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FASTSTART TRAINING PROGRAM: 
20-WEEK BREAKDOWN

This 20 week program is designed to kick your real estate career 
into gear.  Led by our Broker team a variety of topics will be covered 
through various methods to assist in comprehension and learning. 
Mock presentations, group discussions, Broker demonstrations and 
real-world scenarios will arm you for a successful career in real estate. 
These sessions are designed to build on one another so if you miss a 
week be sure to catch up! 
		
MODULE 1  |  BUILDING YOUR FOUNDATION (WEEKS 1 - 4)
Focuses on foundational aspects, such as tools, goal-setting, and mindset, essential 
for building a solid base in real estate.

MODULE 2  |  CLIENT ACQUISITION & REPRESENTATION (WEEKS 5 - 10)
Delves into client acquisition and relationship management, emphasizing communication, 
networking, and marketing.

MODULE 3  |  MARKET ANALYSIS & PROPERTY EVALUATION (WEEKS 11 - 14)
Offers insights into market analysis and property evaluation, vital for understanding 
and navigating the real estate market.

MODULE 4  |  THE OFFER TO CLOSE PROCESS (WEEKS 15 - 20)
Covers the critical processes from offer preparation to closing, equipping agents 
with the skills to manage transactions smoothly.
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MODULE 1
BUILDING YOUR FOUNDATION
(WEEKS 1 - 4)

Focuses on foundational aspects, such as tools, 
goal-setting, and mindset, essential for building
a solid base in real estate.

LEADING RE
A COLLECTIVE OF LIKEMINDED BOUTIQUE BROKERAGES THAT TW 
IS A PART OF. WORLD CLASS TRAINING VIDEOS AND RESOURCES TO 
KICKSTART YOUR BUSINESS PLANNING.

MAILCHIMP
VERY COMMONLY USED EMAIL MARKETING PLATFORM. IF YOU 
ARE LOOKING TO SETUP NEWSLETTERS OR SHARE OUR MONTHLY/
QUARTERLY UPDATE EMAILS GET ON THIS EARLY.

SENTRIKEY
USED FOR ACCESSING THE ELECTRONIC SENTRI LOCKBOXES YOU 
WILL SEE ON A NUMBER OF PROPERTIES.

MATRIX
YOUR DASHBOARD FOR ACCESS TO MLS DATA AND VARIOUS 
TOOLS RELATED TO YOUR BUSINESS.

PROSPECTS MOBILE
A MOBILE-FRIENDLY APP PERFECT FOR PULLING UP MLS DETAILS 
WHILE ON-THE-GO. THE INSTAVIEW FEATURE IS PERFECT FOR 
WHEN YOU ARE WALKING INTO A SHOWING.

SHOWINGTIME
ONE OF 2 ONLINE BOOKING SYSTEMS USED IN OUR MARKETS.

BROKERBAY
ONE OF 2 ONLINE BOOKING SYSTEMS WE USE. BROKERBAY IS HOW 
SHOWINGS WILL BE ARRANGED FOR YOUR TW LISTINGS.

FINTRACKER
A SIMPLE APP USED TO MAKE ALL ASPECTS OF FINTRAC PAPER-
WORK SIMPLER. INDIVIDUAL IDENTIFICATION, RECIEPT OF FUNDS 
ETC. SIMPLY COMPLETED BY ANSWERING A SERIES OF QUESTIONS.

SLACK
OUR IN OFFICE MESSAGING APP. USE THIS TO GET PERSPECTIVES 
FROM YOUR COLLEAGUES, REQUEST OPEN HOUSE OR SHOWING 
SUPPORT, AND KEEP TABS ON TOPICAL GOINGS-ON IN THE BUSI-
NESS.

DOCUSIGN
THE KEY TOOL USED BY TW TO COLLECT ELECTRONIC SIGNATURES 
ON FORMS WHILE IT’S EXTENSION - DOCUSIGN ROOMS - WILL BE 
THE ORGANIZATION TOOL FOR ALL TRANSACTION DOCUMENTS.

GEOWAREHOUSE
OUR DIRECT ACCESS TO KEY INFO WITHIN THE LAND REGISTRY SYS-
TEM. ASSESSED VALUES, PINS, NEIGHBOURHOOD DEMOGRAPHICS, 
AND SALES HISTORY ARE ONLY SOME OF THE DETAILS YOU CAN 
GAIN FROM THIS PORTAL. NOTE THAT VALUATION REPORTS AND TI-
TLE FOR PROPERTIES CAN BE PURCHASED FROM THE STORE.

WEBFORMS
THIS CREA MANAGED TOOL IS YOUR KEY TO COMPLETING ALL 
THINGS PAPERWORK. CREATE YOUR TRANSACTION KIT AND USE TW 
TEMPLATES TO PREPARE ALL OF YOUR PAPERWORK AND SEND DI-
RECTLY TO TOOLS LIKE DOCUSIGN AND AUTHENTISIGN.

HOMES HQ
A MORE ADVANCED TOOL USED TO PROVIDE FREQUENT NEIGH-
BOURHOOD SALES DETAILS TO YOUR CLIENTS. THINK OF IT AS A 
VERY HIGH LEVEL CMA THAT YOU CAN AUTOMATE .

INSTAGRAM
TW / TWNEWBUILDS FOR EASILY SHAREABLE CONTENT.

TW SOCIAL FOLDERS
TW HAS COLLECTED A LOAD OF SOCIAL MEDIA CONTENT TO GET 
YOU GOING ON SOCIALS. CHECK OUT THE GOOGLE DRIVE AND 
START POSTING! 

MARKETSTATS
WITHIN MATRIX THIS TOOL GIVES QUICK AND CLEAN SNAPSHOTS 
OF MARKET DATA.

TWAINING
TW’S HUB FOR RESOURCES. VIDEOS OF PAST TRAINING SESSIONS, 
DEAL CHECKLISTS, RESOURCES FOR YOUR CLIENTS AND MUCH 
MORE. THIS IS A GREAT PLACE TO SPEND SOME TIME IN YOUR EARLY 
DAYS.

TECH STACK
TW’S IN HOUSE CRM AND AUTOMATION TOOL. REAL ESTATE IS 
ABOUT KNOWING PEOPLE AND FOLLOWING UP EFFECTIVELY. THIS 
TOOL KEEPS YOU ON TRACK WITH THE CRITICAL ELEMENTS OF 
TRACKING AND ORGANIZATION, TWO OF THE BIGGEST PITFALLS 
FOR REALTOR®S.
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W
EEK 1

TECH TOOLS
& INDUSTRY 
OVERVIEW
IN-CLASS LEARNING OBJECTIVE
Gain an understanding of the essential technology tools available to real estate 
agents and how these tools can enhance productivity and client service.

Review an overview of the real estate industry, including current trends, market 
conditions, and a real estate agent’s basic roles and responsibilities.

TECHY STUFF
Get familiar with popular CRM systems, property listing platforms, and mobile 
apps etc. that are essential for managing your real estate business.

THE ESSENTIAL TOOLS
> SENTRIKEY
> PROSPECTS MOBILE
> SHOWINGTIME
> BROKERBAY
> SLACK

SOCIAL LEARNING
Connect with a seasoned real estate agent and discuss the technology they use 
in their business. 

What tools do they find indispensable, and why?

BUSINESS BUILDING BLOCKS
Start preparing your CRM (Customer Relationship Management) system with 
simple data to familiarize yourself with its features. Use a spreadsheet for now 
or introduce yourself to the TW Techstack.

Create accounts for the tools we review and start exploring their functionalities.

5

HOMEWORK
Research and select at least three 
tech tools that you believe will be 
crucial to your business. 

Come prepared to discuss why you 
chose these tools and how you plan 
to integrate them into your practice.
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W
EEK 3

W
EEK 2

SELF-REFLECTION
& GOAL SETTING

IN-CLASS LEARNING OBJECTIVE
Reflect on your personal and professional strengths and weaknesses, 
and how these will impact your success in the real estate industry.

Set clear, actionable goals for your real estate career, focusing on both 
short-term and long-term objectives.

TECHY STUFF
Start using a system to document your real estate career goals and monitor 
your progress over time. This can be an app, software, or another form of 
tracking. Be real with yourself, find something you will use!

SOCIAL LEARNING
Take a new Realtor® (1-2 years in the business) out for coffee and ask about 
their biggest challenges in the beginning and how they overcame them. 

Document the lessons learned from their experience.

BUSINESS BUILDING BLOCKS
When you imagine where you want to be in this profession 
in 10 years - what does that look like? 

WHAT ARE SOME HABITS YOU HAVE IN 
PLACE?
How are you branding yourself? 
Do you focus on specific niches within your business?
Do you have employees? If so, what would they be helping you with?
How is your physical health?
How is your mental health?

6

HOMEWORK
Write down your top 3 long-term 
career goals and break them down 
into smaller, actionable steps. For 
each, break down checkpoints for 
1 month from now, 3 months from 
now, 1 year from now, and 5 years 
from now. Keep them SMART!

Next week, you’ll share these with 
the group and discuss strategies for 
staying on track.
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W
EEK 3

MINDSET, MOTIVATION, 
& STRESS MANAGEMENT

IN-CLASS LEARNING OBJECTIVE
Understand the importance of maintaining a positive and resilient mindset 
in the real estate industry.

Learn strategies for managing stress and maintaining work-life balance 
as a real estate professional.

TECHY STUFF
Check out the TW Business planner and budget tracker 
on TWHomebase.com. Get comfortable with the key aspects 
of a business plan. 

THE ESSENTIAL TOOLS
> TW BUSINESS PLANNER

SOCIAL LEARNING
Chat with a colleague about how they stay energized within their business. 
What habits have they developed? What do they do when things get 
overwhelming? 

BUSINESS BUILDING BLOCKS
Let’s share ideas on how you may manage stress in your personal life currently 
and how you expect to handle things as they are difficult in your business. 

Is there anything we as a TW team can help you manage? 

7

HOMEWORK
Have a coffee or phone call with 
a friend that you haven’t seen in a 
while who brings you positivity and 
energy. It’s important to identify 
those folks you can reach out to for 
a boost if/when times get tough!

Review the TW Business Planner 
and make some simple notes in each 
section. We will elaborate on these 
next week.
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W
EEK 4

REAL ESTATE
MYTHS & BUSINESS 
PLANNING 101
IN-CLASS LEARNING OBJECTIVE
Learn the key components of a successful business plan specific to the real 
estate industry.

Begin drafting your own business plan, focusing on mission statements, market 
analysis, and financial planning.

Discuss common Real Estate Myths and where there are misconceptions about 
your new profession.

TECHY STUFF
As you work deeper into your business plan be sure to take examples from 
those who are experts in the business and tweak their models to fit your brand, 
style and expertise.

SOCIAL LEARNING
Pair up to review each other’s draft business plans and provide constructive 
feedback. Discuss how you plan to stay accountable to your business goals.

BUSINESS BUILDING BLOCKS
Complete the first draft of your real estate business plan, focusing on defining 
your niche, identifying target markets, and outlining your marketing strategy.

8

HOMEWORK
Refine your business plan draft based 
on peer feedback and research. 
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NOTES FROM MODULES 1 - 4
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MODULE 2
CLIENT ACQUISITION & REPRESENTATION
(WEEKS 5 - 10)

Delves into client acquisition and relationship 
management, emphasizing communication, 
networking, and marketing.
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W
EEK 5

BOARD TOOLS
& TECHNOLOGY
BRING YOUR LAPTOP TO THIS ONE!

IN-CLASS LEARNING OBJECTIVE
Deep dive into board tools and technology for listing and managing properties, 
including MLS systems, Matrix, WebForms, Geowarehouse, BrokerBay, 
Docusign and other industry-specific software.

Understand how these tools can be leveraged to enhance client services and 
streamline your business operations.

ACTIVITY
Let’s get into Matrix and get some searches going. Discussion around 
how to use the basic features as effectively as possible

TECHY STUFF
Engage in a hands-on tech tool challenge where you’ll navigate various board 
tools, explore their features, and troubleshoot common issues.

THE ESSENTIAL TOOLS
> MATRIX
> WEBFORMS
> GEOWAREHOUSE
> BROKERBAY
> DOCUSIGN
> INFOSPARKS

SOCIAL LEARNING
Discuss with a partner (or as a group):

How they plan to integrate these board tools into their workflow. 

Which tools are you most frequently using?

Find a partner and set each other up on a search in Matrix so you can see how 
the auto search functions and how the interface looks to a potential client.

BUSINESS BUILDING BLOCKS
Begin setting up and customizing your board tool accounts, such as MLS, 
to reflect your business branding and preferences. Practice listing a dummy 
property to get comfortable with the process.

11

HOMEWORK
Explore and document the different 
features of your board tools. 

Identify at least three features that 
you believe will be most useful in 
your daily operations and be ready
to discuss them next week.
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W
EEK 6

CLIENT
COMMUNICATION
& RELATIONSHIPS
IN-CLASS LEARNING OBJECTIVE
Learn effective communication strategies for building strong and lasting 
relationships with clients.

Understand the importance of empathy, active listening, and clarity in client 
interactions.

ACTIVITY
Brainstorming client touches and ideas for relationship building.

TECHY STUFF
Use communication and CRM tools to organize and track client interactions. 
Practice sending professional emails and setting up automated follow-ups.

SOCIAL LEARNING
Sit down with a colleague this week and look through the social media profiles 
of other TW agents. Make notes about what communication strategies are 
being used and which would work well for your personality and brand.

BUSINESS BUILDING BLOCKS
Review the TW checklist for your initial client consultation processes, including 
key questions to ask and information to gather during the first meeting.

12

HOMEWORK
Start developing a client communi-
cation plan that includes follow-up 
schedules, communication channels, 
and methods for building rapport. 

Prepare to share your plan in the 
next session.

Ensure you are set up with the 
TWTechstack.
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TEM
PLATE 1

TEM
PLATE 2

MONTH WEEK COMMUNICATION DESCRIPTION

MONTH 1 WEEK 1 Initial meeting In-person or video call to introduce yourself, set expectations, 
and understand client needs.

EVERY WEEK Weekly update (every Friday) Email or phone call to provide updates on the transaction’s progress.

WEEK 4 IMPORTANT 
MILESTONE CALLS

Phone call or email at key transaction points 
(e.g., offer made/accepted, inspection, etc.). Ensure client is informed and prepared for next steps.

CLOSING DAY BEFORE 
CLOSING Phone call Confirm all closing details and answer any last-minute questions.

MONTH 2 WEEK 1 Thank you note Handwritten card or email expressing gratitude for their business.

WEEK 4 30-Day follow-up Phone call or email to check in and offer any additional support.

MONTH 12 WEEK 1 Annual check-in Email or phone call with a market update and offer an annual home valuation.

MONTH 12 WEEK  3/ 4 Holiday greeting Holiday card or email to maintain a personal connection.

MONTH WEEK COMMUNICATION DESCRIPTION

MONTH 1 WEEK 1 Initial consultation In-person or video conference to deeply understand 
client goals and set expectations.

EVERY WEEK Customized weekly reports (every Monday) Email with attached report providing detailed updates and market insights.

EVERY WEEK Mid-week check-ins (every Wednesday) Phone call or text to address any mid-week concerns or questions.

IMPORTANT 
MILESTONES Milestone alerts (SMS + detailed email) Update at key points (e.g., offer made, inspection results) 

with detailed explanations.

WEEK 4 PRE-CLOSING 
MEETING

In-person or video call 
3 days before closing Review the closing process, final documents, and address client concerns.

CLOSING CLOSING DAY 
CONCIERGE Phone call with follow-up text / email Ensure everything goes smoothly on closing day; provide 

any last-minute support.

MONTH 2 WEEK 1 Personalized thank you package Hand-delivered or mailed package with a handwritten note, 
gift, and local service provider list.

WEEK 4 30-day follow-up Phone call or email with a survey link to ensure satisfaction and offer further help.

MONTH 3 WEEK 4 60-day follow-up Phone call or email to check in on their progress and satisfaction.

QUARTERLY EVERY 
3 MONTHS Quarterly market updates Email with personalized video message providing a market update and advice.

MONTH 12 WEEK 1 Anniversary check-in Personalized letter or video call celebrating the anniversary of their transaction.

ANNUAL WEEK 2 / 3 Event invitations Email or printed invitation to client appreciation events or webinars.

ANNUAL WEEK 4 Personalized holiday and special 
occasion greetings Card, email, or text acknowledging important dates like birthdays and holidays.

ANNUAL WEEK 4 Annual real estate review In-person meeting, video call, or detailed report reviewing 
their real estate portfolio.

13
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W
EEK 7

DATABASE BUILDING
& NETWORKING

IN-CLASS LEARNING OBJECTIVE
Understand the importance of building and maintaining a comprehensive 
client database.

Learn strategies for effective networking within the real estate industry 
to expand your sphere of influence.

TECHY STUFF
Explore the TWTechstack for managing your client database. Begin inputting 
contact information and segmenting your list based on client types. There are 
a lot of other cool features beyond a CRM. Automation, mass emails, pipeline 
tracking and more! Don’t get too bogged down outside of the CRM feature for 
now, but poke around to see what features you’ll want to learn more about.

THE ESSENTIAL TOOLS
> TW TECHSTACK

SOCIAL LEARNING
This time of year we see invitations to all sorts of events. Be sure to make the 
most of these events from a networking standpoint. .Over the next few weeks, 
get out of your comfort zone to attend a formal or informal networking event.  
Focus on building genuine connections rather than just collecting business cards.

BUSINESS BUILDING BLOCKS
Remember that your habits will be a large determinant of your success 
in real estate. 

Prepare a realistic ‘Ideal Work Week’ that includes the topics we’ve discussed 
so far: 

•	 Checking search portals
•	 Communicating with your SOI
•	 Attending events
•	 Developing your skills and toolkit
•	 Tracking and checking in on your goals
•	 Keeping your social media accounts active
•	 Updating your database
•	 Mental & Physical health support

14

HOMEWORK
Expand your client database by 
adding at least five new contacts 
from your networking efforts. 

Be ready to discuss how you plan 
to follow up with these contacts 
in the next session.
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W
EEK 9

W
EEK 8

UNDERSTANDING
CLIENT PERSONALITIES

IN-CLASS LEARNING OBJECTIVE
Learn how to identify and adapt to different client personality types for more 
effective communication and service.

Understand how personality assessments can guide your approach to working 
with diverse clients.

ACTIVITY
DISC Personality Assessment, Communicating with different personalities.

TECHY STUFF
Use the DISC Personality assessment to analyze your own personality 
and compare it with common client types you may encounter.

SOCIAL LEARNING
Conduct a role-playing exercise where you interact with a peer acting 
as a different client personality type. Practice tailoring your communication 
style to suit their preferences.

BUSINESS BUILDING BLOCKS
Develop a personalized approach plan for at least three different client types, 
focusing on communication techniques, service offerings, and relationship 
management.

16

HOMEWORK
Reflect on a past interaction 
(real or hypothetical) with a 
challenging client personality.

Think about how you would handle 
the situation differently with your 
new understanding of personality 
types. 

Be ready to discuss at the next 
session.
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W
EEK 9

BRANDING 
& MARKETING
(DIGITAL FOCUS)
IN-CLASS LEARNING OBJECTIVE
Understand the key components of effective real estate branding and digital 
marketing strategies.

Learn how to create a cohesive brand that resonates with your target market and 
sets you apart from the competition.

TECHY STUFF
Explore digital marketing tools, including social media platforms, SEO strategies, 
and email marketing software. Begin setting up your online presence focusing on 
the key platforms that will be relevant to your brand:

> INSTAGRAM
> TIKTOK
> LINKEDIN
> FACEBOOK
> YOUTUBE
> CANVA
> MAILCHIMP/TECHSTACK
> GOOGLE BUSINESS
> CHATGPT

SOCIAL LEARNING
Partner with a classmate to review each other’s online profiles and branding 
materials. Provide constructive feedback on how to improve and enhance 
digital visibility.

BUSINESS BUILDING BLOCKS
Start developing a digital marketing campaign for your real estate business, 
focusing on content creation, social media engagement, and SEO tactics.

17

HOMEWORK
Implement your digital marketing 
campaign by scheduling social media 
posts, reach out to Molly to help 
develop branding assets, and use 
ChatGPT to formulate video scripts 
or social media content. 

Track your progress and be prepared 
to share your results next week.
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TEM
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WEEK DAY CONTENT IDEA CONTENT TYPE

WEEK 1 MONDAY Market Update: Share a short video or infographic summarizing the current market trends 
in your area (e.g., average home prices, days on market).

VIDEO OR 
INFOGRAPHIC

WEDNESDAY Client Testimonial: Post a written or video testimonial from a recent client, highlighting 
how you helped them achieve their real estate goals. TESTIMONIAL POST

FRIDAY Home Maintenance Tip: Share a seasonal home maintenance tip (e.g., preparing 
your home for winter) to engage both current homeowners and potential buyers. TIP/HOW-TO POST

WEEK 2 MONDAY New Listing: Feature a new property listing with high-quality photos, a brief description, 
and a call to action to schedule a viewing. LISTING POST

WEDNESDAY Neighborhood Spotlight: Highlight a popular neighborhood in your area. 
Include key amenities, school ratings, and what makes the neighborhood desirable.

BLOG POST
OR CAROUSEL

FRIDAY Real Estate Myth-Busting: Debunk a common real estate myth
 (e.g., "Spring is the only good time to sell") and provide facts to educate your audience. MYTH VS. FACT POST

WEEK DAY CONTENT IDEA CONTENT TYPE

WEEK 3 MONDAY Behind-the-Scenes: Share a day-in-the-life post showing what it’s like to be a real estate agent. 
Include snippets from meetings, showings, and more.

INSTAGRAM STORIES 
OR REEL

WEDNESDAY Home Staging Tips: Offer practical home staging tips for sellers, including before-and-after 
photos if possible.

CAROUSEL POST 
OR VIDEO

FRIDAY Poll or Question: Engage your audience by asking a real estate-related question 
(e.g., “What’s more important to you: location or size?”).

POLL/QUESTION 
POST

WEEK 4 MONDAY Local Business Feature: Partner with a local business to feature their services, 
offering a mutual shoutout. This could be a local café, contractor, etc.

COLLABORATION 
POST

WEDNESDAY Client Success Story: Share a case study of a recent client success, 
detailing how you helped them buy or sell their home.

STORY/CASE 
STUDY POST

FRIDAY Q&A Session: Host a live Q&A session on Instagram or Facebook, answering common 
real estate questions from your audience. LIVE VIDEO

W
EEK 10

IDEAS

IDEAS

18
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W
EEK 10

CLIENT DISCOVERY 
AND STARTING ON 
THE RIGHT FOOT!
IN-CLASS LEARNING OBJECTIVE
Learn the critical questions to ask during client discovery sessions to fully 
understand their needs and preferences.

Understand the role of representation in real estate transactions and how 
to ethically serve your clients’ best interests.

TECHY STUFF
Use client discovery forms and software to document client preferences and 
requirements efficiently. Practice entering data and generating reports that 
can inform your service approach.

THE ESSENTIAL TOOLS
> PLAIN LANGUAGE FORMS
> TW LANDLORD & TENANT SERVICES GUIDE
> TW BUYER GUIDE
> CLIENT DISCOVERY SESSION OUTLINE
> TW BUYER JOURNEY
> BUYER OFFER TO CLOSE CHECKLIST
> TW SELLER GUIDE
> LISTING INTERVIEW INITIAL PHONE CALL QUESTIONNAIRE
> TW LISTING CHECKLIST
> TW SELLER JOURNEY
	
SOCIAL LEARNING
Role-play a client discovery session with a peer, focusing on building trust and 
uncovering key client needs. Discuss how you would adapt your representation 
style based on their responses.

BUSINESS BUILDING BLOCKS
Draft a client discovery questionnaire tailored to your niche market. Include 
sections on property preferences, budget, timeline, and any other pertinent 
information.

19

HOMEWORK
Conduct a mock client discovery 
session with a friend or family 
member. 

Use your questionnaire and refine 
it based on their feedback. 

Come prepared to discuss your 
experience and adjustments.
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MODULE 3
MARKET ANALYSIS & PROPERTY EVALUATION
(WEEKS 11 -14 )

Offers insights into market analysis and property 
evaluation, vital for understanding and navigating 
the real estate market.
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W
EEK 11
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W
EEK 11

MARKET ANALYSIS 
& TRENDS
(WITH DATA ANALYTICS)

IN-CLASS LEARNING OBJECTIVE
Gain an understanding of current real estate market trends and how to analyze 
them for better decision-making.

Learn how to use data analytics tools to forecast market conditions and advise 
clients accurately.

TECHY STUFF
Explore real estate market analysis tools available to you. Begin practicing with 
real data to identify trends and make informed predictions. We’ll utilize Market 
Stats  /Infosparks and the TW Quarterly report to ensure you are keeping up.
	
THE ESSENTIAL TOOLS
> TW QUARTERLY REPORT
> QUARTERLY CONDO REPORT
> INFOSPARKS
> MATRIX

SOCIAL LEARNING
Partner with a classmate to analyze a recent market trend. Discuss how you 
would advise a client based on the data and present your findings to the group.

BUSINESS BUILDING BLOCKS
Analyzing data will be a crucial part of your business. Become comfortable with 
the TW resources to help you and figure out which will be most important to you 
and your business. Rehearse conversations that could arise around market trends 
so you are ready next time someone pops the question! 

21

HOMEWORK
Find a property that meets your 
clients’ criteria. Begin reviewing 
comparables and looking at the 
analytics for that area. 

Feeling keen? Look for CloudCMA 
in Matrix and try completing a full 
CMA on your own.
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W
EEK 13

W
EEK 12

COMPARATIVE
MARKET ANALYSIS 
(CMA)
IN-CLASS LEARNING OBJECTIVE
Learn how to perform a Comparative Market Analysis (CMA) to accurately 
price properties and advise clients on buying and selling decisions.

Understand the factors that influence property values and how to adjust 
for differences in comparable properties.

ACTIVITY
Do your research and prepare a CMA.

TECHY STUFF
Practice using the CloudCMA software to create detailed property 
comparisons. Familiarize yourself with the tools available for adjusting 
for differences in property features, location, and market conditions.
	
THE ESSENTIAL TOOLS
> MATRIX
> CLOUDCMA

SOCIAL LEARNING
Work with a peer to conduct a CMA on a sample property. Compare your 
findings and discuss any discrepancies, focusing on how different adjustments 
affect the final valuation.

BUSINESS BUILDING BLOCKS
Develop a step-by-step guide for conducting a CMA, including key consider-
ations for choosing comparable properties and making necessary adjustments. 
This guide will serve as a reference for your future CMAs.
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HOMEWORK
Complete a full CMA on a property 
of your choice, using the software 
and techniques learned in this 
session. 

Be prepared to present your analysis 
to the group, explaining your meth-
odology and the rationale behind 
your pricing recommendations.
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W
EEK 13

LISTING PAPERWORK 
AND PREPPING
FOR MARKET
IN-CLASS LEARNING OBJECTIVE
Let’s get down and dirty as you go through the steps for a listing. Preparing 
paperwork and knowing your marketing plan is the name of the game in this 
session.
	
ACTIVITY
Listing Paperwork and Uploading into Matrix.

TECHY STUFF
This session is hands-on with Matrix, Webforms, and DocuSign to get you 
comfortable with where tools and resources are located and how to use 
templates to streamline your business and avoid mistakes.
	
THE ESSENTIAL TOOLS
> MATRIX
> WEBFORMS
> DOCUSIGN

SOCIAL LEARNING
Find an agent in the office and ask them about how they prepare a listing for the 
market. Do they bring in stagers to every property? What pricing strategies do 
they find work best? Would they recommend video or virtual tours? See where 
the conversation goes. Everyone has different steps to ensure they are doing the 
best for their clients.

BUSINESS BUILDING BLOCKS
Templates will save you time and avoid mistakes. Early in your career is a great 
time to get these set up and to start using them consistently. TW has preloaded 
templates in WebForms and we will walk you through how to access those and 
build your templates within DocuSign.
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HOMEWORK
Review 3-5 listings currently on MLS 
and flag errors, crummy photos, or 
improper use of fields and be ready 
to discuss them at the next session. 

What did they do poorly and how 
would you have done it differently? 
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W
EEK 14

COMMON CLAUSES
IN REAL ESTATE 
TRANSACTIONS
IN-CLASS LEARNING OBJECTIVE
Gain a deep understanding of the most common clauses found in real estate 
contracts and their implications for both buyers and sellers.

Learn how to draft and negotiate clauses that protect your client’s interests 
while ensuring a fair transaction.

TECHY STUFF
Locate and become comfortable the TW Full Offer clauses in Webforms 
and on TWHomeBase.

THE ESSENTIAL TOOLS
> TW CLAUSE LIBRARY 

SOCIAL LEARNING
Grab a partner in FastStart and test each other on the meaning of clauses 
in the TW Clause Library.

BUSINESS BUILDING BLOCKS
Review the TW Plain Language forms and attend a Board session 
on a particular topic that interests you.
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HOMEWORK
Go out to look at some properties 
this week. Whether it is with clients, 
as part of the TW property tour, 
or as an agent preview on a vacant 
listing, check out 2-3 listings and 
note what things jump out to you 
and some items you may not be too 
sure about.
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NOTES FROM MODULES 11 - 14
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W
EEK 15
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MODULE 4
THE OFFER TO CLOSE PROCESS
(WEEKS 15 - 20)

Covers the critical processes from offer preparation 
to closing, equipping agents with the skills to manage 
transactions smoothly.
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W
EEK 15

SHOWING HOMES
LIKE A PRO

IN-CLASS LEARNING OBJECTIVE
Learn the key elements of successful property showings and how to present 
homes in a way that highlights their best features.

Review some of the key features to look out for when guiding a showing.

ACTIVITY
Field Trip! Let’s go see some houses and practice walking through homes.

TECHY STUFF
Utilize the Prospects Mobile App and Sentrikey to make showings a breeze!

THE ESSENTIAL TOOLS
> PROSPECTS MOBILE
> SENTRIKEY

SOCIAL LEARNING
Pair up with a classmate to conduct a mock home showing. You will each take 
one of the listings for the day and act as though the other is a client.

BUSINESS BUILDING BLOCKS
Create a home showing checklist that ensures you cover all important aspects 
of the property during the tour. Include sections for preparing the property, 
engaging the client, and following up after the showing.
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HOMEWORK
Work on your home showing check-
list and identify key features that you 
should look out for at each and every 
showing.
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W
EEK 17

W
EEK 16

COMMON CONDO
ISSUES + CLAUSES 
CONT’D...
IN-CLASS LEARNING OBJECTIVE
Review some of the key issues to be mindful of when dealing with condos. 
They may look straightforward on the surface but things can get dicey quick!

Continue reviewing key clauses related to a variety of offer situations.

TECHY STUFF
Locate and become comfortable the TW Full Offer clauses in Webforms 
and on TWHomeBase. Become comfortable with the TW Clause Library 
for future reference.

THE ESSENTIAL TOOLS
> TW CLAUSE LIBRARY

SOCIAL LEARNING
Take an experienced TW agent for coffee this year to discuss stories they 
may have about complicated offer scenarios or clause and condition mishaps 
they’ve seen over the years.

BUSINESS BUILDING BLOCKS
Add to your home showing checklist to incorporate common issues found 
in condo units.
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HOMEWORK
Use WebForms to build a buying 
template package. 

Understand all forms that are 
required and think about how the 
paperwork will change if you are 
in a multiple offer situation.
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W
EEK 17

OFFER PREP
AND THE ART
OF NEGOTIATION
IN-CLASS LEARNING OBJECTIVE
Understand the process of preparing and presenting a real estate offer, 
including the key terms and conditions that must be addressed.

Learn negotiation strategies and how to effectively incorporate and adjust 
common clauses during negotiations.

ACTIVITY
Preparing an offer from beginning to end.

TECHY STUFF
Create Docusign Templates for the Buyer Representation Agreement, 
Confirmation of Co-operation form, Residential APS and Condo APS

THE ESSENTIAL TOOLS
> MATRIX
> WEBFORMS

SOCIAL LEARNING
Find an agent in the office who is preparing an offer to submit this week. 
What is their strategy? How are they approaching the situation with their clients? 
Will they be competing against other offers or are they going head-to-head? 
If it isn’t too disruptive to them, see if you can be around while they are getting 
the documentation prepared

BUSINESS BUILDING BLOCKS
Refine your clause library by adding negotiation tips and strategies for each 
clause. This resource will help you quickly adapt offers to various scenarios in 
real-life transactions.
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HOMEWORK
Use some of the Negotiation tips 
we’ve discussed to ensure that you 
and your partner or a friend eat at 
your favourite restaurant this week. 

Do (almost) whatever it takes. 
Do you have to compromise on 
something else? Was it easy to 
agree? What obstacles came up? 
Be ready to discuss next week.

PRO TIP: Don’t use it as a negotiation 
tool, but after your dinner you can foot 
the bill! Partner or friend, these are the 
folks supporting you so give them some 
love <3
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W
EEK 19

W
EEK 18

NEGOTIATION
SIMULATION

IN-CLASS LEARNING OBJECTIVE
Put theory into practice with a hands on offer negotiation simulation. 
This hands-on and discussion focused session gets you in the role of the 
day to day of a Realtor®.

ACTIVITY
Negotiation Simulation - The only offer on Offer Day.

TECHY STUFF
Explore transaction management software and the TWTechstack to help track 
the progress of a deal from contract to close. Practice inputting data and man-
aging deadlines to ensure a smooth closing process. Add the steps to maintain 
this tool to your ideal business week from earlier sessions!

SOCIAL LEARNING
Find time to chat with a TW colleague about some of their negotiation experi-
ences. Do they have any tips or tricks that seem to work for them? Client intro 
letters? Putting items in the agreement to use as a negotiation tool? Learn the 
experiences of others so you don’t have to go through it yourself!

BUSINESS BUILDING BLOCKS
Become comfortable with the Buyer and Seller Journey documents  which 
outlines each step of the process. Add these steps to your transaction manage-
ment system to help keep you on track with even the smallest details for your 
transaction.
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HOMEWORK
Outline the detailed steps you will 
take to get your listings prepared 
and map it out over the week leading 
up to your listing going live. When 
do you: arrange photographers? 
Cleaners? Have paperwork signed? 
Notify the office?. What are other 
steps do you need to set your listing 
up for success? Be ready to share 
next week.

WEDNESDAY THURSDAY FRIDAY SATURDAY SUNDAY MONDAY TUESDAY

LISTING 
GOES 
LIVE!
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W
EEK 19

MARKET + SERVICE 
YOUR LISTINGS

IN-CLASS LEARNING OBJECTIVE
Focus on the communication around listings and updating your sellers 
through the sale process. 

How to avoid or manage difficult scenarios when working your listing.

TECHY STUFF
Review the TW Listing Activity Report.

SOCIAL LEARNING
Ask 2-3 agents in the office how frequently they communicate with 
their sellers, the methods in which they communicate, and what they 
send for market updates.

Ask an agent to shadow an offer presentation and/or listing appointment.

BUSINESS BUILDING BLOCKS
Review the more recent stats in the market including InfoSparks and and the 
Quarterly report. How is the market? Come up with your own opinion and note 
key metrics to support your opinion. Ask another agent their thoughts. 
Are you on the same page? If not, why not?
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HOMEWORK
Create a 1 month calendar. 

Your listing is going live on the 10th. 

Write in all the tasks and when they 
will occur in this month. What needs 
to happen in the week leading up to 
the listing? On the commencement 
date? After the commencement 
date? Be sure to tie this in with the 
ideal work week you produced

How does this align with the 
communication plan you created 
in Week 6?

SUNDAY MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY

01 01 03 04 05 06 07

08 09 10
LISTING 

GOES 
LIVE!

11 12 13 14

15 16 17 18 19 20 21

22 23 24 25 26 27 28

29 30 31
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W
EEK 20

COMMON CLAUSES
IN REAL ESTATE 
TRANSACTIONS
IN-CLASS LEARNING OBJECTIVE
A discussion of the steps to bring you from contract to close. 
Nurture the deal to ensure an easy closing day for your clients.

Learn from every situation, what did I do right and what could have 
been better?

Set goals, find an accountability partner, and evaluate where your 
business is at.

TECHY STUFF
You have a happy client - Get them to give you a Google Review
Tie together all aspects of the buy and sale transactions and create 
your own calendars and checklists within your transaction planner.

SOCIAL LEARNING
Group discussion on the best ways to keep in touch leading up to and after 
closing.

Find an accountability partner and set a plan to keep one another on track. 
No need to go ahead alone!

BUSINESS BUILDING BLOCKS
Review your short and long-term goals from Week 2: 
Self-Reflection & Goal Setting. 
•	 Are you on track?
•	 Where did you fall short? 
•	 Where did you hit the mark?
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HOMEWORK
Review the TW Moving 
Checklist, Seller Checklist, 
and Address Change Checklist.
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NOTES FROM MODULES 15 - 20
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