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Objective 
This section outlines how I use Google Drive to keep my business organized, accessible, and secure
from anywhere. With clear folder structures, naming conventions, and sharing settings, Google
Drive acts as my digital filing cabinet—housing everything from listing documents and marketing
materials to buyer guides and business plans. These SOPs help ensure I can find what I need fast,
collaborate with my team or clients easily, and never lose track of important files. When my digital
workspace is clean, efficient, and systemized, I stay focused on what really matters—serving my
clients and growing my business.

Folder Structure Setup 
 Create a master folder called “Real Estate Business” or “The Complete Agent.” Inside that, create
subfolders such as: Listings, Buyers, Marketing, Templates, Transactions, Brokerage Documents,
Personal Development, and Admin. Within the Listings folder, create individual folders for each
property (e.g., “123 Main St - Smith”) and inside each property folder include subfolders for Photos,
Docs, Offers, Marketing, and Client Communication.

Naming Conventions
Use consistent and clear naming for all files and folders. Format: [Property Address] - [Type] -
[Date] (e.g., “123 Main St - Signed Listing Agreement - 2025-03-20”). For marketing or business
templates: [Topic] - [Version] or [Month/Year] (e.g., “Buyer Checklist - Jan 2025”)
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File Management Routine 
 At the end of each week, upload or scan any paperwork from in-person meetings. Immediately
upload signed documents, contracts, and agreements. Keep a running document of listing
timelines, offer dates, and staging schedules in each folder. Delete duplicates and rename messy
uploads to stay organized.

Client & Team Sharing
Share individual folders (e.g., listing or transaction folders) with clients using view-only or
comment-only permissions unless collaboration is required. Use “Request Access” alerts to stay on
top of any blocked file requests. For teams, create shared drives or grant team members full
access to applicable folders.

Security & Backup
Turn on 2-step verification for your Google account. Keep your Google Drive synced to your devices
for offline access. Never store personal client info in unprotected formats—always use PDF for
sharing sensitive docs.

Search & Efficiency Tips
 Use the search bar with filters (by file type, owner, or date). Star frequently accessed folders (like
Active Listings or Marketing Templates). Use color labels to visually organize main folders for faster
navigation.



Review & Maintenance
On the first of each month, review your Drive for outdated or misfiled documents. Archive closed
deals to a “Past Clients” or “Closed Transactions” folder. Ensure your template folders (Buyer
Packet, CMA Template, Social Post Templates) are up to date and easy to find.
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