OPEN HOUSE CLOSING CHECKLIST

Seller:_______________________________________________________________________

Address:_____________________________________________________________________

Date:_________________________________ Host(ess) Name:_________________________

1. 
(
Pick up open house signs (#____________)

2. 
(
Bring back open house accessories

3. 
(
File completed “Open House Checklist”

4. 
(
Leave thank you note to the homeowners on the kitchen table

5. 
(
Return key/lockbox key to office

6. 
(
Add prospect follow-up cards from open house to calendared database

7. 
(
Post hours worked ___________ to ___________ to payroll

8. 
(
Return sign (“Open Sunday 1 - 4") to office

9. 
(
Mail thank you note to the seller from Walter

10. 
(
Mail thank you note to the attendees/send them their individual needs

11. 
(
Give open house lead sheets and open house survey sheets to Walter

