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Increase Your Income & Reduce Your Vacancy

Your “Tickler File”
Your effort does not end with your prospect walking out the door.  The final stage in the sales process is the follow up.  Follow up is an extremely important step in the process and is crucial to the success of the sales process.  Your follow-up behaviors are a tell-tale sign of your level of professionalism and your approach to your prospect.  Follow up contact illustrates to the prospect you care, allows you to again express the benefits of living within your community and enables you to invite them to visit your community a second time. Research indicates that 25% of those prospects who are called on a follow up actually do lease! You have plenty of information to call that prospect back in.  Here is our process of follow up:

· Contact the prospect by phone before the end of the day.  Find a reason to call back, such as a new piece of information – maybe another unit that you received notice on and will be coming available or that you just wanted to clarify something that the prospect mentioned to you.  If you can’t reach the individual leave a message and be sure to tell them how much you enjoyed meeting with them.

· Within 48 hours of the visit, send out a thank you card with a personal note.  Be sure to reference some bit of information that is important to the prospect.  

· Within 7 days of the visit, contact the prospect by phone again.  Let them know that you are following up and want to answer any questions they have.  If they’ve made their decision to move elsewhere, note where and why on the back of your guest card.  If they have not made their decision, ask when they plan on doing so and again offer to answer any questions they may have.

· Contact them again if any new information develops and at least weekly to make sure they are still interested.  This follow up will pay off in closing.

Use the back of the guest card to track your follow up efforts.  Be courteous and always let the prospect know you are interested.  Try not to be pushy and infringe on the prospect’s privacy. Keep in mind that the VP of Operations will be looking at those cards and will expect lots of notes concerning follow-up.

Set up a “Tickler File” to organize the follow-up process.  This file will allow for an organized, efficient and timely follow-up system.  The following are important tips to keep in mind prior to organizing your system:

· Ensure the follow up takes place promptly.

· Ensure the follow up provides for several contacts with the prospect.

· Ensure the follow up contains a tracking system.

· Ensure the follow up contains options for both phone and written contact with 
the prospect.

To prepare an effective “Tickler System” you will need:

· 1 5x8 index card file box

· 5x8 numbered card separators; 1-31

· 5x8 card separators for every month of the year

· Completed Guest Cards

· 3-blank card separators

To organize an effective “Tickler System” you will need to follow the steps listed below:

Step #1:
Place the 5x8 numbered card separators in front of the box (starting with 1 

ending with 31)

Step #2
Label each of the three blank card separators as follows:

· Appointments for Today

· End of the Tour Day Follow up

· 48 Hour Follow up

Step #3
Place the card separators that you labeled in front of the #1 card separator.

Step #4 
Place the 5x8 monthly card separators behind the numbered separators.

You are now ready to start filing your completed guest cards.  Remember, each guest card will have a place in the “Tickler File”.  However, each guest card will move from separator to separator many times.  Be sure you put the guest cards in on the dates that you should do your follow up with the prospect after you do the initial End of Tour Day and 48 hours follow up.  Each time you make contact, either via phone or mail, move the guest card to the next date that you need to make contact.

Contact Occupancy Solutions for your solution today!  1-800-865-0948

www.occupancysolutions.com
