Changing Places – New Listing Procedures
Address___________________________________		Sales Agent___________________
Agents Estimate of Price on Agency_____________		Date_________________________
					Week 1
· Set to sell meeting held					_____________________
· Buyer match printed and called				_____________________
· Written vendor report sent				_____________________
· Weekly vendor face to face held				_____________________
· Daily communication with vendor				_____________________
· Offers/price indication submitted (at what level)		_____________________
· Vendors take price					_____________________
· Market acceptance price					_____________________
· Price adjustment?					_____________________
· Hot buyers nurtured					_____________________
· Numbers through open house				_____________________
Week 2
· Written vendor report sent				_____________________
· Weekly vendor face to face held				_____________________
· Daily communication with vendor				_____________________
· Offers/price indication submitted (at what level)		_____________________
· Vendors take price					_____________________
· Market acceptance price					_____________________
· Price adjustment?					_____________________
· Hot buyers nurtured					_____________________
· Numbers through open house				_____________________
Week 3
· Written vendor report sent				_____________________
· Weekly vendor face to face held				_____________________
· Daily communication with vendor				_____________________
· Offers/price indication submitted (at what level)		_____________________
· Vendors take price					_____________________
· Market acceptance price					_____________________
· Price adjustment?					_____________________
· Hot buyers nurtured					_____________________
· Numbers through open house				_____________________
· Tweak the marketing, change photo order etc		_____________________
Week 4
· Written vendor report sent				_____________________
· Weekly vendor face to face held				_____________________
· Daily communication with vendor				_____________________
· Offers/price indication submitted (at what level)		_____________________
· Vendors take price					_____________________
· Market acceptance price					_____________________
· Price adjustment?					_____________________
· Hot buyers nurtured					_____________________
· Numbers through open house				_____________________[bookmark: _GoBack]Appendix 13


If the property hasn’t sold after week 4 then repeat from week 2 until it has, a copy of this should be kept in the file and filled out weekly
