
Listing Checklist


Conduct a pre-listing appointment: Schedule an appointment with the property 

owner to discuss their objectives, timing, and expectations from the sale of the 

property.


Do a property inspection: Conduct a thorough inspection of the property, taking 

note of any repairs or improvements that may be needed before listing the 

property for sale.


Determine the market value: Research comparable properties in the area to 

determine a competitive price range for the property.


Make recommendations for repairs and improvements: Based on the property 

inspection, make recommendations for any repairs or improvements that can 

enhance the property's value.


Stage the property: Work with the property owner to stage the property to 

showcase its best features and create an inviting atmosphere for potential buyers.


Take high-quality photos: Take high-quality photos of the property, both inside and 

out, to showcase its best features.


Write a compelling listing description: Write a compelling and accurate listing 

description that highlights the property's unique features and benefits.


List the property on the MLS: List the property on the Multiple Listing Service (MLS) to 

make it available to other agents and potential buyers.


Advertise the property: Advertise the property through various channels such as 

social media, online classifieds, and local publications.


Host open houses and showings: Host open houses and showings to give potential 

buyers a chance to see the property in person and ask questions.


Provide feedback to the property owner: Provide regular feedback to the property 

owner on the progress of the sale and any feedback received from potential 

buyers.


Negotiate offers: Review and negotiate offers with potential buyers to reach an 

agreement on the sale price and terms.




Prepare the closing documents: Prepare all necessary paperwork and documents 

for closing, including the purchase agreement, disclosures, and title documents.


Close the sale: Coordinate the closing process with all parties involved to ensure a 

smooth and successful transaction.


By following this checklist, a real estate agent can effectively prepare and list a 

property for sale, resulting in a successful sale and satisfied clients.


