[Note from Charrissa: This is the document that I give to each of my virtual assistants.  It walks them through the research I want them to do for me.  Included here for your use, just change the numbers and emails to your own.  All my best!   -Charrissa ]

Virtual Assistant Sample Real Estate Researcher Position Overview 

Job Description: 

Research residential property on the internet and identify which properties meet our criteria for purchase. Many websites r property lists that contain properties of interest will be provided by us, although Researcher will always seek for new ones. Researcher will perform simple mathematic calculations, as described below, which will help determine whether or not a property meets our criteria. Once a property is found, Researcher is responsible for emailing the detailed information right away.  Researcher should have advanced knowledge of the internet, be able to perform very basic mathematical formulas, possess excellent research skills, and be motivated to reach weekly goals.  

Use the following websites to search for properties:

www.ocwen.com – Foreclosure Listings
www.homesales.gov - Homes for sale by US Government
www.resales.usda.gov - USDA Homes For Sale
www.firstpreston.com – Asset Management company that markets HUD homes
www.hud.gov/homes/index.cfm - HUD Foreclosures
www.homesteps.com/hm01_1featuresearch.htm - Freddie Macs searchable database
www.mortgagecontent.net/reoSearchApplication/fanniemae/reoSearch.jsp - Fannie Mae
Property Search
http://www.lendersreo.com – REO liquidation company
http://www.countrywide.com/purchase/f_reo.asp - Countrywide Foreclosure Listings
http://www.iasreo.com/search/home4sale.asp - Integrated Asset Services, REO listings
http://www.premierereo.com – Premiere Asset Services, REO Listings
In order for a property to be one of interest, it must satisfy two different requirements: 

                   1) Must have a Loan-To-Value Ratio of less than 65% (explained below)
                   2) Must  have capitalization rate of at least 10% (Using the software/spreadsheet/formula below, which we provide to you)
The following are easy 4 steps that are performed for a VA Real Estate Researcher Position:

1)   Locate property  

2) Compare list price and rents with values - (see below)

3) Compute formulas

If property meets criteria, email to us at email@reiconferences.com.  If not, look at next property.

LOCATE PROPERTY
Property can be accessed and reviewed through two different methods: Websites and MLS listings.  MLS stands for Multiple Listing Service.  This is the main portal that is used in the United States for access to homes that are listed for sale.  The Multiple Listing Service can typically only be accessed by a licensed real estate agent.  However, the Agent can email the listings to a client.  Every day, we would like you to go through the above websites to locate properties that match our criteria.  In addition, you will receive lists of property from us that we get from our agents, that are to be reviewed promptly as they become available on the market.  Real Estate is a very competitive market, so we want to make sure that we review the listings as soon as possible after they are emailed.

COMPARE LIST PRICE WITH THE VALUES & RENTS

Comparing the value of property is one of the two very important steps in determining whether or not the property meets our criteria.  In most cases, the value of the property will be easy to determine as it will be clearly stated on the website that we use – www.cyberhomes.com under “TAX ASSESSED VALUE.”  If it is not labeled on this site, then you can also determine the value by contacting an appraiser via email.

But first, please first log onto www.cyberhomes.com, www.eppraisal.com and www.zillow.com. 

Please enter the appropriate address into the space and click “GO”.  Once this is done, the website will be researching public information for a moment or two. 

In some cases, the tax records will not be available and there will not be any property value listed under assessed value.  In this scenario, we need to contact an appraiser via email and ask for their general opinion on what the AFTER REPAIRED VALUE property is.  We will be providing a list of appraisers and their respective emails for you to use.  In some areas however, we will not have this information so you will have to locate an appraiser.  This is very simple -- Just log on to www.appraisers.com and you will see the following screen below.  Please enter the appropriate zip code into the screen and click “go”.

Contact at least 3 different appraisers on the list provided via email.  If there are not 3 appraisers listed, then just contact as many as are listed.  You want to contact them with the following email:

________________________________________________________________________

Hello

My name is John  and I work with Charrissa Cawley, an Investor, who is interested in purchasing some property in the McAllen area.  She is interested in PROPERTY ADFRESS and may be contacting you do a full appraisal on the property in the near future. In the interim, could you please give me a general idea as to what the After Repaired Value of this property might be based on the comparables in the area -- assuming the property is in good condition once the rehab were complete?  Thank you very much.  If you have any questions, please contact Charrissa at 888-250-6616.

Thanks,

John
______________________________________________________________________

Once the appraiser gives you an answer with a number as to what his opinion of the value AND After repaired value is, please save the appraiser’s information.  This appraiser has been cooperative and we want to utilize him/her again when we have a home in the same city that is of interest.  If you have established a relationship with one appraiser in a particular area, then you can modify your email so it is not so formal.

We also need to know what the fair market rents are for a given property. For these purposes, please go here to determine what the rents are for any given property.They are broken down by state and County. Go here: 

http://www.huduser.org/intercept.asp?loc=/datasets/fmr/fmr2008f/FY2008_FMR_SCHEDULEB.pdf
Also compare those to what you find on www.zilpy.com and www.rentslicer.com and use the average of the three numbers.

COMPUTE FORMULAS

The first formula that you need to compute is the Loan-to-Value Ratio.  This formula is very simple -- take the LIST PRICE of the property and divide it by the AFTER REPAIRED VALUE.  For example:

$45,000 list price                             
$69,000 value     =      65.2% Loan to Value ratio

If the LTV ratio is under 65% (as mentioned above) then proceed with computing the capitalization rate.  If it is above 65%, move onto the next property.
If below 65%, then next we need to figure out what the CAPITALIZATION RATE on a given property is. An example of the formula is as follows:

Cost of Property - $48,000

Rent - $650

Annualize the rent $650 X 12 = $7,800

Gross Operating Income = $7,800

***Always Multiply Gross Operating Income by .65*** 

7,800 X .65 = $5,070.

Therefore, Net Operating Income is $5,070

Finally, we have the Capitalization Rate = Net Operating Income /Cost of Property 

For this property….$5.070/$48,000 = 10.5%
***10% plus Capitalization rate is good.  We strive for 10% and above***

If the cap rate is a 10 or above, please plug in actual numbers into the cash flow analysis spreadsheet and confirm that the property is at least a 10% cap rate using actual numbers and if so, please move forward.

For each property, rent will most likely not be provided on the listing.  Therefore please use the following table to determine a number to plug into the spreadsheet for fair market rents:

http://www.huduser.org/datasets/fmr/fmr2008f/FY2008_FMR_SCHEDULEB.pdf 

NOTE: The bedroom count should always be listed somewhere on the property listing.

EMAIL CRITERIA

Simply put, if a property meets all of the above criteria, email it to:

[your email address]

