Welcome to C Land Realty(&-< g o)t

# C Land Admin Organization #

- Jane Choi: Executive Manager

Palisades Park Office
Mon, Tue, Wed, Fri, Sat (9AM - 5PM) / T.201-944-5353
palisadesparknj@clandadmins.com

- Tim Chung: Accounting Manager

Fort Lee Office
Mon - Fri (9AM - 5PM) / T. 201-917-3830
accounting@clandadmins.com

- Jay Choi: IT & GA Building Manager

Duluth Office
Mon, Wed, Fri (1PM - 5PM) / T. 404-913-5308
duluthga@clandadmins.com

- Suyeon Lee: Digital Marketing & SNS/YouTube Manager

Duluth Office
Mon - Fri (9AM - 5PM) / T. 404-913-5308
duluthga@clandadmins.com



mailto:duluthga@clandadmins.com
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9. Phone Handling
- Release call forwarding: *73+% 3} &
- Call forwarding: *72+ 2 2 A A 3} A T +5 3} E
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Lead Information Sheet

Date of Initial Contact:

Caller Name:

Cell #:

Res Comm Rent Lease Biz
S/B S/B L/ T L/ T S/B

Interest

Source

Listing Address

Listing Agent

Requirements Specifics

Designated Sales Person:




C LAND UPTIME SCHEDULE

FORT LEE (NJ)

as of 1/4/2025

TIME/DATE MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
Claire Ju
10-12 PM
201-787-1432
Claire Ju Hawon Kim
raom e (e e o
201-787-1432 718-702-7876
PALISADES PARK (NJ)
TIME/DATE MONDAY TUESDAY WEDNESDAY THURSDAY FRIDAY SATURDAY
Joyce Kim Joyece Kim Caleb Jung Tammy Kim Cathy Hong Hee Kwon
10-12 AM
201-390-6003 201-350-6003 646-515-0477 201-815-6669 551-574-6382 201-657-5700
5am Lee Hee Kwon Hee Kwon loyce Kim Minjung Shin
12-2 PM
201-741-19%94 201-657-9700 201-657-5701 201-390-6003 201-983-1323
Cathy Hong Alberto Lee Hailey Lee Minjung Shin Hailey Lee Minjung Shin
2-4PM
551-574-6382 201-655-1105 201-957-6651 201-983-1323 201-957-6651 201-983-1323

Office print set-up & 7 7+ F A&
C LAND Email set-up?

O YES, PLEASE CREATE MY C LAND EMAIL ACCOUNT:

ex. 0000 @clandrealty.com / xxxx@clandrealtyga.com

Z o 3+ (Full name base)E A (A F-= 3 &)
0 NO, | WOULD LIKE TO KEEP USING MY PERSONAL EMAIL ACCOUNT

(recommended)



mailto:OOOO@clandrealty.com
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Build Your Dream F e Best of NYC Real Estate
with C Land Realty! '
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Geargia Featured Listings C Land Business Listing

clandrealtyga.com

- www.clandrealty.com

- www.clandrealtynj.com
- www.clandrealtyny.com
- www.clandrealtyga.com
- www.clandbiz.com



http://www.clandrealtyga.com/

# C Land Announcement oA o} J&ES 82 & F dFYH-
- Admin Orientation Agenda
- Agent Commission Instruction Eng & KOR

- How to Add Social Media Link on Your Agent Profile_C Land website

- C Land Standard Email Signature

@c Land REatTy HOME  COMPANY v  LISTINGS v  AGENTS  RESOURCES v FAQS  CONTACT .

Agent Dashboard

New Jersey Office

 CLand [~ - - ; g;\; -
ANNOUNCEMENT | - ] = P

=

CREATE A LISTING

Properties

New Jersey Office
Create a Listing
Doc Center Total 7
Calendar Number Title

Notice FEEDBACK_CBT_SURVEY
Affiliates

Notice Admin Orientation Agenda

My Profile . . .
Notice Agent Commission Instruction Eng & KOR

& LogOut Notice How to Add Social Media Link on Your Agent Profile_C Land website

Notice How to Change Password_C Land Website

Notice C Land Standard Email Signature

Notice Doc Center Forms Update 09122024

All v

Search



# Doc Center 9| A HR3IAHFE AN & UETEE

@C Land [REAETY NJ C Land Doc Center

di Annoouncement

gl Properties

Search
I | >

(® Createa Listing

Doc Center

Q_ Calendar
Al
Ejfafes Number Download Title Language  Date
® MyProfile 1 & Download ~ File Check List_Rent_REV.2 (Fillable) ENG  2024.02.26
& LogOut 2 & Download  NJMLS FORM-Consumer Information Statement(CIS) (Fillable) ENG  2024.08.19
3 & Download ~ Exclusive Listing Agreement_Residential_REV.2 (Fillable) ENG  2024.02.26
4 & Download  Commission Statement_Rent&Lease REV.2(Fillable) ENG  2024.02.26
5 & Download  Open House: Notes to Buyers ENG  2024.07.31
6 & Download  Exclusive Buyer Agency Agreement ENG  2024.08.14
7 & Download  CBCG New Listing Form (Fillable) ENG  2024.07.01

o) 1. File CheckList (Residential Sale & Rent)

2. Listing Agreement Package
3. Commission Statement
4. Transaction Contact List (only Sale)

# Doc Center Video Library-CBT/CBT Class

Search
All v ]m

VIDEO LIBRARY v | Al v



3. NJMLS A& ¢

- 3971y (NJMLS)
1) Admin o] A] 3] 47} 8.7
2) (Admin -> NJMLS 3] 9 7}9] ® 3 Hul=+)
3) dllo]E HERlo] Fa wefA, AEE 485 AA A

- 3 9=EE
1) Admin ol A €% 8.7
2) & 243 NJMLS o o]H Y 3}7]

NJMIS MY MATRIX | SEARCH | ROSTER | STATS ~MARKET REPORTS | TAX | INPUT TOOLS

» Dashboard

News & Alerts Search A My Listings @ & A Hot Sheets 0 %A
Jan 3 - 4Q 2024 Town Comparison Reports MLS Number My Incomplete Listings o Cross Property
Jan 2 - New Webinars-January My Listngs I Bergen County
Dec 27 - Matrix Update as of 12/27 Town My Upcoming Expired (2 Weeks) I Timeframe
Dec 26 - Monthly Market Indicators Report Select My Off Market Listings (2 years) o NewOnly
Dec 19 - Where to Find Form and Documents Zip Code WMy ARIP/UC Activity (]
Nov 13 - Helpful Resources for Matrix Training My Sold /Leased Activity 0

Address My Hit Counters 0
External Links A st# Sireet Name

Office Open Houses I

Listing Agreements ard Documents

Office Incomplete Listings 0
View/Fay Bill

Office Listings (0]
Update Member Info Property Type
’ pery P Office Upcoming Expired (2 weeks) n
Register for Classes Select
Office Off Market Listings (2 Years) 133
Supra Status
Office ARIP/UC Activity D
Realist Select
Office Sold Activity (2 years) o
NI Property Recerds Price in thousands
Office Leased Activity (2 years)
Cloud CMA Min 000 | Max 000
Office Listings with No Photos (>7 days since listed] (]
ShowingTime Agent Preferences On Market Search a
D Company Open Houses o

- C Land NJMLS Listing Fee
1. Residential: Sale ($300)/ Rent($100)
2. Commercial: Sale ($350)/ Lease($150)
3. Business: Sale ($250)



- ZipForm Plus set-up —> New User Account Setup —-> 9-Digit NRDS#

External Links ~
Listing Agreements and Documents

View/Pay Bill

Update Member Info

Register for Classes

Supra
Realist
NEW JERSEY
NJ Property Records P REALTORSE
Cloud CMA

ShowingTime Agent Preferences

ShowingTime Office Preferences .
New User Account Setup
Lone Wolf (ZipForms)

Town and School Information
Social Bay Kindly follow the prompts to log-in and set up your password.
Fine Dispute Form 9-Digit NRDS ID H: | 9 Digit NRDS ID

Find us on Facebook m

Find us on Instagram

- Supra eKey set-up —> New User Registration
- (Activation fee: $50 + tax/ Service fee: $13.03 + tax/M)
- Supra Lockbox: Z} MLS Store o] A 7R+ == 2320 A FE 715

- A8 (Supra Key Youtube 331)

@upra

User ID: * Welcome to the Carrier Single Sign-On (S50) page.
Fergot User ID? Registered SupraWEB users: Simply enter your current user name and password.
Password : *
Forgot Password? New SupraWEB users: Please click register to setup a new user.

[ Remember user 10

[ogin

First time user? Please create an account now.

[egiver |



t#Ht Other MLS

- GSMLS

- Hudson MLS
- Costar

- Loopnet

- BizBuySell

5. 3431 Guideline
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1. 3]A} ¢]& : C Land Realty Co
2. T4~ : 222 Bridge Plaza South, #580, Fort Lee, NJ 07024
3. 33 :201-917-3830
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5. SNS(Facebook / Instagram): 333 2 #&]

www.instagram.com/clandrealty.co

OPEN

HOUSE

6. Google Review: 3= 4 (A 2 H F 32 HU=HYH)

Google Review Links by Location

Location Link

Fort Lee https://g.page/r/CRObCO4eo0ieKEBM/review
Palisades Park https://g.page/r/CUrOM516Gle-EBM/review

New York https://g.page/r/CaonhnPwl-ggEBM/review

Georgia https://g.page/r/CVIe9Xt8rkQhEBM/review



https://g.page/r/CR0bC04eoieKEBM/review
https://g.page/r/CUrOM5I6Gle-EBM/review
https://g.page/r/CaonhnPwl-qqEBM/review
https://g.page/r/CVle9Xt8rkQhEBM/review

7. Sign Post A& ¢Hy

** Sign Post t o] = Sale Listing 71 tff 3] 4] 7+ A 1] 2~ ]|
- Admin ol A thed 24 F AFQIS We /A d fHyd),
- Hbg Ao = F A A Admin ol Al ARl s A 2

o

** Sign Al ZHA] ol == REEA] Admin & 3 T3 FAI 8L (oF e Ak o)

- Rent Sign (w/o Headshot)
- Sale Sign (w/Agent Headshot or w/0)
- Open House Sign (w/o Headshot)

** Sign Al ZFA] o} HARQl WA & 4 9SS vl b =Y

** Commercial sign A2t 2 A 2] 7 -9- agent AH| = A 2] o}& T A< 3|AFeF A5 vyt

REALTY SIGN PRICE LIST

glo-'lE!;ii1E§nla§E 24" x 24" ALUMINUM COMPOSITE SIGN
ephemmerdamireity s W/ VINYL PRINT (DOUBLE SIDED)
GROMMET HOLES

W/ STAINLESS STEEL RINGS INCLUDED
$80 + TAX EA.

- 24" x 6" ALUMINUM COMPOSITE SIGN
W/ VINYL PRINT (DOUBLE SIDED)

- GROMMET HOLES W/

STAINLESS STEEL RINGS INCLUDED

$45 + TAX EA.

i 1
FOR SALE

C Land
Realty

www.clandrealty.com

- 24" x 18" ALUMINUM COMPOSITE SIGN
W/ VINYL PRINT (DOUBLE SIDED)

- GROMMET HOLES

W/ STAINLESS STEEL RINGS INCLUDED

$60 + TAX EA.

201-917-3830

"STEPHEN LEE

 —

201-741-3002

For Re nt - 24" x 18" ALUMINUM COMPOSITE SIGN
— WIVINYL PRINT (DOUBLE SIDED)

$60 + TAX EA.

C Land

Realty
201-917-3830

201-741-3002

- 24" x §” ALUMINUM COMPOSITE SIGN
«— Wi VINYL PRINT (DOUBLE SIDED)
$45 + TAX EA.

__ SIGN FRAME
565 + TAX EA.

247 x 18" ALUMINUM COMPOSITE SIGN
. W/ VINYL PRINT (2 BOARDS)

$60 x 2 = $120 + TAX

SIGN FRANE
$65 + TAX EA.

C LAND REALTY

SIGN WORLD

FOR THE WORLD TO SEE

ea = T T
121472023 ERIC I 1 1

SIGN WORLD LLC + 432 BERGEN BIVD., STE. E, RIDGEFIELD, NJ 07657 » ENG: (201) 696-2436 | KOR: (201) 286-9747 + EMAIL: INFO@THESIGNWORLD.COM » THESIGNWORLD,COM
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- AL oA QI AE T AT (9] ol WY AFET)E)
g3t} Name Badge © 2.9 =& F3llA4 &Y
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** 11 = Company Event ®=+= Open House -2 ] Public Event ©l| = Name Badge
28 o T

9. Open House ¢HJ]
- Hed AR
1) Notes to Buyers
2) Exclusive Buyer Agency Agreement
3) Visitor Log

OPEN HOUSE PREPARATION CHECK LIST
(Rev. May/2020)

Schedule Check
1 MLS schedule updates
2 Extra Advertisement(C Land Web Newspaper, SNS, etc.)
App: "Open house Wizard", "Home Snap”
Preparation
1 Brochure & Holder
2 Fact sheet (or Copy of MLS listing), Survey(if avialable)
3 CIS Form, Dual Agency Form
4 Agent Name Cards & Holder
] Guest Log Book
5] Balloon (with C Land Logo if available) & Helium gas bottle
7 String and scissor for ballooning
8 Open House Sign (x3)
9 “Remove shoes™ sign if needed / Shoe guards
10 Packing tape for general use
11 Extra Deco Items (Door mat, Area Rug, Bathroom towels set, etc)
12 Deodorant (Candle and lighter_ etc)
13 Backround Music (CD Player/Bluthooth speaker)
14 Gift'promo items_ Snacks, etc.
15 Proper Buisness Attire with Name Badge




10. In House Incentive

C Land }-%4ko] Agent o] 2] -5 7] 2 =+%] © & In-house Deal < 2 & 3}7] 9 &l
TP {E Y a0 ZHALE %8)aA)F o] 7 ¥ Closing - In-house Deal
73 0. 2 Incentive & A3 3FaLAF Fu T} &FA S Incentive AHEHS ol gl & HE
Fe=gyr

e Res. Sale: $100 Amazon 7| 2 E 7} =

e Res. Rent: $25 Amazon 7| 2 E 7} =

e Comm. Lease: $100 Amazon 7| 2 E 7} =
e Business Sale: $100 Amazon 7|32 E 7} =

*Rent: $2,000 o] A+
*Comm. Lease: $10,000 o] %}



Transaction Document Requirement

File Checklist (New Jersey — Residential Sale)

<Listing>
1.

2,

Consumer Information Statement

MLS Listing Agreement ( MLS Input Work Sheet: Optional)

MLS Listing Page

Informed Consent to Dual Agency

Commission Split(Co-Work) Addendum

Seller’s Property Disclosure Statement (Signed by Seller/Agent)-Optional
Lead Based Paint Disclosure (if necessary, Signed by Seller)

Delayed Showing Form (if necessary)

< Under Contract>

Sales Contract and any applicable addenda

Seller’s Property Disclosure Statement(Fully Executed)-Optional
C Land Contact List Form

Initial Commission Statement

MLS Listing Page ( Buyer Case)

Lead Based Disclosure Statement( if necessary, Fully Executed)

Team Work Sheet (If any)

< Post Closing Items>

1.

2,

Commission Check & Check Copy
Final Commission Statement (with Team Work Sheet/ Referral Fee Statement)
Closing Disclosure (HUD-1)

MLS Listing Paper with Status Changed(Sold)



File Checklist (New Jersey — Residential Rent)

<Listing>
1.

2,

Consumer Information Statement

MLS Listing Agreement ( MLS Input Sheet: Optional)

MLS Listing Page

Informed Consent to Dual Agency

Commission Split(Co-Work) Addendum

Lead Based Paint Disclosure (if necessary, Signed by Seller)

Delayed Showing Form (if necessary)

< Post Closing Items>

1.

2,

Commission Check & Check Copy

Commission Statement (with Team Work Sheet/ Referral Fee Statement)
Lease Agreement(Fully Executed)

Lead Based Paint Disclosure (if necessary, Fully Executed)

MLS Listing Paper with Status Changed(Leased)



# Closing ¥ 3Alol] A|ES A FE#

4] ) sale File Checklist

1. Listing Agreement
. Seller’s Property Disclosure Statement (Signed by seller/agent)
. Contract
. Transaction Contact List
. Commission Statement
. Closing Disclosure (HUD-1)
. MLS Listing paper with Status Changed (sold) /
FMLS & GAMLS & Savannah MLS
8. Commission Check & Check copy
9. Escrow Fund Release Form (if escrow deposit has to be released as
commission)

\IO\U'ILUUN



FALISADES PARK. N NEW YORK, WY DINLUTH, GA
14 Borad Arveane TN 12ndl Shoeet, 190 B Sty Bl Siile 201 Sealh
Faltiade Fal, B10065) St Tork, WY 100011 Dwluth, G4 MI0S4:

112 Brickge Plaa South, 1500
C Land P M -
T 00 907 3050 E M0 1A 1 307 54 5353 T 20 Sa0aad F 100 T 0 Tl 1 S

COMMISSION STATEMENT (SALE)

Date
Submitted By
Transaction Type Resﬁntial Commercial Business
) ID i D
Agent Type Buyer ([_) Seller [D;
Property Address

Closing Date (Est.)

Purchase Amount 5
Commission Rate (%) %
Commission Amount 5
Listing Fee S
split (if applicable) name: / %
Other Deduction / Addition
(Re: )
Net Total 5

Please make check payable to 'C Land Realty Co"

Authorized by Stephen Lee (Broker of C land Realty)



TRANSACTION CONTACT LIST
SUBJECT PROPERTY

TRAMNSACTION AMOUNT

MName
Seller Address
Phone | E-mail
Company Mame |
Seller's Address
Attorney Phone | Fax / Office |
E-mail
Company | Mame |
Sellers Address
Agent Phone | Fax / Office |
E-mail
Mame
Buyer Address
Phone E-mail
Company MName
Buyer's Address
Attorney | phone
E-mail
Company Name
Buyer's Address
Agent Phone
E-mail
Company Name
Mortgage Address
Company Phone
E-miail
Title Company E-mail
Company | Address Phone




# Closing ¥ An|d Br=H #

1. Check & &

- Payable to C Land Realty Co
- Cashier / Certified Check - Residential Lease (Personal check not
accepted anymore. Zelle, Wire, & Cash being accepted as usual)

2. Wire 2 W21 (Please see wiring instruction on Doc Center)
3. Escrow Deposit 2 Commission 2.2 Release & 9]

4. Zelle = ¥-&uj

- Account Name : C Land Realty Co.

- Add: 222 Bridge Plaza South #580, Fort Lee, NJ 07024

- Zelle Number: 201-741-3002

- Bank Name : CHASE BANK

- Add: 460 Bergen Blvd. Suite #100, Palisades Park, NJ 07650

# Commission Instruction #

Commission Instruction

2= MF Y704 oA o At +240 2
of, =, S0 EH|EAS B
BEMF R 70 Lo | OCSF 3290 2
=, £, %, 20| EH|EAS 37

e Referral Fee B=i= E} 3|A} A AL 7] 2% O & Check W3 & - o & w3t}
o Wire - 212} B Wire Fee ($30-$40)
e Referral Fee == E} 3| A} (Brokerage) AV A A5 49 W9 & Wrol5=A] 7] v}y,
o X Referral Fee L= E} A An| A do] HE o] &0 2 X 7314 E5YTh
% 3] A} (Brokerage) ©] & 0. & W9 WFol5=A] 7



Escrow Fund Release (2 7} %] &)

1. ESCROW FUNDS RELEASE AUTHORIZATION Form 243

- Escrow fund release form < escrow money £ deposit(3d & A7 A1) £&
FA4 0 2 release 3 oF3l7] W&, 222 K9} AlQlo] B Q3T

ESCROW FUNDS RELEASE AUTHORIZATION

I, . authorize C Land Realty Co. to release the escrow funds

for below purpose from C Land Realty Co.’s escrow account on the date of

Request by: I:]Owner.-"Lundlurd |:| Buyer/Tenant D Other:

Purpose: I:l Commussion |:' *Cancellation & Refund |:| Other:

*Reason for
Cancellation:

Amount:

Payable to:

[|Business /[_]Property Information:

o Business Name (if applicable):

o Street Address:

¢ Town/City: State:
ZipCode:

Authorizer Contact Information:

¢ Phone Number:

¢ Email Address:

Signature: Broker Signature:

Date: Date:




2. CHECK REQUEST FORM

CHECK REQUEST FORM

Date

Requested by

Property

Purpose/ Use

Amount S

Need by

Make payable to

Employee/Agent Signature Date

Approval Signature Date




