
 
 

 
 
 

The Real Estate Agent’s Guide to 
Etiquette 

 
 
Etiquette, especially in business, is another way of saying how you should act and behave in a 
professional setting. While this may seem obvious, it’s surprising how the little things often get 
overlooked. If this happens, you may unintentionally give the impression that you’re a rude real 



estate agent - and that’s something you want to avoid at all costs. By learning how to constantly 
practice good etiquette, you improve your chances of providing a consistently excellent service. 
 
Here is the real estate guide to etiquette, from sending emails to how to behave in person. 
 

 
 
E-mail Etiquette 
 
There are some best practices for sending emails and these are applicable to any situation. The 
problem with emails is the same for any written communication - written words, rather than 
spoken words, are open to misinterpretation. Sometimes, a quickly written email could come 
across as being unintentionally direct and rude. It’s important to always double check what 
you’ve written and ensure you use neutral language that leaves little room to be misunderstood.  
 

● One of the most important rules for sending good emails to avoid writing anything in the 
heat of the moment. If a client or a colleague makes you angry, take some time out to 
cool down. Whatever you do, don’t vent in an email and send it to the person in 
question, no matter how satisfied you feel at the time. You’ll regret it later when the client 
or colleague has written evidence of your rude behavior. Also, be careful if you ever write 
something negative about someone. We’ve all heard the stories of someone talking 
badly about a colleague or a friend on text message only to end up sending that text to 
the very person they were talking about. You certainly don’t want that to happen to you 
in a professional setting as this can damage your reputation. It’s best to stick to the 
following rule: anything you would feel embarrassed about your clients reading, don’t 
write it down. If you must, write it down and save it to review 24 hours later. This one-day 



reflection period can help you determine if it’s truly worth sending. 
 

● Another important point when it comes to emails is to not spam clients. This is the 
quickest way to get your email blacklisted - few people like to receive a stream of daily 
emails, so make sure you’re not contributing to people’s build-up of spam. It may be 
tempting to fire out an email to everyone you know when you have some great offers or 
you published a new blog post, but try to keep your cold emails limited. Sending out a 
once a month newsletter is a great way of keeping in touch with people without 
spamming them.  
 

 
 
 

● Your inbox may be brimming with unopened emails and it can be tempting to put them 
into the ‘to do tomorrow’ pile, but if you can, it’s best to reply to them as soon as you can. 
It shows you care about the time of the other person and that you are someone that 
people can depend on to reply quickly. It may be time-consuming, but try to allocate a 
period of time in the morning and the afternoon to catch up on emails. Your clients and 
colleagues will be grateful and it’s an easy way to build strong and lasting connections. 
 

● If you make a glaring spelling mistake in your email, you can be sure that the receiver 
will notice it. It may be just a typo to you, but to the other person, it can actually tarnish 
their image of you. That may not seem fair but more often than not, people have high 
expectations of those they do business with and maintaining a professional air at all 
times is essential. There is a humorous saying that goes ‘one way to find a spelling 
mistake in an email is to hit send.’ However, using spell check software will catch these 
mistakes for you. Grammarly is a great tool and you can install the free version on your 



computer so that it works across all platforms. This means it will spell check all written 
content you produce from your emails to Google Docs and WordPress posts.  

 

 
 
Telephone Etiquette 
 
It may feel that everyone just talks via text message now, but telephone conversations haven’t 
died out just yet. In fact, they are still an integral part of business communications and can make 
the difference between leaving a good or a bad impression on the receiver. 
 

● If a client calls you and you miss the call, make sure you return it as soon as possible. 
Calling them back several hours later can make it seem that you are too busy for them 
(which may be true on that particular day but you should always make customers feel 
important and special). Also, avoid calling out of the blue. Check with a client if it’s ok to 
call at a specific time - a lot of people don’t like calls nowadays and prefer 
communication to be via emails or text messages, especially younger clients. If your 
client always speaks with you by text, match their method of contact. If you feel it’s 
urgent and you must speak with them directly, send a text first asking ‘is it ok to call you 
now?’ 
 



 
 

● Bad connections are not your fault but deciding to call a customer when your phone 
connection is weak is a bad idea! Make sure that you have a good signal before you call 
to ensure that the phone call goes smoothly. If your signal just isn’t strong enough, 
simply send an email or text to explain that you will call when you have a better 
connection. It will be frustrating and a waste of both your’s and the customer’s time if you 
attempt calling when your signal keeps coming and going.  
 

● You have an angry exchange on the phone and you feel this conversation is going 
nowhere. It may be tempting to hang up but avoid this at all costs. Even if you have 
already decided that you will never do business with this person ever again, they may tell 
someone they know about their experience with you and this can get passed around. It 
could potentially damage your reputation and brand which is sometimes immensely 
difficult to fix after. 

 



 
 
In Person Etiquette 
 
Etiquette in emails and telephone calls is hugely important. However, in person etiquette is 
essential. How you behave when you meet customers or colleagues will be remembered much 
more than an email or a text message. To make the best impression the first time and every 
time, remember there is some key in person etiquette that should always be remembered: 
 

● Whoever it is you are speaking with, find out their name straight away and imprint it in 
your mind. Using someone’s name during the conversation is a simple yet powerful 
technique to make a strong bond with someone. If you’re not used to using someone’s 
name frequently (especially someone you don’t know very well), it can feel a bit odd in 
the beginning. However, keep doing it until it becomes natural. Remembering someone’s 
name will leave a lasting good impression. Just make sure you call them by the name 
they want and not some nickname you make up, no matter how cute or funny you think it 
is. 
 

● When you meet someone for the first time, offer your hand out for a handshake. Make 
sure you maintain eye contact while shaking their hand, without holding the gaze for an 
awkward period of time, and don’t forget to smile. Of course, when written down in a 
step-by-step guide on how to greet someone, the process can sound mechanical. 
However, in real life, make it natural by being sincere and genuinely pleased when you 
greet people for the first time.  
 



● It’s one of the most cliched sayings in the world yet for this report, it works. You have two 
ears and one mouth - use them wisely. In other words, listen more than you speak and 
show the person you’re talking with that you are really paying attention. You can do this 
by acting appropriately to what they are saying, such as nodding in agreement, smiling if 
they say something humorous or raising your eyebrows at surprising comments. These 
little cues go a long way and silently say, ‘I’m interested in what you have to say and 
what you’re saying is important to me.’ This can make people feel special and help build 
great business connections. 
 

● Making good introductions is important, whether you’re meeting a client for the first time 
or at a networking event. Practice your ‘elevator speech’, which is your 30 seconds 
presentation that succinctly describes who you are and what you do. Practice it until you 
have it down to a tee - but make sure when the time comes to recite it, you do so in a 
way that flows and not as if you’re reading from a script. If you introduce someone to 
someone else, offer more than just a name. Try to mention a fact about one that will be 
of interest to the other so they can pick up a conversation. Not only is networking to help 
others a kind thing to do, but it also reflects well on you.  
 

● If you want to leave a lasting impression on a client or colleague, go beyond the typically 
standardized ‘thank you’ emails. Instead, send a handwritten note that’s personalized 
and shares something that connects the two of you. It may take more time than writing 
and sending an email, but those extra few minutes of writing out a note and posting it will 
be worth it. The receiver will appreciate the effort and you will stick in their mind 
afterwards. 
 

● Always arrive on time for any meeting. Ideally, arrive a bit earlier so you’re waiting for the 
other person and not the other way around. If there’s one way to tarnish your 
professional image, it’s by arriving late and flustered. If something completely 
unavoidable has happened and you’ll be a few minutes late, send the other party a 
message immediately to advise them, so they know to expect you a bit later than they 
arranged. If you arrive too late, then it seems that you don’t value or care about the other 
person’s time, even if that’s far from the truth. 
 

● Dressing the part is an important part of making a good first impression because, no 
matter how hard we try not to, nearly everyone makes a judgment about someone based 
on their appearance. It’s not usually necessary to get too dressed up, but showing up in 
your comfy yoga pants and favorite baggy tee-shirt is far too informal. A casual business 
dress code will be appropriate for most business situations. 
 

● If you invite a client or colleague for lunch, the unspoken expectation is that you will pay. 
It would come across as rude to invite someone to an expensive restaurant to discuss 
business and then split the bill when the time comes. Stick to a place that is pleasant 



and within your price range, and be prepared to fork the whole bill if the business lunch 
was your idea. 
 

 
 
 

● If you decide to invite a client or colleague to your office, make sure the place is 
immaculate. Organize loose paperwork, make sure your desk is free from empty coffee 
mugs, and throw out any snack wrappers or bits of rubbish. You can get away with a ‘oh 
excuse the mess’ when your close friends are visiting your home. However, this doesn’t 
apply in a business setting. 
 
 

● When building rapport in a business environment, it’s a good idea to let a bit of your 
personality shine through and reveal some of your personal interests. This can be 
interesting hobbies or favorite spots around town for a great sushi lunch. However, draw 
the line at being too friendly by sharing too much information. Your hen party 
shenanigans may leave your friends in stitches, yet will leave your business 
acquaintances less than impressed. Maintain a professional yet approachable vibe at all 
times and makes sure you keep business and leisure separate. 

 
 
Most real estate etiquette is common sense, yet it’s always important to be mindful of how 
others perceive you in a business setting and what you can do to polish your professional 
image. For more tips, reports, articles, and videos about leveraging your potential as a real 
estate agent, visit the Cindy Bishop Training website. 
 


