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                          AGENT INFORMATION SHEET
245 Pontchartrain Drive Ste. B-7
Slidell, Louisiana 70458 
Off: 985-960-1907

Fax: 985-643-4560
www.TopAgentRealtyInc.com
Branch Office:
1011 North Causeway Blvd. Suite 9

Mandeville, LA 70471

MLS Lockbox access
Corporate License Number:

0912122974-corp

Wireless Network:  
Select KGB Network

Login: topagent

Network Access:  topagent

Computer:

Main Password:  topagent

MLS Company Id:  TOPPA01

Broker ID:  0912122974-Corp
Top Agent Realty Intranet
http://kimberlyhatcher.featuredwebsite.com/for-agents.asp
Username: kimberlyhatcher

Password: kgb9090

Formulator: 
www.formulatoronline.com
ID:  Kimberly.hatcher

Site: 300136

Password:  1234
St. Tammany Clerk of the Court:
www.sttammanyclerk.org 

ID:  9090

Password: 9090
Housing and Urban Development:
We are a HUD certified broker.  You will need to use the following code to submit electronic bids for HJD homes:  NAID number TOPAGN2267.  You will also need to insert the code “SAMS NAID” on the bottom right hand side of the sales contract.  We also have HUD keys for your use.   To submit a bid on a HUD home go to www.citysidecorp.com 
Realtor.com:
1.  Realtor.com is automatically notified of the agents company change through the MLS.  Realtor.com will set up an account for you automatically upon notification of the change.

2.  Once your status has been changed with the MLS, contact Realtor.com’s customer service at 800-878-4166 to receive your username and password.

3.  All of your listings will be pulled from the MLS automatically and will include the basic description and photos.

4. Realtor.com will automatically market your properties on many websites. See Technology Presentation for current list.

5.  A Listing Presentation Template available from Realtor.com.  Just insert your personal information and you have a professional, clear presentation to present to potential listings.  Contact Office for Template. 
The Real Estate Book:

Free to you through Top Agent Realty Inc., all of your listings will be automatically uploaded to the Real Estate Book Online from the MLS.  Ads for the monthly paper editions should be submitted the first week of the month and run $44.83. 

Charter Television: 
Ads are available on Main Street TV under Top Agent Realty.   E-mail ads to the Office.  E-mail should contain address, price, run date, status (new ad, rerun, etc) and a no more than 50 word script to be read on air.  Ads should be submitted by Tuesday COB each week for the ad to begin running the following Monday.  Ads are $20 per week.  
Realty Expo.com

Realty Expo is a marketing site and you can sign up for a free account.  Once you sign up, you can add your listings and easily send e-mail blasts on Just Listed, Solds, etc. 
GSREIN:

The Office will e-mail you the GSREIN e-mail lists for all New Orleans Metro Area Realtors.  Utilize this list for e-mails blasts and marketing.  

Introduction:
Email to the Office, a photo (jpeg format) and a brief write up to be distributed to the various web sites and magazines/newspapers that the agency advertises with.
Web Master (www.TopAgentRealtyInc.com):
1.  E-mail the Office your name, photo (jpeg), professional biography and MLS user ID and e-mail address.  Your listings will be pulled from the MLS automatically and will include the bedrooms, bathrooms, living sq. footage, display photo and public remarks.  FYI- ALL CAPS does not display well on the website.

Office:
1.  Leave all correspondence in the letter box located in the Business Center. The box will be checked Mon – Fri. 
2.  Select and mark a box in the Business Center for you office supplies and marketing literature. 

3.  Schedule the conference room using the calendar on the door.

4.  Forms are located in the desk drawers and are free to all agents.  If the forms you are using are running low please replenish.  There is also a disk with all the forms in the top right drawer and on the TAR Intranet.
5.  Basic office supplies are located in the desk drawers.

6.  The office, internet and all equipment is for the general use of all the Top Agent Realty agents.

7.  E-Greetings, Newsletters, Forms, Templates, Logos, etc are on disc and will be provided.

License Transfer:
1. License transfer forms are in your Presentation Package. 
2. Copy of all documentation needs to be provided to the Office for your file.

Insurance:

RISC insurance form is provided.  A letter needs to be emailed to towens@risceo.com to transfer from past company to current company.

Contacts:
Kimberly G. Hatcher, Owner and President

246 Rue Jonathan, Slidell, LA 70461
Cell: 985-960-1907

Fax:  985-847-1816

kim@topagentrealtyinc.com 
Broker, LA

Stephen Molero

Cell: 504-462-6269
smolero@bellsouth.net
Broker, MS

Scott Palumbo

Cell: 985-788-4290

scottpalumbo@topproducer.com

Office Email: kim@topagentrealtyinc.com
