PRE-APPOINTMENT LISTING CHECKLIST
 Attach question list to file

 Schedule third party endorsement with local mortgage partner

 Print tax and pull or request title pull (confirm vesting)

 If trust, make sure that we have all the documents.

 Enter contact/status/categories/all other pertinent contact info

 Prepare and deliver pre-appointment package

 Schedule “complete and compile CMA” activity in Walter’s day timer

 Schedule “listing appointment” activity in Walter’s day timer

 See if in MLS database and print

 Prepare file as per checklist

 Add buy/sell info on the contact in the database (include area but not price)

 If referral, complete referral activities (i.e. enter in referrer and referral advisors, add to referral list, schedule in Walter’s calendar for him to write a note to referrer

 Schedule “send follow up/thanks letter” for day after appointment

 Schedule in Walter’s calendar for day after appointment; for agents to “enter notes” from appointment and “schedule follow up” to listing appointment

 Make sure criteria is met from questions in file

 Pre-load 1-800 System with property and have Walter demonstrate at LP

 Have tax advice certificate

 Bring “wanters” on this home from database

 Field personnel to take digital photo (if time) and forward for mock brochure

 Prepare mock “feature listing” on our site

 Deliver cookies in house for the appointment

 Have Walter review the file

 Confirm the appointment and confirm the delivery of the pre-confirmation package 

 Make sure that Walter has his notebook computer charged

 Pre-fill out all contracts and forms; highlight in yellow all signature and initial areas or flag with “sign here” Post-It flags

 Make sure that Walter has the lockbox and sign plus a fully charged digital camera

 Confirm that the sellers have an extra key

 Confirm that all decision markers will be there

 Make sure that Walter dictates instructions into the micro cassette recorder

