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Prelisting Checklist

	Listing Address:
	
	MLS #:
	

	Owner Name:
	
	Phone:
	

	Email:
	
	Phone:
	

	Date:
	
	Listing Date:
	


	 
	Date
	Phase 1
	Time

	 
	 
	Prepare Pre-Listing Packet
	 

	 
	 
	     • HB Presentation
	 

	 
	 
	     • Seller’s Preparation Sheet
	 

	 
	 
	          • CB Pledge
	 

	 
	 
	          • CB Internet Pledge
	 

	 
	 
	          • Seller’s Disclosure
	 

	 
	 
	          • Supplemental Disclosure
	 

	 
	 
	Deliver Prelisting Packet
	 

	 
	 
	Setup/ Confirm Appointment
	 

	 
	Date
	Phase 2
	Time

	 
	 
	Fill out Listing Agreement on Zipforms (Assistant)
	 

	 
	 
	Print MLS Data Sheet 
	 

	 
	 
	Prepare Market Analysis (CMA)
	 

	 
	 
	     • DOM Analysis 
	 

	 
	 
	     • Previous Years Market Analysis 
	 

	 
	 
	     • Absorption Rate 
	 

	 
	 
	     • Condo disclosure
	 

	 
	 
	Listing Papers (Refer to Current Sheet)
	 

	 
	 
	     • Exclusive Right to Sell
	 

	 
	 
	     • Information on Broker Services
	 

	 
	 
	     • Web Disclosure
	 

	 
	 
	     • Seller Service Guarantee
	 

	 
	 
	     • Information regarding special Flood Hazards
	 

	 
	 
	     • Condo Disclosure
	 

	 
	 
	     • Coldwell Banker’s Supplemental Disclosure
	 

	 
	Date
	Phase 3
	Time

	 
	 
	Client Meeting      Date:
	
	Time:
	
	 

	 
	 
	Make sure to have tools
	 

	 
	 
	     • Tape
	 

	 
	 
	     • Contract
	 

	 
	 
	     • Presentation Notebook
	 

	 
	 
	     • Treat 
	 

	 
	 
	Go over Listing Presentation
	 

	 
	Date
	Phase 4
	Time

	 
	 
	Turn over to Listing Assistant
	 


Additional To Do:
	 
	Date
	Description
	Time
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