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e x p e r t
l i s t i n g
p r e p

s e l l i n g
m a d e
e a s y

l e a d i n g

m a r k e t i n g

s t r a t e g i e s



Congratulations
Sel l ing a home in today’s local  market

can be chal lenging;  Team Hilbert

understands that.  What ’s the dif ference

between sel l ing your home or fai l ing to

do so? THE DETAILS!  

With over 35+ years of real  estate

experience and our proven sales

approach, we use effect ive marketing

campaigns and uti l ize our extensive

network to get the job done r ight.   

Let 's just say,  you' l l  want to be on Team

Hilbert 's s ide of the table during

negotiat ions!

W e ' d  l i k e
t o  b e  t h e
f i r s t  t o

s a y . . .

T I F F A N Y  H I L B E R T

2000 SOUTH WINTON ROAD SUITE 201 ROCHESTER, NY 14618 

TEAMHILBERT.COM

Licensed Real Estate Sales Person

585.729.0583
TiffanyHilbert@KW.com

Sold I S  O U R
B A T T L E  C R Y .



CHUCK HILBERT TIFFANY HILBERT
Operating Principal of Keller

Williams Realty GR
c. 585-732-6181

chuckhilbert@KW.com

Team Leader
Licensed Real Estate

Salesperson
c. 585-729-0583

tiffanyhilbert@KW.com

m e e t  t h e  t e a m
Led by Chuck and Tiffany Hilbert, the team has over 35 years of real estate experience in the greater

Rochester, NY area.   

Hometown expertise while achieving Greater Rochester's Platinum Sales Master Level year after year. 
Tiffany & Chuck Hilbert are both Rochester natives & graduates of St. Bonaventure University.

Chuck serves as the owner and operator of 5 Keller Williams market centers in the Rochester Market, Brighton, Gates,
Canandaigua, Penn Yan, and Geneseo.  In 2021 Chuck had the pleasure of acquiring the Buffalo KW market centers and

adding 350+ agents to our local KW family.  Tiffany took over the reigns of the team in 2017 and has propelled 
Team Hilbert to one of the Top 5 teams in the greater Rochester area.  Together they have helped build Keller Williams

into one of the largest and fastest growing real estate franchises in the world.

Started Real Estate 
career after graduation
from Bonaventure University

Started  Real Estate
rental company in 1989

Opened KW in Rochester
with 26 agents

Has grown Team Hilbert 
from 4 members to 14 and 
counting! 

Top 10 Agent
awards 

Grew Rochester 
agents to over 650

Co-acquired KW Buffalo  
with over 350 agents
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2009
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c h a n c e s  a r e . . . y o u ' v e  s e e n  
 o u r  l i s t i n g s

i n  y o u r
n e i g h b o r h o o d

T h e  T e a m  H i l b e r t Difference

GETTING YOU TOP DOLLAR for your home is our

#1 priority.  At Team Hilbert, we don't believe in

lip service. 

We will never overprice your listing just to get

the contract.  Instead, we use top tear marketing

strategies, the latest technology, and our

'Rochester Rolodex', to find you the perfect deal! 

NOT YOUR AVERAGE....AGENTS.
We're marketing geeks!  Pile on the pretty, get
you noticed, multiple offers, kind of marketing..  
We won't bore you with the tech-y particulars,
but we know PIXELS.  That means we get you in
front of the local audience looking for your
property. 

 Ask yourself, if their marketing looks average,
how will they make you stand out?

WE KNOW ROCHESTER
One of the best ways to ensure your
agents gets you the most for your house,
is to be an EXPERT in your
neighborhood.  A horse farm in Webster,
you say?  We know where the
equestrians hang out.  A ranch in
Greece?  First time home buyer coming
up!  To sell real estate, you need to
know where your niche is..  
And we couldn't do it alone! You count
on us, we count on a trusted list of
vendors to make it happen. From
attorneys to home stagers and
contractors..  We know 'em all!



l i s t i n g  p r e p
We are experts in the market and can give suggestions on modifications and
fixes that will increase your home's value.  From property inspection to pre-
sale preparations, we've got you covered.  Our Home Prep Team is ready to
tackle repairs, updates, and more to ready your house for sale.  And the BEST
part?  You don't pay for this service up front... You won't have to set aside
money or time to tackle these projects.  Let us get the Home Prep rolling and
YOU PAY AT CLOSING!

Staging is proven to sell a home for more money and in less time. We'll
guide you through the process with a design consultation by our
professional home staging partners, then really make a transformation!  Sit
back and relax while we maximize your home's potential with emotional
connections created by the stagers to entice your buyers.  Who wouldn't fall
in love with a gorgeous primary bedroom suite straight out of HGTV
magazine?

Professional photography is utilized to highlight your home's greatest
assets.  No more iPhone photos!  We hire the best in the business, and it
shows.  Optimal lighting, no stretched or out of focus photos..  Your buyers
will be 100% more likely to visit the home in person with amazing photos.
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And it doesn't stop there! We use Asteroom 3D tours, overhead drone
footage (when applicable) and/or a virtual tour to really showcase your
home.
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Expert 
WORTH ITS WEIGHT IN GOLD.WORTH ITS WEIGHT IN GOLD.

Last but certainly not least... Our marketing is second to none.  Your listing
will be put right in the hands of your potential buyers.  From online
campaigns, to direct mail marketing, we leave no stone unturned.  Our long
client list is constantly updated with eager buyers from our many agents in
the field.  You have the power of a TEAM behind you! 



h o m e  p r e pDone for You.
w h a t ' s  c o v e r e d ? y o u r  s a n i t y .

• Whole house cleanouts

• Painting

• Carpet removal, carpet cleaning and replacement

• Decluttering

• Cosmetic renovations

• Landscaping

• Electrical updates

• HVAC updates

• Roofing repair

• Minor kitchen & bath improvements

• Water heating & plumbing repair

• Other services upon request

O v e r a l l  p r e l i s t i n g  i n s p e c t i o n  a n d  o v e r s i g h t  o f  p r o p e r t y



Before and After
L I S T E D  $ 7 9 , 9 0 0  

S O L D  $ 1 0 0 K
$ 2 0 K  O V E R  A S K I N G

L I S T E D  $ 1 8 9 , 9 0 0  
S O L D  $ 2 4 6 K

$ 5 6 K  O V E R  A S K I N G



 

Your Listing Will Sell Faster which = Less Headaches and Hassle.  
The New York Village Voice reported that the average number of days an un-staged home is on the market is
30.9 versus 13.9 for a staged home.  Staged homes typically sell for 10% more!

Only 10% of Homebuyers Can Visualize the Potential of a Home  
That’s why staging a home is critical! You don’t want the advantages of your home overlooked and left up 
to the buyer’s imagination.  

 
 

why home staging is our 
Secret Weapon

L e a v i n g  Y o u r  L i s t i n g  “ A S  I S ”  

W i l l  H e l p  S e l l  t h e  C o m p e t i t i o n  

We partner with the BEST in Rochester.

From design consultations, to full home staging.

Before



A 3D virtual tour and interactive
floor plans to put the buyer 

"in" your home.

D R O N E  P H O T O G R A P H Yw e  g o  
a b o v e
a n d  

Overhead video and photos 
give buyers a bird's eye view 

of your spectacular 
home.

Beyond



m a r k e t i n g  t h a t

- O N L I N E -
Your listing is syndicated

within 36 hours to over 350

websites for exposure to all

potential buyers locally,

nationally, and

internationally.

- S O C I A L  M E D I A -
Marketing 

implemented 

on Facebook, 

Twitter, Instagram,

YouTube, & LinkedIn.

We're marketing geeks! Pile on the pretty, get you noticed, multiple offers, kind of marketing.. 

We won't bore you with the tech-y particulars, but we know PIXELS. That means we get you in

front of the local audience looking for your property. 

 

Ask yourself, if their marketing looks average, how will they make you stand out?

- D A T A B A S E -
We prospect & reverse

prospect to our extensive

network of agents & buyers

searching our local

websites.

- L O C A L -
The power of 5 local KW

offices offering over 650

agents... Keller Williams

Realty agents working in

tandem to represent & sell

properties. We send your

property's details directly to

hundreds of agents in the

area to connect & spread

the word.

Makes an Impact

- W E B S I T E -
Your property will be live

on our award winning KW

website and listed on the

premier house hunting

sites, within minutes of

going live.  Buyers have

instant access to team

member through our chat

box.  Appointments for

showings start rolling in

pretty fast!

- I N T E R N A T I O N A L -
With more than 170,000

real estate agents

worldwide, operating in

more than 780 market

centers across the globe,

we are the largest real

estate franchise by agent

count in the world!



In the heart of the village! Walk to your favorite restaurants, pubs, shops & canal! Enjoy summer

breezes on the front porch! You will be amazed upon entering this charming Victorian; hardwood

floors throughout and natural gum wood trim! Gracious living room w/ gas fireplace & seating

alcove. Formal dining room w/ side porch. 1st floor office! 1st floor laundry room doubles as flex

space. Chef friendly kitchen with Corian counter tops, tile back splash!

Presented By
TIFFANY HILBERT
585.729.0583

I n  L i v i n g  C o l o r
Full color flyers
From Broker's Opens to
Open Houses
Professional photography
QR codes linked to property website

1 5 0 0  s q
3  b e d
2  b a t h

WELCOMEWELCOMEhome 



n u m b e r s
t e l l  o u r
s t o r y

Our reputation for integrity, unparalleled

expertise and stellar results make us an

indispensable resource in Rochester NY. We

want to transform the industry through positive

change, innovation that redefines the quality

and consistency of service that is expected

from a real estate professional. To grow with,

give back to, and act as leaders within our

growing communities!

o u r  v i s i o n  s t a t e m e n t  i s
h o w  w e  g e t  t h e r e .

5 star5 star5 star   
ratings acrossratings acrossratings across
the board.the board.the board.

S O L D  i n
2 0 2 3

  $70m$70m$70m

297297297 F A M I L I E S
H E L P E D
I N  2 0 2 3

35+35+35+

ThousandsThousandsThousands

y e a r s  i n
b u s i n e s s
a n d
c o u n t i n g !

t o t a l  c l i e n t s
s e r v e d

i n  

T O P  
T e a m
i n  R o c h e s t e r .

444



Your incredible home deserves elite-level service.
Allow us to raise the bar with:

UNMATCHED KNOWLEDGE 

We stay ahead of trends, tools and

advancements in the real estate

industry to maximize your home's

selling potential. Selling a luxury

home requires specialized skills

and we're on top of it.

POWERFUL TECHNOLOGY &
MARKETING 

Our leading-edge technology
solutions accelerate efficiency and

productivity, including every tool to
help connect buyers and sellers as

quickly as possible. The process will
be smoother and faster.

INTEGRITY IN EVERY
INTERACTION

Keller Williams Realty and KW
Luxury International were

founded on the principles of
trust and honesty, emphasizing
that no transaction is worth our
reputation and always putting

the customers' needs first.

TRACK RECORD OF SUCCESS

We have a proven track record of

delivering unparalleled service to

our clients. Experience matters

and we have results on our side

to bring the best for you and your

sale.





our vendor
partners
Looking for someone special? A trusted contractor to complete a few projects perhaps? Maybe

a responsive attorney to answer important legal questions about selling your house?

We have those...

We've cultivated a local list of experts to help you with every aspect of selling your home. When

you work with Team Hilbert, you benefit from our years of experience and those relationships. 



Just another PERK of working with Team Hilbert!

We don't believe in 'once the deal is done.'

We cherish every opportunity to hang out with our Home Squad clients.

It also increases our buyer pool!  We're constantly in front of potential buyers that have
already worked with Team Hilbert.

       So JOIN THE PARTY! 

https://www.facebook.com/groups/teamhilbert 

m o r e  t h a n  j u s t
r e a l  e s t a t e  

J o i n  T h e  P a r t y  O n  F a c e b o o k

We're a good time...

We're hanging out, having a good time, talking a little ROC real estate but mostly
giving away cool stuff..



Ask me anything!

"Getting the most from your investment comes down to one very important detail.  
Negotiating.  We are a team of trained specialists when it comes to closing the deal.  I have
the pleasure of representing our sellers and speak the language extensively.  I teach many
classes in our local area to other agents so they can learn the tips and tricks of the trade."

Let's talk 
Real Estate...

" I n  l i f e ,  y o u  d o n ' t  g e t  w h a t  y o u  d e s e r v e .
Y o u  g e t  w h a t  y o u  n e g o t i a t e . "

Listing Price to Sale Price Ratios 

Absorption Rates

Days on Market Statistics

Listing Location Niche Stats

Purchase Offer Interpretation

Pre possession - Post possession

Understanding Financing Strength

Appraisal Gaps

Delayed Showings and Negotiations

Escalation Clauses Tiffany Hilbert

Pre-approval vs Prequalified



n o w  l e t ' s  
y o u r
t r a n s a c t i o n . .

Bullet  Proof

Financing...
Solid pre approval is key - local lender is preferred

Contingent on sale and transfer - can cause a domino effect but in a shifting market see more contingent offers

Seller concessions become more prevalent as buyers have less cash on hand

Misc Contingencies...
These could include estate sales, clouded title, relocation, short sale, third party approval

Taking back up offers is suggested 

Know who the point person is in the transaction

Attorneys...
A real estate specialized attorney is vital

The attorney and bank controls the speed of the transaction - best to have a team approach so everyone is working in sync

Just because a family friend is an attorney does not mean they are wisest choice

Co - Op Agents...
Communication, skill and experience speak loudly 

Control the transaction and process assures a smooth finish

Deadlines...
Real Estate transactions are delicate and deadline driven

Post or pre possession discussions

Closing timelines 

Bank and attorney approvals, surveys, appraisal completions, lending timeline

Communication...
Setting clear expectations before the property goes live

Keep open line of communication ensures that all parties are up to speed with the process



Empathy
Understanding & Caring

Authenticity

Competency
Knowledge

Skills
Experience

Transparency
Honesty
Clarity

Openness
Communication

Dependability
Promises Kept &
Expectations Met

Maintain
Confidentiality

Team Hilbert’s 
Circle Of Trust

We Work For You
Whatever you need.  Everything you deserve.



What exactly do we do? WE GO THE EXTRA MILE TO DESERVE
YOUR REFERRAL,  RATINGS AND RAVE

REVIEWS!

PRE LISTING ACTIVITIES. . .  

Send out   Sel ler  Intake Quest ionnaire  and review appointment  quest ions .
Research al l  comparable current ly  l i s ted propert ies .
Research sales  act iv i ty  for  the past  90 to 180 Days f rom MLS and publ ic  databases .
Prepare Market  Absorpt ion to determine i f  the home is  in  a  for  buyer ,  sel ler ,  or  neutral  market .
Research the "Average Days on the Market"  for  propert ies  s imi lar  in  type,  pr ice ,  and locat ion .
Download and review property  tax rol l  informat ion .
Prepare a  "Comparable Market  Analys is"  (CMA)  to  establ ish market  value .
Obtain a  copy of  the survey i f  avai lable .
Research the property 's  ownership and deed type .
Research the property 's  publ ic  record informat ion for  lot  s ize  and dimensions .
Research the property 's  land use coding and deed restr ict ions along with the property 's  current  use and zoning.
Ver i fy  property  tax payments  and balances that  may be due.
Ver i fy  the legal  names of  owner(s )  in  the county 's  publ ic  property  records .
Perform an exter ior  "curb appeal  assessment"  of  the subject  property
Conf i rm current  publ ic  schools  and explain thei r  impact  on market  value .

LISTING APPOINTMENT PRESENTATION . . .

First  and foremost  we have a  deep discuss ion with the sel ler  to  understand their  needs to  
     ta i lor  the absolute BEST exper ience .  

Give the sel ler  an overview of  current  market  condit ions and project ions .
Review agent  and company credent ials  and accompl ishments .
Present  the company's  prof i le  and posi t ion or  "n iche"  in  the marketplace .
Present  CMA results ,  including Act ive L ist ings ,  Pending,  Sold and Closed as  wel l  as  Expired .  
Discuss  needed repairs/ improvements  and ver i fy  i f  the use of  the Home Prep Team is  avai lable .
Offer  a  profess ional  pr ic ing st rategy based on interpretat ion of  current  market  condit ions .
Discuss  goals  to  market  ef fect ively .
I f  a  recent  appraisal  has  been completed on the property  review the f indings .  
Explain the market  power and benef i ts  of  the mult iple  l is t ing serv ice .
Explain the work the broker  and agent  do "behind the scenes"  and the agent 's  avai labi l i ty  on weekends and evenings .
Explain the importance of  working with a  team for  cont inuous coverage.
Explain the agent 's  role  in  screening qual i f ied buyers  to  protect  against  cur ios i ty  seekers .
Present  and discuss  the st rategic  master  market ing plan .
Explain di f ferent  agency relat ionships  with the sel ler .
Review al l  contracts ,  c lauses ,  and addendums,  including Lead,  PCD (Property  Condit ion Disclosure) ,  agency ,  and Franchise
addendums.
Explain the role  of  Delayed Negot iat ions and market ing a  property  with them.
Explain "Escalat ion Clauses"  and "Appraisal  Gap"  opt ions and addendums.
Discuss  Commiss ion and levels  of  avai lable  serv ices .
Discuss  the role  and importance of  a  Buyers  Agent  represent ing a  potent ia l  buyer .
Obtain current  mortgage loan(s )  informat ion and any balances that  are  owed,  including Home Equity  Loan balances .
Prepare a  sel ler  Net  Sheet  and discuss  Net  Prof i t  based on di f ferent  sale  pr ice scenar ios .
Conf i rm the lot  s ize  v ia  the owner 's  copy of  the cert i f ied survey ,  i f  avai lable .  Note any and al l  unrecorded property  l ines ,
agreements ,  easements .
I f  sel lers  are  relocat ing out  of  town we research a  TOP KW agent  at  thei r  dest inat ion .
Obtain and review house plans ,  i f  appl icable and avai lable .  Ver i fy  square footage based on tax records and what  the
sel ler  bel ieves to  be the square footage.
Explain how Showing Time works  and how to conf i rm appointments  that  the agent  makes to  v iew the home.
Prepare showing instruct ions for  buyers '  agents  and agree on showing t ime with the sel ler .



Review results  of  the Curb and Decor  Appeal  Assessment and suggest  changes to  shorten t ime on the market .  
Discuss  the potent ia l  increase in  the F inal  Sale  Pr ice f rom invest ing in  INTERIOR HOME STAGING,  whether  occupied
or  vacant .
I f  the home is  occupied,  d iscuss  the opportunity  of  a  home staging "st rategy map"  and how i t  may be useful .
Discuss  poss ible  buyer  f inancing al ternat ives  and opt ions with the sel ler .
Ident i fy  Homeowner Associat ion Management and ask for  a  copy of  the Bylaws i f  appl icable .
Ver i fy  Homeowner Associat ion fees  and what  is  covered in  them.  Also ,  invest igate i f  there are  any special
assessments  that  may be projected in  the future to  share with a  potent ia l  buyer .
Order  a  copy of  Homeowner Associat ion bylaws,  i f  appl icable .
Discuss  the di f ference between Assessed Value ,  Appraised Value ,  and Market  Value .
Determine and calculate average ut i l i ty  usage f rom the last  12 months of  b i l ls .
Research and ver i fy  that  the home is  on e i ther  sewer  or  a  sept ic  system between Real ist  and County records .
Explain that  i f  the home is  on a  sept ic  system and being f inanced,  most  l ikely ,  a  lender  wi l l  want  a  sept ic  inspect ion
done.  This  may be at  the buyer 's  or  sel ler 's  expense based on how the purchase of fer  is  wr i t ten .
I f  the home is  on a  wel l  system,  provide the status  of  the system,  type,  depth ,  and output  f rom the most  recent  Wel l
Report .
Ver i fy  the secur i ty  system,  term of  serv ice ,  and whether  i t ' s  owned or  leased.
Explain how a Home Warranty  may benef i t  the sel ler  based on the age of  major  mechanics  in  the home and how i t  i s
t ransferable to  the new buyer .  Ass ist  sel lers  with the complet ion and submiss ion of  the Homeowner Warranty
appl icat ion .  When received,  place the Homeowner Warranty  in  the property  f i le  for  conveyance at  the t ime of  sale .
Discuss  the poss ibi l i ty  of  having a  Home Inspect ion done pr ior  to  l is t ing the home and making the report  avai lable  to
prospect ive buyers  – may al leviate  certa in doubts  or  concerns about  the home.
Discuss  the age of  the roof  and the importance of  having any maintenance records that  perta in to  i t .
I f  the home has a  f i replace ,  d iscuss  the poss ibi l i ty  of  having a  f i replace inspect ion and c leaning done pr ior  to  l is t ing
the home.
Discuss  the poss ibi l i ty  of  having the home's  HVAC system cleaned and inspected pr ior  to  l is t ing the home and
present ing receipts  of  completed serv ice to  prospect ive buyers .
I f  the property  is  vacant  and the sel ler  l ives  out  of  town,  explain how the team wil l  manage and oversee the property
unt i l  i t  c loses .

PREPPING FOR LISTING TO GO LIVE. . .  

Schedule Home Prep Team Repairs  i f  needed.
Schedule Staging Instal lat ion i f  appl icable .  
Prepare a  detai led l is t  of  property  amenit ies  and assess  market  impact .
Prepare a  detai led l is t  of  the property 's  " Inclus ions & Conveyances with Sale . "
Complete a  l is t  of  completed repairs ,  updates ,  and remodels  to  the home with dates  and total  cost  of  i tems.
I f  i t  i s  a  mult i - family  property ,  obtain al l  proper  documentat ion to include copies  of  a l l  leases ,  tenant  contact
informat ion,  etc .
Create a  text  st r ing between owners  /  tenants  and the l is t ing agent  to  keep them updated with showing requests  and
whether  i t  wi l l  be group showings or  indiv idual  showings .
Ver i fy  a l l  rents  and deposi ts .
Have an extra  key made for  the lockbox.
Order  profess ional  photos to  be taken by the team's  profess ional  ful l - t ime real  estate photographer .
Order  overhead drone and 360 home tour  when appl icable .
Instal l  the needed lockbox at  the property .   Program with agreed upon showing schedule t imes .
Arrange for  yard s ign instal lat ion .
Discuss  with the sel ler  the importance and advantage of  holding an open house .   
Load the l is t ing t ime into Team Hi lbert 's  t ransact ion management software .

ENTERING PROPERTY INTO MLS DATABASE. . .  

Prepare MLS Prof i le  Sheet–agent  is  responsible  for  "qual i ty  control "  and accuracy of  l i s t ing data .
Enter  property  data f rom the Prof i le  Sheet  into the MLS l is t ing database .
Proofread the MLS database l is t ing for  accuracy ,  including property  placement in  mapping funct ion .
Add the property  to  the company's  Act ive L ist ings .
Refer  sel lers  to  one of  the best  agents  at  thei r  dest inat ion,  i f  appl icable .
Provide the sel ler  with s igned copies  of  the L ist ing Agreement and MLS Prof i le  Data Form within 24 hours .



MARKETING THE PROPERTY. . .  

Reverse prospect  to  al l  cooperat ive agents  that  have l is t ing alerts  set  up in  MLS – emai l  them the new l is t ing .
Emai l  the new l is t ing to the ent i re  database and pr ior i t ize  those buyers  in  part icular  that  the property  may be a  good
f i t  for .
Create Internet  ads with the sel ler 's  input .
Market  on al l  social  media plat forms to include Team Hi lbert  Instagram,  Facebook,  Youtube Channel ,  Google and
Team Hi lbert  websi te .
Contact  potent ia l  buyers  f rom Team Hi lberts  Heatmap with informat ion about  the property .
Coordinate showings with owners ,  tenants ,  and other  agents .  Return al l  cal ls–weekends included.
Review comparable MLS l is t ings regular ly  to  ensure the property  remains compet i t ive in  pr ice ,  terms,  condit ions ,  and
avai labi l i ty .
Prepare a  property  market ing brochure for  the sel ler 's  review -  d ig i tal ly  avai lable  to  buyers .   Pr inted brochures  are
avai lable when appl icable .
L ist ing agent  to  receive al l  incoming prospect ive cal ls  on the property .
L ist  the property  on over  350 indiv idual  3rd party  websi tes  – property  is  added to the IDX through the MLS al lowing
the syndicat ion of  1000 other  websi tes  of  agents .
I f  the property  fa l ls  within the KW Luxury pr ice parameters ,  the property  wi l l  be uploaded to the KWLuxury .com
website ,  which is  a  nat ional  websi te .
L ist  the property  on the pr ivate Roc Real  Estate Facebook group of  over  1500 local  agents  so they may see the
property  before thei r  c l ients  do .
Plan and coordinate the open house schedule with the sel ler  and provide open house feedback .
When appl icable ,  conduct  a  “ twi l ight  open house”  to  get  a  jump start  on market ing the home before the weekend
arr ives .
When appl icable ,  schedule and coordinate a  “v i r tual”  or  “ in  person”  broker  open of  the property  and include af f i l iate
mortgage partners  to  partake .
Convey pr ice changes promptly  to  al l  Internet  groups .
Discuss  feedback f rom showing agents  with the sel ler  to  determine i f  changes wi l l  accelerate the sale .  Suggest  any
modif icat ions based on feedback with the sel ler .
Place regular  weekly  update cal ls  to  sel lers  to  d iscuss  market ing and pr ic ing .
Promptly  enter  pr ice changes in  MLS l is t ings database i f  pr ice adjustment  is  needed.  

THE OFFER AND THE CONTRACT. . .  

Receive and review al l  Offer  to  Purchase contracts  submitted by buyers  or  buyers '  agents .
Conf i rm the buyer  is  pre-qual i f ied by a  pre-qual i f icat ion/pre-approval  let ter  or  proof  of  cash f inancing .
Contact  buyers '  agents  to  review the buyer 's  qual i f icat ions and discuss  the of fer .
Create an of fer  spreadsheet  i f  more than 4 of fers  are  received to keep them organized and easy to  discuss  with the
sel ler .
Evaluate of fer (s )  and prepare a  "net  sheet"  on the top 3 of fers  for  the owner  to  compare .
Counsel  the sel ler  on of fers .  Explain the mer i ts  and weaknesses of  each component  of  each of fer .
Negot iate  al l  of fers  on the sel ler 's  behalf ,  sett ing a  t ime l imit  for  loan approval  and c los ing date .
Prepare and convey any counteroffers ,  acceptance,  or  amendments  to  the buyer 's  agent .
Emai l  accepted contracts  and al l  addendums to al l  at torneys .
Emai l  accepted contracts  and al l  addendums to the lender .
Record and promptly  deposi t  the buyer 's  money into the escrow account .
Enter  the contract  into Team Hi lbert 's  Transact ion Coordinat ion system for  t racking f rom contract  to  c lose .
Del iver  copies  of  ful ly  s igned Offer  to  Purchase contracts  to  sel lers .
Propert ies  status  is  changed to “C”  Cont inue to show whi le  the property  contract  is  being reviewed by attorneys .
Advise the sel ler  in  handl ing addit ional  of fers  to  purchase submitted between contract  acceptance and attorney
approval  per iod .   
Explain what  a  back up of fer  means and how i t  could be used.
I f  the accepted of fer  is  cont ingent  on the sale  and t ransfer  of  the buyers  property  explain how a Bump Clause could
come into af fect .  
Ass ist  sel ler  in  secur ing a  moving company i f  requested .   We have t rusted af f i l iates  avai lable  to  solve every  issues
within the home sel l ing process .  



HOME INSPECTION. . .  

Coordinate the buyer 's  profess ional  engineer  home inspect ion with the sel ler  i f  appl icable .
Order  a  sept ic  /  wel l  inspect ion i f  requested . . . rev iew the sept ic  system /  wel l  f low test  reports  and assess  any impact
on the sale .
I f  a  radon test  is  requested and ordered,  schedule the radon test  to  be placed.  Report  f indings and educate the sel ler
on opt ions .  Once something is  found,  i t  must  be disc losed moving forward .   I f  remediat ion is  suggested ass ist  sel ler
in  the process .
Review the home inspector 's  report ;  advise on repairs  and disclosure of  repairs  to  buyer .  
Enter  the complet ion into the t ransact ion management t racking software program.
Ensure the sel ler 's  compl iance with the home inspect ion c lause requirements .
Ass ist  the sel ler  with ident i fy ing and negot iat ing with t rustworthy contractors  for  required repairs .
Negot iate  payment and oversee the complet ion of  a l l  required repairs  on the sel ler 's  behalf ,  i f  needed.

TRACKING THE LOAN PROCESS. . .  

Fol low the loan process ing through to the underwri ter .
Add the lender  and other  vendors  to  the t ransact ion management program so agents ,  buyers ,  and sel lers  can t rack
the progress  of  the sale .
Contact  the lender  weekly  to  ensure process ing is  on t rack .
Relay the f inal  approval  of  the buyer 's  loan appl icat ion to the sel ler .
Stay in  touch with sel lers  attorney for  weekly  updates  and convey to sel ler  to  keep them in the communicat ion loop.

THE APPRAISAL. . .

Schedule the appraisal  with sel ler  and banks request .   I f  a  cash t ransact ion an appraisal  is  not  necessary  unless
wri t ten into purchase of fer  and accepted by sel ler .
Provide comparable sales  used in  market  pr ic ing to the appraiser  i f  appl icable .
Fol low up on the appraisal  to  make sure value sat is f ies  purchase of fer .
Enter  the complet ion into the t ransact ion management program.
Ass ist  the sel ler  in  quest ioning the appraisal  report  i f  i t  comes in  under  purchase pr ice .  
I f  i t  i s  a  convent ional  loan,  a  new appraisal  may be ordered at  the sel ler 's  request  and cost .  I f  i t  i s  an FHA loan,  the
appraisal  that  is  conducted in i t ia l ly  stays  with the property  for  6  months .  Read and assess  the appraisal  report  and
ass ist  the sel ler  with needed repairs  i f  any are c i ted .  I f  there is  an appraisal  gap between the purchase pr ice and the
appraised value ,  explain what  that  gap means in  the f inal  purchase pr ice .

CLOSING PREPARATIONS AND DUTIES. . .  

Make sure al l  necessary  contracts  and addendums have been completed by al l  part ies .
Make sure the sel ler  has  been not i f ied and is  aware to  not  turn of f  ut i l i t ies  pr ior  to  c los ing .
Make sure the sel ler  has  scheduled an appropr iate  t ime to s ign documents  with attorneys .  The sel ler  need not  be
present  at  c los ing .
Conf i rm the c los ing date and t ime.
Work with the buyer 's  agent  in  schedul ing and conduct ing the buyer 's  f inal  walkthrough pr ior  to  c los ing .
I f  any issues ar ise  f rom the f inal  walkthrough,  those i tems must  be negot iated with the sel ler ,  buyer ,  and attorneys
to c lose the property .
Request  a  copy of  c los ing documents  f rom the c los ing agent .
Provide a  "Home Owners  Warranty"  for  avai labi l i ty  at  c los ing i f  appl icable .
Coordinate c los ing with the sel ler 's  next  purchase ,  resolv ing t iming issues .
Ensure a  "no surpr ises"  c los ing so that  the sel ler  receives  net  proceeds as  quickly  as  poss ible  – general ly  once the
property  has  been recorded.
Coordinate key t ransfer  to  new owners .
Change MLS status  to  Sold .  Enter  sale  date ,  pr ice ,  sel l ing broker  and agent 's  ID numbers ,  etc .
Close out  the l is t ing in  the t ransact ion management program.
Send survey and review requests  to  the sel ler  to  cont inue to provide stel lar  serv ice .
Fol low up after  c los ing .
Set  the sel ler  up on a  monthly  neighborhood property  watch for  thei r  new home and monthly  updates  on how the
home’s  value may change with the market .  
Add c l ient  to  our  c l ient  appreciat ion event  schedule .
Respond to any fol low-up cal ls  and provide any addit ional  informat ion required f rom off ice  f i les .



WHY WOULD A SELLER WANT A BUYER TO HAVE REPRESENTATION BY
A PROFESSIONAL REAL ESTATE AGENT?

First and foremost, it is crucial for buyers to understand that in our competitive market, having

adequate representation is essential for maximizing their chances of success. Buyers rely on their

agents for guidance throughout the entire process, serving as intermediaries to facilitate

agreements and ensure a smooth transaction. All licensed real estate agents adhere to the highest

standards set by our Code of Ethics and The Department of New York State, prioritizing their

clients' best interests as fiduciaries.

A BUYER’S AGENT PLAYS SEVERAL CRITICAL ROLES IN THE TRANSACTION

The agent safeguards the seller's home during showings and ensuring that potential buyers
are financially qualified.

They present pre-qualification documentation upon request to minimize unnecessary foot
traffic in the seller's home.

They ensure that the buyer has exclusive representation to avoid conflicts of interest.

A buyers agent verifies the buyer's financial readiness for down payment and closing costs
before beginning the home search.

They monitor the buyer's creditworthiness throughout the transaction process.

An agent will provide valuable feedback to the listing agent and seller regarding the
condition of the home and listing price adjustments.

They match qualified buyers with homes that meet their needs, reducing non-serious
inquiries and optimizing showings.

A buyers agent advises a buyer on market fluctuations and trends to craft competitive offers.

They complete all necessary documentation, contracts, and addendums for purchase offers.

A buyer's agent shapes the narrative surrounding the home buying journey for their client,
fostering a relationship built on trust. In contrast, a listing agent lacks control over this
conversation













Notes



Off ice  locat ion :  
Kel ler  Wi l l iams Real ty  GR
2000 S  Winton Rd
Rochester ,  NY 14618

Off ice
585.362 .8901
Cel l
585 .729 .0583

Emai l  T i f fany :
t i f fanyhi lbert@kw.com

Contact 

OUR PROMISE TO YOU
AS OUR SELLER

We owe 100% of  our  dedicat ion
and loyal ty  to  you ,  the  home
sel ler .

Our  job is  to  get  YOU the most
money and least  hass le  as
poss ible .

We of fer  extens ive  knowledge of
the real  estate  market ,  t rends ,
homes on the market  and proper
home values .

We have access  to  EVERY home
on the Mult ip le  L is t ing Serv ice .
Many homes are  l i s ted by  agents
in  other  companies  – NOT ALL
l is t ings  show up on popular  real
estate  s i tes  l ike  Trul ia ,  Z i l low
and Real tor .com.  We have access
to  ALL homes for  sa le  at  any
t ime with  updated informat ion .
This  means the most  informed
decis ions  on pr ic ing .

Ef fect ive  negot iat ing sk i l l s
and contract  knowledge .  We
thoroughly  understand a l l
the complexi t ies  of  a  Buy-
Sel l  Contract ,  and are  able
to  expla in  and walk  through
the ent i re  contract ,
d isc losures  and any counter
of fers  to  you .

We provide ass is tance and
guidance with  f inding
competent  lenders ,  home
inspectors ,  insurance
recommendat ions ,  home
warrant ies ,  repai rs  etc . . .

We are  knowledgeable  and
profess ional  REALTORS®.

We are  a  dedicated real
estate  team and are
committed a l l ies  to
negot iate  on your  behal f .

TeamHilbert.com


