
Letter: Web Lead Auto-Response

Overview: 
Use this letter in place of the generic “thank you” your 
website sends out when you receive a lead online. 

Get an edge right away by expressing to leads how 
dedicated you are to helping them sell or buy a home.

This letter can be divided into two letters, provided you have 
different auto-responders for buyers versus sellers.

Your notes (when you used it, how you used it, modi!cations, etc.):

Remember: 
• Contact your webmaster to 

replace your current web form 
autoresponder with this letter.

• If you like, you can split this 
letter into responders for just 
buyers and just sellers, 
provided you have different 
web forms for each type of 
lead.

• Remember to follow-up on 
this letter as fast as possible 
with a personal contact like a 
phone call, text, or second 
email (depending on how the 
lead prefers to be reached).



Hi [CONTACT FIRST NAME],

anks for stopping by my website today (www.[YOUR-WEBSITE-DOMAIN].com). I’ll be 
in touch as soon as possible to talk with you about your real estate questions.

Before we talk, though, I’d like to share a little insight into my approach with clients:

If you’re in the position to sell your home, I recognize how crucial it is that your property 
sell fast for the highest possible price. Ideally, I work with clients to try and make this 
happen within the "rst three weeks of listing, though it depends on a few crucial factors:

1. Perfect market pricing.
2. Focused home preparation.
3. A coordinated marketing push when the listing is new.

I look forward to sharing my process with you. I realize it can all be a little overwhelming, 
and I am more than happy to take the time you need to feel comfortable understanding 
every detail of our plan.

If you’re on the hunt for your dream home, you’ll be happy to know that I have worked with 
many buyers to "nd the exactly what they want (and negotiated great purchase prices on 
their behalf).

I truly enjoy helping people buy and sell homes, and it’s my goal to make the entire 
experience as stress-free as possible. I’ll be in touch shortly (or you can contact me 
immediately at [XXX-XXX-XXXX].) Very excited to help!

[SIGNATURE / CLOSING]

Remember: 
To customize this letter, use the "le letter-weblead.doc or letter-weblead.txt.

Letter: Web Lead Auto-Response



Letter: Updating Online Contacts

Overview: 
Use this letter to update your clients’ online contact information in your database.  This 
letter is great for:

• Correcting email addresses; people often change them, and your older contacts may 
no longer use the address you have on !le.

• Connecting on social media; do you know if your clients and prospects are on 
Facebook or LinkedIn? Improve your connection to them and learn more about their 
lives through social media!

• Making sure clients have your correct online contact information.

• Updating contacts you knew before email existed (yes, it’s possible!)

While the letter includes !ve different platforms (email, website, Facebook, LinkedIn, and 
Twitter), you can delete the ones you don’t use (or add more).  The letter also asks they 
contact you back via email or Facebook.  

Your notes (when you used it, how you used it, modi!cations, etc.):



Dear [Contact First Name],

Could I have your permission on something?

Recently I’ve had the pleasure of connecting with many of my friends, neighbors, and clients 
online.  It’s been a real pleasure to catch up on what others have been up to and share what’s going 
on in my life.  (Probably one of the greatest rewards is seeing families grow in many of the homes 
I’ve helped people buy and sell over the years!)

I was wondering if you wouldn’t mind exchanging online contact info with me.   In addition to 
making sure I have your correct email address, I’d be open to connecting on Facebook, LinkedIn, 
Twitter, or other websites you use.  I’ve included my info below, and would love to friend and 
follow you, if you’re open to the idea.

I promise to keep this information private and not share it with others.  It would mean a lot to me 
to know we can remain connected.  Lives get busy, and sometimes the Internet is absolutely 
invaluable when it comes to keeping in touch.

Here’s my current online contact information:

Email:   [youremail@yourdomain.com]
Website: [http://www.yourwebsite.com]
Facebook:  [http://www.facebook.com/your-page-or-pro!le-address]
LinkedIn:  [http://www.linkedin.com/your-pro!le-on-linked-in]
Twitter:  [http://www.twitter.com/your-@name]

If you’re game, just email me back with your information (or friend me on Facebook).  At the 
very least, I’d like to be sure I have your correct email address.  I’d hate to lose touch!    

All the best,
[Signature / standard closing info.]

Remember: 
To customize this letter, use the !le letter-online-contact.doc or letter-online-contact.txt.
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Dear [Contact First Name],

Could I have your permission on something?

Recently I’ve had the pleasure of connecting with many of my friends, neighbors, and clients 
online.  It’s been a real pleasure to catch up on what others have been up to and share what’s going 
on in my life.  (Probably one of the greatest rewards is seeing families grow in many of the homes 
I’ve helped people buy and sell over the years!)

I was wondering if you wouldn’t mind exchanging online contact info with me.   In addition to 
making sure I have your correct email address, I’d be open to connecting on Facebook, LinkedIn, 
Twitter, or other websites you use.  I’ve included my info below, and would love to friend and 
follow you, if you’re open to the idea.

I promise to keep this information private and not share it with others.  It would mean a lot to me 
to know we can remain connected.  Lives get busy, and sometimes the Internet is absolutely 
invaluable when it comes to keeping in touch.

Here’s my current online contact information:

Email:   [youremail@yourdomain.com]
Website: [http://www.yourwebsite.com]
Facebook:  [http://www.facebook.com/your-page-or-pro!le-address]
LinkedIn:  [http://www.linkedin.com/your-pro!le-on-linked-in]
Twitter:  [http://www.twitter.com/your-@name]

If you’re game, just email me back with your information (or friend me on Facebook).  At the 
very least, I’d like to be sure I have your correct email address.  I’d hate to lose touch!    

All the best,
[Signature / standard closing info.]

Remember: 
To customize this letter, use the !le letter-online-contact.doc or letter-online-contact.txt.
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Letter: On Summer Home Maintenance

Overview: 
Use this letter as a positive message to clients and prospects 
concerning the maintenance of their home, as well as any 
planning they might do for the year ahead regarding a 
potential sale or purchase.

Your notes (when you used it, how you used it, modi!cations, etc.):

Remember: 
• This letter is primarily just to 

make an optimistic 
connection while 
encouraging people to think 
of the future.

• Send either as an email 
message or a regular letter.

• This piece could also work on 
your Facebook page if you 
trim off the salutation and 
closing/signature.



Dear [CONTACT NAME],

I came across this quote recently, and it spoke to me on a number of levels. I 
wanted to share it with you:

“The time to repair the roof is when the sun is shining.” 
John F. Kennedy, 35th U.S. President

Naturally, this resonated with my work in real estate. Aside from the obvious 
wisdom (who wants to repair a roof in a driving storm?), I thought this spoke to 
both the pragmatic aspects of home ownership as well as a figurative sense of how 
we plan for the future.

If you find yourself with downtime this summer, now is an excellent time to shore 
up home maintenance tasks that were impractical during the winter and spring. 
Weather permitting, woodwork, sealing, and painting are prime projects to 
accomplish.

In a larger sense, now is also a good time to think about what your next summer 
will look like. So many families thinking about a move want to be settled before kids 
go back in the fall. What will you be doing a year from now? Will there be changes 
in your family, your job, or your goals that might impact where youʼll be living?

As always, my door is open if youʼd ever like advice on home maintenance or 
planning a future move.

Do keep in touch, and I hope youʼre enjoying the sunshine!   

[SIGNATURE / CLOSING]

Remember: 
To customize this letter, use the "le letter-summer-maintenance.doc or letter-summer-
maintenance.txt.

Letter: On Summer Home Maintenance



Letter: Sick of Renting?

Overview: 
Use this letter to farm rental communities for 
prospective buyers.  

The letter hits on several pain points for renters and 
discusses how you help renters evaluate their 
potential to purchase and help renters become 
home owners.

Ideally, you want responses via email or through a 
web form so you can follow-up with these contacts 
in a cost-effective and friendly manner.

Your notes (when you used it, how you used it, modi!cations, etc.):

Remember: 
• Do you have any 

supplemental information 
appealing to renters you can 
include with this letter?

• Can you provide any 
testimonials from former 
renters you’ve helped?  
References?  If so, mention it!

• Do you have a plan in place or 
any references you can use to 
help renters who aren’t yet 
quali"ed to buy?  Helping 
them on the path to home 
ownership is a great way to 
build your way to future 
clients.



Dear [CONTACT FIRST NAME],

Does your landlord quickly handle maintenance issues?  Are your neighbors quiet and 
courteous? Do people in your building take pride in the upkeep of common areas?

Most of the renters Iʼve talked to say “no” to every one of these questions.  They also 
feel like they have no choice but to put up with the inevitable inconveniences of renting-- 
noise, strange odors, lazy maintenance.  Many have a hard time imagining exactly how 
theyʼll escape the “rental trap.”

If you feel this way, Iʼd like to extend a friendly introduction and invite you to have a 
conversation about how you might become a homeowner.  You see, I specialize in 
helping people make the transition from renting to owning.  

Thereʼs a lot of misinformation out there about buying a home. Great opportunities exist 
for first-time buyers, or previous owners who now want to leave their renting nightmares 
behind.

Even if youʼre not in a position to consider home ownership right now, I can definitely 
provide you with some advice and resources to get you on the right path.  (Imagine the 
satisfaction of knowing your rent check isnʼt going into someone else'sʼ pocket!)

If youʼre curious how I can help make home ownership a reality for you, send me email 
at [youremail@domain.com] or give me a call at [XXX-XXX-XXXX].  Thereʼs no 
obligation.  Even if youʼve just wanted to ask a real estate agent a few questions, Iʼd be 
more than happy to help.

[Signature / closing contact info.]    

Remember:  To customize this letter, use the "le letter-sick-renting.doc or letter-sick-
renting.txt. 

Letter: Sick of Renting?
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Letter: Seasonal Rental?

Overview: 
Use this letter to solicit rental property representation from 
new buyers, seasonal, or absentee owners. It’s a great way to 
help new owners reduce expenses on the ownership of their 
new home/condo.

If you don’t represent or manage seasonal rentals, consider 
partnering with someone who does. You might be able to 
strike up a mutually bene!cial business relationship!

Your notes (when you used it, how you used it, modi!cations, etc.):

Remember: 
• Ideally you want to target new 

owners, but with small 
modi!cations, this letter could 
be used for long-time or 
absentee owners.

• If you don’t manage rental 
properties yourself, consider 
working on a referral basis 
with someone who does.

• It would be helpful to know 
the condo/homeowners’ 
bylaws of any development or 
complex you’re soliciting 
before you use this letter.



Dear [CONTACT NAME],

My name is [YOUR NAME], and I wanted to extend a warm welcome your way. As 
I understand it, youʼve recently purchased a home in [COUNTY NAME / 
DEVELOPMENT NAME].

Iʼm writing because I work with homeowners in the area who rent their homes out 
seasonally. While I donʼt know what your plans are yet for your new home, I 
thought I would mention that my office fields between 4 – 6 calls and/or email 
messages a week with tourists looking for available rentals, and your home is an 
ideal seasonal rental.

If youʼre not going to occupy it full time, would you be interested in discussing 
rental opportunities?

My clients find it is a great way to defray mortgage expenses, property taxes, and 
insurance and maintenance costs. Whatʼs more, an occupied house in your off-
season is vastly preferable to a vacant home.

If youʼd be open to this idea, or would like to learn more, please give me a ring at 
[XXX-XXX-XXXX]. We do handle everything for you—from managing the 
marketing through the sum total of guest questions and maintenance concerns. We 
also work around your schedule, ensuring your home is ready for you when youʼre 
ready to use it.

Iʼd love to know either way what you think about the idea. Naturally I can provide 
references and answer any questions you may have. 

Congratulations on your purchase! Iʼd love to put some money back in your pocket 
this year.

[SIGNATURE]
[CONTACT INFORMATION]

Remember: 
To customize this letter, use the !le letter-seasonal-rental.doc or letter-seasonal-
rental.txt.

Letter: Seasonal Rental?



Letter: Keeping Up with Out-of-Area Contacts

Overview: 
Use this letter to keep in contact with those who have 
relocated outside of your market. Even though they may 
have moved far away, there are several reasons to keep in 
contact:

1. They may decided to move back.

2. They probably still know and talk to people in your market 
who may need real estate services.

3. It’s nice when someone “from your old stomping grounds” 
takes time to let you know they still think of you, especially 
when there’s no obvious marketing or sales reason for the 
contact.

Your notes (when you used it, how you used it, modi!cations, etc.):

Remember: 
• Send either as an email 

message or a regular letter.

• Personalize this letter with 
one or two local news items 
either about community 
development, changes in local 
businesses, or other “soft 
news” items that they might 
like to know about.



Dear [CONTACT NAME],

How have you been since you le us here in [YOUR TOWN/CITY]? I was thinking about 
you the other day, hoping all’s well in the wake of the big move. 

If you get a little free time in the next week or so, shoot me an email at 
[youremail@domain.com]  and let me know what’s been going on.

I’m not sure if you’ve kept up with anyone recently, but [news item #1, for example: “they 
!nally !nished the construction of the new XYZ”] and [news item #2, for example: “ABC 
on Some Street closed last week, but there’s been talk of PDQ opening up in the old 
location.] 

In any case, I didn’t want you to think I’d forgotten about you simply because we didn’t run 
into each other around town. ere’s a writer named Irene Peter who once wrote: “Just 
because everything is different doesn't mean anything has changed.” Hope to see you again 
before long.

My best to you and yours,

[SIGNATURE / CLOSING]

Remember: 
To customize this letter, use the !le letter-outofarea.doc or letter-outofarea.txt.

Letter: Keeping Up with Out-of-Area Contacts
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Letter: Dear Seller, Don’t Lose Heart

Overview: 
Use this letter to stay in touch with sellers who have 
not had much activity recently on their listing.  

It is designed to: 

• provide a sympathetic ear

• show you are on top of the situation

• help mitigate the possibility they will look for 
a new agent should your listing agreement 
come up for renewal / expiration

• open up a conversation for potential changes 
in the marketing approach or pricing strategy

Your notes (when you used it, how you used it, modi!cations, etc.):

Notes: 
• You may choose to remove or 

alter certain paragraphs which 
discuss marketing or pricing 
changes.

• While you may not want to 
send this letter, doing so 
shows you are a good 
communicator. Silence = lost 
business over time.

• Remember, others are asking 
your client “how’s the home 
sale going?” It’s embarrassing 
to admit they’re in the dark, so 
don’t leave them there! 



Suggested subject lines if used as an email message:
Don’t lose heart!
Your buyer is out there and we’ll !nd them.
Update on your listing

Letter/Email Body:
Dear [Mr. / Ms. / Mrs. / Mr. & Mrs. / NAME],

ings have been a little slow lately.  I realize you may not feel very optimistic right now about the 
sale of your home, but please don’t lose heart.  Right now, the future buyer of your home is out 
there, and I am sure we will !nd them.           

ere’s plenty of market evidence to suggest that we’ll see increased buyer activity soon, and I want 
to make sure your home is positioned to !nd that perfect buyer.

I have faith we’re on the right track, but if you’d like to meet to discuss any changes in our 
marketing plan or pricing strategy, please know I’m available whenever is convenient for you.  

I value the trust you’ve placed in my abilities as an agent, and I am very much in the habit of 
keeping my promises to my clients.  If we stay the course, I know we will catch the eye of the right 
buyer for your home soon.

Let me know how you’re feeling and if you have any questions. 

[SIGNATURE / CLOSING]

Remember: 
To customize this letter, use the !le letter-keepheart.doc or letter-keepheart.txt.

Letter: Dear Seller, Don’t Lose Heart



Letter: Closing is Not Goodbye

Overview: 
Use this letter to let clients know that you’re a 
“resource for life” and you don’t plan to disappear 
after closing.

While many agents choose to send a “fond farewell” 
letter, you can maintain an edge by letting clients 
know you intend to keep in touch.

Be sure to invite your clients to keep in touch with 
you via Facebook, Twitter, Google+, etc. in the space 
provided for customizing your contact information.

Your notes (when you used it, how you used it, modi!cations, etc.):

Remember: 
• This is a nice letter to send 

with a closing gift.

• Customize this letter by 
mentioning any outstanding 
issues you have left to resolve 
(if there are any).

• This is a good time to ask 
clients if you may add them to 
your email distribution list, if 
they haven’t already 
consented to subscribe to 
your newsletter, etc.



Suggested subject lines if used as an email message:
Letʼs not lose touch now
Congratulations on the closing
If you need me, Iʼm still available!

Letter/Email Body:
Hi [CONTACT FIRST NAME],

I just wanted to thank you once more for partnering with me for the sale of your home.  
A successful closing is always a cause for celebration, but Iʼm always a little sad when 
itʼs over, too.  Iʼve truly enjoyed representing you during this time, and hope we wonʼt 
lose touch.

In fact, I want you to know that Iʼm available to you as a real estate consultant even 
though we wonʼt necessarily be working together on a daily basis.  Throughout the year I 
love to provide my clients the benefit of my expertise in real estate, from questions about 
home ownership to advice on the area.

In that spirit, I urge you to keep in contact with me by any means you feel most 
comfortable.  Donʼt hesitate to pick up the phone if you have a question, or need to shoot 
me a quick text or email message.  Over these next few weeks you may have 
unexpected or unanswered questions that pop into mind now that the emotional roller 
coaster of closing has passed.  

Unless you object, Iʼd like to include you on my periodic email updates to clients as well.  
I like to think I can serve as an “agent for life” when it comes to my friends and clients.  
Below are several ways we can keep in touch:

[LIST OF YOUR CONTACT INFORMATION] 

Thanks once again for your trust, understanding, and help.  It was a pleasure to work 
with you, and letʼs not let too much time go by before we speak again.

[CLOSING / SIGNATURE] 

Remember: 
To customize this letter, use the !le letter-notgoodbye.doc or letter-notgoodbye.txt.

Letter: Closing is Not Goodbye



Letter: Surveying Client Recommendations

Overview: 
In this email, you ask your contacts what their three “do not 
miss” features are about the area, ostensibly for people who 
are thinking about relocating.

Not only do they feel good about sharing and promoting the 
places they love, but you also gain insight into their 
favorites... a very useful bit of information when it comes 
time for a pop-by gift or special thank you.

In addition to enriching the information you have about your 
contacts, you also come away with a nice “most 
recommended” list you can share with prospects.

The information you gather is also great for paying a nice 
compliment to local business owners who your clients 
recommend.  Next time you’re in their restaurant / business, 
you can mention that your real estate clients recommended 
them highly.  (Excellent conversation starter.)

Your notes (when you used it, how you used it, modi!cations, etc.):

Remember: 
• Be sure to associate 

information you receive back 
from this letter with the 
person who replied.  You’ll 
want to be able to look it up 
later.

• This is easiest to send via 
email, where you’re likely to 
get instant responses.

• Consider posting this on your 
Facebook wall for even 
broader engagement!



Recommended Subject Line(s):
Your recommendations?
What’s the best?
Help me out?
e best in [TOWN/NEIGHBORHOOD NAME]

Email Body:

Hi [CONTACT FIRST NAME],

Would you be willing to help me out?  I’ve been putting together a list of the “do not miss” features 
of the [XYZ METRO AREA / XYZ NEIGHBORHOOD / TOWN NAME] and I’d love your 
recommendations.

I ask because I oen work with home buyers who are relocating to the area, and I want to give 
them a real “locals only” view of the best we have to offer.  (Naturally, I think my friends and 
clients have the best taste!)

If you have time to give me your top three recommendations... whether they’re restaurants, sports 
bars, parks, or other businesses, it would make this list great.  is would help new homeowners 
feel welcome and support some of our best local businesses.

Just reply to this email ([youremail@yourdomain.com])and shoot me your top three picks (as 
well as what makes them special, if you have the time).  

I’ll be sure to share the $nal list with you when I’m done.  anks!

[Signature / closing contact info.]    

Remember: 
To customize this letter, use the !le letter-client-recommendations.doc or letter-client-
recommendations.txt.

Letter: Surveying Client Recommendations
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Letter: Client Break-up

Overview: 
Use this letter to begin the “break-up” process with a client 
who you feel would be better served by a different agent (or 
simply makes unrealistic demands). 

Sometimes it’s best to cut your losses and move on. Doing so 
requires a delicate touch. This letter is not the end of the 
conversation, but rather a gentle introduction to either a 
meeting or phone call in which you part ways.

 

Your notes (when you used it, how you used it, modi!cations, etc.):

Remember: 
• There’s no point in accusing 

the client of bad behavior or 
assigning blame.

• Focus on moving on with the 
least damage possible.

• Be sure to have an in-person 
or phone conversation with 
the client you’re breaking up 
with after using this letter.

• Send as an email message 
rather than a printed letter.



Subject Line:
Time to talk?

Email Body:
[CONTACT FIRST NAME],

I’d like to setup a time we might connect, either on the phone or in-person. When might you 
be able to set aside time to chat?

I’ve been thinking recently about our working relationship regarding [your home / your 
home search], and I’m beginning to come to the conclusion I may not be serving your 
needs in a way that suits you best. If you’re amenable to it, I’d like to discuss some of my 
reservations with you openly and honestly.

My hope is that we can move forward, but I also understand that sometimes these things 
don’t work out for the best because of timing, communication styles, or personalities. 

Please understand: I am still dedicated to helping you achieve the goals we’ve discussed, 
which is why I’d like to talk as soon as possible.

If you could reply with some times that work for you, either to have a phone call or meet for 
coffee, I’d appreciate it.

Respectfully,

[SIGNATURE / CLOSING]

Remember: 
To customize this letter, use the "le letter-breakup.doc or letter-breakup.txt.

Letter: Client Break-up



Letter: Celebrating Summer

Overview: 
Use this letter as a thoughtful check-in with your contacts 
during the month of July. The letter evokes the spirit of 
Summer with a quote from the writer Henry James and is 
designed to be a heart-felt “feel good” piece for friends and 
clients everywhere.

You can choose to use this letter as-is, or customize it to 
include local or regional summer activities, trends, etc.

Your notes (when you used it, how you used it, modi!cations, etc.):

Tips: 
• This is easiest to send via 

email, where you’re likely to 
get instant responses.

• Consider posting this on your 
Facebook wall for even 
broader engagement!



Recommended Subject Line(s):
Celebrating Summer
The two most beautiful words?
Whatʼs your summer look like?

Email Body:

Hi [CONTACT FIRST NAME],

One of my favorite seasonal quotes is by the writer Henry James:

“Summer afternoon, summer afternoon; to me those have always been the two most 
beautiful words in the English language.”

July is the very summit of the Summer, when families have shaken off the school year 
and the mind turns toward cool pools during the day and fireworks at night. There is real 
magic in the feel of a neighborhood this time of year, and seldom does a season so 
please a homeowner as summer. 

Summer is the origin of long-lasting memories. True, there may be a lawn to mow, and 
yes, the air conditioner seems to be running non-stop, but would you trade it for 
anything? Every season has its charm, but deep in the heat we are drawn to slow our 
pace and live life loudly among friends, family, and neighbors.

Enjoy the glow and share the sunscreen! Iʼd love to hear what your plans are for your 
summer afternoons.

Warmly, 

[Signature / closing contact info.]    

Remember: 
To customize this letter, use the !le letter-celebrating-summer.doc or letter-celebrating-
summer.txt.

Letter: Celebrating Summer



Letter: Now is the Time to Buy

Overview: 
Use this letter to encourage your contacts to explore their 
options as buyers. 

It brings into the picture low prices, favorable rates, and the 
opportunity cost of waiting much longer.

Your notes (when you used it, how you used it, modi!cations, etc.):

Remember: 
• Send either as an email 

message or a regular letter.

• This could go out as part of a 
newsletter as well.

• Be ready to make good on 
your promise to help potential 
buyers explore their options 
(i.e. their eligibility to buy, 
collateral, goals, etc.)



Dear [CONTACT NAME],

Roger Babson, an entrepreneur and business theorist in the !rst half of the 20th century 
once said, “Let him who would enjoy a good future waste none of his present.” 

If the theme this year has been “uncertainty” for many people, be it jobs, family, health, or 
even the right time to buy a home, there will surely be many people whose theme in a few 
years will be “regret.” Uncertainty paralyzes us from making decisions and seizing 
opportunity. Many people will look back on this year and ask themselves, “Why didn’t I buy 
a home?”

I strongly urge my closest friends and family to seriously consider buying right now. Not 
only have prices sunk to an historic low, we’re also faced with the best interest rates we’re 
likely to see for more than a decade. What’s more, even a 1% jump in rates can turn into a 
10% increase in monthly mortgage payments. Even if you’re waiting for prices to decline, 
you could end up spending more out of pocket in the future should rates begin to climb. 

In the end, there’s no harm in exploring your options to buy right now, even if you’re not 
sure you can. I’d be happy to con!dentially consider your position and help you determine if 
you’re ready to capitalize on this market. 

If you’re at all curious what you can do today to improve your !nancial picture in the 
tomorrows ahead, please get in touch:

[XXX-XXX-XXXX]
[youremail@domain.com]

All the very best,
[SIGNATURE / CLOSING]

Remember: 
To customize this letter, use the !le letter-buynow.doc or letter-buynow.txt.

Letter: Now is the Time to Buy

mailto:youremail@domain.com
mailto:youremail@domain.com


Letter: Building Local Referrals

Overview: 
Use this letter to update your database re: your contacts’ 
areas of professional expertise while expressing your desire 
to promote local referrals to those you know and trust. This is 
also a useful way to remind your contacts that you, too, are 
open to referrals.

Your notes (when you used it, how you used it, modi!cations, etc.):

Remember: 

• Your primary interest here is 
not seeking referrals, but 
having updated information 
for when you give referrals out 
for people you know.

• If you’ve been out of touch for 
a while, use this letter to 
“touch” your whole database.

• Send this either as a printed 
letter or email message (or 
both). Email is likely to get the 
most responses.



Dear [CLIENT NAME],

I hope this letter !nds you well! I’m working on a project right now that I thought you might 
bene!t from, and wanted to drop you a line about it.

Periodically my clients ask me for referrals for all sorts of services from home repair to 
gardeners to accountants. e range is really all over the map. I’d like to be able to refer my 
clients to people I know, like, and trust.

Right now I’m refreshing my “who does what?” database of clients and contacts. Would you 
let me know what you’re up to these days? A lot of people have changed jobs and started 
new businesses in the past few years. 

If you have a moment, please let me know:

1) What are you up to professionally right now?

2) What’s the best way for my clients to reach you if they need you/your company’s services?

As a real estate agent, I know how much referrals matter for building and sustaining a 
business.  Hopefully with your current info on !le, I can help you out and send some 
business your way.

All the best,

[YOUR SIGNATURE / NAME]

Remember: 
To customize this letter, use the !le letter-building.doc or letter-building.txt.

Letter: Building Local Referrals



Letter: The “360 Degree” Review

Overview: 
Everyone bene!ts from honest feedback.  Whether you’ve 
just closed a deal or lost a listing, you can learn from how 
others perceived the experience.  Contacts also appreciate 
your interest in their opinion.

In the best case scenario, you end up with a great 
testimonial.  In the worst case scenario, your ego takes a hit, 
but you learn a little.  

The “360 Degree” (Full Circle!) Review Letters are 
designed to elicit feedback from your clients and 
prospects in two situations:

1. After a sale

2. When you don’t win a listing 

Both cases demonstrate you’re a true professional and keep 
the door open for future business. 

Your notes (when you used it, how you used it, modi!cations, etc.):

Included: 
• Version A: After the Sale
• Version B: No Listing



Greetings [CLIENT FIRST NAME],

anks again for partnering with me on the [sale of your home / purchase of your home].  It’s 
been my genuine pleasure to help you along the way.

Now that you’ve had a little time to settle, I’d like to ask you for a small favor. 

Would you be willing to give me a little candid feedback on what it was like to work with me?  

While I’ve learned a lot throughout the course of our many conversations, I would value your 
perspective now that we’ve closed.  is “full circle” review helps me improve my level of service 
and bene"ts everyone I work with.  

If you’d be willing to answer the questions below for me, I’d greatly appreciate it.  

Simply email your responses to [youremail@yourdomain.com].  Your responses will be kept 
con"dential.  (Please be as honest as possible.)

1. Were there any aspects of my service you felt could have been improved?
2. Were you satis"ed with others involved in the transaction (title offices, home inspectors, etc.)?
3. Would you consider working with me in the future?
4. Would you recommend me to friends and family?
5. Is there anything else you’d like to comment on (good or bad) about the experience?

I realize you’re busy, and I wouldn’t ask for your time unless I sincerely depended on your opinion 
to grow.  A quick email with your thoughts to [youremail@yourdomain.com] would be fantastic.

With gratitude,  
[Signature / closing contact info.]

Remember: 
To customize this letter, use the !le 360review-versionA.doc or 360review-versionA.txt.

Letter: The “360 Degree” Review
Version A: After the Sale
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Dear [MR./MRS./MS. LAST NAME],

ank you for meeting with me regarding the upcoming sale of your home.  I’m glad I had the 
chance to meet you and learn a bit about your goals and your plans for the future.

I’ll admit I was disappointed to learn you had chosen to work with someone else.  I had looked 
forward to partnering with you, and I thought our meeting went well.  

I wondered if I might ask you for a small favor:  Would you mind giving me a little honest 
feedback about our meeting?  

When I’m not chosen as a listing agent, I "nd I can learn a lot from the reasons why a client didn’t 
list with me.  If you’d be willing to complete the following sentence for me, it would be a great 
help:

“I decided to work with a different agent because...?”

If you could email me at [youremail@yourdomain.com] with how you would complete this 
sentence based on our meeting, I would greatly appreciate it.

I understand that sometimes the decision to go with an agent isn’t over a speci"c issue, but rather 
a feeling that one agent is a better personality "t than another.  However, if this isn’t the case, your 
candid opinion would be helpful.

Regardless, it was a pleasure meeting you.  Perhaps I’ll have the good fortune of representing a 
buyer who’s looking for a home just like yours!

With gratitude,  
[Signature / closing contact info.]

Remember: 
To customize this letter, use the !le 360review-versionB.doc or 360review-versionB.txt.

Letter: The “360 Degree” Review
Version B: No Listing (feedback for when you do not win the listing)
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