oable Of Contents

Introduction =====mmm e e e

Chapter I - Qualifications and Skills for Becoming a Home Inspector-----------
Questions to Ask Yourself
Basic Training
Professional Organizations
Summary

Chapter Il - Industry Standards and Code of Ethics -----------------omocmeeeuuu--
Purpose and Scope of Real Estate Inspections
Exclusions and Limitations
Inspection Procedures Under The Standards
Inspection Ethics
A Recapitulation to the Industry Standards of Practice

Chapter Ill - Tools of the Trade ------=====-——— oo

Must Have Software and Related Items
Attic / Crawlspace Fieldnote Sample
Nice to Have - High Tech Software
Must Have Hardware and Related Items
Nice to Have - High Tech Hardware
Basic Inspector’s Tool Kit
First Aid Kit

Chapter IV - Your Business Plan----==--mmmmmmmmmm e
Goals
Six Steps to Successful Goal Achievement
Goal Sheet
Writing a Business Plan
Putting It Down on Paper
Mission Statement
Company History
Company Goals
Company Strategies
Marketing Plan
Financial Projections
Use Your Plan
Sources for Developing a Business Plan

Chapter V. - Maximizing Your Marketing Power --------=commmmmmmmmmem e
Introduction
Marketing With Existing Customers
Marketing Through Real Estate Agents
Marketing Through Attorneys
Newsletter Marketing
Sample Resume
Answer Promptly
Answer Clearly and Give Your Name
Never, Never, Ever Interrupt a Customer
Know Your Business
Enunciate Your Words and Speak Slowly
Ask for a Name
Placing Customers on Hold
Thank Customers for Calling
Hang Up Last
Improve Your Phone Talk
More Telecommunications Tips
Build On Your Strengths
Home Inspection A Good ldea For The Seller As Well As The Buyer
Advertising
Publicity
Public Relations

Marketing Tips from SPREI Members and the SPREI Bulletin
Marketing Through Smart Telephone Technology
SAiling and Selling Your Inspection Services In Rough Seas
Marketing Tip (The Candy Man)
More Marketing Tips



Sample TOC
Here is the Table of Contents from our book

"How to Successfully Organize and Operate a Home Inspection Business".



                  Item # TXT016



Call (617) 334 - 4500 or write to us for more info at:



             Society of Professional 

             Real Estate Inspectors

   993 Summer St., Lynnfield, MA 01940


25 Ways to Successfully Market Your Real Estate Inspection Business 70

Twelve Sources for Marketing Your Services 70
Miscellaneous Marketing Tips 71
Summary 72
Chapter VI - The Inspection Office --=---=--=-mmm oo 73
Computers 74
Printers 74
Fax Machines 75
Copy Machines 75
Telephone Lines 75
Modems 75
On-Line Services 75
Postage Stamp Meters and Scales 75
Car Phones 76
To Buy or Lease Equipment 76
Shopping for the Best Price 77
Office Forms 78
Pre-Inspection Forms 78
Sample Client Information Sheet 78
Questions to Ask 78
Fee Schedule 79
Sample Fee Schedule Chart 79
Inspection Contract 80
On-Site Inspection Forms 80
Contract 80
Field notes 80
Sample Air Conditioning / Heat Pump Field Notes 81
Questionnaires 82
Listing Broker Questionnaire 82
Owner Disclosure Form 83
Tenant Disclosure Form 84
Inspection Invoice 85
Post-Inspection Forms 86
Report Writing 86
Evaluation Form 86
Call-Back Inspection Form 86
Call-Back Inspection Form Sample 86
Sample Evaluation Form 87
Communications 89
Chapter VII - Report Writing ------====m oo m oo e 90
Oral Reports 91
Checklist Reports 91
Rating System Reports 91
Sample Pure Checklist 92
Rating Systems Sample 93
Sample Pure Rating System Report 94
Blank Fill-In Reports 95
Sample Blank (fill-in) Report 95
Narrative Reports 95
Narrative Samples 96
Book Style Reports 98
Basics of a Good Report 99
Sample Cover Page 99
Sample Exterior Sheet 100
Sample Summary and Conclusions 101
Fieldnotes 103
Sample Fireplace / Solid Fuel Stove Field Notes 103
Exclusions 104
Sample Exclusion List 104
Disclaimer 105
Seven Points of a Good Report 105
Summary 107
Chapter VIII - Legal Issues for the Home Inspector ---------------ocemmmmmemuuno- 109
Real Estate Inspection Litigation 109
Ten Areas of High Inspection Litigation 111
Woodboring/Wood Destroying Insects 111
Environmental Issues 111
Faulty Heat Exchangers 112
Structural Failures 112

Appliances 112



Private Sewer Systems 113

Basement Leaks 113
Roof Leaks 113

Air Conditioning and Heat Pump Compressors 114
Pumps, Fans and Motors 114
Alternatives to a Lawsuit 115
Arbitration 115
Sample Arbitration Clause 115
Mediation 116
Resources for Arbitrators and Mediators 117
Communicate with clients. 117
Leave contract writing to the pros. 117
Engage in periodic risk audits. 117
In any dispute, sit down and reason with your clients.- 118
Before going into a lawsuit get detailed cost estimates and projections. 118
Summary 118
Case Studies 119
Condensation in Buildings 119
Walking That Fine Thin Line 122
Home Inspectors & Building Codes 124
Insurance 127
Some Important Things to Remember About Insurance Policies 129
Contracts 129
Sample Service Clause 130
Sample Standards of Inspection Clause 130
Sample Fee Schedule Clause 130
Sample Confidentiality Clause 131
Sample Exclusions and Limitations Clause 131
Sample Arbitration Clause 131
Sample Notifications of Claims Clause 131
Sample Severability Clause 132
Sample Limitation of Damages Clause 132
Sample Length of Responsibility Clause 132
Sample Attorneys Fees Clause 132
Signing the Contracts 133
Summary 133
Conclusions 134
Chapter IX - Basic Procedures for Performing a Home Inspection -------------- 135
Sample Electrical Field Note Sheet 137
Exterior Inspection 138
Exterior Key Areas 141
Basement Inspection 142
Sample Mechanical System Field Note Sheet 145
Sample Basement Field Note Sheet 146
Basement, Crawlspace, and Garage Key Areas 147
Attic Inspections 147
Sample Attic Field Note Sheet 149
Living Areas 150
Some Other Thoughts and Considerations 153
Summary 153
Chapter X - Running a Successful Home Inspection Business ------------------- 155
The Economics of the Inspection Business 155
Income Potential 156
Fee Structure 156
Collecting Your Fee 160
Bookkeeping Made Easy 160
Sample Bookeeping Page 161
Setting Up a Workable Operating Budget 161
Start-Up Costs 162
Picking the Right Business Structure 162
Sole Proprietorship 163
Partnership 163
Corporation 163
Franchise versus Business Opportunity 163

A Special Word of Caution 165
Management 166
Keeping Good Employees 168
Job Description 168
Personnel Policy 168
Procedural Manual 169

Training Programs 169




Failure Factors Affecting Many Home Inspection Businesses 169

Seven Deadly Mistakes That Can Kill Your Inspection Business 173
Sources For Help For Your Business 175
Other Sources for Small Business 176

Chapter XI - Tricks of the Trade ------------——cmmm e 177
Use of Map Books 177
Use Chalk In Your Inspections 178
Smoke Detectors 178
Speaking of Smoke Detectors 178
Masking Tape 178
Phone Numbers 178
Even the Air Ducts Have Big Ears 178
Be Gentle 179
Buyer Participation 179
Make Educated Assumptions 179
Frozen Wood 179
Snow and Ice 179
Taking Photos 179
Inspecting Appliances 179
Real Estate Agent Participation 180
Walk the Walk 180
Talk that Talk 180
Suspended Ceilings 180
Random Sampling 180
Let There Be Light 180
Keep It Clean 180
Running Water 181
Inspecting Attics 181
Be A Linguist 181
Turn On and Turn Off 181
Roof Tips 181
Know Your Locations 181
Down Memory Lane 182
That Special Touch 182
Happy Phone Calls 182
Unhappy Phone Calls 182
Handouts 182
Other Freebies 182
Probing Wood Areas 182
A Straight Flush Beats A Full House 182
Under Pressure 183
File It 183
You Touch It and You Buy It 183
A Sink Tip 184
Job Interviews 184
Working in Tandem 184
Put the Client To Work 184
Spare Parts 184
Report Writing Tips 185
General Versus Specific 185
Early Bird Special 185
Now You See It Now You Don't 185
The Check is in the Mail 186
And I'll Love You in the Morning 186
The Pee Trap Syndrome 186
Going That Extra Mile 187
Humpty Dumpty’s Mag Light Had A Great Fall 187
The Finishing Touch 187
Footsteps in the Sand 187
Never Argue 188
A Finger in the Dike and a Hand in the Sink 188

Flotsam and Jetsam(Miscellaneous Topics) -- ---- 189
Can We Talk? (Communicating with Clients) 190
Glossary of Unacceptable Terms/Words and Phrases 194
Glossary of Acceptable Terms/Words and Phrases 195
800 Numbers 196
Post Inspection Questionnaire 197
Life Expectancies 198
Mentors 198
Sample Life Expectancy Sheet 199
What Is A Real Estate Inspection 200
Home Inspection Assumptions 202

SPREI Membership Guidelines 204




Environmental Inspections

Questions and Answers

Self Tests

SUMMARY

EPILOGUE
APPENDIX

Home Sweet Home Based Business

Insurance Revisited

On-Line for Home Inspectors

Inspecting Appliances
Average Life Expectancies for Most Major Appliances

Appliance Hotline Numbers

Shifting the Burden of Proof in Environmental Inspections

Defects Require Recommendations (by David Hetzel)

Environmental Issues

Case Studies

Unhealthy Houses

Environmental Crossword Puzzle

Environmental Hazards

Types of Environmental Testing

Training and Resources

Answers to Environmental Crossword Puzzle

General Inspection Questions and Answers

Industry Standards and Ethics

Questions

Answers

A Day In the Life of an Inspector

Some Thoughts To Ponder

On a business plan
On finances

On going that extra mile

On legal matters
On setbacks

On research

On leadership

On setting goals
On zeroing in on your goals

On marketing

On ethics

On the human side
On clients

On employees

On yourself

On report writing

On your reputation

On writing a business plan

On your personal life

On education

On your fiduciary responsibility

On inspection tools

On professional trade organizations
On Industry Standards

On success

On your competitors

On life itself

Business Opportunities
Franchisers

National Trade Organizations

State Trade Associations

Sources For Inspection Reports

Publications

Sources for Inspection Tip Handouts

Training Programs

Training Schools

206



