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Listing Checklist

Property Address: ___________________________________________

Seller Name (s): ____________________________________________

Listing Date: _______________________________________________ 

Listing Expiration :______________

____ Exclusive Right to Sell Listing Agreement
____ Trend Addendum
____ Seller’s Disclosures
____ Condo or HOA Disclosure Addendum (If applicable)
____ Lead Based Paint Addendum if built prior to 1978 (If applicable)
____ *New as of April 2018 MLS Residential Entry Form // Seller initial MLS sheet
____ Various Other Addendum/Disclosures (Short Sale, Agent Interest, No brokerage relationship)
____ Firpta Disclosure (If applicable)
____ Buyer’s Pre-qualification letter or proof of funds
____ Copy of Buyers Escrow Deposit Check
____ Commission Disbursement Authorization
____ Final Closing Documents
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Listing procedures
Listing Presentation - Formal vs Informal
Provide Net sheet to seller
Listing agreement to clients
Collect fully signed Listing agreement and ALL disclosures
Contact HOA if applicable and verify the disclosure is correct
Showingtimes updated (If you so choose)
RE Platforms updated (Zillow Realtor.com etc)
Lockbox & Sign install
Input MLS
Add Disclosures to MLS
Generate Marketing Materials
E-blast New listing to corresponding MLS
Add listing to Social Media channels
Set Open house schedule

Accept offer
Escrow Deposit collected and Escrow Receipts to client
Schedule Inspection
Communicate Results of Inspection to clients - Negotiate // Repair // Proceed
Contact corresponding Title Co. or Attorney to schedule close
Close - Clear your day for this. 
Update MLS
Send Handwritten THANK YOU card and 3 business cards to seller
Call quarterly to follow up










Buy Side procedures
GET BUYER PRE-APPROVED FOR FINANCING if needed
Input buyer desires to MLS search
Follow up weekly
Provide Net sheet to buyer
Submit offer

Accept offer
Escrow Deposit collected and Escrow Receipts to client
Schedule Inspection
Collect fully signed offer and ALL disclosures
Contact HOA if applicable and verify the disclosure is correct
Communicate Results of Inspection to clients - Negotiate // Repair // Proceed
Contact corresponding Title Co. or Attorney to schedule close
Close - Clear your day for this...closings will require your attention 
Add closing to Social Media channels
Send Handwritten THANK YOU card and 3 business cards to buyer 
Call quarterly to follow up

Post closing your clients become your sales people. “Ritz Carlton” level service will lead to referrals. There is no level of marketing that can beat service. 
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SELLER(S)’ REPRESENTATION

As residential real estate transactions can vary, each action, step, or process may not be mandatory in every residential transaction. However, this list underscores the importance of having the help and guidance of a professional who understands the residential real estate sales process.

REALTORS are members of the National Association of REALTORS® and pledge to uphold the
stringent, enforceable tenets of the REALTOR® Code of Ethics in their professional dealings with the public.


PRE-LISTING ACTIVITIES
1. Download and review property tax roll information.

2. Research property public record information for ownership and deed type.

3. Prepare net sheet for seller(s).

4. Measure interior room sizes.

5. Arrange for installation of yard sign, Install lockbox on the property.

6. Identify homeowner association manager, if applicable - Very homeowners association fees and pending or unpaid assessments with homeowner
association manager.

7. Arrange for photos to be taken for MLS listing.

8. Data Entry Sheet, Listing agreement and disclosures. 

9. Provide copies of the contract and all addenda to lender, broker, seller, buyer and closing attorney or the title company.

10. Change status in MLS to “sale pending” and “sold” as needed
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BROKERAGE & REAL ESTATE SERVICES




