
Mentoring Checklist

Name: ______________________________ Mentor’s Name: ____________________________

Mentoring Checklist

Activity Initials of Mentee Initials of Mentor

Evaluate technology used - Android/iPhone/Laptop/Tablets/Etc

Configure phone and laptop so it is syncing for calendar, email, 
contacts & fix GMAIL Folders.

Install Dropbox or phone, laptop and tablets

Install Evernote or phone, laptop and tablets

Install real estate apps on phone (i.e. Supra, KvCore and etc).

Review standard folder set up on laptop (Dropbox) for 
consistency (buyer & seller)

Review MLS stats and other reports

Review ShowingTime for listings and buyers appointmnets

Review signature on emails

How comfortable is agent on computer processing and 
usability

Review uploading documents in MLS’s

Review GAMLS CRS Tax Suite, GAMLS Website

Review how to get warranty deeds No Printing

Review NAVICA

Review MLS connect & DITTO

Review DotLoop

Review Supra Login & Lockbox settings

Review eKey & features

Review RPR

Review KvCore, CRM, Newsletter, Drip Campaigns

Review contact data in all MLS’s so it populates to eKey

Review setting up an open house on sites



realtor.com Profile 

Review agent onboarding & orientation 

Ensure laptop is up to date with software and updates

Ensure printer in office is set up on laptop

Vehicle trunk items for buyer (cooler and tools of trade)

What items do I need for a listing

What items do I need for a buyer

What perception does the seller/buyer have of me

Name tag, Key Fobs & Combos

Purchase at least one lockbox and sign

Do you have a recent headshot

Set up professional voicemail and text replies signature

Subscribe to GA Real Estate Commission Newsletter and other 
commission newsletter.

Review task tech lists and to do’s

Set up Design Center (KvCore)

Go over all social media site and importance

Review MAX/Center, Profile Complete, RE/MAX Commercial, 
RE/MAX Luxury, RE/MAX Global & RE/MAX Referrals.

Review Referral Sites & All Facebooks Groups

Review Enhancing Listings on RE/MAX 

Review receiving and sending referrals - GAR Broker to Broker

Join Facebook RE/MAX Groups

Shop CESHop (Discounts and importance of getting CE 
completed early)

Overview of rmtc02

Overview of Molly University

Take along to listing appointments

Take along to buyer tours

Review listing agreements & Purchase and Sale Contract

http://realtor.com


Acronym _____ Listing Appointment 

Drive Along Showing Property

Discuss Partnerships

Discuss Lueder, Larkin & Hunter and Silverton Mortgage 
Credits

Going office GroupMe Accounts

Go over Photofy & RE/MAX Stickers


