VACANT PROPERTY WEEKLY CHECKLIST INFORMATION
(
1.
Every Monday, each vacant property needs to be inspected.  Use this checklist when you go and complete.  This checklist needs to be fully completed and faxed to the seller with feedback each Monday before 5pm.

(
2.
When you inspect the property, you are checking for the following items:

(
(
Showings/cards and read the lock box

(
(
Flyer inventory inside the property; flyers outside in the take-one box

(
(
All doors and windows are closed and secure

(
(
Plumbing -- check for leaks or any red flags

(
(
Landscaping -- check to make sure maintenance is proper (grass, trees, shrubs, etc.)

(
(
Pool/spa -- clean and water level is good

(
(
Is the property clean and showing at its fullest potential?

(
(
Keep all window coverings open

(
3.
Once you have inspected the property, make sure to lock up and turn on the alarm.

(
4.
When you get back to the office, contact all showing agents for feedback and complete the feedback sheet.  Once both sheets are completed, send to the seller via fax or email.

(
5.
After the fax goes through or you receive confirmation of email delivery, be sure to put both sheets with the fax cover sheet or email date stamp into Walter’s listing file.  This way, he has the information so that he can be on the same page with the seller.

(
6.
Make suggestions for improvements here:________________________________


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________


________________________________________________________________________

