	CHECKLIST FOR LISTING

	
	Date Complete

	Listing Cover Sheet
	

	Copy of CMA
	

	Copy of Property Profile
	

	Form A-Listing Contract
	

	Form B-WFRMLS Data Input Form
	

	Exclusive Right To Sell Listing Agreement & Agency Disclosure
	

	MLS Printouts
	

	Seller’s Property Disclosure
	

	Lead Paint Disclosure (if applicable)
	

	Open House Sub-agency Form
	

	Lead Based Paint Addendum
	

	Home Warranty Form Signed
	

	Home Warranty Brochure Provided
	

	PR from Title and fax listing to title
	

	Seller’s Net Sheet
	

	Information Packet provided to Seller

          -Include “You Can Help” sell your home
	

	Add clients to contact database with Birth dates
	

	Take a picture of the front of the house
	

	Lock box, sign and directionals installed
	

	Make flyers and fill in box within 2 days
	

	Distribute flyer to all agents office
	

	Order Just Listed Postcards
	

	Order 100-200 phone #’s and address labels 
	

	Mail out postcards immediately
	

	Door Knock 1 week after listing
	

	Phone contacts 100-200 (2 weeks after listing)
	

	Schedule an Open House with Seller’s
	

	Order Open House invitations
	

	Mail out Open House invitations
	

	Send E-mail through MLS describing property.  Announce open house times and dates
	

	Under Contract Cover Sheet
	

	Contract given to Nichole
	

	REPC
          -signed & initialed each page

          -section 5 all initials required

          -Doc receipt signed by all parties
	

	Addendums-signed and initialed
	

	Lead Paint Addendum (if appicable)
	

	Agency Disclosure Form signed by buyers (if double siding) 
	

	Copy of Seller’s Disclosure signed by buyers
	

	Copy of loan approval letter from lender (sent to underwriting with conditions that need to be met)
	

	Copy of Earnest Money check
	

	HUD-1 Form/Settlement Statement
	

	Process Completion Sheet
	

	All copies and updates provided to client
	

	All copies and updates emailed to myself
	

	Final Review by Nichole
	

	Copy of check and invoice filed
	

	Thank You card and gift card given at closing
	

	Thank You’s sent to lender, title, other agent, inspector, team, etc.
	

	Customer Satisfaction Analysis (sent right after closing)
	

	Order 100-200 labels for area
	

	Just Sold Postcard sent immediately after closing
	

	Door Knock (1 week after closing)
	

	Phone Contacts 100-200 (2 weeks after closing)
	

	Thoughtful Letter (2 weeks later, include 2 movie tickets)
	

	Personal Story (2 weeks later)
	

	Letter and 3 brochures for referrals (1 week later)
	

	Add Client to SOI List (contact 12X per year)
	


