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Preparing to put your listing on the market: 

 

 Preview your property and make suggestions for improvements that will 

increase positive market response. 

 Determine a price range based on comparable sales, current competition, 

and your timeline and priorities. 

 Coordinate completion of all the pre-listing paperwork including required 

disclosures.  

 Discuss showing instructions and offer-review procedures. 

 Take attractive interior and exterior photos. 

 Draft marketing “spin” to appeal to the target market for use in flyer, 

RMLS listing, online advertising, etc. 

 Design and print a professional flyer. 

 Create and place cautionary interior notes (e.g. don’t let cat out). 

 Install an RMLS lockbox with door keys. 

 Place a yard sign with flyer box.  

 Enter the complete listing in the RMLS on the agreed upon date. 

 Enable you to make informed decisions every step of the way. 

 
 

 

 

 

 

 

 

 

 

 

 

Each property is unique.  The following list of responsibilities is noted so that 
you get a general idea of the listing process; however, there are frequently 
many additional or different tasks that I will assume to ensure a successful 
transaction. 
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While your listing is on the market: 

 

 Provide Internet exposure through sites such as RMLS.com, Realtor.com, 
Zillow, Trulia, and Bridgetownrealty.com. 

 Host an RMLS broker tour. 

 Hold Open Houses to expose property to prospective buyers and agents. 

 Respond promptly to questions from agents and prospective buyers 

 Contact showing agents with updates and price changes. 

 Follow up with agents on viewings regarding feedback. 

 Monitor the competition regularly, checking for new or changed listings 
that may vie for the attention of the same target buyers. 

 Strategize future actions for marketing, price adjustments, and other 
variables based on feedback, market conditions, changes in timelines, 

etc. 

 Communicate with you on a consistent basis. 
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Once an offer comes in on your listing: 

 

 Explain the pros and cons of the particular offer: 

o Sales Price vs. other considerations  

o Financial qualifications of buyer based on source of funds, 
amount of downpayment, amount of earnest money, loan type, 

contingencies, etc. 

o Inspections 

o Closing date 

o Possession date 

o Other terms 

 Strategize with you regarding your response alternatives. 

 Contact the lender directly to verify the financial capability of the buyer. 

 Write precise contractual terms that protect YOUR interests. 

 Keep track of transaction timelines/deadlines and paperwork, order title 
report. 

 Coordinate repair bids and/or repairs as needed. 

 Follow-up regularly with the buyer’s agent, the lender, the escrow agent, 
appraiser, etc. 

 Coordinate signing of closing documents. 

 Keep you in the loop at all times during the pending sale to 

protect your best interests. 

 

 

 


