ASSEMBLING THE LISTING PRESENTATION CHECKLIST

SECTION 1:

 Key envelope

 Lead sheet

 Pre-sale counseling questions

 Sellers “What Do I Say” $100 at Close Magic Questions (already filled out!)

 “Thinking about Selling” (also in pre-listing package)

 FSBO “Buyer Referral List” (if they are a FSBO, go into the FSBO sequence)

 Copy of confirmation letter

 Property profile from title copy

 Note pad

 1 sheet of NCR memo with Walter’s heading for seller responsibilities

 Listing and marketing checklist (sample attached)

 Phone confirmation results

SECTION 2:

 Computer printouts of all the comparable listings, cancelleds, withdrawns, expireds, and solds

 Completed Comparable Market Analysis (CMA) worksheets with the original (Walter’s copy) placed on top

 Answers to all items on “Concern Sheet”

SECTION 3:

 Pamphlet of title insurance fees, termite fees, lender rate sheet, escrow fees, home warranty fees, and home inspection fees

 Net sheet 

SECTION 4:

 All pamphlets in stock . . . the more the better

 Good credentials/personal brochure

 Realtor® stand-up card

 Self-addressed stamped envelope

 Mission statement

 Copies of internet pages

 Performance campaign checklist 

 800 service call sheets

 Seller’s Plan of Action 

 Agent Evaluation form

 Exclusive Presentation of Offer form 

 Commission amendment sheet

 Two “IF” sheets 
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 Client Reference sheet (also in pre-listing package)

 Sheet of “Words of Wisdom”

 Track record 

 Agreement to hold MLS submission

 “Wonderful Words . . . ” testimonials

 Walter’s team pictures

 Sample package of Walter’s brochures

 Any copies of previous ads

 Current copy of the “Real Estate Advertising” magazine

SECTION 5:

 Current brochure on “How I Beat the Board Averages”

 Sheet of Walter’s “My Price is High, But . . . ”

SECTION 6:

 MLS submittal form 

 Seller form letter with FIRPTA/Transfer Disclosure/Agency (post listing presentation package)

 Internet submittal form

 Two “Price Reduction Amendments” 

 “Just Listed” post card request

 Form 3 -- new listing cards

 Closing statement letter

 Anniversary letter

 “Sale in Process” checklist 

 “Countdown to Close” 

 “Conversion Log” 

 Personalized assistant instruction sheet

