	
	

	Activity Description
	Days After Listing

	Enter Client Information Into Database
	0

	Counsel Owner To Establish A Competitive Price
	0

	Take Interior & Exterior Photos
	0

	Select Lock Box Code & Put Up Lock Box
	0

	Complete Listing Paperwork, Collect All Related Documents For Disclosures
	0

	Help Owner Decide Best Location For Yard Sign
	0

	Order Title Work, Plats & Covenants
	

	Submit Listing To Local Multiple Listing Service
	

	Load Pictures To MLS Listing
	

	Edit Picture Copies For Websites
	

	Confirm Listing Has Been Posted On MLS
	

	Check MLS Feed To WWW.WhatAboutBob.com
	

	Edit Property Description For MLS, Website & Brochures
	

	Create Virtual Tour On ListingsMagic.com
	

	Set Up Auto Feed To Craigslist.com, BackPage.com, eBay.com
	

	Prepare Property Brochures Including Pictures, Description, Etc.
	

	Print Brochures For Inside Display & Flyer Boxes
	

	Deliver Brochures & Flyer Box To Property
	

	Request Zoning Confirmation From County
	

	Load Pictures To KWLS (Keller Williams Listing Service)
	

	Verify MLS Listing Information Is Correct
	

	Verify Virtual Tour Appears On MLS
	

	Enhance Or Retake Pictures If Necessary
	

	Verify KWLS Listing Downloaded To Yuvie.com, Google, Trulia, etc.
	

	Post Listing To ActiveRain.com, BobsBlog
	

	Verify Well & Septic Permits
	

	Give Copy Of Brochure To Front Desk For Posting Floor Book, Front Window & File
	

	Link Virtual Tour To Realtor.com & KWLS
	

	Enhance Realtor.com Website With Additional Pictures
	

	Scan Disclosures For Posting In InstaNet Forms So Other Realtors Can View Online
	

	Double Check All Website Feeds
	

	Upload Pictures To Showing Desk
	

	Schedule Property For Bi-Weekly Office Tour
	

	Check On Title Work, Covenants, etc.
	

	Discuss Activities, Showings & Market With Owner – Evaluate Current List Price
	Weekly

	Republish Craigslist, BackPage, eBay 
	Every 3 Days

	Discuss Renewing Listing Contract With Seller
	Before Expiration

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	

	
	


