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Progress Checklist – 2 Pages

Listing: ___________________________________________________________________
	ACTIVITY
	Person

Responsible
	Target

Completion

Date
	Actual

Completion

Date
	Turned in

To office

	Complete FMLS/MLS listing forms
	
	
	
	

	Seller’s disclosure statement
	
	
	
	

	Pre-listing home inspection, if applicable
	
	
	
	

	Copies of listing Agreements distributed  to all parties
	
	
	
	

	For Sale sign installed in yard
	
	
	
	

	Place a “24 Hour Information” rider
	
	
	
	

	Set up and record 24 hour information
	
	
	
	

	Place a lockbox on door
	
	
	
	

	Turn in FMLS/MLS sheets for input
	
	
	
	

	Set up listing process folder
	
	
	
	

	Provide “We’re Moving” postcards
	
	
	
	

	Required Seller Information Form
	
	
	
	

	Affiliated Business Disclosure
	
	
	
	

	Our Home and Neighborhood Sheet
	
	
	
	

	Utility record
	
	
	
	

	City/County property tax record
	
	
	
	

	Copy of most-recent appraisal
	
	
	
	

	Property survey
	
	
	
	

	Termite bond information
	
	
	
	

	Termite letter
	
	
	
	

	HOA covenants and restrictions
	
	
	
	

	Warranty or other deeds
	
	
	
	

	Owner’s title insurance policy
	
	
	
	

	ACTIVITY
	Person

Responsible
	Target

Completion

Date
	Actual

Completion

Date
	Turned in

To office

	Estimated net-to-seller
	
	
	
	

	Home warranty ordered
	
	
	
	

	Order marketing appraisal, if necessary
	
	
	
	

	Any title encumbrances on property?
	
	
	
	

	Prepare custom flyer
	
	
	
	

	Prepare Seller’s Property Profile book
	
	
	
	

	Notify 50-100 neighbors that property is for sale
	
	
	
	

	Schedule open house date, if applicable
	
	
	
	

	Prepare 4 buyer financing options
	
	
	
	

	Send flyers and/or e-mails to top agents
	
	
	
	

	Write advertising copy
	
	
	
	

	Obtain area information from Seller
	
	
	
	

	Virtual tour or floor plan ordered
	
	
	
	

	Check with County on use of directionals?
	
	
	
	

	Showing feedback system
	
	
	
	

	Dual transaction/Buyer Broker Agreement
	
	
	
	

	Local school information
	
	
	
	

	Order additional internet advertising
	
	
	
	

	Assign Supra key box #
	
	
	
	

	Post cards ordered
	
	
	
	

	Other:
	
	
	
	

	Other:
	
	
	
	

	Other:
	
	
	
	

	Obtain price change and notify FMLS/MLS
	
	
	
	

	Remind seller of listing contract expiration of ___/___/___
	
	
	
	

	Other:
	
	
	
	

	Other:
	
	
	
	









