the TITLE AGENCY  —  New Listing Checklist (Agent)
New Listing Checklist (Agent)
1. Listing Agreement & Documentation
1. Obtain signed listing agreement and all required brokerage disclosures.
1. Collect property disclosures (SPDS, lead-based paint if pre-1978, HOA addenda).
1. Request recent mortgage statement (for payoff info) and property tax bill.
1. Gather HOA documents (bylaws, CC&Rs, fees, transfer requirements).
1. Verify legal description from tax records or title.
1. Obtain warranties, receipts, and service records for appliances, roof, HVAC, and repairs.
1. Collect utility averages for buyer reference.
2. Property Preparation
1. Walk through property with seller to identify repairs, updates, and staging needs.
1. Schedule professional cleaning, landscaping, or pool service if necessary.
1. Recommend staging or decluttering for best presentation.
1. Arrange handyman or contractor work if repairs are required.
1. Confirm property is photography-ready by launch date.
3. Marketing Assets
1. Schedule professional photography and videography (including drone or 3D tour if applicable).
1. Obtain accurate floor plan or measurements if available.
1. Write and refine MLS remarks and marketing description.
1. Create a property highlight sheet (features, upgrades, HOA fees).
1. Order for sale sign and lockbox installation.
1. Design print marketing (flyers, brochures, postcards).
1. Prepare digital marketing plan (social media, email blasts, website feature).
4. MLS & Compliance
1. Verify all property details:
–  Bedrooms, bathrooms, square footage, lot size, year built
–  HOA dues, taxes, and school district
1. Double-check accuracy of APN, subdivision, and zoning.
1. Upload photos, video, floorplans, and documents to MLS.
1. Ensure required brokerage and state disclosures are uploaded.
1. Confirm listing is syndicated to portals (Zillow, Realtor.com, brokerage website).
5. Launch Plan
1. Confirm go-live date with seller.
1. Publish listing to MLS.
1. Post “Just Listed” announcement across platforms (social media, website, email newsletter).
1. Deliver printed flyers and property packets to the property.
1. Share listing with sphere of influence, office network, and top local agents.
1. Schedule first open house or broker tour.
6. Seller Communication
1. Review pricing strategy and initial showing expectations.
1. Explain how showings will be scheduled (lockbox, appointment-only, or call first).
1. Discuss feedback process and when sellers will receive updates.
1. Confirm seller understands potential buyer requests (repairs, concessions).
1. Provide a checklist for showings: lights on, blinds open, clutter cleared, pets secured.
7. Ongoing Listing Management
1. Monitor showing activity and feedback weekly.
1. Update marketing materials as needed.
1. Adjust pricing or strategy with seller based on market response.
1. Prepare for and negotiate offers as they arrive.
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