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Here’s an outline of the complete process for a 
brokerage professional:

1. Prospecting and Lead Generation
Identify Target Market: Determine the type 
of commercial properties (e.g., office, retail, 
industrial, multifamily) and geographical areas 
of focus.

Generate Leads: Use various methods such 
as cold calling, networking, online research, 
referrals, and direct mail 
campaigns to find potential 
sellers and buyers.

Build a Database
Maintain a database of 
potential clients, property 
owners, and investors.
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2. Client Engagement & Relationship Building
Initial Contact: Reach out to potential clients to 
introduce your services and gauge their interest.

Client Qualification: Assess the client’s needs, 
financial capacity, and timeline to ensure they are 
serious and capable.

Relationship Building: Establish trust and 
maintain regular contact with clients through 
meetings, calls, and updates on market 
conditions.
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3. Property Valuation and Listing
Property Analysis: Conduct a thorough analysis 
of the property, including location, condition, 
market trends, and comparable sales.

Valuation: Determine the property’s market value 
using methods like Comparative Market Analysis 
(CMA), income capitalization, or discounted cash 
flow analysis.

Listing Agreement: Secure an exclusive or 
non-exclusive listing agreement with the seller, 
outlining the terms and conditions of the 
engagement.
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4. Marketing the Property
Prepare Marketing Materials: Develop 
high-quality marketing materials, including 
brochures, flyers, online listings, and virtual 
tours.

Market the Property: Advertise the property 
through various channels such as commercial real 
estate websites, social media, email campaigns, 
and industry publications.

Host Showings: Organize property tours for 
potential buyers and investors.
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5. Negotiation
Receive Offers: Review offers from interested 
buyers and present them to the seller.

Counteroffers: Facilitate negotiations between 
the buyer and seller, helping both parties reach 
a mutually agreeable price and terms.

Due Diligence Period: Assist the buyer during 
the due diligence period, where they verify the 
property’s financials, condition, and any potential 
issues.
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6. Contract to Closing
Prepare Sales Contract: Draft or review the sales 
contract, ensuring all terms and conditions are 
clearly outlined and agreed upon.

Coordinate Inspections & Appraisals: Arrange 
for property inspections, appraisals, and any 
necessary environmental assessments.

Financing: Work with the buyer’s lender to ensure 
the financing process proceeds smoothly.

Resolve Contingencies: Address any 
contingencies outlined in the contract, such as 
repairs or lease reviews.

Closing Preparation: Coordinate 
with attorneys, escrow agents, 
and title companies to prepare 
for closing, ensuring all 
documents are in order.
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7. Closing the Deal
Final Walkthrough: Schedule a final walkthrough 
of the property to ensure it is in the agreed-upon 
condition.

Closing Meeting: Attend the closing meeting 
where the buyer and seller sign the final 
documents, and the transaction is completed.

Transfer of Ownership: Ensure the deed and 
title are transferred to the buyer, and the seller 
receives the agreed-upon funds.

Post-Closing Follow-Up: Provide the client with 
any necessary post-closing support, such as 
assisting with the transition or resolving any 
remaining issues.
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8. Post-Sale Activities
Client Feedback: Request feedback from the 
client to improve future services.

Maintain Relationship: Keep in touch with clients 
for potential future business and referrals.

Market Analysis: Review the transaction to assess 
market trends and refine your approach for future 
deals.
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9. Ongoing Professional Development
Market Updates: Stay informed about market 
trends, legal changes, and economic factors that 
may affect the commercial real estate market.

Training and Education: Participate in continuous 
education and training to stay competitive and 
knowledgeable in the industry.

Networking: Continue building relationships with 
industry professionals, including other brokers, 
investors, and service providers.
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This structured approach helps brokerage 
professionals effectively manage commercial 
real estate transactions, ensuring client 
satisfaction and successful deal closures.


