Details to include in the invitation:

Session 1: Introduction
Please have the following ready for this session:
· Letter of employment & contract
· Induction notes
· Policy and procedures of your agency
· Screenshot of agency website, systems 

Session 2: Induction & Performance Appraisals
Please have the following ready for this session:
· Letter of employment & contract
· Policy and procedures of your agency
· Printout of your systems

Session 3: Code of Conduct & Product Training
Please have the following ready for this session:
· Farming area – Google maps
· CMA
· Completed offer to purchase – Full Title
· Completed offer to purchase – Sectional Title
· Completed sole Mandate & Joint Mandate

Session 4: Legal Environment and Compliance with Estate Agency Affairs Act/Property Practitioners & FICA
Please have the following ready for this session:
· Obtain a legal Act applicable to Real Estate
· Title Deed of a property
· Research what compliance certificates are required
· FICA addendum’s and your agency’s RMCP.

Session 5: Financial Environment
Please have the following ready for this session:
· Research qualifying criteria for obtaining a bond
· Bond approval
· Article regarding capital gains tax

Session 6: Marketing/Selling leasing of Property and Management Environment
Please have the following ready for this session:
· Marketing plan
· Presentation pack
· Valuation
· Advertisement
· Any marketing material

Session 7: Administration Environment
Please have the following ready for this session:
· File up to date

Session 8: Paralegal Environment
· File up to date

Session 9: Human Resources Management
Please have the following ready for this session:
· Leave Policy
· Payslip
· Disciplinary procedure
· Incentive programmes
· HR related

Session 10: Marketing Generally and Other workplace activities
Please have the following ready for this session:
· Flyers of any additional marketing
· Happy Mothers day, Spring day, Valentines day
· Golf day photos or additional team building
· Any material you use to market yourself
· Charity events

