you would not have gotten to. 
 
This just gives you a typical week, and it will change, however, do not 
have telephone or face to face appointments in the morning as it will 
destroy your pipeline, and in 2 months you’ll wake, and you will have 
no one calling. 
  

http://app1.m1sys.com/PMOS/systemdocs/05232014122836_Agent%20pres%20PPT%20300%20-%20Revised%205-23-14%20-%20Internet%20pres%20&amp;%20One%20on%20One%20in%20person.pptx
http://app1.m1sys.com/PMOS/systemdocs/05232014122836_Agent%20pres%20PPT%20300%20-%20Revised%205-23-14%20-%20Internet%20pres%20&amp;%20One%20on%20One%20in%20person.pptx
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Process of a New Prospective Owner 

1. Leads come in via phone or email 
2. Return the call using the general outline script 

1. Ask if they have viewed your website 

2. Bring up NEW NPO in M1 Solutions Software  

3. Use outline to diagnosis, find the pain and make it terminal- 
Provide a solution to get the appointment  

4. Place info into NPO within M1, while you are talking and use the 
script on NPO in M1 Solution Software. 

5. Set appointment to call them back to go over the CRA (DO NOT 
SEND the CRA) 

6. Email them links in this order: 

7. E-1 from NPO in M1 Solution Software, this links to owner 
testimonial page, a PDF Brochure explaining services, and video 
you provide on your website. If you are on appointments, you 
can set it up to have your client Coordinator (Receptionist) do 
this and then notify you all in about one minute through the NPO 
portal. 

8. PDF Brochure-they can view online or print out. (Even if they 
saw the brochure online it's good to send it again, as it will show 
in the notes that it was sent) See Example click link 
http://moreno.managementone.com/management-services  

3. Call back same day (preferred to increase your conversion rate is 
getting a presentation with them) or next day to review the CRA 
and set an appointment to conduct an online presentation. This 
allows you to discuss with them the value of your services and to 
show them exactly what is done for the management fee. (Use PPT 
Pres) If you set the appointment send the following: 

http://app1.m1sys.com/PMOS/systemdocs/Email%201-%20NPO.docx
http://moreno.managementone.com/management-services
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1. Send E -2A from your NPO which is a link to your sample 
management agreement and a list of the items they will need to 
have for your appointment so you can sign them up.  

2. Consider including an article pertaining to current market 
conditions. These articles can be found on Google. You can also 
use blogs that are in the Management One Library, especially an 
article that speaks directly to the situation your client is in, ex: 
eviction, or comparing self-management to property 
management.  

If you don’t set the appointment: 
1. Send email E-2B from your NPO screen.    
2. Call 2 days later and attempt to set the appointment to go see 

them and sign. If you do not reach them, leave a voicemail and 
send an email from NPO labeled General email. 

3. Call again 2 days later and attempt to set the appointment 

  
Call 7 days from the first call, if no answer leave (break up e-mail) 
message and send (break-up) email E-3 from NPO and disable in NPO 
 
Sample voice mail verbiage: 
 
Hi, John, I left a couple of message or emails and had not heard back 
from you, so at this point, I will leave it up to you to get back to me if 
you require our services. If I don’t hear from you, I will assume that 
you’ve made other arrangements. However, we will add you to our e-
newsletter filled with helpful tips about managing your property, and if 
we can be of help to you now or in the future, please call me at 999-
999-9999. 
 
1. Once a month you will transfer them and their email into a drip 

system until they decide to do business with you or ask to be 
removed or they remove themselves. What you send them will be 
covered is marketing. 

2. If you set the appointment, complete the prep for the appointment. 
(This can be done in 5-10 min) 

At the appointment (if you’re doing it face-to-face) 

http://app1.m1sys.com/PMOS/systemdocs/Email%20E2a%20NPO.docx
http://app1.m1sys.com/PMOS/systemdocs/Email%202B%20NPO.docx
http://app1.m1sys.com/PMOS/systemdocs/Email%203%20NPO.docx
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1. Take a photo of the front of the property in daylight with your 
tablet. 

2. View property with prospect owner, if possible 
3. Take photos for advertising. 
4. Fill out amenities on your tablet in the m1solutions software. 
5. Fill out 4 quadrants labeled hot buttons, leasing, rehab, accounting. 

You’re setting up the file and property on your first visit, don’t let 
them rush you, tell them you will be typing to make sure you don’t 
forget anything about their property that would make it rent 
quickly. 

6. Do PPT Presentation at Kitchen table and go over management 
agreement and all ancillary paperwork. This can also be done online 
via GoToMeeting or Zoom. At the end of the online presentation, 
email the management agreement for signatures.  

(You will go over the management agreement as you do the PPT 
presentation for better closing ratio and time efficiency)  
1. Once they sign the management agreement follow the checklist 

which will consist of keys, etc. 
2. Double check NPO in amenities get all the details from the owner 
3. You’re done with the appointment if you signed the owner up, and 

now you will complete the short checklist to turn the property into 
operations! 

4. If you did not sign them up, schedule a time right then that you will 
call them.  
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NPO- New Prospective Owner 

New Properties and Prospective Owners are added into the system 
through the Prospective Owner Detail 
Click here to Watch Video Tutorial 

Filling out the Prospective Owner Detail 
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From the Tree View: 

1. Expand Owner 
2. Select Add Prosp. Owner 
3. Fill in Prospective Owner Information (First Name, Last Name, 

Email Address, Cell Phone, etc.)  
4. Then click SAVE 
5. Fill in Subject Property information (Street Number, Street 

name, Unit, City, State, Zip, etc.) 
6. Then click SAVE 
7. Select Motivation from Drop-down menu 
8. Select Referral Type** from Drop-down menu 
9. Then click SAVE 
10. Add any Amenities that you can (the highlighted items in yellow 

are amenities needed to complete the Rental Analysis) 
11. Then click SAVE 
12. Add any Listing Details that pertain to the property 
13. Then click SAVE 
14. Attach photos by clicking Browse, select the file, then click 

Property Photos UPLOAD 
15. Attach documents by clicking Browse, select the file, then click 

NPO Documents UPLOAD 
16. Fill out the Rating Survey, (if you wish to rate the property with 

the client, and then have them acknowledge by signing) 
17. Then click SAVE 

Note:  

* If the prospect is an Existing Owner or Prior Owner, select from 
the drop down, then Click VIEW 

**If the referral person is not in the system, you can click Referral 
Source link to add them. Afterward, you will revert back to the 
Prospective Owner Detail screen, which you were filling in. 
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New Prospective Owner Call 

Dialogue/Script & Documentation when a prospective client 
calls: 

Initial Call Outline 
INITIAL CALL OUTLINE 

Greeting “They don’t care how much you know until they know how 
much you care.” 

1. Put at ease (smile before taking the call) 

To control the call, you use the 3 F's (feel, felt, found) and BTW (By 
the way) 

• Get initial information as to why they are calling 
• Develop relationship 

1. Ask where property is 

1. Make them feel it’s an excellent location (all locations have 
something good about them) 

2. Express that <Your Company Name> services other clients in 
their area 

2. Ask how they came about to own it or if they are renting out 
their existing home ask them why they want to rent it out  

(let them tell their story- you’re building a relationship here) 

• Compliment/commiserate with them 

1. Investment compliment 

2. Moving congratulate/compliment 

3. Personal life change and have to move & rent commiserate 

• As you're creating this dialog you need to be conscious of 
the following: 

1. Diagnosis  (Listen twice as much as you speak) 



N e w  P r o p e r t y  A c c o u n t s  M a n u a l  P a g e  | 14 
 

Copyright © 2017 Management One Licensed Operating Systems, LLC. All rights reserved.              Rev 9-4-2017 

2. Find their pain (Exam- Resident leaves in middle of night or 
damages the property) 

3. Make it terminal (Exam- Some people take 9 months to get 
the resident out) 

4. Give them the solution (Which one of your services will take 
away their pain.) 

5. Ask them what the two things they are looking for in a 
management company are. Write these down as these are there 
two hot buttons you are going to focus on when you do the 
presentation. When they tell you this information you just 
“Cracked The Code” on what they are really interested in. 

• Information Contact 

1. Ask for email address to send brief summary of this call 
2. Follow-up Commitment 

1. Will provide competitive analysis at that time (this is key to 
getting the 2nd call with them (Do not send them the CRA) 

2. Get specific day/time they agree to the follow-up call the same 
day or next day 

• Reconfirm follow-up call day/time and that we will have 
researched their home’s area by then and can provide a CRA rental 
rate. 

Items A to D may be something you go into when you have the second 
call, however, if it’s a seasoned investor you may go into it in the first 
call.  

  

NPO Initial Call Script 

Click here for the NPO Script with Q&A included. Download the scripts 
and personalize them for your company.  

------------------------------------------------------------------------------- 

https://app1.m1sys.com/PMOS/systemdocs/CA3769250_NPO%20Script%20with%20QAs%20V3.docx
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Have your NPO in the M1 software up and ready to fill out before you 
take the call. Should you get the call without notice, ask the caller to 
hold for 30 seconds and bring it up on your computer. 

Taking a call as it comes in. 

  

Key Verbiage to Use 

• Story of driving by a police HQ at the speed limit as an example to 
increase resident Accountability as they know someone is 
watching 
 

• Forget about saving $8.00 on faucet and 2 hours at Home Depot 
and go to a financial seminar to learn how to get better loans at a 
lower rate, eliminate you MMI Insurance 
 

• You pay a management fee whether you use a management 
company or self-manage! 
 

• Since we can rent it faster and for more and keep a resident in and 
reduce your vacancy, your management fee - after-tax write-offs - 
is the same as you’re paying now managing yourself, plus you 
don’t have to look at better and more real estate deals because 
you're being “Joe Manager.” 
 

• We look at residents as customers not only as a resident, whole 
different philosophy and approach if you keep a resident happy they 
stay longer and pay higher rent 
 

• When you give customers excellent service, you can charge 
more.  If you’re like me, you will pay per 10% more to some store 
because they treat you right and give timely services 
 

• Managing a property instead of selling is more than one-
dimensional, meaning with management the rent rate is based on 
the condition of the property, quality of the resident, lease term, 
and security deposit - not just price or rental rate. 
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Comparative Rental Analysis 

A Comparative Rental Analysis (CRA) is an evaluation of comparable 
recently rented properties  
 
Comparables are recently rented homes that are close in proximity, 
similar in size, room count, and style to the subject property.  
CRAs are used to get a sense of a fair market rental price to list the 
property for (when soliciting for a prospective resident) while trying to 
remain competitive to get the home rented quicker. Thus, generating 
more capital by reducing vacancy time. 
 
How to Complete a CRA 
In a CRA, the home you want to rent out is your Subject Property, 
and the rented homes to which you are comparing it to are 
Comparables. Homes of similar size, condition, age, and style for sale 
and that recently sold in a certain neighborhood. Preparing a CRA 
consists of three steps:  See Video on this)  

 
1. Fill in all highlighted amenities (in yellow) to complete a CRA 

accurately. 
2. Set criteria: define the criteria for choosing comparable homes. 

Once you have created the NPO and filled with the amenities, they 
will transfer over once you click. Once you click on “New CRA.”   

3. Build your list of comparables: search MLS or internal leasing 
database for comparable homes that recently rented. Enter the 
mapgrid for your subject property and search. If you have 
inventory, then you can pull comps for within. If you don’t have any 
that area select external listing and then you can fill in the fields 
with data from the MLS.  

4. Make Proper Adjustments 

http://www.redfin.com/definition/comparables
http://www.redfin.com/definition/comparables
http://www.redfin.com/definition/comparables
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Generate a New CRA from the NPO Form 

 

From the New Prospective Owner (NPO) Screen: 

1. Fill in all Highlighted Fields under the Property Amenities and 
Utilities Column 

2. Then, Click SAVE 
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3. Then Select New CRA from the Horizontal Navigation Bar at the 
top of the screen. 

Set Criteria 
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Select Comparables from Internal Resources 

 

From the Comparable Rental Analysis (CRA) Screen: 

After clicking Search based on the filled in criteria... 

1. Open the drop-down list of Comparable Properties 
2. Select a Property from the list that generated 
3. Click Add From List for the Column you would like to add the 

Comparable data to. 
4. You can then select a Photo for the property from the drop-down 

list 
5. Then, click SAVE 
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Select Comparables from External Resources 

 

From the Comparable Rental Analysis (CRA) Screen: 

After Searching the MLS or other External Sources based on similar 
criteria for the Subject Property... 

1. Open the drop-down list of Comparable Properties 
2. Select a Property from the list that generated 
3. Click Add From List for the Column you would like to add the 

Comparable data to. 
4. You can then select Browse to select a photo you saved for the 

property from external sources 
5. Then, click UPLOAD 
6. Then, click SAVE 
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Make Adjustments 

 

Adjustments are pre-calculated based on Amounts allocated in Set UP 
Click Here  
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Calculations are conducted to in order to equalize the factors of the 
Comparable Property to the factors of the Subject Property, based on 
amenities provided and thus determining the Subject Property Value. 

ex. If the Subject Property has a Pool, but the Comparable Property 
does not, then a value of $75 is added to the rent value of the 
Comparable to bring it up to the same standard of the Subject. 

ex. If the Subject Property does not have a Covered Patio, but the 
Comparable Property does, then a value of $20 is deducted from the 
rent value of the Comparable to bring it down to the same standard of 
the Subject. 

1. Adjustments can be modified for Comparable Property 1 
2. Adjustments can be modified for Comparable Property 2 
3. Adjustments can be modified for Comparable Property 3 
4. Click CALCULATE, to allow any manual adjustments to the report 

to take effect. 
5. Then, click SAVE 

Note: 

* Market Adjustment can be used to adjust each Comparable 
individually, based on any number of Factors that relate to the Market 
(Condition, Neighborhood, Demographics, Seasonal Factors, Days on 
the Market, etc.) 
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Report - Comparable Rental Analysis (CRA) 

 

Report Navigation: 

1. Subject Property Address & Amenities 
2. Comparable Property 1 Address & Amenities 
3. Comparable Property 2 Address & Amenities 
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4. Comparable Property 3 Address & Amenities 
5. Agreed Upon Rent Range (Start Rent, Low Rent & Average) 
6. Estimated Average Days to be on the Market 
7. Photos of Comparable Properties 
8. Conditions to Support Report Estimated Conclusions (Property 

Conditions & Resident Qualification / Lease Term) 

Header & Footer Information: 

a. Company Logo 

b. Office Name and Contact information 

c. Report Name 

d. Parties of Report (Prepared For; Prepared By) 

e. Date the Report was Run / Printed 

f. Page Number of Report 
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NPO- Second Call Script 

This is the follow-up call to be made after completing the Comparative 
Rental Analysis with the sole goal of scheduling the Appointment to 
Sign up the Account. 

Second Call to go over CRA and Set Appointment 
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Second call... 

• Go over the CRA in detail 
• Go over 4 main areas we manage 

1. Manage the resident (24/7 online service, Emergency service) 

2. Manage the Cash flow (By raising rents, reducing expense 
with fixed maintenance costs and residents doing items under 
$50) 

3. Manage the property (Monthly exterior inspections, Annual 
inspections, Violations, Maintenance) 

4. Manage the legalities (Rental contracts, Evictions and Small 
Claims Court, Resident damages) 

• Close for the appointment to do the presentation. We 
recommend an internet presentation since you can schedule it 
faster before they lose interest and they can view the presentation 
on their smartphone and all prospective parties don’t have to be 
together. Plus, you can do 3 internet presentations in the time it 
takes to do one face-to-face presentation.  Once they have signed 
your agreement or agree to meet you at the property and sign it 
there, it’s a much better use of your time. 

  

"Let me first preface by saying that the rental numbers that I will be 
going over are what the rental market says your property is worth.  

In addition, it’s important to note that these rental rates are certified 
and that our residents have qualified through our stringent qualifying 
system. We require the resident to sign a one-year lease, and they 
also have to place a large security deposit upfront.  

These are not rental rates based on sub-standard residents, month to 
month rentals, and little to no security deposit. We have to make sure 
we are matching quality and price since the rental prices which you 
see in the paper or on the internet are what we consider to be, 'sticker 
prices,' meaning this is what the owner would like to get and not what 
they really end up renting for." (No one advertises the home after it 
rents, so you will not know if it rented for $200 less from the 
advertised price) 
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Example: 
Your property has 2000 sq ft, 3 bed 2 bath 3 car gar. 

I have 3 properties in the same area as yours they are 

X Sq Ft 

X Sq Ft 

X Sq Ft 

And they first one rented for X, second X and last one X 

So the average rent the rental market is saying you property should 
rent for is $____________, the most the markets days it will rent for 
is $______________. And the lowest is $_______________. 

Setting the Appointment 
Use "Alternate of Choice" 

"So, to get your property on the market and have some positive cash-
flow coming in... which would be better for you, to make an 
appointment in the morning or afternoon on the internet? After I email 
you the paperwork, which would be better for you, next Tuesday or 
Wednesday? Are you available at 1pm or would 4pm better fit your 
schedule?" 

  

Assume they are ready to set the appointment for a face-to-
face presentation appointment: 

"Okay, John, on the appointment we will signing the management 
agreement, I will need your initial deposit of $ X, that consist of $ X 
for maintenance reserve and $ X for just classified advertising, I would 
also need keys, garage remotes, transponders, HOA keys set to the 
property." 

 Assume they are ready to set the appointment for an internet 
presentation appointment 

Okay, John, I will send you a link, and all you need is to have internet 
access on your desktop, tablet, or smart phone. I can send the link to 
your wife as well. I will be going over all the details at that time. 
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Note: Make sure you set the appointments on your "Appointment 
Days" 99% of the time, so you still have days scheduled for Marketing 
to keep the calls coming in, VERY IMPORTANT! 

NPO Second Call Script- Discussing the CRA 

Click here to download the script and customize it for your 
management company.  

  

Good Faith Estimate 

The Good Faith Estimate is Generated as a Proper Disclosure of the 
Breakdown of all Fees the Owner should expect in the course of the 
Property Management Services that will be provided. 

http://app1.m1sys.com/PMOS/systemdocs/NPO-2nd%20call%20script.docx
http://app1.m1sys.com/PMOS/systemdocs/NPO-2nd%20call%20script.docx
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Pulling up the Good Faith Estimate 

 

From the Tree View: 

1. Expand the Category "Owner" 
2. Select Rental Analysis 
3. Enter the Owner Name, (NPO # or Date Range) 
4. Then, click SEARCH 
5. Select the View Link of the Comparable Rental Analysis for the 

appropriate Owner 
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Filling in the GFE 

 

From the Comparable Rental Analysis Screen: 

Scroll all the way to the bottom... 

1. Enter in the Agreed Upon Rent Range (High & Low) 
2. Enter in the Average Rent (Middle of High & Low Rent) and Fees 
3. Enter in the Initial Start-Up Costs (Fees and Reserve Amt) 
4. Enter any Ongoing Charges to be expected 
5. Then, click SAVE 
6. Checkmark Email Owner* 
7. Checkmark Copy Good Faith to NPO File Cabinet** 
8. Then, click PRINT PREVIEW 
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Note: To print a copy of the GFE, you would only have to select 
PRINT PREVIEW (without any other check marks/selections), and a 
separate window will open from which you can print the report. 

* Check marking Email Owner, and Clicking PRINT PREVIEW will 
send a copy of the GFE to the owner via email 

** Check marking Copy Good Faith to NPO File Cabinet, and 
Clicking PRINT PREVIEW will save a copy of the GFE and embed a 
link in the NPO Form for this file. 
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Report - Good Faith Estimate  

 

Report Navigation: 

1. Subject Property Address 
2. Agreed Upon Rent Range 
3. 1st Month Breakdown 
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4. 2nd Month and Each Month-there-after Breakdown 
5. Initial Start-Up Investment Breakdown 

Header & Footer Information: 

a. Company Logo 

b. Office Name and Contact information 

c. Report Name 

d. Parties of Report (Prepared For; Prepared By) 

e. Date the Report was Run / Printed 

f. Page Number of Report 
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Email for Sales 

Initial Email- E1 
Click here to download the email and customize it for your company.  

  

Thank you for considering our property management services at <your 
company name>. Here is the information regarding our services that 
we discussed. Please review it at your earliest convenience. 

1. To view our services if you haven’t done so already, Click here. 
http://moreno.managementone.com/management-services 

2. To see what other clients think about us and our services, please 
click here: http://moreno.managementone.com/owner-testimonials  

I will be calling you at the time we designate to go over the CRA 
(Comparable Rental Analysis), so you can see what your property will 
rent for.  

If you're not able to keep our telephone appointment, please call me 
as early as possible so we can reschedule as I want to make sure I 
have adequate time to answer all your questions. 

Kindest regards, 

<your name> 

Business Development  

Email 2 A 

Click here to download the email and customize it for your company.  

  

(If you set the appointment to go see them) 

This is pursuant to confirm our appointment on _____________at 
____am/pm at ___________________________________.  

Here is a link to our management agreement for you to review before 
our appointment.  

http://app1.m1sys.com/PMOS/systemdocs/Email%201-%20NPO.docx
http://moreno.managementone.com/management-services
http://moreno.managementone.com/owner-testimonials
http://app1.m1sys.com/PMOS/systemdocs/Email%20E2a%20NPO.docx
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Click 
here:  https://app4.pbtnow.com/pmos/general/CA3_management_agr
eement.pdf 

Thanks for the opportunity to present our property management 
services.  

Here is a link to our management agreement for you to review before 
our appointment. (Face to face appoints only)  

Click 
here:  https://app4.pbtnow.com/pmos/general/CA3_management_agr
eement.pdf  

When I arrive for our appointment, we will need about an hour.  After 
presenting all our services should we both agree to move forward in 
doing business together and authorizing a management agreement we 
would need the following: 

- Keys to the property 

- A deposit of $X which I will go over in detail at  

  the presentation. 

- Homeowners Association link to a PDF if any if any association 

- FOBS or Transponders to Front Gates if any 

- FOBS or Transponders to POOL if you're in an Assoc if any 

- Garage door remotes 

In the event you would need to reschedule our appointment for some 
reason please contact me at your earliest. 

Thank you for the opportunity, and I look forward to meeting you. 

Kindest regards, 

Business Development 

Note if you’re doing an internet presentation you will go over all of this 
in the presentation. 

 

https://app4.pbtnow.com/pmos/general/CA3_management_agreement.pdf
https://app4.pbtnow.com/pmos/general/CA3_management_agreement.pdf
https://app4.pbtnow.com/pmos/general/CA3_management_agreement.pdf
https://app4.pbtnow.com/pmos/general/CA3_management_agreement.pdf
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Email 2 B 
Click here to download the email and customize it for your company.  

(This is used if you are not able to set the appointment)  

Thank you for your time today.  After our phone conversation, I can 
see you will need more time to evaluate your options before making a 
decision.  Take a few days, and I will contact you back shortly to 
answer more of your questions. In the meantime, consider these “Key” 
Services and Experience we provide...... 

a.      Reputable Residents:  We guarantee to pay all court cost and 
Attorney fees for any resident that would default on rent.  

b.      Manage the Resident: Scheduled monthly and annual inspections 
of your property to make sure the resident is taking care of your 
property and keep them accountable.  

c.      Manage your cash flow: We maximize your income with regular 
rent increase when the market demand is there ($50 rent increase a 
year can put over $9000 in your pocket in just 6 short years) 

d.      Manage the property: We have access to a variety of reputable 
tradespeople for repairs and maintenance. We have all vendors on 
fixed pricing on all our repairs with no markup on repairs from 
Management One. You pay what we pay, not a penny more. 

e.      Manage the legalities: With 27 years of experience in evictions, 
small claims court cases, and managing a property for a Judge for 6 
years, we know what needs to be in the rental agreements to keep 
you out of most legal situations with a Resident. We also have the 
knowledge and experience to handle the situation should they become 
an issue.  

Warmest regards, 

Business Development 

Email 3 (Break up) 
Click here to download your email and customize it for your company.  

  

(Final email before being disabled)  

http://app1.m1sys.com/PMOS/systemdocs/Email%202B%20NPO.docx
http://app1.m1sys.com/PMOS/systemdocs/Email%203%20NPO.docx
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If you are still in the process of making a decision on whether to rent, 
stay, or sell your home, we completely understand. Change isn’t 
always simple, and there are many things to consider. 

Understanding the benefits and risks of property rental is the key to 
making the right decision. Please, if you need additional information 
from us, don’t hesitate to ask. We’d be delighted to provide it without 
delay. 

We plan to stay in touch over the coming months with our newsletter 
that highlight some of the benefits and tips on maximizing any rental 
property including taxes, maintenance, and property owner rights. 

Kindest regards, 

Business Development 
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Signing Up a New Account – Sign-Up Packet 

Click here to download the checklist.  
 
Items to sign up an account (face to face) some items would be on 
Doc u sign 
1. Your PowerPoint Presentation- Over the phone will be put on the 

web (GoToMeeting or Join.me) 
2. NPO… Fill out in m1 Solutions Software 
3. Your company’s 12 x 13 Glossy Folder (Optional) 
4. Client Registration and Property Checklist 
5. CRA (Certified Rental Appraisal) 
6. Rent ranges (Optional) 
7. Good Faith Estimate 
8. Management Agreement  
9. W-9 form for IRS 
10. Insurance Example 
11. Cleaning List 
12. 56 Type of Turbulences 
13. Referral Fee Program form 
14. Key Tags 
15. Direct Deposit Form 
16. Directory of staff for your office 

Additional or deleted items if it’s a sign-up over the 
phone/internet and procedure 
1. Cover letter 
2. Less Management One Glossy Folder #3 
3. All items will be in your Doc Drop under Legal Docs. Docs can be 

filled about during the online presentation and sent to the client via 
Doc U Sign or Adobe Sign.  

4. Initial Deposit, Keys, fobs, etc. you would get when you meet them 
at the property, or they could mail them to you, but you will need 
to view the property before you turn it into operations. 

Note prior to telephone appointment you need to email all the items to 
the owner in advance is recommended 
  

http://app1.m1sys.com/PMOS/systemdocs/Signing%20Up%20a%20New%20Account.docx
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Presentation Folder 
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Presentation Appointment Package (Face-to-Face – For an 
Internet presentation it’s emailed to them) 

 

Left pocket: 

• Management Contract 
• Good Faith Estimate 
• W-9 
• Out of State Owner Disclosure (if applicable) 
• Utility Agreements (if applicable) 
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• Management One Client Registration Checklist 

Right Pocket: 

• Cleaning Checklist 
• Referral Card (Ck your state laws on referrals) 
• 56 Turbulences 
• Staff Directory   
• Landlord/Resident Insurance sample 
• Owner Newsletter 
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Client Registration and Property Checklist 

The client registration form needs to be filled out with each new 
account.  

Client and Property Registration - Word 

 

Click here to download your client registration form and customize for 
your company.  

https://app1.m1sys.com/PMOS/systemdocs/CA3312625_Client%20and%20Property%20Registration.docx


N e w  P r o p e r t y  A c c o u n t s  M a n u a l  P a g e  | 43 
 

Copyright © 2017 Management One Licensed Operating Systems, LLC. All rights reserved.              Rev 9-4-2017 

Face to Face Client Sign-Up Checklist 

 

Click here to download and customize your checklist.  

http://app1.m1sys.com/PMOS/systemdocs/Signing%20Up%20a%20New%20Account.docx
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Internet Sign-Up Checklist 

 

Click here to download and customize your Internet Checklist.  

  

http://app1.m1sys.com/PMOS/systemdocs/Checklist%20for%20Internet%20Sign%20up.docx
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Hot Buttons 

1. We look at residents as customers, not residents.  
2. We manage a property; we don’t just rent it. Renting a home is 

one-dimensional; managing the property is multi-dimensional. So, 
with professional management you get multiple dimensions, like: 

• Making it a great experience for a resident when they move-in so 
they will stay for years.  

• A move-in inspection upon move-in so we work out the bugs 
right away. 

• Monthly exterior inspections.  

• Annual interior inspections. 

• Same day response on maintenance requests.  

• Same day response to questions they have about what residents 
can and can’t do.  

• Giving them detailed information on schools for kids changing 
schools. 

• Helping them set up for their move. 

• Explaining to residents in their terms why the rent has to go up 
when it’s time.  

3. When you give good timely service, they will pay 3%-10% more in 
rent and will stay in the property. Returning their call 5 days after 
they call you is not service. It’s lousy service and creates vacancies.  

4. Professional management with company vehicles that identify the 
company helps make staff and residents more accountable. If you 
know a Sheriff’s car always sits at a particular off-ramp, then you 
will be sure to go the speed limit past that off-ramp. The same 
thing applies for residents as they know that we drive by their 
homes in a company-marked vehicle. We need to create an 
environment of self-management where the residents regulate 
themselves. That means there has to be accountability. We have no 
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direct control over the resident and so having some consequences 
for bad behavior is a necessity. 

5. For Owners:  Exposure is their key to a quick, qualified rent up and 
time is the enemy (vacancy) - not the management fee nor repairs. 
They will “pay” a management fee no matter what. When their 
house is vacant, they are paying equivalent to a management fee of 
100%. Forget about saving $8.00 on a faucet at Home Depot, go to 
a financial seminar to get knowledge on better loans and reduce 
your payment a $100 a month.  

6. There is no profit or glory in being Joe Manager, but you can create 
millions in profit by being Mr. or Mrs. Joe Investor.  

7. If you’re hesitating because you think a resident would damage 
your home, we have insurance for that, and it costs you no more 
than your homeowner's insurance.   
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Rating System 

The Rating Survey is Completed at the appointment by accessing the 
NPO Module on the tablet. 

Rating Survey 

 

From the Tree View: 

1. Expand Owner 
2. Select Prosp. Owner 
3. Then Select an Existing NPO / Prospective Owner from the list 

* Scroll Down and fill out the Rating Survey on the Bottom Right 
Side of the Screen, then click SAVE. 

** You can have the Owner Sign to Confirm Review and Disclosure of 
the Survey and Conditional observations of the Property. 
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The Types Turbulences on a Rental Property 

A list of turbulences that might be experienced on a rental property.  

Turbulences on a Rental Property 

 

Click here to customize your list of turbulences.  

  

http://app1.m1sys.com/PMOS/systemdocs/The%20Types%20of%20Turbulences%20On%20Rental%20Property.docx
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Direct Deposit 

Direct Deposit Form w. opt out 
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Landlord / Resident Insurance 

Handout 

 

Click here to download and customize your flyer.  

  

http://app1.m1sys.com/PMOS/systemdocs/Renters%20Insurance.pub
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Sales Tools 

TIE DOWNS:  
• Doesn’t it? 
• Wouldn’t you agree? 
• Wasn’t it? 
• Don’t you? 
• Isn’t that right? 

EMOTIONAL CLOSE: 
As you're creating this dialog you need to be conscious of the 
following: 
1. Diagnosis (Listen twice as much as you speak) 
2. Find their pain (Example- res leaves in middle of night or 

damages the property) 
3. Make it terminal (Example- Some people take 9 months to get 

resident out.) 
4. Give them the solution (which is one of the Your services that will 

take away their pain.) 

LOGICAL: 
• Discuss cash flows and bottom line 
• Use fee option breakdown 
• Cash flow analysis Rent vs. Sell 
• Good Faith Estimate 

ALTERNATIVE OF CHOICE: 
Which day would you like to schedule an appointment on, Wednesday 
or Friday?  
 Ans.-Friday 
What time of day would you prefer, in the morning or the afternoon? 
 Ans.-The afternoon is better for me. 
Is it better at 1pm or 3pm? 
 Ans.-1pm, I can be home at that time 
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Objections 

Click here to download and customize your Objections  

Objections - Word 

 

  

http://app1.m1sys.com/PMOS/systemdocs/Objections.docx
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Reports 

Click here to download the reports checklist.  

New Accounts Reports  

 

  

http://app1.m1sys.com/PMOS/systemdocs/New%20Accounts%20Reports.docx
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Monthly Goals 

Click here to download and customize your monthly goals.  

Monthly Goals for New Accounts  

 

  

http://app1.m1sys.com/PMOS/systemdocs/Monthly%20Goals%20for%20New%20Accounts.docx
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Referral Fees 

Owner & Resident Referrals 
In most states, it is better to just give an owner one month's 
management fee for free. 
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Agent Referrals 
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Client Protection Contract to Real Estate Agent for 
Owner Referral 

 

This document is found in LEGAL DOCS in the M1 Software.  
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Letter to Owner for Referral 

These letter templates are in the M1 Solutions Software under Letters 
  

A Client They Referred to You 

 

Click here to download and customize your letter.  

http://app1.m1sys.com/PMOS/systemdocs/Thank%20you%20to%20owner%20for%20referring%20another%20client.docx
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Owner signs additional property  

 

Click here to download and customize your letter.   

  

http://app1.m1sys.com/PMOS/systemdocs/Thank%20you%20letter%20to%20owner%20for%20signing%20an%20additional%20account.docx
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2 Minute Elevator talk 

This is used with Real Estate Agents in order to secure a 20 minute in 
office presentation. Click here to download and customize your 
Elevator Speech.   

2 Minute Elevator talk- New Accounts 

 

  

http://app1.m1sys.com/PMOS/systemdocs/2%20Minute%20Elevator%20talk-%20New%20Accounts.docx
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FAQ- Frequently Asked New Account Questions and 
Answers 

 Click Here to Download MS Word .docx file  

Quick Reference Flip Chart 

 

It is recommended that the following Frequently Asked Questions are 
printed and displayed in a Hanging Flip Chart in the Station or Cubical 
of the Leasing Consultant Division for Quick Reference. 

This way the information is not hidden on the computer somewhere, 
and it gives any new person the advantage they need for quick 
responses as well as providing superior customer service as they 
appear very knowledgeable from the very first day. 

Click Here to acquire your own "Wall Reference Organizer." 

  

http://app1.m1sys.com/PMOS/systemdocs/FAQ-%20Frequently%20Asked%20New%20Account%20Questions%20and%20Answers.docx
http://www.displays2go.com/P-24051/Wall-Mount-Reference-Rack-with-10-Binder-Pockets-with-2-Tabs
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Guarantees on Performance 

7 Performance Guarantees 

 

Click here to download and customize your guarantees. 

  

http://app1.m1sys.com/PMOS/systemdocs/Guarantees%20on%20Performance.docx
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5 Minute Stadium Speech 

Click here to download and customize your Stadium Speech  

5 Minute Stadium Speech-New Accounts 

 

  

http://app1.m1sys.com/PMOS/systemdocs/5%20Minute%20Stadium%20Speech-New%20accounts.docx
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New Property Account Presentation  

Owner New Property Acct Pres PowerPoint 
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Keyboard System 

The keyboard is a color-coded board which is labeled with the property 
address on each tag along with 3 hooks for sets of keys and relevant 
tags. The Color-coded sections denote the current level of 
occupancy/vacancy and correlate directly with 3 reports;  
1. (ILR) Internal Leasing Report 
2. (RML) Resident Move-in Ledger  
3. (COL) Close-Out Ledger 

Keyboard Color Code 

 

The keyboard is organized and segregated by 5 Colors which 
correlates directly with 3 reports; (ILR) Internal Leasing Report, (RML) 
Resident Move-in Ledger & the (COL) Close-Out Ledger; as well as 
denotes the current level of occupancy. 

Orange- Owner occupied  

Blue- Vacant  

Green- Resident occupied  

White- Rented/Move-in  
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Yellow - Closeout 

Color Categories Explained 
Orange Label- Owner occupied  

Owner is still occupying property so you cannot check out keys to this 
property to anyone and the property must be personally shown (3 sets 
of keys on the board at this time) (the property address & the 
scheduled move out date to be noted on the tag) 

Blue Label - Vacant  

Property is vacant (please note the Property Inspector must walk the 
property before it’s deemed vacant; an owner or a resident turning in 
keys is not considered vacant and details of this will be covered in 
training as to why) (2 sets of keys and a red tag on the board at this 
time) The property inspector will change the keys to a Blue Tag once 
the first walk through has been completed. 

Green Label - Resident occupied  

Current Resident is still occupying the property so you cannot check 
out keys to this property to anyone (there would only be 1 set of keys 
on the board at this time) (The property address & scheduled move 
out date to be noted on the tag) 

White Label - Rented / Move-in  

Property is rented and waiting for the new resident to move in (1 set 
of keys if the property is still occupied; 2 sets of keys and a red tag if 
the property is vacant) (the property address & the scheduled move in 
date to be noted on the tag) 

Yellow Label - Closeout  

These tags are for all properties that are being closed out after a 
resident moves out. (the property address & scheduled move out date 
to be noted on the tag) 
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Key Board Statuses & Rental Categories 

 

There are only 4 statuses a property will be in, in our inventory. 

1. For Rent 
2. Move-in 
3. Rented 
4. Closeout  

There are only 4 categories that properties will come from, “for rent,” 
and will either have an (NPO) New Prospective Owner sheet or a 
(BOM) Back on Market sheet.   

(N) New Accounts-NPO  

(R) Re-rent-BOM 

(E) Evictions-BOM 

(B) Breaking of Lease-BOM 

  

Additional Tags 

White Tag with Writing ("Keys to be made") New Account 
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If Owner Occupied - An Owner is to turn in 3 sets of keys when the 
sign as a new account, however, if the owner only has one set to turn 
in, the keys will be placed on the board with two tags that state "Keys 
to be Made" until the Property Inspector has been able to make copies. 

White Tag with Writing (R - OCC) Resident Occupied  

If Resident Occupied - When a property is a "Back-on-Market" or a 
"Closeout", then the one set of keys, kept on file in the office, will be 
placed on the board with two tags that state "Keys to be Made" until 
the Resident vacates and turns in the two sets they have. 

White Tag with Writing ("Staff Member's Name") Keys are 
Checked Out 

If a Staff member has checked keys out for a Showing or to Personally 
Show, they will replace the key set with a key tag that has their name 
on the board so that anyone can see who is responsible for the keys 
that are checked out. 

White Tag with Writing ("Owner") Keys are Checked Out 

If the property is Vacant, and the Owner has decided to manage the 
Rehab himself, he would then check out a key from the office or may 
have his contractor check a key out. For each set of keys checked out, 
they would be replaced with a tag stating "Owner" so you know the 
owner has them. A “check out key” form would also have been signed 
by the owner or their contractor. 

3 sets of keys with White Address Tags (V - VAC) Vacant  

The Occupant has vacated, and all keys are on the board 

Red Tag- Lockbox on property  

One set of keys is taken from the board placed in a lockbox secured at 
the property on the front door. The Keys on the board are replaced 
with a Red Key Tag (this is only on vacant properties, once the First 
Walk Through (FWT) has been performed by the Property Inspector)  
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M1 Rehab Algorithm "For Rent" Inventory Tool 

 

This algorithm is used to determine the Date a property can be 
available for a Resident to take possession. 

To work this Algorithm, one must countdown or count backward, 
meaning on day one (i.e., the property is Vacant, and the Property 
Inspector can perform his initial [FWT] First Walk Through) the 
schedule affords 17 days until the property is available for move-in. 

As the schedule progresses, each status acts as a milestone with a 
certain number of days afforded for that phase in the process. It will 
be very apparent if there is an issue in meeting the deadline to make 
this property available by the calculated date, if the property status 
does not correlate with the calculated days in the process. For 
example, if today's date is the 11th, and the property is committed to 
a New Resident to be ready on the 17th, then the status needs to be 
(WBD) Work Being Done in order to be on schedule. If the Status is 
still (WF) Waiting Funds from the owner, then the number of days 
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available for the contractors to complete the work and the time needed 
for the Property Inspector to perform the Final Walk Through is now 
greatly restricted and chances are the Resident Move-in Date will have 
to be pushed out, which can cause a number of issues on all parties 
including expenses and scheduling.  

-All Properties must correlate their position on the keyboard with their 
Occupancy Status and reflect their availability dependent on their 
(LMS) Leasing Maintenance Status as indicated in the (ILR) Internal 
Leasing Report and (RML) Resident Move In Ledger.  

M1 Rehab Algorithm "For Rent" utilizing the Internal Leasing 
Report (ILR) 
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M1 Rehab Algorithm "For Rent" utilizing the Resident Move In 
Ledger (RML) 

 

Key Board Protocol 

-All Properties must correlate their position on the board with their 
Occupancy Status and reflect their availability dependent on their 
(LMS) Leasing Maintenance Status as indicated in the (ILR) Internal 
Leasing Report and (RML) Resident Move In Ledger.  

-Every property on the keyboard must have 3 key tags 

-New Accounts must have 3 sets of keys- if only 1 set is given, then 
there should be two tags which state “keys to be made” until they are 
made and hung on the keyboard.  

-Back on Market, (BOM) Properties will have 1 set of keys (from the 
office filing cabinet), and the other 2 hooks will have key tags which 
note “Resident Occupied.” 
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-Occupied status address labels will state the potential move-out / 
vacancy date. 

-When a resident turns in all keys, the address tag and keys are not 
moved from “Green” to “Blue” until the Property inspector has walked 
the property and changes the (LMS) Leasing Maintenance Status on 
the (ILR) Internal Leasing Report, from “OCC” to “FWT.” The same 
goes for Owner-occupied property; From “Orange” to “Blue.” 

-When a property changes to (FWT) First Walk Thru status, one set of 
keys are taken off the keyboard and placed into a lockbox which is left 
on the door knob of the rental property. This key hook is then marked 
with a “Red” key tag to note that a set of keys are in a lockbox at the 
property. 

-If the owner or his vendor needs a set of keys, one will be taken off 
the board and replaced with a key tag that states “Owner” to note the 
owner has a key. 

-All keys must be signed out before released. 

-If a key is taken off the board or checked out to a prospect by a staff 
member, the set of keys must be replaced with a key tag with notes 
the staff member’s “Name” who removed the keys. 

-Only keys for “Vacant” status properties can be checked out to 
prospective residents. All prospects must have been pre-screened prior 
and must provide a photo ID, give a deposit for the keys and sign the 
(AIS) Applicant Interview Sheet which states they are not taking 
possession of the home.  

-Any property on the board may change status to “White” once a 
Holding Agreement is signed with a new prospective resident and the 
property is considered Rented and waiting for Move-in. The vacancy 
date is then replaced with the projected Move-in date on the address 
label.  
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One Touch System 

The One Touch System has been designed to provide order to one's 
day and reduce any feeling of being overwhelmed. 
It's in the name only Touch the Paper/file once, work it as far as you 
can take it, then move on to the next item. 
The goal is to process through as much of the Stack of files in your 
Work Box as possible, eventually having an empty Work Box. 
However, if at the end of the day there are a few items left, leave 
them in your Work Box. They will just take a higher priority for 
completion the following day. 
The following day you will start over, beginning with the Steps of the 
One Touch System. 

One Touch System Outlined 

 

One Touch System 

1. Run out Outlook Calendar 
2. Pull items out of Tickler File 
3. Take items out of In Box 
4. Take items out of Work Box  
5. Write Out all Priority items combined from Tickler, Work Box & 

Inbox 
6. Prioritize your outlook 1-6 
7. Place all Combined Items in Work Box for the day. *(Any new 

Items will be placed in the Inbox and will wait to be addressed the 
following day) 
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Then, start with the first item and go as far as you can go then either: 

A) File it 

B) Throw it away 

C) Set up in tickler if you’re waiting for a callback 

D) or Tickler it for a future date   

Spending 15-20 min a day organizing your work for the day and week 
will keep you from feeling you don’t have enough time to get your 
work done and you won’t be overwhelmed. 

Contributing Factors that Lead to feeling Overwhelmed 
1. Doing things 3 times instead of once (Don’t cut corners and do it 
right the first time) 

2. Not following the system and doing things out of order and having 
to backtrack 

3. Getting complaints due to not following systems 

4. Team members not being considerate of other team players when 
they are out for the day by not calling in on time and being in the daily 
meeting. When this is not done pressure increases, and complaints 
increase again taking up more time, thus making you feel 
overwhelmed.   

5. Not asking for help from management when you need it before you 
are drowning, they are there to offer guidance and assistance but not 
to do the actual work. (Use your lifelines) 

Training Tutorials 
Training 

To get the most out of your specialized training: 
1. Take Notes (Critical) 
2. Ask questions as you go along on whoever is training you 
3. Spend one hour each night that you are in training organizing your 

notes and write down a list of questions you are not sure on for the 
next day.  
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Different departments of training: 
The best way to be trained in the MOLOS is using Steps 1-6 in 
this order: 
1. Click on the Licensed Operating System on the M1 Solutions 

Software Tree and login in 
2. Select New Property Accounts Manual 
3. View New Property Account process video FIRST (Very 

Important ) (These are videos that give you a live look at how you 
will perform specific processes)  

4. View How to Complete a New Account (This shows you how to 
actually how to fill out information on the tablet, desktop, forms, 
etc.) 

5. Then read the manual from cover to cover online. 
6. Watch 2-3 Videos on YouTube on the type of tablet you have or are 

purchasing, so you know how the tablet itself functions, don’t skip 
this step as it will cost you time and a lot of frustration. 
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The First 100 Days for the New Property Accounts 
Representative 

Click Here to Download a Checklist  

The First 100 Days for the New Property Accounts 
Representative  

 

http://app1.m1sys.com/PMOS/systemdocs/The%20First%20100%20Days%20for%20the%20New%20Property%20Accounts%20Representative.pdf
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Training Checklist 

Items to be trained on for this division 
1. Learning your website on where your clients will be going to find 

you and the information they will see when they come to your 
site.  Click here for an example of what we 
recommend     http://beachside.managementone.com/management
-services  

2. How to take the first call  See Script on NPO 
3. Filling out an NPO- (property information sheet) 
4. What automated letters to send them from NPO 
5. How to handle the follow-up call 
6. How to create a CRA (Comparable Rental Analysis) 
7. How to prep for your appointment with a new owner 
8. Putting together a new account sign up package- face to face 
9. Putting together a new account sign up package via phone/internet 
10. Calling the owner back on the CRA and getting an appointment 

to sign the account.  See script 
11. Learning the PPT (PowerPoint Presentation) given when you sign 

the account- See PowerPoint Presentation and Video 
12. The actual face to face appointment 
13. The actual internet/phone appointment 
14. Process the file after you have signed up the new owner and 

their property 
15. Chronological order of the entire process of a new owner 

prospect 
16. Sending out your thank you notes, referral fee if appropriate, etc 
17. Re-allocating in your contact management system what they will 

receive from now on that they are a client 
18. Follow-up after signing the new account on day 1 and day 7 days 

after it rents and ask for referrals.  

  
  

http://beachside.managementone.com/management-services
http://beachside.managementone.com/management-services
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Training Process Videos 
New Property Accounts Division Work Station 

This is an overview of how the Work Station is Setup for the Marketing 
& New Property Accounts Division using the Management One Licensed 
Operating System. 

Video- New Property Accounts Division Workstation  

 

Click here to watch Video in a Browser 

  

https://www.youtube.com/watch?v=7h9A8wEbhlw
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(NPO) New Prospective Owner Overview Process 

This will take you through the process of the Initial Call with a 
Prospective owner using the M1 Solutions Software as well as 
completing a Comparative Rental Analysis and the Follow-up Call with 
the Owner to review the report and schedule an appointment to view 
the home and sign the account. 

Video - NPO Process  

 

Click here to watch Video in a Browser 

  

  

https://www.youtube.com/embed/3oVfsrCZHTM
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(NPO) Preparation for the Appointment to Sign a New 
Owner Account 

Printing out and Compiling all the Documents that you will need to 
bring with you to Sign a New Owner Account 

Video - Preparation for the Appointment to Sign a New Owner 
Account 

 

Click here to watch Video in a Browser 

  

  

https://www.youtube.com/embed/ZRNtzFUA3f8


N e w  P r o p e r t y  A c c o u n t s  M a n u a l  P a g e  | 89 
 

Copyright © 2017 Management One Licensed Operating Systems, LLC. All rights reserved.              Rev 9-4-2017 

(NPO) Account Signing Inspection 

Walking through the home with the Owner and taking Notes to discuss 
its condition as well as recording any Marketing Hot Buttons to 
Promote the Rental 

Video - NPO Account Signing Inspection  

 

Click here to watch Video in a Browser 

  

  

https://www.youtube.com/embed/yhVdPQDP_cI
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(NPO) New Prospective Owner Presentation 

This shares with you, How to perform the Presentation for a New 
Prospective Owner to Sign up for Property Management Services. 
Whether at a Face to Face Appointment or over the internet on a Web 
conference Call. 

NPO Presentation - Video 

 

Click here to watch Video in a Browser 

  

https://www.youtube.com/embed/xUmdIlvc26A
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(NPO) How to Sign Up a New Prospective Owner 
Account 

Video - How to Sign Up a New Prospective Owner Account 

 

Click here to watch Video in a Browser 

  

  

https://www.youtube.com/embed/f4ge95njBRo
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(NPO) How to Enter Data for a New Prospective 
Owner & their Properties in the M1 Solutions Software 

How to Add Prospective Owners & Properties in the M1 Solutions 
Software 
Click Here to View a Step-by-Step Tutorial Article 

How to Add Prospective Owners & Properties - Video 

 

Click Here to Watch a Step-by-Step Tutorial Video 

  

https://www.youtube.com/embed/Nw6WNN-NCzE
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How to Add and Search Marketing Referrals 

How to Add and Search Through Marketing Referrals in the M1 
Solutions Software 
Click Here to View a Step-by-Step Tutorial Article 

How to Add and Search Marketing Referrals - Video 

 

Click Here to Watch a Step-by-Step Tutorial Video 

https://www.youtube.com/embed/Lp_SN32qV74
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