Listing Control Sheet
Required Forms:
	
	
	Signed Brokerage Relationship Disclosure (No Longer Required, but strongly suggested)

	
	
	Signed Exclusive Right of Sale Listing Agreement 

	
	
	Signed Homeowners’ Association/Community Disclosure

	
	
	Sellers Property Disclosure or Vacant Land Disclosure     Delivered __________  Returned __________

	
	
	Review Availability of Home Warranty                             Accepted __________  Declined  __________

	
	
	Signed MLS Profile Sheet (Listing Input Sheet)

	
	
	Signed Lead Paint Disclosure and Delivered Lead Paint Brochure  (Homes built prior to 1978)

	
	
	Signed Seller’s Estimated Expenses  (Available on TampaBayTitle.com)

	
	
	Print-Out of County Tax Record  (recommend initialed by Seller)

	
	
	Print-Out of MLS “Full View- Agent Synopsis”  (recommend initialed by Seller)

	
	
	Signed Office Disclosures   (Transaction Fee Must Be Disclosed IF You Are Charging One)

	
	
	Affiliated Business Disclosure – If  required


Listing Data:
	
	
	Review and Initial CMA

	
	
	Provide Seller a Blank Sales Contract

	
	
	Make a Copy of:  Deed __________ Survey __________ Back Title __________ Tax Roll __________

	
	
	Obtain Info. For: School __________ Town  __________ Sub-Div.   __________ Utilities  __________

	
	
	Set up office file using eEdge “My Transactions”

	
	
	Provide Seller with Copies of All Completed Listing Papers  (agreement not effective if not delivered)

	
	
	Send Thank You Note to Seller

	
	
	Offer Destination Services to Seller  Accepted _____ Declined _____ Referred to: __________________


Marketing:
	
	
	Take Interior and Exterior Photos of Property

	
	
	Install Yard Sign

	
	
	Install MyFlorida  IBox                    Lockbox  #____________________   Shackle Code __________

	
	
	Enter Listing and Lockbox into Supra for Automatic Entry Tracking

	
	
	Enter Listing into MLS                      MLS ID #  ____________________

	
	
	Enter into KWLS listing system! (This system syndicates to multiple websites and can be branded)

	
	
	Enter Listing on appropriate Caravan Week  

	
	
	Schedule Co-op Broker Open House          Date  ___________________

	
	
	Order Food/Beverage:  From: ___________________________________

	
	
	Reviewed Feedback from Broker Open House with Seller

	
	
	Prepare eEdge brochure for print or online distribution

	
	
	Confirm and Enhance Listing on the following web sites:

	
	
	www.realtor.com,      _______     KWLS     ________       Disable List Hub for photos and description     

	
	
	Claim Listing on Zillow   _____ Trulia    _____    Other Classified: _____     _____     _____     _____    

	
	
	Additional Websites:  ________________________________________________________

	
	
	Order Postcards        Neighbors __________ Sphere of Influence __________ Target Market __________

	
	
	Order Virtual Tour     _________ (realbiz360 available from MLS for less than $5)

	
	
	Price Opinions from Other  Agents:   Gathered: __________ Reviewed: __________

	
	
	Print Advertising:          Publication: ___________________ Run Date: __________

	
	
	Other Custom Marketing:________________________________________________________________

	
	
	_____________________________________________________________________________________

	
	
	_____________________________________________________________________________________

	
	
	E-Mail Realtor.com Pageview Reports:  _____  _____  _____  _____  _____  _____  _____  _____  _____

	
	
	E-Mail Supra E-Key Showings:              _____  _____  _____  _____   _____  _____  _____  _____  _____

	
	
	Monthly Marketing Report: ________  ________  ________  ________  ________  ________

	
	
	Price Improvement Requests:  ________  ________  ________  ________
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Listing Control Sheet (Continued)
Transaction Management
	
	Reviewed Contract with Seller

	
	Request Copy of Buyer’s Mortgage Pre-Approval      Received: __________

	
	Reviewed Contract for Signatures and Initials

	
	Confirm Effective Date on the contract

	
	HOA Disclosure:                     Provided: __________ Signed:  ___________

	
	Lead Paint Disclosure:             Provided: __________ Signed:  ___________

	
	Seller’s Disclosure to Buyer:   Provided: __________ Signed:  ___________

	
	Additional Addenda:           _____________________________________

	
	

	
	Deposit:  ___________    (confirm via copy or original)

	
	Who will hold deposit: __________________________________________ (Escrow Verification Form Req.)

	
	Additional Deposit:  Due: __________    Received: __________ or Confirmed

	
	

	
	Provide Party’s with Copy of Contact Sheet with the following:

	
	Title Company Information

	
	Mortgage Company Information 

	
	Appraisal Company             Scheduled: __________ Complete:  ___________  

	
	Home Inspection Company Scheduled: __________ Complete:  ___________

	
	Repair Requests Made

	
	Request: __________________________________  Complete:  ___________

	
	Request: __________________________________  Complete:  ___________

	
	Request: __________________________________  Complete:  ___________

	
	Request: __________________________________  Complete:  ___________

	
	Request: __________________________________  Complete:  ___________

	
	Signed “Inspection Contingency Release” or other documentation on agreed repairs

	
	Termite Inspection done no more than 30 days prior to closing!

	
	

	
	Survey :                            Ordered: __________    Provided:  ___________

	
	Mortgage Commitment:  Due: __________         Provided:  ___________


Closing Preparation
	
	Closing Date Confirmed:     Date: __________

	
	Confirm utilities have been disconnected

	
	Advise Selling Agent of disconnected utilities

	
	Schedule Final Walk-Through   Date: __________

	
	HUD must be delivered to all parties and approved 3 days prior to closing (effective August 2015)

	
	Review HUD for:  Commission ______ Credits ______ Transaction fee ______ Home Warranty ______

	
	Obtain a SIGNED Buyer Walk-Through Inspection Acknowledgement Form

	
	Collect Keys _____      Garage Door Openers _____  Gate Codes/Openers _____  Security Codes __________

	
	Remove Lockbox __________ and Sign__________

	
	Attend Closing:   Where: ____________________________________________________

	
	                             When: ____________________________

	
	Remember to say “Thank You”


	
	Bring HUD, Final Walk-Through and Check back to the office


Post Closing
	
	Send Thank-You notes to: Title Co. _____  Other Agent: _____ Other: ________________

	
	Closing Gift      Ordered: _____________   Delivered: _______

	
	Order Just Sold Postcards

	
	Enter Customer into Follow-Up Program

	
	Ask for Referrals!
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