Checklist for Sales Trailer Set-up
· Order Designated Broker/Working with a Realtor/Open Hours Sign

· Order Attention Flags

· Order American Flags

· Order or Transfer Awning

· Order Trailer Furnishings
· 2 Desks

· 2 Task Chairs

· Round Glass Table

· 4 Barstools

· 4 Side Chairs

· Silk Plants

· Install Streetscape

· Install Floor Plans on Foam Board

· Install Plat Map on Foam Board

· Provide Leather Floor Plan Book

· Install Fair Housing Display—Large & Small

· Install Builder Story Display

· Welcome Mat

· Sample Books of Exterior Colors and Roof Tile Boxed Samples 

· Provide plot plans 

· Copy of blueprints

· Community Rendering
· Public Report  

· Lot Release/Lot Premiums

· Quick Start Books on New Community

· Included Feature List 
· Price Sheets
· Set-up of Community in Point of Sale

· CCR’s, Articles, Bylaws

· Land Use Disclosure
· Mini Plat Maps

· Mini Floor Plans with Elevations

· Order Weekend Directionals

· Order Lot Available Signs w/Sold Stickers

· Order A Frames (2) 

· Oblique Aerial

· Order Off-site Signage 

· Builder Story Brochures

· Now Open Banner

· Cold Air Balloon, etc. for Opening

· Change ADs
· Update websites
· Business cards for Sales Associates

· Handheld boards

· Site map handouts

· Sales Book:
· Developer Agreement
· City Agreement
· Color palette samples
· Roof tile samples
· Specifications per series
· Included features per series
· Lot inventory
· Plot plans
· Templates
· Order installation of Phones Lines

· (2) voice, (1) fax, ISDN

· Provide (2) 2-line Phones (Michele Rodgers)

· Provide (1) Fax Machine, (1) Printer

· Provide PCs

· (1) Sales

· (1) Construction

· Setup Network

· Provide Site Network Wiring

· Provide ISDN Router, Configure
· Test / Confirm Network Configuration and Redundant Access
· Copy machine
· Cookie ovens

· Order Water Cooler for Delivery 

· Order 2 Filing Cabinets for Delivery 

· Order Small Refrigerator
· Mortgage Brochures/Applications

· Office Supplies
· Order or Transfer Garbage Cans

· Guest Registration Cards

· Realtor Registration Forms

· Corporate Brochures

· Contract Documents 

· Buyer File Folders

· Plat Map Foam Board

· Order Plans Listed on MLS 

· Schedule Cleaners

· Good News Book 

· Community Book

· Memo Book

· Realtor Book
· Order Directional signage 
· Shop Competition for pricing
· Copies of Public Report
· Copies of CCR’s, Landscape Guidelines, HOA Articles, Bi-Laws, Community Rules, etc.
· Corporate Phone List
· Mark plot plan with locations for US Flag, attention flags, on-site signs and place order for installation
