Seller Checklist

Listing Appointment Set
· Clients Added and Updated in CRM
· Clients Information Added and Updated in Realtor's Phone Set Up Glide

Pre-Listing Marketing
· Post Signed Listing Story to Instagram
· Send Will (Marketing) the Coming Soon Image for Social Media Add to Coming Soon Sheet for Social Media
· Add Property to RRE Coming Soon Drive Clients Added/Followed on Social Media 
· Order Cookies

Pre-Listing
· 2 Key Copies
· Send Signed Listing Agreement to TC Team Open Escrow
· SELM Submitted to MLS
· Introductory Text and Include Agent
· Send What to Expect Email with Upgrade Link
· Disclosures Requested
· Order Sign (Solar Lights/Flyer Box)
· Deliver Coming Soon Rider
· Put Combo Lock Box on Utility Pipe Setup Staging
· Photos Requested and Confirmed
· Add Photos to Calendar
· Add Photos to Fluttershot Website
· Notify Client(s) About Photos and Let Clients Know Lindsey will be Arriving 30 Minutes Early to Complete the Checklist 
· Send Payoff to Client
· Follow Up on Client(s) Disclosures Payoff Ordered
· Confirm Solar or Not, 12 Months of PG&E Bills, Disclosures, Inspections or Any Additional Items to Note
· Review Disclosures Through Glide
· List of Upgrades added to Trello and Sent to Shawnee Complete AVID
· Confirm there are Smoke Detectors, Carbon Monoxide Detectors and a Double Strapped Water Heater
· MLS Checklist Completed
· Write Description
· Disclosures Completed and Signed Upload Any Inspection Reports to MLS Create Glide Link
· Add Glide Link to MLS
· Enter as an Incomplete on MLS After Photos
· Add Description, Upload Photos, Matterport, Website and Video link to MLS
· Delete Coming Soon on Zillow Before Launching on MLS

Post Listing
· Launch on MLS
· Notify Staff via Group Text that Property is launched 
· Double Check Property Website & Add Features
· Verify Contact Information on Zillow and MLS are Correct
· Setup Showing Time
· Email Client(s): "Your Home is Now live on the Open Market"
· Remove from RRE Coming Soon Drive
· Create Flyers if there is Flyer Box at Property
· Deliver Flyers and Sign Rider - Remove Old Sign and Flyers 
· If Necessary, Email MLS Checklist to Karen (TC)
· Notify Clients of Open House Dates
· Enter Open House on MLS
· Post Listing Marketing Post on RRE Social Media Post on Team Social Media
· Boost on FB and Share to Groups
· Price Reduction Marketing
· Update Price on M LS
· Add to Price Reduction for Social Media
· Run New Flyers (If Applicable)

Pending Listing
· Change Status to “Pending" on MLS Switch MLS to Team Agent as Main Agent Send Intro Text to Buyers Agent
· Notify Team Once in Contract
· Request Pending Rider {Flyers If Applicable) Mark Fluttershot Property Website as Pending Send “What to Expect” to Seller
· Add Transaction to Pay log (Tentative Details) Update Custom Fields
· Make Note in CRM we are Pending
· Pending Story on IG
· Schedule De-Staging (Tentative for Day After Full CR is Due)
· Email Buyer’s Agent Disclosures
· Send Payoff to Client Solar Transfer if Needed
· Flood Insurance Transfer if Needed
· Order Gift
· Check if EMD was Received
· Confirm Inspections and Notify Client Confirm Appraisal has been Ordered
· Completed Comps and Appraisal Upgrades - Send Out
· Follow Up on Inspections Review Request for Repairs
· Negotiate Request for Repairs if Needed Confirm Inspection Contingency Removed Follow Up on Appraisal with lender Inform Client of Appraisal Value
· Confirm Appraisal Contingency Has Been Removed 
· Confirm Loan Contingency Has Been Removed
· Confirm All Contingencies Have been Removed Remove Staging
· Repairs Ordered
· Repairs Completed
· Ask Tom if he Loaned Any Money Add Loans to Spread Sheet
· Send Bids/Tell Escrow About Loans
· Confirm CD Has Been Sent
· Repairs Billed to Escrow or Paid by Owner or Agent Deliver Gift at Signing
· Confirm Final Walk Through Notify Clients Property Closed Ask for Business
· Post Close of Escrow Tag Clients in CRM Change MLS Status
· Mark Property Website as Closed
· Request Sign Removal
· Rent Back? Add Rent Back Tasks
· Update Database (Mark as Closed/Add Closed Date/Add New Address)
· Request Review
· Post a Closed Story on Social Media 
· Remove Sign Ride, Lockbox and Combo 
· Update Pay log
· Archive File
· Rent Back (If Applicable)
· Schedule Date to Deliver Keys at End of Rent Back
· Request Release of Funds
· Hand Off Keys









Buyer Checklist

Buyer in Contract
· Call to Congratulate and Explain What is to Happen Next
· Open Escrow/Email Offer - Escrow Officer, TC, and Loan Officer Notify Team of New Escrow and Email Contract
· Email Client Copy of RPA
· Agent Request Current Client Home Address for Cookies 
· Request Insurance Quote for Homeowners Insurance 
· Follow Clients on Social Media
· Post "Accepted Offer" on IG/FB Story
· Update Real Geeks with Clients Home Address 
· Order Cookies
· Add Transaction to Paying (Tentative Details) 
· Update All Trello Fields
· Make Note in Real Geeks Client is Pending and Property Address
· Send What to Expect Email
· Order Gifting 
· Confirm EMD
· Solar Transfer if Needed
· Flood Insurance Transfer 
· If Needed, Double Check Closing Gift Has Arrived 
· Schedule Inspections
· Add Inspections to Calendar
· Notify Buyer and LA of Inspection Dates AVID
· Review Disclosures 
· Clients Sign Disclosures
· Follow Up with Loan Officer on When Appraisal Will be Ordered
· Contact Lisa Vizza About Home Warranty
· Send LA, TC, and Buyer Inspection
· Reports Write Up Request for Repairs
· Remove Inspection Contingency
· Remove Appraisal Contingency
· Request Loan Officer for Full Approval 
· Remove Loan Contingency
· Ask Lender for Business
· Setup Signing with Escrow Officer
· Send Client Pre and Post Closing Steps, What You Need When Signing and Utilities
· Schedule Final Walk Through
· Send Verification of Property to LA
· Add Rent Back Reminder to Calendar if Needed
· Call to Congratulate Client once Property is On Record/Closed Set up Time to Hand Off Keys and Bring Client Gift
· Take Picture of Clients with Sign
· Buyer Post Close of Escrow Marketing
· Update Database (Mark as Closed/Add Closed Date/Add New Address)     
· Request Review
· Post a Closed Story on Social Media Add Buyer to Homebot
· Update Pay log








     Rent Back
· Schedule Date to Deliver Keys at End of Rent Back
· Request Release of Funds
· Hand Off Keys

    Zillow Pending (If Applicable)
· Mark Contact Status on Zillow "Sale Pending" 
· Add Transaction Details to Zillow
· Send TC Payout Form and Notify of Referral Fee
· Zillow Closed Check List
· Mark Contact Status on Zillow "Sale Closed" Mark Transaction Closed
· Upload Demand and Final Statement
· New Home Development
· Get a Copy of the Contract If Possible 
· Notify Team
· Notify TC
· Agent Request Current Home Address of Client for Cookies 
· Update Database with Client's Current Home Address
· Unsubscribe Client Search on Real Geeks
· Post Accepted Offer on IG/FB Story Order Cookies
· Order Gifting
· Attend Upgrade Appointment
· If Needed Attend Frame Walk Appointment
·  If Needed Attend Final Walk Through
· Attend Signing Appointment
· Arrange a Time to Receive Keys with Client Deliver Gift

