Checklist Item

Pre Listing Checklist

- Set a timeline for listing launch
- Research recent sales in the area

- Prepare a pre listing checklist for client review

Property Details

- Address and legal description

- Square footage and lot size

- Number of bedrooms and bathrooms
- Unique features and amenities

- Recent upgrades or renovations

Listing Paperwork

- Property disclosure forms
- Homeowners association documents
- Recent tax bills and utility costs

- Prior sale documents

Listing Agreement

- Discuss terms with property owner
- Ensure mutual agreement on listing price

- Obtain signatures from all parties

Title Company & Insurance

- Select a title company
- Order preliminary title report

- Ensure title insurance covers potential issues

Settlement Statement

- Confirm closing costs with title company
- Review all figures with the seller

- Address any discrepancies before closing

Killer Listing Presentation

- Create a captivating opening slide
- Include high-resolution property images
- Highlight key selling points

- Present comparative market analysis

Open House

- Advertise open house dates

- Prepare the property (clean, stage, declutter)

Description

A listing checklist helps real estate agents plan for a new listing.

Gather complete property details for the real estate listing checklist.

Collect necessary documents and listing paperwork.

Ensure the listing agreement is signed and conditions are clear.

Coordinate with the title company and confirm title insurance.

Prepare the settlement statement for the closing process.

Develop a compelling presentation highlighting property features.

Schedule and prepare for an open house to attract prospective buyers.
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- Set up signage for easy visitor navigation

- Provide informational brochures

Engagement with Prospective Buyers

Follow up with prospective buyers, track their contact info.

- Name: Phone Email:
- Name: Phone Email:
- Name: Phone Email:
- Name: Phone Email:
- Name: Phone Email:

Real Estate Transaction

- Buyer’s agent contact details

- Mortgage lender updates

- Home inspector communications
- Appraiser contacts

- Title company liaison

Feedback from Local Agents

- Collect feedback post-showing
- Analyze constructive criticism

- Revise marketing plans if necessary

Have Broker Double Check Work (Optional)

- Verify accuracy of listing details

- Confirm compliance with industry standards

Successful Sale Lessons Learned

- Review what strategies worked well
- Document areas for improvement

- Share insights with the team

Instructions for Real Estate Professionals:

Customize this table as needed to suit specific listings.

Monitor the real estate transaction closely for a smooth sales process.

Gather feedback from local agents and adjust strategies as needed.

Ensure quality and compliance with industry standards.

Evaluate the effectiveness of strategies for a successful sale.

Regularly update the checklist to reflect any changes in the real estate transaction process.

Share with team members to ensure a consistent approach throughout the real estate industry.
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