
157 Points To Selling A Home

Your Pre-Listing Checklist for Success!

 Make appointm ent  with seller for list ing  presentat ion. 

 Confirm  list ing appointm ent  with seller in writ ing or by em ail and follow-up by phone. 

 Send a pre- appointm ent  package so your seller knows what  to expect . 

 Check out  all com parable current ly listed propert ies. 

 Research sales act ivity for past  18 m onths from  Mult iple List ing Service (Realtor.ca)  and  

      public records databases. 

 Research "Average Days on Market "  for propert ies of this type, pr ice range and locat ion. 

 Download and review property tax roll inform at ion. 

 Prepare Com parable Market  Analysis (CMA)  to establish fair  m arket  value. 

 Research property's ownership and deed type. 

 Review property's public record inform at ion for lot  size and dim ensions. 

 Research and verify legal descript ion of property. 

 Confirm  property's land use coding and deed rest r ict ions. 

 Research property's current  use and zoning. 

 Prepare list ing presentat ion package. 

 Perform  assessm ent  of property's exter ior "curb appeal"  and inter ior decor. 

 Com pile and assem ble form al file on property. 

 Provide seller with a realist ic overview of current  m arket  condit ions and project ions. 

 Explain sales professional's and com pany's credent ials and accom plishm ents in the m arket . 

 Present  com pany's profile and posit ion or "niche" in the m arketplace. 

 Present  CMA results to seller, including com parable current , sold and expired list ings. 

 Offer pr icing st rategy based on professional judgm ent  and current  m arket  condit ions. 

 Discuss goals with seller to m arket  effect ively. 

 Explain the benefits of list ing on the Mult iple List ing Service. 

 Explain m arket  power of Realtor.ca and of em ail m arket ing through m y website. 

 Explain the "behind the scenes" work done by the brokerage and sales professional as  

      well as the sales professional's availabilit y on weekends. 

 Explain sales professional's role in screening calls to ident ify qualified buyers and  

      protect ing seller from  curiosity seekers. 
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 Present  and discuss st rategic m aster m arket ing plan. 

 Review different  agency/ client  relat ionships and determ ine seller 's preference. 

 Explain all clauses and disclosures in List ing  Cont ract  and obtain seller 's signature. 
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Now That You're Under a Listing Agreement...

 Confirm  the current  t it le inform at ion.  

 Measure inter ior room  sizes.  

 Confirm  lot  size via owner's copy of cert ified survey, if available.  

 Note all property surveys, lot  lines, special agreem ents, easem ents.  

 Obtain house plans, if applicable and available.  

 Review house plans and m ake copy.  

 Prepare showing inst ruct ions for buyers' sales representat ives and decide with seller on 

      showing t im es.  

 Obtain current  m ortgage loan(s)  inform at ion:  com panies and loan account  num bers.  

 Verify current  loan inform at ion with lender(s) .  

 Check assum abilit y of loan(s)  and any special requirem ents.  

 Discuss possible buyer financing alternat ives and opt ions with seller.  

 Verify any condom inium  associat ion fees. 

 Research average ut ilit y bills over last  12 m onths.  

 Research and verify city sewer/ sept ic tank system .  

 Verify security system , current  term  of service and whether owned or leased. 

 Determ ine need for lead-based paint  disclosure. 

 Prepare detailed list  of property am enit ies and assess m arket  im pact . 

 Prepare detailed list  of property's " I nclusions and Exclusions with Sale."   

 Com pile list  of com pleted repairs and m aintenance item s. 

 Explain benefits of hom e owner warranty to seller. 

 Help sellers com plete and subm it  hom e owner warranty applicat ion.  

 When received, place hom e owner warranty in property file for conveyance at  t im e of sale. 

 Have ext ra key m ade for lockbox. 

 Verify if property has rental units involved. I f so:  

 a)  Make copies of all leases for retent ion in list ing file.  

 b)  Verify all rents and deposits.  

 c)  I nform  tenants of list ing and discuss how showings will be handled.  

 Arrange for installat ion of yard sign.  
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 Assist  seller with com plet ion of Seller 's Disclosure form .  

 Review results of curb appeal assessm ent  with seller and provide suggest ions to im prove 

      m arketabilit y.  

 Review results of inter ior decor assessm ent  and suggest  changes to shorten t im e on m arket .  

 Assign login and password for sellers to access service reports from  m y website.  
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Ready to List Your Property on Realtor.ca!

 Prepare Realtor.ca Profile Sheet . 

 Enter property data from  profile sheet  into Realtor.ca list ing  database. 

 Proofread Realtor.ca database list ing  for accuracy, including proper placem ent  in m apping 

      funct ion. 

 Add property to com pany's act ive list ings list . 

 Provide seller with signed copies of List ing  Agreem ent  and Realtor.ca Profile Sheet  Data  

      Form  within 48 hours. 

 Take addit ional photos for upload into Realtor.ca and use in flyers. Discuss benefits of 

      panoram ic (vir tual tours)  photography. 

Effectively Marketing the Listing

 Create pr int  and I nternet  ads with seller 's input . 

 Coordinate showings with owners, tenants, and other real estate representat ives. 

 Return all calls ( including on weekends! )  

 I nstall elect ronic lock box if authorized by owner and program  with agreed-upon showing 

      t im e. 

 Prepare m ail-out  to be sent  to contact  list . 

 Generate m ail-m erge let ters to contact  list . 

 Order "Just  Listed" labels and flyers.  

 Prepare flyers and fax feedback form s.  

 Check out  com parable Realtor.ca list ings regular ly to ensure property rem ains com pet it ive  

      in pr ice, term s, condit ions and availabilit y.  

 Prepare property m arket ing brochure for seller 's review.  

 Arrange for pr int ing or copying of m arket ing brochures or flyers.  

 Place m arket ing brochures in all com pany sales representat ives' m ailboxes.  

 Upload list ing  to com pany and sales professional's I nternet  site, if applicable.  

 Mail out  "Just  Listed" not ice to all neighborhood residents.  

 Em ail "Just  Listed" not ice to clients in database. 
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 Advise network referral program  of list ing.  

 Provide m arket ing data to buyers com ing through websites, sales professional's network and 

      referral network. 

 Provide "Special Feature" cards for m arket ing, if applicable.  

 Subm it  ads to com pany's part icipat ing real estate websites and any other suitable sites.  

 I nform  all I nternet  groups im m ediately of any pr ice changes.  

 Reprint / supply brochures prom pt ly, as needed.  

 Review loan inform at ion and update in Realtor.ca as required.  

 Em ail/ fax feedback to buyers' sales representat ives after showings.  

 Review weekly Market  Study.  

 Discuss feedback from  showing sales professionals with seller to determ ine if changes will 

      accelerate the sale.  

 Place regular weekly update calls to seller to discuss m arket ing and pricing.  

 Prom pt ly enter pr ice changes in Realtor.ca list ing  database.  
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Finally: The Offer and Contract 

 Review all Offers to Purchase subm it ted by buyers or their  sales representat ives.  

 Evaluate offer(s)  and prepare a "net  sheet "  on each so the owner can com pare them .  

 Advise seller on offers;  explain st rengths and weaknesses of each offer.  

 Contact  buyers' sales representat ives to review buyers' qualificat ions and discuss offer(s) .  

 Fax/ deliver Seller 's Disclosure to buyer 's sales representat ive or buyer upon request  and 

      pr ior to offer if possible.  

 Confirm  buyer is pre-qualified by calling loan officer and obtaining pre-qualificat ion let ter.  

 Negot iate all offers on seller 's behalf, set t ing t im e lim it  for loan approval and closing date.  

 Prepare and convey any counteroffers, acceptance or am endm ents to buyer 's sales 

      representat ive.  

 Fax copies of cont racts and all addendum s to closing at torney.  

 When an Offer to Purchase cont ract  is accepted and signed by seller, deliver signed offer to 

      buyer 's sales representat ive.  

 Record and prom pt ly deposit  buyer 's deposit  m oney in t rust  account .  

 Dissem inate "Under-Cont ract  Showing Rest r ict ions" as seller requests. 

 Deliver copies of fully signed Offer to Purchase cont ract  to seller.  

 Fax/ deliver copies of Offer to Purchase cont ract  to buyer 's lawyer.  

 Fax copies of Offer to Purchase cont ract  to lender.  

 Provide copies of signed Offer to Purchase Cont ract  for office file.  

 Advise seller on handling of addit ional Offers to Purchase subm it ted between cont racts and 

      closing.  

 Change status in Realtor.ca to "Sale Pending."   

 Update website to show "sold."   

 Review buyer 's credit  report  results -  advise seller of worst  and best  case scenarios.  

 Provide credit  report  inform at ion to seller if property will be seller- financed.  

 Assist  buyer with obtaining financing ( if applicable)  and follow-up as necessary.  

 Deliver Well Flow Test  Report  copies to lender and buyer and property list ing file.  

 Verify term ite inspect ion and m old inspect ion ordered, if required.  
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Tracking the All- I mportant Loan Process 

 Confirm  verificat ions of deposit  and buyer 's em ploym ent  have been returned.  

 Follow loan processing through to the underwriter.  

 Contact  lender weekly to ensure processing is on t rack.  

 Relay final approval of buyer 's loan applicat ion to seller.  

Coordinating the Home I nspection 

 Coordinate buyer 's professional hom e inspect ion with seller.  

 Review hom e inspector 's report .  

 Explain seller 's responsibilit ies with respect  to loan lim its and interpret  any clauses in the 

      cont ract .  

 Ensure seller 's com pliance with Hom e I nspect ion Clause requirem ents.  
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 Recom m end or assist  seller with ident ifying and negot iat ing with t rustworthy cont ractors to 

      perform  any required repairs.  

 Negot iate paym ent  and oversee com plet ion of all required repairs on seller 's behalf, 

      if needed.  

Conducting the Appraisal

 Schedule appraisal.  

 Provide com parable sales used in m arket  pr icing to appraiser.  

 Follow up on appraisal and assist  seller in quest ioning appraisal report  if it  seem s too low.  

The Final Step: Closing Preparations and Duties

 Ensure cont ract  is signed by all part ies.  

 Coordinate closing process with buyer 's sales representat ive and lender.  

 Update closing form s and files.  

 Ensure all part ies have all form s and inform at ion needed to close the sale.  

 Confirm  closing date and t im e and not ify all part ies.  

 Request  final closing figures from  closing sales professional (at torney) .  

 Receive and carefully review closing figures to ensure accuracy.  

 Forward verified closing figures to buyer 's sales representat ive.  

 Confirm  that  buyer and buyer 's sales representat ive have received hom e insurance 

      com m itm ent .  

 Provide Hom e Owners Warranty for availabilit y at  closing.  

 Provide deposit  check from  escrow account  to closing lawyer.  

 Coordinate the closing date with seller 's next  purchase and resolve any t im ing problem s.  

 Have a "no surprises" closing and present  seller a net  proceeds check at  closing.  

 Refer sellers to one of the best  sales professionals at  their  dest inat ion, if applicable.  

 Change Realtor.ca list ing status to "Sold."  Enter sale date and price, selling broker and 

      sales professional's I D num bers, etc.  

Congratulations! You're Done.


