Step-By-Step Listing Guide

Familiarize yourself with these programs:
· Matrix:
· you will receive login information from your Board to gain access to Matrix. This program hosts the Multiple Listing Service and is essential to your business. 
· Training: Please take advantage of the free introductory Matrix training opportunities through the Board. This is your #1 tool!
· Skyslope:
· Skyslope is used to submit listing and sale documents to the brokerage. 
· Includes checklist of required documents
· On-demand training videos
· WEBForms:
· Here you will find all official forms and documents. Any documents required by our governing bodies will be available in WEBForms.
· Autoprop:
· Lets you search any property type and collect complete information from many different databases, including BC Assessment, MLS, and Municipal Records. 
Research the property:
Matrix (not to be solely relied upon): 
· Sale history
· Evidence of renovations / changes over the years.
· tax information & value
BC Assessment
· Legal description
· Assessed value
Municipality
· Land Use: Permits, zoning, bylaws, etc.
LTSA
· Title
· Other registered documents
Land Owner Transparency Registry (LOTR)
· Information about beneficial ownership of land (land owned by a corporation, or through a trust or partnership)
· Perform a search on the property and the seller.
New Home Registry 
· If the property is new, determine if there should be a warranty.

For Strata Properties:
· Order Strata Documents including: Form B, Strata council meeting minutes, Strata Plan, etc. (see strata properties checklist)

Present and complete required forms for Seller clients:
· Written service agreement – WEBForms: Multiple Listings Contract, or Exclusive Listing Contract
· Property Disclosure Statement – WEBForms
· Disclosure of Representation in Trading Services Form (DORTS)– WEBForms or completed through ReallyTrusted
· Disclosure to Sellers of Expected Remuneration – WEBForms
· FINTRAC identification form – ReallyTrusted or WEBForms
· Privacy Notice & Consent Form – Really Trusted or WEBForms
· Any other forms required for your specific transaction

Discuss these important items with Your Seller Client
· Disclosure of Representation in Trading Services: Review and explain the disclosure form.
· Material Latent Defects vs. Patent Defects: Discuss the differences between them and what must be disclosed by you as a REALTOR®.
· Services Agreement: Complete and explain all terms of the contract (Multiple Listing Contract or Exclusive Listing Contract)
· Potential Conflicts: Discuss any that may arise and establish a process on how seller wishes to handle if they do arise.
· Have Seller fill out PDS: You can present and answer questions about the form but do not fill it out or direct the sellers how to complete the questions.
· Handling offers: Determine how sellers want any offers they may receive to be handled
· Disclosure to Sellers of Expected Remuneration: Explain that a new disclosure will be provided with each offer.
· Communication: Devise a communication plan with sellers. For example, how and when they prefer to be contacted, the best way to communicate when in negotiations, etc. 
· Property Size & Measurements: Measure property or determine how you arrived at the measurements you are going to advertise.
· Completed Contracts & Forms: Send seller complete package of executed contracts and forms. 
· Submitting Paperwork: Provide full set of the required documents to brokerage by submitting them through Skyslope.

