
 

 

 

Outgoing/External Referrals & Skyslope 
(Referring to an out of town/state brokerage) 

 
• Just like any transaction, referral details are entered into SkySlope. 
• Just like any transaction, referrals are subject to a transaction fee. 
• The Transaction Fee is 10% of the referral commission with a minimum fee of $150 
• Referral commissions are typically 25% with a 12 month expiration. 
• Send a signed W9 to the outside brokerage with the referral agreement (Your office applicable W9 can be found 

in Skyslope – Working Docs – Office Docs) 
• Ask that the external brokerage include a copy of the executed SS/HUD with the commission check 
• Realty ONE Group Music City OR Realty ONE Group Music City – Nashville TAX ID and FIRM LICENSE 

NUMBER are found on the agent roster. Please use data applicable office.  
 

Unless you have the details of the purchase, please use the following: 
• Use property name:  REFERRAL (clients name) 
• Use 250,000 as the sales price 
• Use 2500 as the flat fee commission amount 
• Use closing date 12/31/xx (use your current year) 

Required Documents: 
 

1. Executed referral agreement signed & dated by both agents & both brokers 
2. Executed Settlement Statement/HUD from the closing if available. 
3. Copy of Commission check (Operations Manager will upload here once received) 
4. Other Documents, as applicable. 

 
Example: 

 
 

 
 



 
 
 

 
 

ENTERING REFERRALS INTO SKYSLOPE 
 

In SkySlope click into Transactions 

 
 

Click on GREEN button Create Transaction 
 

 
 
 

Do Not type anything for address just click on the “x” in the top right-hand corner 
 

 
 



 
 

 
 

CHECKLIST Type 
 

Choose REFERRAL 

 
Transaction Tab 

Fill in all *required fields by using the sample fields below.  For the street name use REFERRAL and your 
clients last name.  When complete click “SAVE.” If you acquire updated information prior to closing, please 

update the SkySlope file with the correct information. 

 
 

 
 
 
 
 
 
 
 
 
 
 



 
 

SELLER / LANDLORD Tab 
Fill in all *required fields by using the sample fields below.  When complete click “SAVE.” If you acquire updated 

information prior to closing, please update the SkySlope file with the correct information. 
 

 
 
 

PURCHASER / TENANT Tab 
Fill in all *required fields by using the sample fields below.  When complete click “SAVE.” If you acquire updated 

information prior to closing, please update the SkySlope file with the correct information. 

 
 
 

 
 
 
 
 
 
 
 
 



 
 
 
 

TITLE / ESCROW / ATTORNEY 
Fill in all *required fields by using the sample fields below.  When complete click “SAVE.” If you acquire updated 

information prior to closing, please update the SkySlope file with the correct information. 
you will go back and put the correct information into the fields. 

 
 

AGENT REPRESENTING OTHER SIDE TAB 
Fill in all *required fields by using the sample fields below.  When complete click “SAVE.” If you acquire updated 

information prior to closing, please update the SkySlope file with the correct information. 
you will go back and put the correct information into the fields. 

 
 

 
 
 
 
 
 
 
 
 
 



 
 
 
 

COMMISSION TAB 
Fill in all *required fields by using the sample fields below.   Use an estimated FLAT FEE for the commission 
amount.  If you acquire updated information prior to closing, please update the SkySlope file with the correct 

information. 
When complete click SUBMIT button 

 
 

CHECKLIST TAB 
Upload your executed Referral Agreement and any other applicable documents into the Checklist.   

 

 


