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Modules

Module 1 – The SIRVA Partnership & SIRVA-Team Agent Role

Module 2 – Departure Services (APEX 2.0)

Module 3 – Destination Services

Module 4 – SIRVA-Sister Company Support

Module 5 – Performance and Quality Expectations

SIRVA Team-Agent Test
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Destination Services

Module 3
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APEX – Home Finding

Apex Benefits

• Beginning to end Home Finding process in APEX

• Improved efficiency; automation of paperwork

• Ability for broker/agent to enter updates at any time

• Increased ability for agent to interact with APEX system

• Alerts and reminders for incomplete tasks

• Increased conversion for Home Finding, SIRVA Mortgage and 

SIRVA Settlement
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Assisting a SIRVA Transferee in their destination

SERVICE,

SERVICE,

SERVICE…
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Destination Services – Home Finding

At the Time of the Referral…

• Your relocation department receives and accepts all 

home finding referral opportunities

• Assigns an Agent within (4) hours

• Relocation Department will be “updated” at certain points 

in Home Finding process through “APEX” system
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Buyer Agency/Exclusive Right to Represent

SIRVA supports Buyer Agency ONLY at the time of execution of a 
Purchase Agreement and ONLY for the duration of that offer.

SIRVA advises its Transferees on the following:

• Not to sign an Exclusive Buyer Agency Agreement at the first 
home finding trip 

• Not to sign an Agreement that links to agent’s compensation, 
commission, costs or expenses

• If there is an Agreement signed, ensure there is the ability to 
cancel the Agreement at any time for any reason
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APEX Process

All referrals are placed 

through your Brokerage’s 

Relocation Department or 

Broker
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APEX Agent Tasks
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APEX Process – ‘Agent Tasks’

Agent tasks are 

broken down into 

three sections
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APEX Process – ‘Home Finding Update’
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Agent reads and acknowledges Agent instructions

Summary of Agent Tasks

Agent  acknowledges SIRVA Mortgage notification 

Agent acknowledges Pre-Assigned Closing Office notification

Agent contacts Transferee

Agent receives Home Finding referral task
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Agent Notification of Referral

• All referrals are 

placed through 

your Brokerage’s 

Relocation 

Department or 

Broker.

• You will receive 

this email after the 

referral has been 

assigned to you.

• Contact the 

Transferee per the 

instructions 

(in the red box).

• Note your contact 

at SIRVA for this 

assignment (as 

circled in red).

• Click the link to 

access the APEX 

system.
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Expectations when Contacting with Transferee

• Contact within 24 hours

• Confirm information received from SIRVA and, if necessary, 

conduct a preliminary needs assessment 

• Please avoid being redundant regarding your assessment 

questions if you have been provided the information previously by 

either SIRVA or your Brokerage contact.

• Confirm timeframe for visit

• Establish expectations for visit

• Send listings or links ahead of time

• Follow up

• At all times be attentive and sensitive to the Transferees needs 

and inform SIRVA of any extenuating concerns
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Log In Screen

The link will bring you to this log-in screen. 

• Enter your user name and password (should have received this 

with first email welcoming you to the system)

• Your user name is your email address

Note: If at any time you forget your password, click on this link to have it reset
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Agent Portal – Any Task You Receive In Apex Starts Here 
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Home Finding Referral Task 

Two Sections

Needs Analysis

Agent Instructions
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Needs Analysis

“Needs Analysis” 

section has been 

completed by 

transferee

Provides information 

regarding:

• Locations of 

interest

• Types of home     

desired (age, price)

• Community desired

• Schools/Education 

Information

• Additional 

comments
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Agent Instructions

After reviewing the Needs Analysis, click the 

‘Read and Acknowledge Agent Instructions’ button
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Review of Home Finding Purchase

Recommendations include 

information regarding:

• Buyer Agency

•Suggested contingencies for 

purchase contract (addendum will 

be received with confirmation 

email)

• Suggested inspections

NOTE: You will receive a copy of 

suggested informational guidelines 

referring to certain Relocation 

provisions that may become 

applicable. 

You must acknowledge 

to move forward
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Review of Home Finding Purchase

Submit button appears after recommendations 

have been acknowledged

CLICK HERE 

to complete 

task

Reminder email will be sent at 24 

and 48 hours if task is not completed. 

Broker will be contacted at 48 hours.
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This screen should then appear so that you know the task is completed

Agent Task Complete
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SIRVA Mortgage Acknowledgement
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SIRVA Mortgage Acknowledgement 

Agent should support but not require the use of SIRVA 

Mortgage for this transaction

Acknowledge your 

understanding that SIRVA 

Mortgage should be 

supported by typing name 

and submitting

If task is not completed within 

24 hours of receipt, you will 

receive a reminder
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Agent HF Referral Email – Recommendations

This email will be sent to you to complete the Home Finding 

Referral task. It will include a copy of the recommendations you 

acknowledged as well as the SIRVA Addenda that should be 

included when the Transferee completes a purchase contract.
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Pre-Assigned Closing Office Task

Click the link 

to access the 

APEX system

Within two days of referral, you will receive this email 

notifying you of the pre-assigned closing company for this 

transaction
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Pre-Assigned Closing Office Acknowledgement

Agent should support but not require the use of the pre-

assigned closing office for this transaction

Acknowledge your 

understanding that pre-

assigned closing office 

should be supported by 

typing name and submitting

Company name, address 

and contact information 

provided

If task is not completed within 

24 hours of receipt, you will 

receive a reminder
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HF Update Email 

You will receive the email below asking for an update on 

the Transferee’s Home Finding process.
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HF Update – 3 Questions to Complete

Please 

provide any 

available 

info in the 4 

fields on 

the HF 

Update 

Task and 

click 

“Submit” 

when 

completed
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HF Update OVERDUE

• You will receive the email task below if you do not  complete the 

original HF Update task within 48 hours.  

• Please complete the HF Update task ASAP if you receive this message
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Destination Services – Home Finding

Reminders regarding initial meeting with Transferee…

• Agent provides written agenda to Transferee.

• Map of properties/MLS printouts.

• General Area Overview Information.

• Agent listens and should be a resource.

• “Meet and Exceed Expectations.”

• Follows up with Transferee and SIRVA.
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Destination Services – Home Finding

When the Transferee goes home without finding a  

suitable property:

• Debrief Transferee and solicit feedback.

• Update SIRVA with results of the trip (through APEX).

• Maintain contact with Transferee between trips.

• Inform Transferee of new listings that meet the Transferee’s needs.

• Send articles, web links, or other market or area information to help 

the Transferee in their decision process.
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APEX Process – ‘Purchase’
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Destination Services – Home Finding

Once a home is identified, the Transferee should check their relocation 

policy for any eligibility requirements for future relocation resale.

Prior to the Transferee making an offer: 

• Complete an analysis for the Transferee 

(HPE, CMA or BMA).  Provide one copy to SIRVA 

and one copy to Transferee.

• SIRVA Addendum.

• Closing Agent Selection Addendum (CASA)-Refer to Module 2, Slide X.

• Home Finding Purchase Report (in APEX) / and notify SIRVA Counselor 

of completion.

After They Move In

• Be available as a resource to help Transferee orient

to the area and help them get settled if requested.
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Summary of Agent Tasks – Enter ‘Purchase’ Information 

in APEX

Enter Purchase Information

Agent enters information through APEX via the ‘Enter 

Purchase Information’ link under ‘Home Finding Actions’ 

noted on next slide.

OR

Agent receives task from Relocation Consultant (manually).
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Enter Purchase Information

You can log into Apex and provide this info at any time – do not 

have to wait for a task to complete.
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Purchase Information Task

Whether you enter directly 

through APEX or receive a 

task from the Relocation 

Consultant, you will arrive at 

this screen.

Four sections to complete:

• Purchase Information

• Commission

• Referral Fees

• Purchase Agreement
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Enter Purchase Information

Enter all address 
information, 
purchase price, list 
price, purchase date 
and estimated 
closing date

Pre-Assigned 
Closing Office 
information – You 
acknowledged 
previously, note if 
using pre-assigned 
office
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Purchase Information

If not using pre-assigned Closing Office, please answer ‘No’. If 

‘No’, provide Closing Office that will be used, it’s name and 

phone number. Select reason why pre-assigned Closing Office 

is not being used.
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Commission/Referral Fee

• Enter Commission Rate and Split.

• Referral Fee % will be auto-calculated from the Referral Acknowledgement.

• If you enter a Referral Fee in the “Actual” field that is different than the 

calculated amount, you must provide a reason in the subsequent pop up box.
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Purchase Agreement

You must do one of two options:

• Upload Purchase Agreement.

OR

• Check the box next to ‘I am not able to upload the contract’.  You will need to enter a Reason 

why you’re not able to upload in the subsequent pop-up box.  Please e-mail the purchase 

agreement to the SIRVA Relocation Consultant if you are not able to upload.

CLICK HERE to 

complete task
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APEX Process – ‘Closing’
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Closing Confirmation Task Email to Agent

Click the link to 

access the 

APEX system

Nine days prior to the estimated close date, you will 

receive this email task to confirm or update the 

estimated closing date.
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Confirm Estimated Closing Date/Purchase Price

If task is not completed within 

8 hours of task receipt date, 

you will receive a reminder

You have two questions to 

answer and the ability to 

add any comments.

Estimated Close Date

Confirm Close Date has not 

changed

OR

If date has changed, enter new 

Close Date 

Purchase Price

Confirm Purchase Price has not 

changed,

OR

If price has changed, enter new 

Purchase Price
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Post-Closing: Actual Close Date and Purchase Price

Click the link 

to access the 

APEX system

Based on the estimated Close Date you provided, 

you will receive this email task to confirm or update 

the actual Closing Date.
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Confirm Actual Closing Date/Purchase Price

If task is not completed within 

24 hours of task receipt date, 

you will receive a reminder

You have two questions to 

answer and the ability to 

add any comments.

Actual Close Date

Confirm closing is complete and 

enter actual Close Date

(If closing did not occur, contact 

SIRVA Relocation Consultant)

Purchase Price

Confirm Purchase Price has not 

changed,

OR

If price has changed, enter new 

Purchase Price
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Sample Time Line
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Notifications from SIRVA Relocation Consultant

You may receive an email with information regarding any of the 

following below notifications from a SIRVA Relocation 

Consultant: HF Update

• Referral is cancelled via an automated email

• If Referral is cancelled, all tasks and reminders will also be 

cancelled
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Enter Comments for Home Finding Update

You will see all of your open 

transferee files – click the 

‘Enter Comments’ button
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Enter Purchase Information

You will then be brought to the ‘Enter 

Purchase Info’ screen
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Agent Ratings – Completed by SIRVA Consultant

 Relocation Consultant will complete a “Home Finding Agent Rating” on every 

agent.

 The Agent will also be rated by every Transferee. 

 The Agent will be assessed upon their responsiveness and professionalism.

 Rating Scale for each Section is (1 – 5), with 1 being the lowest possible score 

(5 = Excellent; 4 = Very Good; 3 = Good; 2 = Fair; 1 = Poor)

 Refer to the “Home Finding Agent Ratings – Reference Guide” for more 

information on what is considered for each section. 
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Important Notes

• If there is a Sale Fall-Thru, Agent does not have the ability to put into APEX –

must contact SIRVA Relocation Consultant to process.

• Please notify the SIRVA Relocation Consultant of any issues that are resulting 

from a Sale Fall-Thru such as:

a) The Transferee has decided to opt out of the Relocation program

b) The Transferee cannot obtain earnest money deposit back

c) The Transferee is being threatened by Seller with legal action

d) The Transferee has successfully terminated the contract

e) The Transferee wishes to look for another property immediately
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Please continue with Module 4 –
SIRVA Sister-Company Support


