
Buyer Client (“Buyer’s Listing”) Acquisition Process - Flow Chart Offer Accepted; Open the Escrow - Flow Chart Agent commission Payout (Flow & Procedures)

1. Initial Contact
(Call or 1st, 

Appointment)

B. Pre-approval 
(over the phone if can)

A. Client? Yes or No

C. F2F Appointment at 
the 

Lender Office (Docs and 
Info Collecting, Buyer's 

Rep. Signing)

2. SHOWINGS B. Schedule it, Confirm 
it

A. Find a good fit 
Property

C. GO TO SEE IT!
(Consider to use split 

the deal with a Showing 
Assistant)

3. Property 
Found?

B. Consult the Client. 
Craft and submit the 
offer

A. Good FIt?
Offer Received

C. Confirm receiving the 
offer : Email, Text 

Message, Phone Call

A. Rejected? No Deal? 
Find out why? 

Resubmit!

B. Offer Accepted?

If Accepted send to 
Transaction Coordinator 

(TC)

4. RESULT & 
RESPONSE?!

5. Open Escrow
B. Give the Client's 

Contact info and 
Contracts to TC

A. Deposit Received?
Make sure it was!

C. Confirm with Escrow 
and TC!

6. Purchase 
Contract

(Contingencies) 

B. Mortgage Loan 
and/or POF Contingency

A. Inspections and 
Reports

C. Confirm it

7. CLOSING THE 
ESCROW

A. Final Loan Approval 
Received? Schedule 
the Final Signing!

B. Funding + Recording 
takes 2 Days (Inform the 

Client)

C.
CLOSED, RECORDED? 

Confirm with the 
Escrow 

(Inform the Client)

8. CALL THE CLIENTS & CONGRATULATE THEM!
(Be consistent and have your own closing and key transfer written 

procedures)

3. Quality Control Management Check & written 
recommendation for Approval to PB  via Text & Email

4. PB Approval received, check issued and/or wire to Agent's 
account

5. Agent is Notif5. Agent is Notified and the check is in the 
office inbox ready for pick up or Funds are in the 

Agent'sAccount (Wired)
ied and the check is in the office inbox ready for pick up or 

Funds are in the Agent's Account (Wired)

-  Run Comps & Send to client 
email prior to offer
- Send PC to BIC for review 
-Once approved, send to 
Docusign Bic, client , Margie 
(copy)
- Send submission of offer 
EMAIL to client. 

-  MUST VERIFY TIMELINE FROM TC
- CONFIRM HOW DEPOSIT WILL BE DONE
- SEND RECOMMENDED  HOME INSPECTOR
- SEND RECOMMENDED TERMITE 
- SEND RECOMMENDED SURVEYOR IF NEEDED

-REQUEST SHOWINGS 2-3 DAYS PRIOR- FOLLOW MLS REMARKS
-CALL LISTING AGENT AND FIND OUT UPDATE ON LISTINGS
- PROVIDE LISTING INFO PRIOR TO SHOWING TO CLIENT

5. Agent is Notified and the check is in the office inbox ready 
for pick up or Funds are in the Agent's Account (Wired)

4. CFO Approval received, check issued by Office Admin 
Manager and/or wire to Agent's account

3. Quality Control Management Check & written 
recommendation for Approval via Text & Email to CFO

2. Agent will submit the form COMMISSION PAYOUT FORM to:       
Commissionst@AlohaHomesAgents.com
    
[and Text plase reminder to 808-393-9966 and cc 808-393-8226],
Please Follow the COMMISSION PAYOUT FORM GUIDE

1. If so, AGENT WILL PREPARE THE PAYOUT FORM REQUEST     
(Team Deal Split or Single Agent?!)

Has TC or the Agent received these?
(

1. Commission deposit receipt,
2. Copy of RE/MAX ALOHA HOMES commission check
3. Final closing package with Closed File Checklist and all FIle 
Forms  fully executed and properly dated?



Seller Client (Listings) Acquisition Process - Flow Chart Offer Accepted; Open the Escrow - Flow Chart Agent commission Payout from request (Flow & Procedures)

1. Initial Contact
(Call or 1st, Appointment at 
the client's property or at the 

Office)

A. Client? Yes or No

C. F2F Appointment at 
the 

property (Docs and Info 
Collecting, Listing 

Agreement to be signed)

2. MARKETING & 
ADVERTISING

B. Schedule it, Confirm 
it

A. Find the Buyer

C. HAVE THEM TO SEE 
IT!

(Consider to use 
Showing Assistant 

Coordination)

3. Buyer Found?

B. Consult the Seller. 
Present the Offer. Craft and 
submit the response to the 
offer

A. Good FIt?
Offer Received

C. Confirm receiving the 
Counter - offer : Email, Text 

Message, Phone Call

A. Rejected? No Deal? Find 
out why? Resubmit!

B. Offer Accepted?

If Accepted send to 
Transaction Coordinator 

(TC)

4. RESULT & 
RESPONSE?!

5. Open Escrow
B. Give the Client's 

Contact info and 
Contracts to TC

A. Deposit Received?
Make sure it was!

C. Confirm with Escrow 
and TC!

6. Purchase 
Contract

(Contingencies) 

B. Mortgage Loan 
and/or POF Contingency

A. Inspections and 
Reports

C. Confirm it

7. CLOSING THE 
ESCROW

A. Final Loan Approval 
Received? Schedule 
the Final Signing!

B. Funding + Recording 
takes 2 Days (Inform the 

Client)

C.
CLOSED,RECORDED? 

Confirm with the 
Escrow 

(Inform the Client)

8. CALL THE CLIENTS & CONGRATULATE THEM!
(Be consistent and have your own closing and key transfer written 

procedures)

Has TC or the Agent received these?

1. Commission deposit receipt,
2. Copy of RE/MAX ALOHA HOMES commission check
3. Final closing package with Closed File Checklist and all FIle 
Forms  fully executed and properly dated?

1. If so, AGENT WILL PREPARE THE PAYOUT FORM REQUEST     
(Team Deal Split or Single Agent?!)

2. Agent will submit the form COMMISSION PAYOUT FORM to:       
Commissions@AlohaHomesAgents.com
    
[and Text plase reminder to 808-393-9966 and cc 808-393-8226],
Please Follow the COMMISSION PAYOUT FORM GUIDE

3. Quality Control Management Check & written 
recommendation for Approval via Text & Email to CFO

4. CFO Approval received, check issued by Office Admin 
Manager and/or wire to Agent's account

5. Agent is Notified and the check is in the office inbox ready 
for pick up or Funds are in the Agent's Account (Wired)

- PULL COMPS PRIOR TO APPOINTMENT
- PRESENT MARKETING CONSULTATION
- REQUEST ADVANCED PRELIM FROM ESCROW
- REQUEST SELLERS NET SHEET PRIOR TO APPT FROM ESCROW

- SCHEDULE THE FOLLOWING:
CLEANER
STAGER
PHOTOGRAPHER
(HANDY MAN, PAINTER, OR ANY VENDOR)

MUST FOLLOW TIMELINE CONTINGENCIES
-MAKE SURE ALL VENDORS HAS BEEN 
SCHEDULED BY TC ON TIME
 -TERMITE,SURVEY,CLEANING,PET ETC

MUST SEND BLANK  SRPDS EMAIL SAMPLE TO SELLER

-CREATE OFFER BREAKDOWN - FOR MULTIPLE OFFERS
- INTERVIEW BUYERS AGENT FOR MORE INFO ON BUYER
-INTERVIEW LENDER IF ALL DOCS HAS BEEN APPROVED
AND REVIEWED, POV, CONTINGENCIES ETC.



Agent’s Business Free Cash Flow   (Recommended Flow Chart for Real Estate Professionals and Investors )

GCI DEPOSITS ONLY ACCOUNT 
(Gross Commission Income Received) 

Seller's Business
(Seller’s Listings Closed) 

Buyer’s Business
(Buyer’s Listings Closed)

35% tax Account 
(30.5% Business Income Tax + 

4.5% GET)

The 20% “Freedom 
Fund” Taxing yourself Account 

 “FOR YOUR FUTURE” 
(INVESTMENT ACCOUNT) 4% Security Bucket

* Gold, Silver, Commodities, Real Estate             
for Passive Income (>49 LTV , Long Term)

4% Growth Bucket
* Income Investment 

- Investment Properties 
(Real Estate for Passive Income)
- Index Funds, Dividend Stocks

2% Aggressive Investments
*Self Managed Stocks trading, Real Estate (Short Term)

5% Business $ Cash Reserves
 (Deposits until you’ll have 6 Months of Your 

Business Expenses)

5% Ohana $ Cash Reserves Account
 (Deposits until you’ll have  6 Months of Your  

Ohana Expenses)
45% Business Expenses 

& Cost of Sales, your salary, reinvesting 
back in your business to grow your 

business      

Passive Rental Income                            
(your own Investment properties)




