Checklist for Sales Office  -- Location: ______________________

· Phones Ordered - 2 Voice Lines, 1 Fax Line

· Public Report 

· Oblique Aerial

· Streetscape

· Plat Map on Foam Board

· Mini Plat Maps

· Mini Floor Plans with Elevations

· Floor Plan Book

· Fair Housing Display

· Builder Story Display

· Community Lifestyles 

· Lifestyles

· Product Collage

· Exterior Sample Board

· Dry Erase Board

· CCR’s, Articles, Bylaws

· Land Use Disclosure

· Off-site and On-site Signage

· Weekend Directionals

· Lot Available Signs w/Sold Stickers

· A Frames (2)

· Plans Listed on MLS

· Welcome Mat

· Attention Flags

· American Flag

· Sales Office Furnishings 
· Sales Office Window Treatments

· Sales Office Built-ins

· 2 Desks

· 2 Task Chairs

· 2 Filing Cabinets (Corporate Express)

· 2 Occasional Chairs

· 1 Corner Table and Lamp

· 4 Barstools

· 4 Side Chairs

· Silk Plants

· Models Now Open Banner

· Cold Air Balloon, etc. for Opening

· Order Photography before Trap Fence

· Standard Feature List

· Price Sheets

· Lot Inventory List

· Lot Release/Lot Premiums

· Blue Prints

· Community Rendering

· Hand held Boards

· Color Sample Board

· Garbage Cans

· Builder Story Brochures

· Water Cooler

· Phones (2)

· Fax Machine

· Copy Machine

· Schedule Cleaners

· Good News Book

· Designated Broker name on the door

· Working with a Realtor on the door

· Open Hours on the door

· Community Book

· Memo Book

· Realtor Book

· Plot Plans and Templates

· Product Samples/Product Books

· Mortgage Brochures/Applications

· Office Supplies

· Kids’ Corner Items

