TERMINATED LISTING CHECKLIST

Address:_____________________________________________________________________

Seller:_______________________________________________________________________

Date terminated:_______________________________________________________________

___________________
Termination agreement signed by Seller

___________________
Termination agreement signed by Walter

___________________
Termination copied (3 copies: 1 for office file, 1 for Walter’s file, 1 for seller)

___________________
Take seller contact info out of MLS

___________________
Termination loaded to MLS

___________________
Termination with post-it showing the possibilities in up book

___________________
Re-acquisition plan launched

___________________
Feature sheets, home book, caddy tray, sign riders, and brochure box  picked up

___________________
Sign ordered down

___________________
Lockbox removed and keys returned

___________________
All seller’s documents returned

___________________
If applicable, seller’s copy of condominium documents to seller

___________________
Listing removed from website (verify with Walter first)

___________________
Listing and seller data updated in database

___________________
Put in a prospect match to be notified if matches with another agent’s needs to initiate another call to the seller
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___________________
File put in expired file storage box

___________________
Thank you letter sent to the seller (include copy of termination for their records)

___________________
Make appointment with seller for market/motivation updates

___________________
Pick new featured property for website

Suggestions on re-acquisition:_____________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

___________________
Put in exclusive inventory for buyers

___________________
Ask for permission to market under “secret properties”

What systems broke down to cause this?_____________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

How have these systems been repaired?____________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

_____________________________________________________________________________

