
Listing Checklist
PRE-LISTING:
	Subject Property: 				
	Date: Click here to enter a date.

	Client Name(s): 				
		 				
	

	Client information:
Home Phone: 					
Cell: 			 Work: 			
Email: 						
	Current Address: 				
		 				
Cell: 			 Work: 			
Email: 						

	 DORT Click here to enter a date.
 Client folder created
	 Privacy Notice/Consent Click here to enter a date.




	 Contact added to CRM Click here to enter a date.
 Categorize: past client, seller, buyer, etc.
 Phone #(s)  Email  Mailing Address 
 Add notes (and date when note entered)
 Add task plans: biweekly review, completion date, listing expiry

	 Seller’s package emailed/delivered Click here to enter a date.
 CMA created	Click here to enter a date. 
 CMA presented  Click here to enter a date.
 Listing Marketing Plan  Click here to enter a date.
 Listing Paperwork prepared Click here to enter a date.
 Paperwork signed Click here to enter a date.

	 Photo appointment Date/Time: Click here to enter a date.
 Photos           Virtual Tour         Floorplan
 Signs Ordered	  Sign Installed 
	 Documents ordered/searched
 Strata Click here to enter a date.
 Single Family Click here to enter a date.

	 Arrange Keys/Fobs Click here to enter a date.
	 Listing Title pulled Click here to enter a date.





LISTING:
	 Matrix Listing posted Click here to enter a date.
 Listing               Photos 
 Supplements: Title, PDS, Strata Bylaws, Strata Plans, General Index, Floor Plan
 Xposure links added
	 Bring to Listing: Click here to enter a date.
 Feature Sheets  Binder  Lock Box
 Remove Your Shoes sign

	 Xposure Click here to enter a date.
 Check listing (floor plan 640x3000)
 Create feature sheet (Brochure)
 Download & save brochure to client’s file
 Print Feature Sheet & Floor Plan, stapled
 Prepare Client binder

	 Create Showing Log Click here to enter a date.
(Include client name, phone # and email contact)
 Ongoing Touchbase showing requests recorded in log:
· Information/questions
· Feedback
· Property Manager

	 Paperwork uploaded to Skyslope®:
 Click here to enter a date.
 DORT  FINTRAC
 Privacy/Consent Notice  MLS Contract 
 PDS  Title  Strata Doc Consent
  Agent Mandatary (for FINTRAC, if one was used)
 Copy of paperwork to sellers (anything signed by sellers – cc all parties to the contract)

	 Client updates sent
Click here to enter a date.
Click here to enter a date.
Click here to enter a date.
Click here to enter a date.
Click here to enter a date.

	 Marketing Materials created Click here to enter a date.
 Just Listed
 Neighbourhood Flyers
 Social Media
	 Other Marketing details:
[bookmark: Text4]     


OFFERS:
	[bookmark: Text5]Buyer(s) [Selling] Realtor®:      

	Buyer(s):      

	Offer accepted date: Click here to enter a date.
Completion date: Click here to enter a date.

	Possession date: Click here to enter a date. 
	[bookmark: Text2]Time:     

	
	

	[bookmark: Text7]Sellers Lawyer:      
[bookmark: Text10]Contact information:      
	 Paperwork to Client Click here to enter a date.

	 Deposit copy received Click here to enter a date.
	[bookmark: Text8]Buyers Lawyer:      
[bookmark: Text11]Contact information:      

	 Change Order Sale posted to Matrix and entered to Skyslope® Click here to enter a date.

	 Move Out clean scheduled Click here to enter a date.

	[bookmark: Text12] Key delivery arranged with buyer’s Realtor®:      



AFTER THE SALE
	 Thank You card (Click here to enter a date.)
	 Mailed  Delivered

	 Thank You gift (Click here to enter a date.)
	[bookmark: Text9]Gift Type:      

	[bookmark: Text3]NOTES:      
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