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Set Stage to New 
Request Added

Check for property 
Details in System

In System

From RESCALE: 
Marketing 

Submission

Agent tasked With 
Requirements

EMAIL TEMPLATE

Hi {Agent},

Your new request is now successfully added in the system.

Could you please Complete the listing submission 
documentation in the following link.

{Link to Submission Sheet Proposal}
 
Should this request be no longer active please reply 
accordingly. 

BUTTON:Completed

Regards,
Yoonet

EMAIL TEMPLATE

Hi {Agent},

Could we kindly request you to complete a marketing budget 
for {property address}. 

Please follow this link {link to Marketing Budget} and 
complete accordingly. We will follow up with you in 24 hours.

BUTTON: Completed

Should this request be no longer active please reply 
accordingly. 

Regards 

EMAIL TEMPLATE

Dear {Admin},

Please see Marketing Budget for {property} here {link} 
your review. 

Regards 

VA conducts PDS 
Live search, 

completes fields Lot 
and Plan. Populate 

Land area (and 
building area if 

known in PDS live) 
attach Full detail 

property report from 
PDS to the property. 

Save in Property 
Folder on Server, add 

agent tag in REX

Yes

Set Stage to Property 
Details Complete

Submission 
Proposal Sheet 

Completed

Agent completes 
Marketing Budget

Set Stage to 
Marketing Budget for 

Review

Admin Tasked to 
Review Marketing 

Budget

Set Stage to 
Marketing Budget 

Complete

PDF Created of 
Marketing Budget 

saved in REX

Real Hub: Draft 
Proposal 

Admin Tasked with 
Review

Admin reviews and 
verify if there are any 
amendments needed

Amendments 
needed

Finalise proposal and 
send to Agent

Stage set to Proposal 
for Review

Stage set to Proposal 
Pending

Wait

Agent Advise 
Proposal Won or Lost

Won

Stage set to Proposal 
Won

Yes

FORM 6 Process

Stage set to Proposal 
Lost

No

Add a Reminder to 
be sent after 1 month

Set Stage to 
Proposal Lost

Listing Won

No

Request to Agent for 
Feedback

Agent Provide 
Feedback

>7 days?Wait

Yes
Proposal and Notes 
Added in REX at the 
base property level

Set Stage to 
Proposal  Not 
Proceeding

Set Stage to 
Archive

Admin Finalises 
marketing budget 

and notifies Yoonet

Agent completes 
Details

Submission PDF 
Complete added in 

REX

Yes

Agent Tasked to 
Prepare a marketing 
budget (Stage: Send 
Marketing Budget)

VA opens submission 
template; makes a 

copy of the sheet and 
saves to a folder for 
the property address 
in Colliers G Drive; 
Completes property 
name, sale or lease, 

agent name and 
campaign 

coordinator. 

**Don't Forget to 
change sheet sharing  

to No Log-in 
Required.

VA opens marketing 
budget template; 

makes a copy of the 
sheet and saves to a 
folder for the property 
address in Colliers G 

Drive; Completes 
property address, 

campaign start date.

**Don't Forget to 
change sheet sharing  

to No Log-in 
Required. 

EMAIL TEMPLATE

Hi {Admin name},

Draft proposal for {property} is now ready for your 
attention and kindly advise us when complete. 

Realhub Review Link:
Realhub Client Link:
Link to Sheet:

Button: Verified
Link: Recommended Amendments

Regards 

Email with the 
recommendations will 

be sent to Agent
Yes

EMAIL TEMPLATE

Hi {Agent},

Please see some recommendations from Admin:

RECOMMENDATION NOTES

Kindly let us know if you would like to proceed with their 
recommended updates by ticking the PROCEED 
button, else you can add in some notes using the form 
below.

Thanks so much.

Button: PROCEED
Link: Agent Notes

Regards 

No

EMAIL TEMPLATE

Hi {Agent},

Finalised proposal for {property} is now ready for your 
review and kindly let us know the status:

Realhub Review Link:
Realhub Client Link:
Link to Sheet:

Button: Proposal Won
Button: Proposal Lost

Regards 

Yes

EMAIL TEMPLATE

Hi {Agent},

We are sorry to hear that your proposal for {Address} didn't 
eventuate. 

Can you please follow this link and let us know what happened. 

BUTTON: FORM:Proposal Not Proceeding 
 
We will follow you up in 7 days. Thanks for your cooperation. 

Regards 

EMAIL TEMPLATE

Hi {Agent},

This is a reminder to follow up the owners of {property 
address} regarding the submissions sent previously.

After your discussions please respond below if the 
proposal has been accepted:

BUTTON: Proposal Won
BUTTON: Proposal Lost

Thank you so much!
 
Regards 
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