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Belvoir Marketing
Brokerage Support: Best Practices, Processes, 

and Procedures



Meet the Team: Marketing

Annemarie Price – Marketing Coordinator (Graphic Designer & Production / 100% Graphic Design)

• Design and Production of all Pitchbooks / Owner Presentations, Flyers, OMs, and other 
Belvoir Marketing materials (all design work in Adobe Creative Suite unless otherwise requested)

• Creating new templates for pitchbooks, flyers, OMs, etc.
• Graphic Design / Content creation for Social Media Graphics: LinkedIn, Instagram, Facebook

Caylin Hicks – Marketing Specialist (Digital Marketing Specialist/100% Listing Management)
Inventory Management:

• Tracking all Marketing Requests (Pitchbooks, OMs, and Flyers) in Microsoft Teams / Property Marketing 
Tracker

• Auditing all requests for completion and following up with appropriate party (broker or client) for missing data
• Once all data necessary has been collected, updating the property with an “effective date” for production
• Once materials are approved by both Broker and Client, uploading content to CoStar/Loopnet and 

Belvoir.net
• Weekly auditing of all online inventory, working with Brokers and (if applicable) their support staff to ensure all 

listings stay up to date 
Social Media:
• Creating a fresh content calendar each quarter for LinkedIn, Instagram and Facebook. Coordinating with 

Annemarie to collect appropriate graphics and executing 
• Featured Listings of property, branding, etc. 
Other Digital Marketing:
• Working with Nate’s eblast schedule to ensure all new listings are e-blasted and content is timely
• Working with website / blog writer to ensure featured properties are highlighted on Belvoir.net / blog 



Meet the Team: Brokerage Support

Nate Han – Transaction Manager (Broker Onboarding)

• New Broker Onboarding: Salesforce Training, Comps / GIS / ESRO Training
• CRM Maintenance and updates
• Eblast scheduling, design and deployment
Main Role: Market Intelligence, Contracts, agreements, and vouchers with a strong focus on 
development of technical applications in CRM and Pardot

Brad Smith – Sr. Financial Analyst ( Subject Matter Expert / Broker Support on an As Needed Basis)

• Subject Matter Expert / Editor of Marketing collateral as needed
• Running Proformas when needed 
• Strategic and business writing when needed
Main Role: Financial Analytics, modeling, underwriting, and cost analysis. Major focus on BGP / 
Investment side of Belvoir 

Varun Rajan – International Advisor (Marketing Request & Listing Support (Kyle & Nick ONLY) 

• Salesforce - Ensuring all accounts for Kyle & Nick are accurate and up to date
• Submitting requests and supporting materials for Pitchbooks / Owner Presentations
• Submitting requests and supporting materials for New Property listings, flyers, OMs and 

any other marketing materials (scheduling Drone / Photography, any additional signage, etc.)



Sales Life Cycle

1. Lead 
Generation

2. Prospecting

3. Engagements

4. Go to Market / 
Touring

5. LOI 
Negotiation / 

Proposal 
Negotiation6. Under Contract 

/ Signed Proposal

7. Feasibility 
Period / Lease 

Negotiation

8. Closing Period 
/ Signed Lease

9. Fully Closed

10. Post Closing

Selling
Closing

Negotiating

1. Brokers focus on generating leads
- Brokers identify & set target campaign
- TM pulls Lists & imports into CRM as Leads

2. Brokers identify & qualify prospects
- Convert CRM Leads into Opportunities by 

tracking all calls & activity 
(Letters, Texts, Emails, Networking Meetings)

3. Brokers pitch prospects to engage as 
clients

- Log Pitch meeting in CRM Opportunity
- Request Pitch Book

4. Once Engaged, update CRM 
Opportunity

- Broker initiates BST request 
for Flyer / OM / Online Listing

- Broker submits Comps & 
Market Intel for OM

- Financial analysis included in 
OM

- Marketing generates 
collateral

- Marketing publishes new 
listings to LoopNet, CoStar & 
Belvoir website

- TM Eblasts new listings
- Tour Books assembled

6. Once Under Contract & Signed, update 
CRM

- Marketing promotes via Eblasts & social 
media

- Financial modeling & deal structure
- TM reviews contracts

5. Brokers negotiating
- Track & update documentation in     

CRM Opportunity

10. Brokers continue follow up after each 
close

- Brokers share best practices & issue 
processing

- Marketing orders Belvoir branding for 
client touches

7. Brokers continue negotiations
- Track updates in CRM Opportunity

8. Brokers Closing
- Broker submits Voucher to 

TM
- Invoice generated for 

Accounting
- Broker provides invoice to 

client
- Marketing sends 

“SOLD” or
“FULLY LEASED” 
Eblasts

- Marketing issues PR

9. Property Closes
- Brokers close CRM Opportunity
- Monthly A/R reconciliation by TM
- Client pays invoice
- Accounting pays commissions



Go To Market

Initial Client 
Meeting 

Scheduled 
to 

understand 
Client 

needs (which 
will inform Pitch 
Book content)

Request for 
Pitch Book / 

Owner 
Presentatio

n (including 
financial 

information like 
BPO and comps)

Signed 
Engagement

/ Listing 
Agreement 
Received 

(with minimum 
of 90-day 
exclusivity)

Information 
request 

submitted 
to seller &

New Listing 
Request 
sent to 

Marketing 

Approved 
Materials 

are sent to 
Print 
(and if 

applicable 
posted on 
CoStar / 

Loopnet / 
Belvoir.net)

Marketing 
promotes listing 

and property 
through E-Blasts, 

Digital Listing 
maintenance, 
Social Media, 

and other 
appropriate 

efforts

Closed / Sale:
Marketing Promotes 
Listing Closure with 

Eblasts, Press 
Release and 

updated Broker 
Experience resume 

& Listing Status 
Sheets

I d e a l  P r o c e s s  f r o m  E n g a g e m e n t  t o  M a r k e t i n g  L a u n c h



Marketing Materials

• Pitch Books / Owner Presentations

• Broker Relevant Experience / Resumes*

• Broker Listing Status Flyers

• Property Flyers

• Expanded Property Flyers*

• Property Offering Memorandums

• Tour Books*

• Digital: E-Blasts, Social Media Graphics, Web 

Graphics, Belvoir.net

• Property Management Collateral (Brochures, 

Lease Listings, etc.)

• Press Releases*

• Generic Belvoir Branded Marketing Materials 

(including Glossy)



Marketing Request Forms: 
BelvoirMarketing.WuFoo.com

One central, online location for all marketing requests including:
• Pitch Books / Owner Presentations
• Offering Memorandums
• Flyers & Expanded Flyers
• Broker Relevant Experience / Resume Request
• Broker Listing Status Request 
• Any other graphic design or marketing material needed



Marketing Request Forms: 
BelvoirMarketing.WuFoo.com

Forms include fields to answer all listing / client / marketing related questions as well as 
upload:

• Financial information such as BPOs
• Leasing Comparable
• Relevant Experience 
• Photography

Once submitted, forms go to BST@Belvoir.net automatically, but also get stored 
in Wufoo’s cloud for easy reporting



Marketing Request Process

Pitch Book / 
New Listing / 
Misc. Request 
form comes in 

through 
WuFoo

Request is input 
into BST 

Microsoft Teams 
Project Tracker 

to go into 
Marketing Que

(If Applicable)

Any missing 
materials are 

tracked down by 
BST and request 

is given an 
“effective date”

Marketing 
Materials are 
sent to Broker 

first (and if 
applicable 

then to client) 
for final 
approval

Approved 
Materials are 

sent to Print and 
(and if applicable 

posted on 
CoStar / Loopnet

/ Belvoir.net)

Listing 
Maintenance
A weekly report of all 
listings is pulled for 

accuracy and updates 
with the BST partnering 
with Brokers to ensure 
any changes are made 
to digital listings and 
marketing materials 






