Client:__________________________________

Close Date:_____________________________

The Thomas Group WOW Seller Checklist 
Exceeding expectations before, during, and after the sale!  

											                     Task    Completed
(1) BEFORE – THE INITIAL “WOW”

	· Pre-listing video text message sent – what to expect next and why (from Jake’s phone)
	Amanda
	

	· Pre-listing package delivered to door step same day
	Jake
	

	· Driveway gratitude call (Amanda to place sticky note to be on listing folder)
	Jake
	

	· Lifestyle questionnaire/All About You Form Completed
	Jake
	

	· Present/discuss “Need Your Help Form”
	Jake
	

	· Hand written note card with gift after listing appt. – lotto card
	Amanda
	

	· Recap of professional services, intro to lender, inspector, and title/escrow 
	Jake
	

	· Abstract review of all the dates on the contract w/ seller (what to expect next email)
	Amanda
	

	· Review form 17 and contract with seller
	Jake
	

	· Touch up property pre-going live or pre-open house (gardener, mow, blower...)
	Jake
	

	· Discuss open house schedule with sellers
	Jake
	

	· Present offers face to face – emotional connection
	Jake
	

	· Deliver gift once inspection has been satisfied – Jenny Cookies Box/Sees Candy...
	Jake
	



(2) DURING – Mutual to Escrow WOW 

	· Tuesday status update calls
	Jake
	

	· Turbulence letter – mail can of mini coke and two mini bottles of grey goose vodka
	Amanda
	

	· OFFER ACCEPTED: what to expect next video
	Amanda
	

	· Attend the appraisal inspection 
	Jake
	

	· Young kids – send Bernstain Bears Moving Day book
	Amanda
	

	· Send email with final steps in the process checklist
	Amanda
	

	· Appraisal is in, time to start packing letter – moving labels w/ sharpies (logo on labels)
	Amanda
	

	· Gift card for dinner on us – it’s about to get crazy!  
	Amanda
	

	· Call to offer moving boxes – if yes, order for them (also suggest moving van/movers..)
	Amanda
	

	· Call EVERY Tuesday and Friday up through closing (Jake Tuesday/Amanda Friday)
	Jake
	

	· After appraisal, call to review net proceeds, sync w/ escrow first (Amanda to provide)
	Jake
	

	· Pre-closing email (video) – what to expect through closing
	Amanda
	

	· Pre-closing review call with seller (two days before escrow)
	Jake
	



(3)  CLOSING – HIGH TOUCH, CELEBRATE!

	· Agent MUST attend closing, bring champagne and two Tiffany’s champagne glasses
	Jake
	

	· Get pic of family in front of new house (your sign)
	Jake
	

	· Bring coffee to them on morning of moving day, have pizza delivered later that day
	Jake
	

	· 25 change of address cards – we’ve moved AND 100 mailing labels with new address
	Amanda
	

	· Gratitude call thanking them for their business
	Jake
	

	· Send thank you video email with links to review pages
	Amanda
	



(4)  AFTER – CLIENTS FOR LIFE (VIPs, LOOKING FOR 1-REFERRAL A YEAR)

	· Book follow-up calls:  30-days, 60-days, 180 days, 360-day.
	Amanda
	

	· Book annual review call 1-yr out
	Amanda
	

	· Add to LOH and EOS mailer db
	Amanda
	

	· Add to DB/CRM:  b-days, anniversaries, A-A-Y form
	Amanda
	

	· Add to calendar to send closing statement (save) to them before Jan for taxes
	Amanda
	

	· Housewarming/Meet the neighbors party? (optional)
	Amanda
	

	· Send post-closing VIP closing gift – send locksmith to house to change locks
	Amanda
	

	· Did we get a CCR (current client referral) during the process?  (Y or N)
	Amanda
	

	· Did we get a 5-star review?  If not, ask again.
	Amanda
	




