the TITLE AGENCY  —  Open House Checklist (Agent)
Open House Checklist (Agent)
1. Planning & Scheduling
1. Confirm date and time with seller.
1. Add open house details to MLS and syndicate to portals (Zillow, Realtor.com, brokerage site).
1. Create and schedule marketing campaign:
–  Just Listed / Open House social posts (Instagram, Facebook, LinkedIn)
–  Email blast to database and office network
–  Flyer or postcard to neighborhood (optional)
1. Prepare sign-in system (digital iPad app or printed sheet).
1. Order or print feature sheets/flyers with property highlights, disclosures, and agent contact.
1. Arrange for refreshments (water, cookies, coffee — optional).
1. Coordinate with seller:
–  Pets out of the home
–  Home professionally cleaned before the event
–  Valuables securely stored
2. Marketing Materials & Set-Up
1. Ensure yard sign with open house rider is installed.
1. Prepare at least 8–12 directional signs for nearby intersections.
1. Print and bring:
–  Sign-in sheets or tablet with CRM connection
–  Pens, clipboards, or stands
–  Business cards
–  Feature sheets and disclosures
1. Create a property highlight board (optional): upgrades, HOA, neighborhood perks.
1. Set up a giveaway or drawing (optional) to encourage sign-ins.
3. Day-of Preparation
1. Arrive 30–45 minutes early.
1. Place directional signage at key intersections and along nearby streets.
1. Turn on all lights, open blinds, and set thermostat for comfort.
1. Stage: clear counters, remove clutter, fresh towels, fresh flowers if available.
1. Put away mail, trash, or personal items left behind.
1. Play soft background music (if appropriate).
1. Set up refreshments station.
1. Place feature sheets and sign-in forms in a visible spot.
4. Hosting the Event
1. Greet each guest warmly and encourage sign-in.
1. Provide feature sheet and point out key upgrades or neighborhood highlights.
1. Be ready with talking points:
–  HOA details, utilities, taxes, nearby amenities
–  Recent updates or warranties
–  Seller’s preferred terms (if applicable)
1. Monitor foot traffic and ensure guests respect the property.
1. Collect and note buyer/agent feedback discreetly.
1. Answer questions honestly and professionally without disclosing confidential seller information.
5. Closing the Open House
1. Thank each guest for attending.
1. Offer to schedule private showings for serious buyers.
1. Remove all directional signage.
1. Lock up, reset thermostat, and ensure property is secure.
1. Dispose of trash/refreshments before leaving.
6. Post-Event Follow-Up
1. Enter all leads into CRM the same day.
1. Send thank-you emails/texts to attendees.
1. Follow up with interested buyers within 24 hours.
1. Share feedback with seller:
–  Number of attendees
–  Buyer/agent comments
–  Level of interest
1. Discuss next steps with seller (adjust marketing, price strategy, or plan another event).
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We don’t just close transactions. We Open Doors.
