Reclaiming Time &
Securing Relationships

An Architectural Blueprint for Al Implementation

at Melissa Avara Realty Group
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A Decade of White-Glove Real Estate Service

Pillar 1: Proactive Guidance Pillar 2: Local Knowledge Pillar 3: Relationship Focus
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| Residential, | Deeply rooted | A primarily
- | commercial, land, neighborhood - || referral-based
i and investment B ~guides and market T | acquisition model
| expertise. education. built on trust.
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The business has a strong client-service identity. The goal of this
s blueprint is to protect that identity as client volume scales. T




The Operational Reality: The Memory Bottleneck

Website Forms DMs Referrals Calendly Emails

The audit reveals a
clear bottleneck:

| The biggest issue is
| 4 not a lack of tools,
r & but that current tools

: MﬂﬂUﬂl Ent r}' 40-60 hour work weeks. O perate SE DaratE| y:
: - Processes live in memaory
I & Memﬂry 2 rather than repeatable workflows. ‘

Crucial follow-ups

and marketing tasks
rely entirely on
manual effort and
memory.
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Current State
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Fragmented tools, manual blank-page marketing,
lost meeting notes, 40-60 hour weeks.

-

L

-

]

\O o .HE HEHHH”
J & Hxl L<> O

Re-engineering for Scale: The Future State

Future State Blueprmt

Lead Safety Net:
Zero dropped Inquiries. _ e
¢ 0 9 -9
Marketing Engine: Meeting Recap:

Consistent content Automated CRM notes
without the blank page. and action items.

1. Time Reclaimed:
4-8 hours per week.

2. Al Readiness:

Medium-High 8 2 Absolutely Required
;EEE;?PT’I Claude already (Review, Trust, Compliance).

3. The Human Role:




The Core Operating Philosophy: Al Drafts, Human Decides

Execution

(Publish, Send,
Log to CRM).
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_ Melissa
| Decides
Reviews for tone,
| compliance, facts,
L and personal touch.
The Engine L — =
(Classifies, summarizes, i
and drafts).

No tool should send sensitive or compliance-sensitive messages
without Melissa’s direct approval.
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What the Al Does

(The Heavy Lifting)
- Classifies inbound lead urgency and missing | » - Approves all fair-housing and TREC
details. < compliance.
_@ - Drafts initial responses and welcome 2 .p i o e e
A e |« -Personalizes relationship details and tone.
- Summarizes meeting notes and extracts » - Verifies property facts, comps, and financial
action items. 7 advice.
_@. - Generates marketing topics, captions, and 7 .| . » -Adds local nuance and strategic real estate
outlines. Y advice.

-@- - Suggests check-in messages for past clients. | Q 7 - Clicks Send or Publish.
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The Technology Blueprint: A Connected Stack

Intake & Capture

i

Calendly | : 3 ‘ : _,
(intake schedglinﬂ Website Fnrms_ Social Dma

Processing
& Generation

ext Engme :
ChatGPT Plus or ™
Claude Pro
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Fathom

(Call summaries)

é} Meeting Assistant:
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The Brldge

Zapier or Make
(Light automation routing)
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Storage
& Action

Referral Maker CRM

(The ultimate source of truth, relationship tracking, and task logging)
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The Architect's Blueprint / The Elegant Mechanism

Workftlow I: The Lead Capture Safety Net
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New inbound lead Lead copied to _ Classifies urgency F - Melissa reviews

(Website, [ log/CRM task and a (Hot/Warm/Nurture), draft. Assesses fol

Valuation, DM). Melissa alerted. tags source, and price, property
drafts a tailored reply details, and

under 160 words. ghborhood claims.

Melissa sends the
> final reply; CRM logs
the next follow-up.

Target Metric: Draft response
ready within 15 minutes.
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. Workflow II: The Marketing Content Engine 5 2

Melissa inputs a
topic idea (market
tip, buyer question,

local spotlight).

Al Engine

ChatGPT creates
captions, reel scripts,
carousel outlines, and

newsletter drafts
based on the Melissa
Realty Al brand voice.

Design/Scheduling

Canva turns text into
branded designs;
Metricool stages the
posts.

using [VERIFY] tags),
- and ensures

Execution

Content publishes.

Target Metric: 3-5 quality posts per week;
30-50% reduction in marketing time




Workflow III: The Meeting Recap Assistant
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Trigger Al Engine Al Engine - Human Review Execution

» Recap email sent to
client; structured notes

Buyer, seller, or Fathom records and Extracts client goals, | Gate |
referral call occurs. summarizes call (with timeline, concerns, Melissa verifies the

proper consent). and open questions. summary, deadlines and action tasks copied
Drafts recap email. preferences, and ad into Referral Maker
CRM.
- y

Target Metric: Every formal consult

/ receives a recap within 24 hours.




n

-

— | ——
- Worktlow IV: Buyer & Seller Onboarding
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Trigger

Calendly intake form

or first call notes
capture goals.
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Al Engine

Turns answers into a
customized next-step
checklist, welcome
email, and internal

Humén Review Gate

Melissa confirms all
dates, MLS/transaction
requirements, and
property-specific advice.

prep list.

The client answers a few questions,
Al builds the checklist, and Melissa

approves the exact plan.

=N

Execution

Client receives a clear,
highly personalized

path forward. C

RM

stage is updated.
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Workflow V: The Referral Nurture Flow -
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Trigger Al Engine Human Review Gate Execution
Referral Maker prompts Drafts warm, value-first Melissa personalizes at Sent via email, text, or
a touch for a specific message options based on least one specific detail handwritten card. CRM
contact segment. relationship context (e.g., to ensure authenticity. records the touch.

home tips, local news).

Al helps remember who to care for and drafts what to say,

but the final message always feels like Melissa.




Phased Adoption: The Starter Stack vs. The Waiting Room

The Waiting Room

The Recommended Starter Stack

{

(Do NOT Implement Yet)

(Implement Now)

ChatGPT or Claude: Primary Al workspace Full CRM Replacement: Too disruptive before
(Solves daily drafting). core workflows are stable.
Fathom: Meeting assistant (Solves lost notes). Manychat / DM Bots: Requires stable lead

handoff rules first.

Calendly: Scheduling (Solves back-and-forth). =
Al Website Chatbots: High risk of poor answers

Zapier/Make: Light routing (Connects tools). without human review.
23, Canva/Metricool: Design & Scheduling (Solves Automated Texting: High compliance risk;
slow marketing). maintain human approval first.

g-j Referral Maker: Keep as current source of truth. |«
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The Protection Architecture:
Compliance & Risk Guardrails

TREC Advertising Rules I Falr Hausmg & Steering
Risk: Al can overstate claims. Risk: Al may reproduce biased phrasing. |||/

Guardrail: Implement the Compliance
Review Prompt. Avoid protected-class
references or neighborhood

characterizations.

“~ Guardrail: Mandatory approval checklist

before publishing. No Al-generated
property claims without verification.

Client Privacy MLS & Vendor Terms
Risk: Public Al consumes data. \_ Risk: Data usage restrictions.

-

Guardrail: Verify terms before feeding

Guardrail: Use placeholders. Never paste

CMA or listing info to Al. Keep pricing work

human-verified. I
| |

SSNs, financial statements, or confidential
negotiations into standard Al prompts.




The 60-Day Rollout Staircase

Phase 5 (Month 3):
Optimize.

2 Review metrics,
prune unused tools,

and evaluate CRM
}% integration.

' l Phase 4 (Weeks 7-8):
Nurture & Onboarding.

' J Phase 3 (Weeks 5-6): [~ | Deploy buyer/seller

Marketing Engine. “—) checklists and
{, referral nurture
U prompts.

\

Phase 2 (Weeks 3-4): (5" Create Canva

Lead Safety Net. = templates, batch
| = weekly content with
J Phase 1 (Weeks 1-2): '%j}é Build one @ Al, and schedule.
Quick Wins Zapier/Make pilot
: {5 routing adwﬂn fﬂ;l'l'l
: . Oy toan Al draft an
Phase 0 (Days 1-3): I~ CRM task.
Foundation. 5
@ Set up Calendly
<1 Select primary Al, % intakes and activate
QJ r} create Melissa Fathom for calls.
Realty workspace

and brand voice
prompt.



The Reclaimed Week: Value & Impact Dashboard

-
Operational Velocity System Reliability ~ The Bottom Line

[4t08]
hours

* Response Time: <15 minutes to * Lead Capture: 0 unassigned or Reclaiming 4 to 8 hours per week,
draft response for digital leads. uncategorized digital leads. allowing Melissa to redirect time

» Marketing Effort: 30-50% » Follow-up Execution: Target from administrative processing
reduction in time spent 80%+ task completion rate back to high-value relationship
planning/designing. within 60 days. building and client care.
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Building an Adaptable Blueprint
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The Al landscape is the fastest-moving industry in history. Platforms, capabilities, and tools will evolve over the
next six months. Because we have prioritized an architecture based on workflows rather than rigid software dependency,
Melissa Avara Realty Group is positioned to adapt, upgrade, and scale as the technology matures.

Your foundation is set. Human judgment remains the ultimate differentiator.



