
REALTOR ETIQUETTE 

Etiquette: A special code of behavior or courtesy. 
Synonym: Decorum. 

Realtor Etiquette as it applies to six aspects: Telephone, Keys and Lockboxes, 
Showings, Offers, Contracts and the Community. 

I. Telephone
A. Answering

1. Identify yourself
2. Be prepared with pencil and paper; write down the information given
3. Most appointments need to be made NOW
4. If making an appointment, tell Agent how to access the house:

appointment, lockbox, key, etc.
5. If key is needed for appointment, make s�re it is in the office and reserved

for the Agent or in the lockbox at the showing location
B. Making the Call

1. For an appointment
a. Always give you name, company and reason for calling (to make an

appointment) 
b. Do not ask for the Listing Agent unless he/she must accompany

showing 
c. Some offices will transfer you to another party who will make the

appointment 
d. Provide the person making the appointment with:

(a) your name and company name
(b) day and time range (no more than one hour) of appointment

desired
(c) tell who you are representing

e. If not volunteered, ask how you will access the home:
(a) appointment
(b) lockbox
( c) key (if access by key, ask if key has been reserved)

f. Thank the party for making the appointment
g. If no one answers at the Office to make the appointment:

(a) try any other numbers you have for the Listing Agent
(b) try any other numbers you have for a few of the other Agents in

that Office (in large offices you are not expected to call every
Agent)

( c) as a last resort, telephone the Seller direct for the appointment,
explaining you could not reach his/her Agent
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