List to Sell Checklist

<Property Address>

<Vendor> <Listing Agent>

Create property file and campaign management folder ] Date

Agency signed and copy in file | Date Received ||

Keys entered in sales system U
Contract requested El
Owner record set up in <database> El
New listing details provided for team |
Seller added o Vendor Management system |

Agreed marketing plan in file U

Marketing money received EI Issued fo <accounts> for receipting Date

Media booked U Date

Floor plan ordered Il Date Received [
Photographs ordered U Date Received [
Virtual four ordered Il Date Received [
Website ad given to <admin> 1

Signboard ordered | Date Erected [
Brochures ordered | Date Received [
Mail cards ordered | Date Received [
Other [l Date Received [

Sales Negotiated

Sales Advice complete

Copy to <accounts> (with Deposit if collected)

Send appropriate Deposit Received letter (with Receipt) to Purchaser

Send Sales Advice with appropriate Sales Advice Covering Letter to ...

Vendors Solicitor

Purchasers Solicitor

Vendor call - exchange now with solicitors

Purchase call - exchange now with solicitors

Diarise to follow up exchange (1 week)

Send Fall over letter if purchaser rescinds and email <accounts> to refund deposit if required
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Exchanged (unconditional)

Exchange Date Selling Agent

Confirm Selling Fees and other payments due ...

1) Fee % = (Not including GST)

2.) Gross Agency Fee = $ (Not including GST)

3.) Conjuction Fee (if appl) $ To

Send email to <admin> for reporting (and make sure file is available in system) [ ]
Congratulations call to Vendor A & Purchaser |
Send appropriate Exchanged letter to Vendor [l &Purchaser U

Sales Negotiated

Wait for instructions from vendor’s solicitor (in writing) and file.

Make sure file is up to date eg changes to fees etc.

Any money outstanding from vendor $ (give all relevant invoices to <account>).
Give file and solicitor instructions (for disbursement) to <accounts>
<accounts> to draw commission from deposit if held or instructions to solicitor
<admin> to update revenue chart and commission statements

<accounts> to give settlement cheques to listing agent

Send appropriate Settlement letter to ...

Vendor (with cheque 2 insterest if applicable) and Gift

Purchaser (with cheque Yz insterest if applicable) and Gift

Add seller and purchaser to contact management system
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Payment Rec []
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