
Create a Listing Appointment Checklist Become well
acquainted with the neighborhood Learn all you can about
the property and its history Prepare a Comparative Market
Analysis Create a Pre-Listing Package A personal letter to

the seller, professional biography, and introduction to your
brokerage and/or team Statistics and numbers based on

your/your brokerage’s performance Marketing and
advertising plan Overview of the sales process Market

trends and specifics to their property Sample paperwork
and additional checklists Deliver a Listing Presentation Get
to know the clients and built trust and rapport Explain the

in-depth analysis of the sales process specific to their
home Dress professionally Schedule a time to do a more

specific CMA Sign a Listing Agreement

STAGE 1- PRE-LISTING STAGE 2 - PREPARING TO MARKET

STAGE 3 - MARKETING &
ADVERTISING

Create a Listing Appointment Checklist 
Become well acquainted with the
neighborhood
Learn all you can about the property
and its history
Prepare a Comparative Market
Analysis

Create a Pre-Listing Package
A personal letter to the seller,
professional biography, and
introduction to your brokerage and/or
team
Statistics and numbers based on
your/your brokerage’s performance
Marketing and advertising plan
Overview of the sales process
Market trends and specifics to their
property
Sample paperwork and additional
checklists

Deliver a Listing Presentation
Get to know the clients and built trust
and rapport
Explain the in-depth analysis of the
sales process specific to their home
Dress professionally
Schedule a time to do a more specific
CMA

Sign a Listing Agreement

Marketing & Advertising
Listing platforms: Local MLS,
Zillow, Trulia, Realtor.com
Social media sites: Facebook,
Google, Instagram, LinkedIn, and
YouTube
Social media posts
Direct mail
Websites and landing pages
Lawn signs

Open house and Showings
Prep home
Schedule times/dates
Get keys, install lock box, get
security code info
Hold open house
Schedule showings
Follow-up with open house
attendeess
Follow-up with showings

The Ultimate Listing Checklist for
Real Estate Agents
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Prep home
Cleaning
Repairs
Staging - virtual or in-person

Photos and video
High-quality photos
Virtual tour
Drone video



STAGE 4 - CLOSING

Calculate and Monitor Deadlines
Set dates/reminders in calendar
Check with buyer’s agent that deadlines are
completed
Update clients of completed deadline items

Track Appraisals, Inspections, and Title Insurance
Coordinate access for appraisals, inspections,
and so on
Negotiate repairs and re-inspections
Check in with title companies

Provide the Seller Closing Checklist
Assist to schedule cleaning, moving, address
change, and so forth
Schedule final walk-through of the property
Gather security codes and all keys for access
Make sure all final payments for sellers are
complete

Monitor Status of Closing Documents
Arrange closing date location with sellers
Ensure sellers have all proper documents for
closing
All seller documents signed before or during
closing
Congratulate clients and ask for referrals

STAGE 5 - AFTER THE CLOSING

Send a thoughtful housewarming gift to your
clients
Request a review and video testimonial for your
website and social media accounts
Seek referrals from satisfied clients
Ask if your clients will give you a brief written or
testimonial that you can use in online reviews
Share the closing and testimonial on your social
media accounts
Keep in contact with your clients after the closing.
They can be a great source of referrals. 
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