REAL ESTATE AGENT BUYER INQUIRY SUPPORT CHECKLIST 2026
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--- INITIAL INQUIRY RECEPTION & LOGGING ---
[ ] Inquiry Date
[ ] Inquiry Time
[ ] Lead Name
[ ] Contact Information (Email/Phone)
[ ] Lead Source (Website Contact Form, Zillow/Real Estate Portal, Social Media Advertisement, Referral, Walk-in/Phone Call)
[ ] Initial Inquiry Notes
[ ] Screenshot of Original Inquiry/Email

--- LEAD QUALIFICATION & DISCOVERY ---
[ ] Buyer Name
[ ] Maximum Budget Range
[ ] Preferred Property Type (Single Family Home, Condo/Apartment, Townhouse, Multi-family, Land/Lot)
[ ] Must-Have Features (Number of Bedrooms, Number of Bathrooms, Garage/Parking, Swimming Pool, Backyard/Garden, Finished Basement)
[ ] Specific Area or Neighborhood Requirements
[ ] Desired Move-in Date

--- CLIENT PROFILE & PREFERENCE DOCUMENTATION ---
[ ] Primary Buyer Name
[ ] Maximum Budget Limit
[ ] Preferred Property Types (Single Family Home, Condo/Apartment, Townhouse, Multi-family, Land/Acreage)
[ ] Essential Features (Swimming Pool, Home Office, Garage, Gated Community, Finished Basement)
[ ] Specific Lifestyle Requirements
[ ] Target Move-in Date
[ ] Preferred Neighborhoods/Zip Codes
[ ] Pre-Approval Letter

--- AUTOMATED & MANUAL FOLLOW-UP SEQUENCE ---
[ ] Initial Response Method (Email, SMS/Text, Phone Call, WhatsApp)
[ ] First Follow-up Scheduled Date
[ ] Follow-up Tasks Completed (Introduction Email Sent, Market Report Delivered, Property Alerts Enabled, Phone Call Completed)
[ ] Follow-up Summary & Notes
[ ] Days Since Last Contact

--- PROPERTY MATCH & LISTING DISTRIBUTION ---
[ ] Matching Property Criteria (Price Range, Property Type (Single Family, Condo, etc.), Minimum Bedrooms, Minimum Bathrooms, Specific Neighborhoods)
[ ] Matching Listing ID/MLS Number
[ ] Date Listing Sent to Buyer
[ ] Delivery Method (Email, SMS/Text Message, In-Person Presentation, Client Portal Update)
[ ] Personalized Property Notes
[ ] Property Feature Sheet / PDF

--- VIEWING & SHOWING COORDINATION ---
[ ] Scheduled Showing Date
[ ] Scheduled Showing Time
[ ] Property Address for Showing
[ ] Attendees Present (Buyer, Co-Buyer/Spouse, Real Estate Agent, Mortgage Broker)
[ ] Showing Type (In-Person Tour, Virtual Video Tour, Drive-by Inspection)
[ ] Post-Showing Buyer Feedback
[ ] Property Disclosure Documents

--- FEEDBACK LOOP & OBJECTION HANDLING ---
[ ] Date of Property Viewing
[ ] Primary Objection Type (Price/Budget, Location/Neighborhood, Property Condition, Layout/Floor Plan, School District)
[ ] Detailed Client Feedback Notes
[ ] Features Requiring Modification (Kitchen/Appliances, Outdoor Space, Bedroom Count, Square Footage)
[ ] Next Action Plan
[ ] Agent Verification

--- NURTURE & LONG-TERM ENGAGEMENT ---
[ ] Lead Nurture Frequency (Daily, Weekly, Bi-Weekly, Monthly)
[ ] Content Delivery Channels (Email Newsletter, SMS/Text Updates, Phone Call, Direct Mail/Postcards, Social Media Retargeting)
[ ] Next Follow-up Topic
[ ] Next Scheduled Engagement Date
[ ] Client Interest Notes

--- CRM UPDATE & LEAD STATUS TRANSITION ---
[ ] Updated Lead Status (New Inquiry, Contacted/Attempted, Qualified/Active Buyer, Nurturing/Long-term, Not Interested/Closed)
[ ] Last Contact Date
[ ] Interaction Summary
[ ] Next Steps Required (Schedule Showing, Send Pre-approval Check, Send New Listings, Follow up in 30 days)
[ ] Updated Pre-Approval Letter

--- END OF TEMPLATE ---
Transform this text into a digital, automated, and trackable mobile app!
Visit: https://checklistguro.com/templates/support-management/real-estate-agent-buyer-inquiry-support-checklist-2026
(Click "Install Template" to launch your digital inspection tool immediately)
