
1 .  Meet  with  Se l lers  at  Their  Home  
2.  Gather  Info  f rom Sel lers  About  Their  Home  
3.  Research  Se l lers  Property  Tax  Info  
4 .  Research  Comparable  So ld  Propert ies  for  Se l le rs  
5 .  Determine  Average Days  on  the  Market  
6 .  Expla in  Current  Market  Condit ions  
7 .  Prepare  L ist ing  Presentat ion  for  Se l lers  
8 .  Expla in  Buyer  &  Se l ler  Agency  Relat ionships  
9 .  Advise  on  Repairs  and/or  Upgrades  
10 .  Provide  Home Sel ler  To-Do Checkl ist  
1 1 .  Determine  Property  Inc lus ions  & Exclus ions  
12 .  Agree  on  Repairs  to  Be  Made Before  L ist ing  
13 .  Schedule  Staging  Consul tat ion  
14 .  Schedule  House  C leaners  
15 .  Present  Your  Market ing  Opt ions  
16 .  Create  an  Interna l  F i le  for  Transact ion  
17 .  Obta in  Current  Mortgage Loan Info  
18 .  Conf i rm Lot  S ize  f rom County  Tax  Records  
19 .  Ver i fy  Homeowners  Associat ion  Fees  
20.  Obta in  a  Copy  of  HOA By laws  
21 .  Gather  Transferable  Warrant ies  
22.  Determine  Need for  Lead-Based Paint  D isc losur e  
23.  Ver i fy  Secur i ty  System Ownership  
24.  D iscuss  V ideo  Recording  Devices  & Showings  
25.  Get  L ist ing  Agreement  &  Disc losures  S igned  
26.  Provide  Se l lers  D isc losure  Form to  Se l lers  
27 .  Establ ish  Showing  Instruct ions  for  Buyers  
28.  Agree  on  Showing  T imes with  Se l lers  
29.  D iscuss  D i f ferent  Types  of  Buyer  F inancing  
30.  Expla in  the  Appraisa l  Process  and  P i t fa l ls  
31 .  Insta l l  E lectronic  Lockbox  & Yard  S ign  
32.  Set-Up Photo/Video Shoot  
33.  Meet  the  Photographer  at  the  Property  
34.  Prepare  the  Home for  the  Photographer  
35.  Input  Property  L ist ing  into  The  MLS  
36.  Create  a  V i r tua l  Tour  Page  
37.  Ver i fy  L ist ing  Data  on  3rd  Party  Websites  

W H A T  D O E S  M Y  B R O K E R  D O
A s  a  s e l l e r ,  i t ' s  e s s e n t i a l  t o  u n d e r s t a n d  t h e  e x t e n s i v e  r a n g e  o f  t a s k s  a n d

r e s p o n s i b i l i t i e s  y o u r  l i s t i n g  a g e n t  u n d e r t a k e s  o n  y o u r  b e h a l f  d u r i n g  t h e  r e a l  e s t a t e
t r a n s a c t i o n  p r o c e s s .  F r o m  t h e  i n i t i a l  m e e t i n g  a t  y o u r  h o m e  t o  t h e  f i n a l  s t e p s  o f  c l o s i n g
t h e  s a l e ,  y o u r  a g e n t  i s  d e e p l y  i n v o l v e d  i n  e v e r y  a s p e c t  o f  t h e  t r a n s a c t i o n .  T h i s  i n v o l v e s

m e t i c u l o u s  p l a n n i n g ,  d e t a i l e d  m a r k e t  r e s e a r c h ,  s t r a t e g i c  m a r k e t i n g ,  s k i l l f u l
n e g o t i a t i o n ,  a n d  c o n s t a n t  c o m m u n i c a t i o n  t o  e n s u r e  y o u r  p r o p e r t y  n o t  o n l y  r e a c h e s

p o t e n t i a l  b u y e r s  b u t  a l s o  a c h i e v e s  t h e  b e s t  p o s s i b l e  o u t c o m e  i n  t e r m s  o f  s a l e  p r i c e  a n d
t e r m s .  B e l o w  i s  a  c o m p r e h e n s i v e  l i s t  t h a t  o u t l i n e s  m a n y  o f  t h e  s t e p s  y o u r  a g e n t  t a k e s
t h r o u g h o u t  t h i s  j o u r n e y .  T h i s  l i s t  s e r v e s  t o  p r o v i d e  t r a n s p a r e n c y  a n d  i n s i g h t  i n t o  t h e

d i l i g e n t  w o r k  p e r f o r m e d  b e h i n d  t h e  s c e n e s ,  e n s u r i n g  t h a t  y o u r  e x p e r i e n c e  a s  a  s e l l e r  i s
a s  s m o o t h  a n d  s u c c e s s f u l  a s  p o s s i b l e .  

38.  Create  Property  F lyer  
39.  Have  Extra  Keys  Made for  the  Lockbox  
40.  Set-Up Showi ng  Serv ices  
41 .  Coordinate  Showi ngs  
42.  Gather  Feedback After  Each Showi ng  
43.  Keep track  of  Showing  Act iv i ty  
44.  Update  MLS L i st ing  as  Needed  
45.  Schedule  Weekly  Update  Ca l ls  with  S e l ler  
46.  Present  A l l  Offers  to  Se l ler  
47 .  Obta in  a  Pre-Approval  Letter  f rom the  Buyer ’s  Ag e nt  
48.  Examine  and  ver i fy  the  Buyer ’s  Qu a l i f icat ions  
49.  Exami ne  and  ver i fy  the  Buyer ’s  Lender  
50.  Negot iate  A l l  Offers  
51 .  Once Under  Contract ,  Send to  the  T i t le  Co mpan y  
52.  Check  Buyer ’ s  Agent  Has  Received  Copies  
53.  Change Property  Status  in  MLS  
54.  De l iver  Copi es  of  the  Contact/Adde n dum to  t he  S e l ler  
55.  Keep Track  of  Copies  for  Off ice  F i l e  
56.  Coordinate  Inspect ions  with  Se l l ers  
57 .  Expla in  the  Buyer ’s  Inspect ion  Object io ns  to  S e l lers  
58.  Determine  Se l ler ’ s  Inspect ion  Resolut io n  
59.  Get  A l l  Repair  Agreements  in  Wr i t ing  
60.  Refer  Trus tworthy  Contractors  to  S e l lers  
61 .  Meet  the  Appraiser  at  the  Property  (as  req uired)
62.  Negot iate  Any  Unsat i sfactory  Appraisa ls  
63.  Conf i rm C l ear-to-Cl ose  
64.  Coordinate  C los ing  T i mes & Locat ion  
65.  Ver i fy  T i t le  Company  Has  A l l  Docs  
66.  Remind Se l lers  to  Transfer  Ut i l i t ies  
67 .  Make Sure  A l l  Part ies  Are  Not i f ied  o f  C los i ng  T i me  
68.  Resolve  Any  T i t le  Issues  Before  C lo s ing  
69.  Receive  and  Carefu l ly  Revi ew C los ing  Docs  
70.  Revi ew C los ing  F i gures  with  Se l l er  
7 1 .  Conf i rm Repairs  Have  Been Made  
72.  Resolve  Any  Last-Minute  Issues  
73.  P ick  Up  S ign  & Lock  Box  
74.  Change Status  in  MLS to  “So ld . ”  
75 .  C lose  Out  the  Se l ler ’s  F i le  wi th  the  Bro k e r a ge  


