PRICE CHANGE CHECKLIST
Property Address:_______________________________________________________________

____________
Check if any other amendments than price (i.e. expiration date change, etc.) needs to be changed

____________
Enter new price and any other amendments on MLS then save; print new full report for file and copying to the seller

____________
Make copies of full print out for front desk 

____________
If pressed for time, just email the seller a copy of the change; they can hand print the change on the existing brochure

____________
Enter new price in listing (and other amendments) in database

____________
Prepare new complete feature sheets and highlight sheets

____________
If you have a home book, re-do the financials, and feature sheet in home book and bind

____________
Feature sheets/highlight sheet, etc. – delivered ______ emailed ______ (with addendum, if applicable)

____________
Print new listing inventory (or just change price on listing inventory previously printed)

____________
Print home info hotline message form with new price and financials then enter

____________
Addendum and MLS full report faxed to relo company or referring agent, if applicable

____________
Email/fax price reduced notification to current and past showing agents

____________
Give to buyer’s agent to re-consider for his/her buyers

____________
Email price reduction/changes to all web providers

____________
Post new price on listing white board
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____________
Schedule mailing 1st follow up letter to neighbors

____________
Schedule mailing 2nd follow up letter with Real Estate Guide ad to neighbors

____________
Do buyer/seller match in database and print (give copy to buyer’s agent to email his/her buyers)

____________
Email or mail price reduced flyer to BAs

