Agent Training – March 6th, 2022
7:00pm via ZOOM
https://sanjac.zoom.us/j/5974192401

7:00pm

Yesenia Iniesta
(832) 660-6857 cell/text
yiniesta1@gmail.com
hablo español!

Liliana Garcia
(832) 385-7382 cell/text
lilianag1024@gmail.com
hablo español!

7:04pm

•

•
•

•

Dotloop is FREE to you as a member of HAR, but when you set up your FREE
account you have to go through the HAR website first, otherwise if you go directly
to Dotloop.com it will think you are just an agent wanting to open a new
subscription (pay) account. If you registered correctly there is no limit to how many
loops/folders you can have
You must create a new Loop/Folder for each transaction/property. If you have 2
separate transactions with the same address (purchase/sale or purchase/lease)
you must create 2 separate Loops/Folders
You must add me to each Loop/Folder and then you have to SHARE each file with
me. If you don’t do that, I won’t be able to see the files
Your Loop/Folder should have all of the contracts/forms/addenda and checklists
uploaded into it. If we ever get audited or someone tries to sue us, your files are
our proof of what we did (or did not do). Be thorough and upload and complete
every file. Don’t leave out documents and make sure they are completely filled out

7:06pm

After logging in to MATRIX click on TRANSACTIONS
and choose Dotloop in the dropdown menu

7:07pm

7:08pm

Make sure your Dotloop looks like this

7:09pm
If you need help filling in a contract, form, addenda or lease please use the SAMPLES provided on the AGENTS
ONLY page on our website. If you have questions, ask me before you send it out to a client for signatures.
Leases are particularly an issue and need to have specific terms, dates, $ amounts and boxes checked

7:14pm

We do offer Property Management Services for clients, however, at this time only Sylvia and myself are
permitted to do Property Management.
If you have a client with a lease home that wants us to manage it, you must have them contact us directly
to discuss the process, costs and requirements. DO NOT tell a client that we will manage their property
without notifying us first and having the client talk to us in advance. Some landlords are not willing to
follow our rules and/or the Texas Property Code and we therefore will not take on their property to
manage. Some homes are in such bad shape that we cannot manage them unless the landlord makes
numerous improvements to the home. If the landlord is not willing to make repairs and comply with the
Texas Property Code, then we cannot accept them as a client
Keep in mind that all LEASE homes must meet certain safety criteria in order to be compliant with the
Texas Property Code. If you are representing a client on a lease, make sure they understand what these
safety features are. Every home that has tenants in it MUST MEET THIS CRITERIA (No Exceptions)

https://youtu.be/MWGQTcB7SAQ WATCH THIS 10 MINUTE VIDEO

7:18pm

Be sure you use TXR 1102 Residential Real Estate Listing Agreement – Exclusive Right to Lease
Remember to include any required disclosures and be sure the 1st month’s rent is a FULL month’s rent
Be sure that the home is in compliance with the Texas Property Code and has the required safety
features (again, watch this https://youtu.be/MWGQTcB7SAQ )
Use MySmartMove.com and PetScreening.com to screen tenants and pets
Be careful not to discriminate against SERVICE ANIMALS but let PetScreening.com determine if they are
legitimate service animals or not. Also, be sure to follow all Fair Housing Guidelines
We require the AGREEMENT BETWEEN BROKERS (TXR 2402) and a W-9 (IRS form) in order to pay agents
from other brokerages their commission. Although the form is not required by TREC it is our way to
ensure if the agent is legally sponsored by a broker and a member of the MLS or not. If you represent a
tenant on a lease, you will be asked for the same documents in order to be paid a commission.
Remember that all commissions on leases must be paid by a Broker and to a Broker. It is not legal for any
agent to be paid directly from another agent or another broker or by a landlord.

7:23pm

If you don’t have your own listing signs yet, here are some examples
from your peers at San Jacinto Properties. If you are going to use the
company signs, be sure you have riders attached to the sign with your
name and phone number

7:25pm

If you have “Borrowed” any of my lockboxes, please return them ASAP. My
lockboxes are for temporary use only until you can purchase your own. The
Supra iBox can be purchased at the HAR store in Clear Lake or at the main
office on Hwy 59 across from Lakewood Church.
Remember that you MUST use Supra iBoxes on all occupied properties. Combination boxes can only be used for vacant
homes that need to allow contractors in the house. Vacant homes that don’t need repairs should use a Supra iBox

NEVER give out the combination to a lockbox
to a buyer. This is a violation of the Code of
Ethics and could cost you your license

7:27pm

I have updated our CDA’s as of March 4th, 2022 with new instructions to the Title Company concerning
checks to the agents. COMMUNICATE with the Title Company. I do not want your checks sent to me.
___________________________ Broker Signature (TREC #469898)
Broker Check should be mailed to: 3222 Somerton Dr., La Porte, TX 77571
If not picked up at closing by the agent, the Agent Check should be mailed to:

When you are about 7 - 10 days away from closing you should go ahead and prepare the CDA and send it to
the Title Company. There is no reason to wait any longer than that. Delaying the CDA can cause problems
with the final calculations on the Closing Disclosure and could actually delay the closing itself. Fill out your
CDA and get it to me well in advance of the closing date ( at least 5 days )

If you are giving a REBATE to a client, it must be shown on the CDA and the Title Company and the lender
both need a copy of the CDA at least 7-10 days in advance. The lender has to approve and rebate to a buyer
and if they were not aware of it until the last minute, t could delay the closing or cause you not to be paid
at closing.

7:28pm
Name of closer at Title Co. & email
Your name and email

Check the box for which client you represent
What is the Dollar Amount of the total commission
Dollar Amount (5% of total) to Broker
If you are giving a REBATE to your client it
must be disclosed here ($ Amount and their
name) and the lender must approve it at least
3 days before closing
You should be attending every closing and picking up your
checks from the title company. If you cannot attend or pick up
your check be sure you have communicated this to the title
company in advance, I do not want your checks mailed to me.

7:29pm

These are the CLOSED transactions I have posted for 2022 so far. If
you have a closed transaction and it is not here, let me know tonight

Thanks for attending tonight’s meeting. This slideshow and all
the other Agent Training Slideshows we have done over the
past 2 years are posted on the AGENTS ONLY webpage for you
to review whenever you need to.

