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LISTINGS 

Having good, quality listings is crucial to long term success in the real estate sales 

business. Over the years I have met many of the top producing real estate agents in 

North America, and while they were vastly different in many respects, they all had 

one thing in common. 

They all focused a majority of their time and efort on getting good listings. 

In fact, most all of them generate about 70% of their income from listings. So 

what does that tell you? 

Common sense says that if you want to be a top real estate agent, you should focus 

about 70% of your time obtaining listings. 

You might be wondering, “But what about buyers?” 

I am not saying that you shouldn’t work with buyers. I’m not saying that at all. 

Buyers can be a very important profit center for your business. Just be aware that 

there are smart ways and stupid ways to work with buyers… but that is another 

subject (see “Profit Boosting Buyer Secrets”). 

Think about this for a minute: What do buyers really want?? 

Oh sure, they want honest, dependable service from a knowledgeable agent and all 

that kind of stuff. 

But what do they really want, on the most basic level??? A 

HOUSE!! 

That’s right… they want a house! 

The point is that if you have a bunch of good listings, the last thing you’ll have to 

worry about is prospecting for buyers, because the buyers will be all over you like a 

cheap suit! 
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Think about it. I’m sure that it makes logical sense to you. 

And it’s not just some abstract theory either. I built my career on it. Once I had an 

inventory of quality listings, I had more buyers falling into my lap than I knew what to 

do with. 

Don’t ever forget: The easiest and most profitable way to get buyers is to have 

what they really want – HOUSES! 

Another great thing about listings is that unlike buyers, there is no limit to how many 

you can work with at the same time. For years I have had an inventory of 60-100 

listings. There is no way I could work with 100 buyers in one day! 

Of course, while there is no technical limit to how many listings you can have, the real 

limit is how many you can service. With a good system and competent assistants, this 

can be a lot. I personally know agents that carry over 250 listings! 

The best part is that listings work for you continuously, no matter what you are doing at 

that moment… even lounging on the beach! 

You can go out of town and still be in business because all of the other agents in your 

area are working to show and sell that listing for you. I have gone on vacation many 

times and returned to find that several homes sold while I was gone. You can ’t beat 

that!! 

The 5 basic steps to profitable listings: 

LEAD GENERATION- Getting the potential clients. 

QUALIFYING- Finding the potential clients who are ready now. 

LISTING PRESENTATION TECHNIQUES- Converting them into clients. 

FOLLOW-UP SYSTEMS- Keeping them happy until it sells. 

CONTRACT TECHNIQUES- Turning offers into accepted contracts. 

Let’s examine the five steps in greater detail. 
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LEAD GENERATION 

So just where do we start if we want to build up a great listing inventory? To begin 

with, let’s break it down to the simple basics. 

When we are looking for listings, we first need to identify people who own a home, 

then zero in on the owners that want to sell! 

Sounds simple, right? Well…… it is! 

Like most things, real estate is really a simple business when you break it down. 

Agents just tend to make it a lot more difficult than it is. 

There are many different ways to generate listing leads. Some are smart, some not so 

smart, and some are downright silly. 

The best source of people who own a home and want to sell it (and buyers too, for that 

matter) is referrals from other people. It’s a great thing when you get a call that goes 

like this: “Hi, this is Judy Smith and I got your name from Bob Jones. I work with 

Bob, and he told me that you sold his house and did a super job. I need to sell my 

house, would you come over and list it for me?” 

Unfortunately, it often takes some time to build up a referral base, and very few 

agents - even highly successful ones, can rely completely on referrals for all their 

business. For lots of great ideas on building your referral business, see the separate 

“Momentum and Referrals” book. 

Next to referrals, the least expensive, most effective, and easiest way is using 

Response-Generating Marketing to get prospects to call you, instead of you chasing 

after them with frustrating, embarrassing, old fashioned, bang your head against the 

wall cold prospecting techniques. 

These proven, time tested techniques can be used with many different target markets 

and are covered in detail in the “Marketing Smart” book. 

What about the age old “farming” method? A farm is a certain geographic area or 

subdivision of homes that you repeatedly send mailings and other materials to in 

hopes of becoming known as the “expert” in that area so that homeowners will think 

of you when they are ready to sell. 
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While many successful agents have established themselves in their farm areas and 

consistently get listings from them, the problem is that it is not efficient and is 

generally a long term proposition. 

In any given neighborhood, only a small percentage of homeowners are interested in 

selling at any particular moment in time. So a vast majority of your efforts will be 

going to people who are not interested in selling, and won’t be for years to come. 

I have several very successful farm areas, because that’s what I was told to do back in 

the mid 1980’s when I was getting started. I established myself in those areas, but it 

was tedious work, and took many years. 

If you think you can simply send out some refrigerator magnets, proclaim yourself the 

“area expert” and the phone will start ringing off the hook with sellers wanting to list 

with you…. you need to wake up from your dreamland! 

If I had to start over again, I would spend less time on a geographic farm or other old-

fashioned prospecting methods, and instead use proven Response-Generating 

Marketing (RGM) techniques and focus on the hottest target groups with proven, 

response generating marketing. 

So what are the very best target groups for listings? 

You know what they are! 

The two best target groups for listings are FSBO’s and Expireds. 

Wait. Hold on! 

I know that you may get ill just thinking about gearing up for “battle” to deal with 

these groups. 

I agree that prospecting FSBO’s and Expireds with the same old worn out methods 

that everyone else uses and has been using for the last 20 years is about as appealing as 

eating dirt. 

Again, let’s break things down to the simple basics for just a minute. 

Let’s start with FSBO’s. 
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What do we know about FSBO’s? It is pretty much the same in all markets, and in 

all price ranges. We know four main things about the FSBO. 

1) They own a home. 

2) They want to sell it. 

3) In most areas, unless they have it priced below market or have some kind of 

special financing, they will not be successful in selling it on their own. 

4) 90% of the serious ones will end up listing with an agent. 

Go ahead, read number 4 again. 

Do you think that this is a group that we should maybe pay a little attention to if our 

goal is to get lots of listings? SAY YES! Yes, if done right. Yes, if done smart. 

That brings us to Expired Listings. 

Like FSBO’s, Expireds can be an excellent source of business…. if worked the smart 

way! 

What do we know about Expireds? 

1) They own a home. 

2) They want to sell it. 

3) They were willing to pay an agent to sell it. 

4) They weren’t happy enough with their last agent to re-list with them. 

5) The serious ones will re-list…. FAST! 

Like FSBO’s, this sounds like a group that we should pay attention to! 

Check out “Marketing Smart” for many great ways to use Response-Generating 

Marketing techniques to target sellers, including FSBO’s and Expireds. 
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Let’s do a quick review of what we have covered so far: 

▪ Listings are the key to success in real estate. 

▪ You should spend about 75% of your time on listings. 

▪ Lead generation is the first step to getting listings. 

▪ The best lead generation method is Response-Generating Marketing (getting them 

to call you) and referrals. 

▪ FSBO’s and Expireds are excellent sources of listings if worked properly. 

▪ The “Marketing Smart” book is filled with strategies for getting sellers to call 

you. 
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QUALIFYING THE LEADS 

It is a great feeling when someone calls you and says, “I want to meet with you about 

selling my house.” That is the type of call that we live for! 

In your excitement, your first impulse when the call comes in may be to grab your 

presentation book, jump in your car and rush over there. 

NOT SO FAST, GRASSHOPPER!! 

After some painful lessons, I’ve learned that taking a few extra minutes to qualify 

potential clients before you dash out the door will save you many wasted hours in the 

long run. 

A typical dialogue would go like this: 

“Great, I am glad that you called and I would love to talk with you about getting your 

home sold. What is your name? And what is the address of the property? (Name), I’d 

like to take just a few minutes to ask you a few questions and then we can see about 

setting a convenient time for me to come over, is that OK?”  

Of course they say yes. 

I then proceed with these critical questions that must be asked BEFORE setting an 

appointment: 

Where did you get my name? 

(You always want to track what caused them to call you so that you know what part of 

your marketing is working best, and what things you should cut out. Also, if they were 

referred to you, you are going to want to thank and follow-up with the person that 

referred them to you.) 

Why do you want to sell the home? 

(This is the most basic of questions, and will give you a good idea of their 

motivation.) 

Is the home currently listed with an agent? 

(You’d be surprised how many people will call you that are still obligated on a listing 

contract with another agent. You want to know this right away.) 
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Are you the legal owner of the home? 

(The last thing you want is to go give an entire listing presentation and then at the end 

find out that the home is actually owned by their parents, brother, friend, etc.) 

Have you had the home up for sale before? If so at what price? 

(More information to help you understand their situation.) 

What price do you want for the home? 

(This can tell you whether you are on to something good or if you will have your 

work cut out for you. Sometimes they may say that they aren’t sure of the price and 

that’s part of the reason they are calling you. Tell them that’s fine, because you will be 

bringing a complete computerized market analysis.) 

Do you plan on listing the home with me while I’m there?  

(If they say yes, you know that you probably have a new listing! If they say they it 

depends on how it goes at the meeting, tell them that’s fair enough and go on to the 

final question.) 

Are you interviewing other agents? 

(Believe me, you want to know this, mainly so you can be the last agent that they 

meet with. If they say yes, ask them who the other agents are. You may then be able 

to politely and professionally point out the other agents weaknesses at the 

appointment – such as if the other agent works primarily in a totally different area or 

price range than the prospect’s home. NEVER BAD MOUTH OR TRASH 

ANOTHER AGENT. You might simply say, “So and So is a good agent, but did you 

know that they concentrate on the other side of town? ”)  

“Mr./Mrs. Seller, I am looking forward to meeting with you. It should take about an 

hour or so. What is your schedule? Is morning best or is the afternoon better?”  

(Set appointment, and verify that all legal owners/decision makers will be present) 

“Great, I will see you Thursday, day after tomorrow, at 3:30 PM, give or take a few 

minutes for trafic. I will definitely be there, so be sure to let me know if a problem 

comes up on your end.” 

That’s it. Set the appointment and get off the phone. 

The whole purpose is to qualify them and set the meeting time. 
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DO NOT TRY TO SELL THEM ON LISTING WITH YOU ON THE PHONE! 

What if they are not really serious about selling, just curious about the approximate 

value of their home? Tell them that’s just fine, and what you will do is run a 

computerized market analysis and put it in the mail within 24 hours. Put them in a 

follow-up file and keep in touch! 

If the appointment is more than four hours away, have a PRE-LISTING PACKAGE 

delivered to them. (A sample pre-listing package is included in these materials) 

The pre-listing package does several things. It pre-sells and positions you, and starts to 

build rapport. It makes it very unlikely that they will list the home with another agent 

before you get there, and it also cuts down on the length of your presentation. 

Time for another quick review: 

▪ When a listing lead comes in, the caller must be qualified. 

▪ Unless you have time and energy to waste, a series of questions must be asked 

BEFORE setting an appointment. 

▪ Once you know the potential client is good, set a meeting. 

▪ Do not try to list the home on the phone, save it for the appointment. 

▪ A good pre-listing package is worth its weight in gold. 
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LISTING PRESENTATION TECHNIQUES 

Once the qualifying is done, and you’ve set the appointment, it’s time for the big 

show. 

How well you perform at listing appointments will determine your success in real 

estate. 

IT’S JUST THAT SIMPLE! 

How you look, what you say, and how you say it will make tens, even hundreds of 

thousands of dollars difference on your 1099 at the end of the year. It’s that 

important! 

To start with, you need to know the answer to this question: 

WHAT DO SELLERS REALLY WANT?? 

All sellers want three basic things: 

1) To get their home sold for the highest possible price, 

2) within their time frame, 

3) with the least amount of hassle and inconvenience. 

Everything you do that is directed at sellers should help fulfill one of these three basic 

desires. Keep these three things in mind when you are saying or doing anything that 

relates to sellers. 

This also means that every single word of your listing presentation must focus on 

getting the sellers what they really want! Anything that is in your presentation that 

doesn’t address these three basic seller desires should be torn out and thrown away! 

THIS MEANS ANYTHING THAT FOCUSES ON YOU OR YOUR COMPANY, 

AND NOT THE SELLER!!! 

Everything you say or do must show them how you are the agent who will get them 

exactly what they want. 
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A big reason that most agents don’t do well in real estate is because their 

presentations are very poor. They are bad mainly because they don’t know what to 

say and they don’t practice enough. 

It is essential that you have a top notch presentation that gets you lots of signed 

listings!! 

Would you feel comfortable giving your presentation today in front of all the other 

agents in your office? 

If not, you need to spend some time on your presentation! 

PREPARATION 

This includes not only running the market information, pulling maps, previous 

listings on the property, etc., but also your personal preparation. 

There are few things that will boost your production and income more than 

practicing, refining, and rehearsing your listing presentation. When you go into an 

appointment, you are on stage, so just like an actor, you better know your part. You 

must know every bit of your presentation backwards and forwards, inside and out. 

Practice on the mirror, a friend or spouse. Get another agent and take turns giving 

your presentations to each other. If you really want to get good and make a lot of 

money, set up a camcorder and video tape your presentation. You’ll learn a lot more 

than you think. 

You continually need to polish and refine your presentation until every piece of it 

flows seamlessly from start to finish. 

Top agents don’t just “wing it”. (Even though many are so polished and natural that it 

might appear that they are.) You DO NOT want to show up unprepared! 

You need to perfect your presentation. It sounds simple, but it takes more time and 

effort than it seems on the surface. Can you stand up right now and give your 

presentation, exactly as you would to a seller, from start to finish without missing a 

beat? Can you stop and restart at any point without a hitch? 

If not, you better get busy! 
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Practice, Practice, Practice!!! 

Your bank account will start growing like crazy! 

Practicing and having a listing presentation that you are proud of is the first step to 

making huge money in real estate sales. 

Never forget this rule of listing presentations: 

MAKE SURE YOU ARE THE LAST AGENT THEY MEET WITH! 

You may be wondering from the qualifying questions why I want to be the last agent 

that the seller meets with. I know some trainers say to be the first agent, but I totally 

disagree. 

Before I started asking to be last, I would sometimes hear, “Gee, Mark, everything 

sounds good, your marketing program, experience, the whole program. But we have an 

appointment with another agent after you.” 

Most people, if they make an appointment with another agent, they are going to keep 

it. You can try the “I would be happy to call that agent and tell them that you already 

listed with me, and not to worry about coming over” line, but in my experience, most 

sellers are going to want to keep the appointment because they feel obligated, and they 

want to hear what the other agent has to say. 

If you push it too hard, you will make the seller uncomfortable and alienate them. 

So you end up leaving without getting the listing, telling the seller something like, 
“Don ’t list with the other agent without giving me a chance to talk to you again” 

Maybe they will, maybe they won’t. 

They might just be tired of talking to agents, and if the other agent is good, just go 

ahead and list with them to get it over with. 

If the seller is interviewing other agents, I tell them right up front on the phone,  
“I do a lot of things that are above and beyond what most agents do, so by meeting 

last I can show you those things and answer any questions you might have.”  

99% of the time you will get to go last. With a good pre-listing package, they will 

rarely list before you get there. 
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CONFIDENCE IS CRITICAL! 

Attitude is everything! You must believe in your heart that anything is possible. 

When I go out on a listing appointment, I am totally, completely confident that they 

are going to list with me. Every step of the way, I assume that the listing is mine. 

There is no doubt in my mind. 

When I pull up in front of the house, I take a few seconds and visualize my sign in the 

seller’s yard, and visualize the commission check I will be getting when the house 

closes. 

NO ONE IS GOING TO DENY ME THAT COMMISSION CHECK!! I 

AM GOING IN TO TAKE THE LISTING!!!! 

To say that I am confident is an understatement. 

When you have this kind of confidence (I did NOT say arrogance), and are totally 

focused on what the seller really wants, you will radiate a charisma that leads people 

to have confidence in you… to trust you… to like you… and to want to do business 

with you!! 

I truly believe deep down in my heart that if they are serious about selling, there is no 

one that can do a better job for them than me. There is no reason for them to even 

think about listing with another agent! 

When you are confident and really believe in yourself and what you have to offer, 

you will get most of the listings that you want!! 

NOW IT’S SHOW TIME! 

The following is a sample of my typical listing presentation. It is a “one step” 

presentation. I don’t have time to waste, so I want to get them signed up at the right 

price, on the first appointment, in about an hour! I get lots of information from them 

over the phone before I get there so I don’t have to waste time with a 2-step 

presentation. 

Here we go. 
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I show up on time, and dressed in appropriate attire - which will depend on your area. 

A couple of years ago I had some nice short sleeve knit shirts made with the “Mark 

McKee Real Estate Team” logo on them. I had always worn expensive suits with ties, so 

I was a bit concerned about dressing less formal. 

Guess what? My customers love them! Many long time customers told me that they 

liked the more casual look. I wear the short sleeve shirts with dress slacks April 

through October, and sometimes suits or sweaters on cooler days in the winter. 

Wear what you think is best, just make sure that you look sharp – nothing worn out, 

faded, frayed, or scuffed! (I know that sounds obvious, but take a look around a 

typical real estate office some time!) 

When I get out of the car I take a quick look around the exterior of the front and sides of 

the house, and then give a couple of firm knocks on the door and ring the doorbell. I get 

a little pumped up and put a smile on my face. 

I give them an energetic greeting and head straight for a table (either kitchen or 

dining room). I take control right away and say: “First I want to look around and 

take a few notes and some measurements, it will only take a few minutes. Are there 

any hidden or special features that I should know about?” 

I set my things down and hand them a pre-listing package and say, “I had one of 

these packages dropped of for you, but if you didn ’t have a chance to look it over, 

now would be a good time to do so.”  

Even if they looked at it before, they will open it up and review it again. I quickly go 

through the house inside and out, making notes about the features and any areas 

needing repair, and taking room measurements with an electronic measure. 

After I look the home over it’s back to the table. Never, ever sit on the sofa in the 

living room, even if they want you to. If they try to insist, I explain to them that I have 

some materials to show them and it would be easier and more professional if we sat at 

the table. Don’t sit in between two people or you will end up swinging your head back 

and forth like you’re watching a tennis match! 

Once seated and ready, I get right to it. 

NO SMALL TALK!!! 
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One of the biggest mistakes that agents make is feeling like they have to spend 20 

minutes or more warming up the seller or “building rapport”. You are there to sell 

the house, not chit chat! 

Although the seller may courteously join you in a discussion about the weather, 

sports, etc., inside they are probably wishing that you would get on to business. Get 

things going quickly, but politely. After all, that’s why you are there! Don’t waste 

time! You need to take control and go for it. 

I start off with: “Mr./Mrs. Seller, I appreciate the opportunity to meet with you about 

getting your house sold. I have a lot of information to go over with you so I’m going to 

get started. First though, I want to let you know something right up front. I am not like 

a lot of agents who will tell you anything that they think you want to hear. I am 

committed to telling you what you need to hear… the truth. I don ’t beat around the 

bush or sugar coat things because I’ve found that most sellers appreciate and respect 

honesty. Is that how you guys feel too?” 

Of course they always say yes, because no one wants to be misled or lied to! 

“We went over some questions on the phone before I came over, but I want to take a 

minute to review and ask you a few more questions, is that OK?”  

Of course they say yes. I always end with “is that OK” or some other affirmative 

question to get them in a pattern of saying yes. Do you see why that is important? Say 

yes. 

I get out my “Listing Checklist” (included in this package) so I can fill it out right in 

front of them. By the way, do you think that using a checklist might help keep you on 

track? 

Checklists are the basic element in systems, and give you organization and 

predictability in your presentation. 

Do you need a checklist even if you practice a lot? 

On your next airline flight, do you want the pilot to go through a checklist before 

takeoff to make sure that nothing was forgotten – even if they’ve done it hundreds of 

times before? 

OF COURSE! 
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Don’t worry, airline pilots are required by law to use checklists! Why? To make sure 

that everything is covered and nothing is overlooked. 

First I review the questions that I asked previously on the phone. (A good 

presentation always includes asking lots of questions!) 

OK, now you got my name from…… 

and the reason you want to sell is…… 

and the price you wanted to ask is…… 

and you are the legal owners…… 

and you have/haven ’t had it listed before…… 

and why do you think it didn ’t sell last time?……(if previously listed) 

Then I go into more questions. 

Do you really need to move? 

Where are you going? 

Would you like me to refer you to a top agent in your new city? (if applicable) 

When do you need to be there? 

Have you already purchased another home? 

Will I be assisting you in the purchase of your next home? 

Do you need the proceeds from this house to buy another one? 

Do you have a loan on the house and if so, what is the balance? 

Have you thought about selling it by yourself? 

What improvements have you made to the home (not repairs or maintenance)? 
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Are there any repairs that you were planning on doing? 

Do you have any other properties that you need to sell? 

Do you have any questions for me at this point? 

You may think that’s a lot of questions to ask, but it’s necessary if you want to 

completely understand their situation so that you can best advise them. Would a 

doctor make a diagnosis or prescribe treatment without asking some questions? 

Of course, make sure not to ask the questions in an “interrogating” manner. Ask with a 

smile and the genuine intent of understanding their situation so you can help them get 

what they want. 

Also, if the property is a rental and not owner occupied, I will review the tenant 

situation. I always go to the property to check it out and meet the tenants to see what 

type of people they are and how cooperative they are going to be. 

This is important, because tenant occupied listings can be a big hassle. Most tenants 

are less than thrilled about the sale of the house, for two main reasons. One, having 

people parade through the home is a pain in the neck and an intrusion on their 

privacy, and two, if the house does sell, they will have to move! 

It is easy to see why most tenants don’t exactly greet you with open arms. The simple 

fact is that in most situations, the tenant does not want the house to be listed or sold! 

And if the tenant is against you, you are going to have a real uphill battle. 

This fact needs to be addressed, and the owner needs to help out. One of the best 

ways is to lower the rent during the listing period by 10% to 15% (say from $1,100 

down to $995)), and pay the tenant a cash bonus of one month’s rent at closing to 

help with their moving expenses. 

This usually works wonders on getting the tenants to cooperate with you in the selling 

efforts, because now there is something in it for them! 

I usually say something like this to the tenants: “I know that this is all a hassle for 

you, and I understand. But the fact is that the owner is going to sell this place, one 

way or another. Because I want to work with you on a friendly basis, and respect 

your situation, I have convinced the seller to reduce your rent down to  _____ , and 

also to pay you a cash bonus of one month ’s rent when you move out to help with  
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your moving expenses. The only catch is that you need to be cooperative and work 

with me by keeping the home in good condition and showing the house through the  

lock box at reasonable times. What do you say, that sounds fair, doesn ’t it?”  

What if the tenants are real jerks, or the owner doesn’t want to give the tenant any 

concessions? 

PASS ON THE LISTING!! 

Tenant occupied listings can be your biggest source of headaches. If everyone is not 

going to play your way, they are not good clients. Let some other poor agent deal 

with all the crap! Your time is better spent working with good clients. BE FIRM! 

The normal presentation continues: “Mr./Mrs. Seller, I know from studying my 

customers that what most sellers really want is to get  the highest possible price for 

their house, within their time frame, with the least amount of hassle and 

inconvenience. Does that sound like what you guys really want?”  

Of course they say yes. 

“While I don ’t want to take up a bunch of time to tell you how great I am, I do feel 

that it is important for you to know who you are hiring. You don ’t want to make the 

mistake of hiring an agent that will simply list your home. You want an agent that has  

the financial resources to find buyers and get your home sold!  

I then tell them how they will benefit from each of the following: 

▪ My years of experience and number of homes sold 

“Your home is one of your most important assets. With 13 years of experience and  

over 1000 homes sold, I know how to protect your interests and make sure things  

are done right. 

▪ My staff of highly trained assistants 

“In today ’s real estate world, it is very dificult for an agent to give good service if  

they don ’t have any help. My staf includes: a full time listing coordinator to make 

sure that every necessary step is taken to market your home; a full time escrow 

coordinator to work closely with mortgage companies, title & escrow, inspectors,  

appraisers, and others once we get your home under contract; a full time 

runner/ofice assistant; and 3 full time buyer agents whose job it is to show my  
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listings. There is always someone knowledgeable and courteous to answer your  

questions.” 

▪ My higher than average list to sales price ratio 

“My sellers realize a sale at an average of 97% of asking price, compared to the  

local board average of 94%. On a $1 75,000 house, that’s an extra $5,250 directly  

in the seller ’s pocket!” 

▪ My lower than average days on market 
“My sellers homes are on the market for an average of only 78 days, compared to  

our local board average of 116 days. This saves my average seller over one 

month ’s payment and expenses ”.  

▪ My internet site on the world wide web 

“The internet provides exposure for your home to over 70 million potential  

buyers. We get more and more activity on the site everyday ”.  

▪ My aggressive marketing and advertising 
“Every month I spend over $5,000 on marketing and advertising to make the 

phone ring with interested buyers. The RGM ads I am showing you now generate  

ton of activity. In fact, my ofice averages over 1,000 incoming calls per month! I  

then tell them more about my buyer specialists and my ‘Free Home Finder 

Service’. I then show them a list of all the buyers that we are working with.”  

▪ My nationwide referral network 
“I am personally involved with several groups of top producing agents from 

across the country. When they have buyers moving to our city, they call me first.  

This means more serious buyers for my listings ”.  

I continue: 

“As far as handling all the details, the marketing and advertising, representing your  

best interests, negotiating, and seeing it all through to a successful closing, no one 

can do a better job for you than my staf and I can. Everything I have learned about  

making sure your goals are accomplished in my 13 years and 1,000 sales has been  

refined into the smooth running system I have today ”. 

Note: If you are a new agent or don’t have a substantial track record of your own 

yet, substitute “we” for “I” and talk about your office or company numbers. It will 

still have a strong impact. 
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I now head into the heart of the presentation. 

Note: Showing up with a raggedy, worn-out, dog eared presentation book says the 

same things about you to your prospects as stains on your clothes, scuffed shoes, or a 

dirty car with Burger King wrappers on the floor. Make sure that your materials (and 

yourself) are first class! 

“Mr./Mrs. Seller, let’s now discuss the six step home selling process that you must be 

familiar with in order to sell your home for the highest price possible, within your 

time frame, with the least amount of inconvenience. Everything that you need to know 

is in here.” 

Step 1- Understanding Market Conditions And Pricing Your Home 

Step 2 – Calculating Your Bottom Line 

Step 3 - Preparing Your Home For Sale 

Step 4 - Marketing Your Home 

Step 5 – Negotiation And Contract 

Step 6 – Closing And Moving 

NOTE: I don’t want to get too technical, but I always do some low-level mirroring and 

matching of their speech tone, speed, posture, gesturing, etc. I also use tie downs (like: 

isn’t it, wouldn’t it, don’t you agree) to get them in the rhythm and habit of saying yes. 

Now comes the most critical part of the presentation. 

What is it that really determines whether a property sells or not? 

You know the answer without even having to think about it. 

THAT’S RIGHT… PRICE! 
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The single most important skill you must have to be successful in real estate is… 

GETTING THE LISTINGS PRICED RIGHT!! 

A listing that is overpriced is usually worse than no listing at all!! 

Taking an overpriced listing is bad business. You are going to end up dealing with 

that seller for a long time, taking all their guff, doing all kinds of work for nothing, 

because chances are that it will never sell!! Do you like to work for free?? 

NOT ME!! 

And what kind of message do you think it sends to the rest of the neighborhood about 

your sales ability when a sign with your name on it sits out front for months on end 

with no SOLD sign? Do you think that they are going to call you when they are ready to 

sell? NOT LIKELY! 

We could talk about it until we were blue in the face, but the facts are clear. You 

know it, and I know it… listings that are priced right are money in the bank!! 

You want lots of money in the bank, don’t you? Say yes. 

If I can’t get the seller to agree to a reasonable price, I won’t take the listing! 

This was one of the hardest things for me to learn. When I was a new agent, I wanted 

to take every listing possible, so I could go back to the office, write it up on the board, 

and hear my manager say “good job”. 

I used to think that even if a listing was overpriced, I would work extra hard, do extra 

advertising, and get it sold anyway. 

REALITY TIME! 

The fact is that no matter what you do, even $100,000 worth of advertising will not 

sell an overpriced home! 

Note: I usually save minor repairs and cleaning/staging issues for the end of the 

meeting after they sign the listing. However, if I notice any major items that they 

didn’t mention they were going to take care of (i.e. trashed carpet, bad cracks, obvious 

roof leaks, dead landscaping, etc.), I bring it up now prior to the pricing discussion, 

because these items will have a significant impact on price. It may also be best to 

protect everyone by having an inspection done up front. 
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Back to the presentation: 

“Mr./Mrs. Seller, as you can see, the first step in the six step home selling process is  

understanding market conditions and pricing your home. This is the most important, 

yet most commonly misunderstood step.”  

“Failure to understand the market and properly price your home is the single biggest  

factor that will cause your home to NOT sell for top dollar and sit unsold for months  

on end!! Let’s make sure that doesn ’t happen to you!”  

“The two areas we need to focus on are:  

1) CURRENT MARKET CONDITIONS 

2) YOUR TIME REQUIREMENTS 

If there were very few homes on the market and lots of eager buyers, what would that  

tend to do to prices?” 

“That ’s right, they would go up. This is referred to as a seller ’s market.” 

“Conversely, if there were very few buyers and lots of eager sellers, what would that 

do to prices?” 

“Sure, they would go down. That would be a buyer ’s market.” 

“It is the simple law of supply and demand.”  

“Currently in our local real estate market, the conditions are  ”. 

Educate the seller on what is happening in your market. Cover the average days on 

market, effects of interest rates, new home sales, economic factors such as business 

openings and closures, etc. 

Wherever possible, back things up with clippings of news articles. Tell them straight, 

because they need to know the truth. If the market sucks, tell them! They are going to 

find out for themselves soon enough, and then wonder why you weren’t straight with 

them in the beginning. 
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“Now that we have covered the general market conditions, let ’s look at what is 

happening in your specific area. The computerized market analysis that I have 

prepared for you describes homes in your neighborhood that are either available for 

sale, under contract but not yet closed, and sold and closed.” 

“To determine the right price range for your home, let’s review the prices of these 

other homes and make comparisons based on such items as: 

SIZE 

AGE 

NUMBER OF BEDROOMS 

NUMBER OF BATHS 

POOL/SPA 

BASEMENT 

GARA GE SIZE 

VIEW 

LOT SIZE 

MISCELLANEOUS FEA TURES & UPGRADES 

Let’s start by taking a quick look at the available homes. We will look at these just to 

get an idea of what other people in your area are asking, not to base your asking price 

on. Available homes are like “dreamland”, while closed sales are the reality of the 

market. Let’s see what homes are similar to yours….” 

“Ok, let’s move on to the pending and closed sales. This is the real bottom line, what 

buyers were willing to pay and what sellers were willing to sell for in a free, open 

market. That ’s why a professional appraiser by law can only use closed sales as 

comparables, and must ignore any asking prices. Let’s take a look….” 

Get them involved in the process. Show them how differences in the criteria listed 

above will impact the price that a home can command in their area. 

Show them subtly the benefits of proper pricing and the negative consequences of 

overpricing. 

You can outline a price range, but… 

ALWAYS LET THEM SET THE PRICE!! 
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That way, in their mind, they picked the price, not you. Don’t ever make the mistake of 

telling them a price! 

“Mr./Mrs. Seller, based on the market information and comparisons we have made 

together, we’ve outlined a range from $  _____ to $ _____  , wouldn ’t you agree? A 

price at the lower end of the range will produce a faster sale, while pricing near the  

top may mean sitting on the market for a while longer.  

“Mr./Mrs. Seller, that brings us to your time requirements. Time is an important 

factor. It is easy to see that if you needed to sell the house within 4 days, you would 

have to price it lower than if you had 4 months to sell it. Does that make sense?” 

Based on your personal situation, where do you want to price it??”  

As long as they choose a price that is within the range, move forward with the 

presentation. If they suggest a price at the top of the range, let them know that 

although it should still sell, a price adjustment may be necessary if activity is slow. 

Also, if they pick a price at the top of the range but need to sell quickly, you should 

remind them of their desire to sell quickly and tell them that a higher price and a 

quick sale do not go together. 

If they want a price that is higher than the top of the range, you’ve still got some work 

to do. Go back over market conditions and the comparables, and ask them how they are 

coming up with that price. Most of the time, even though they would like to get more 

(who wouldn’t), if they are serious, they will except the realities of the market. 

If the price they select is just over a $25,000 or $50,000 increment, I will let them 

know the benefits of dropping slightly to attract more showings by saying, “Mr./Mrs. 

Seller, the price you selected of $255,000 is within the range, but let me point out an  

important pricing strategy. Everything in the MLS is done by computer now. When an 

agent goes into the computer to search for homes for a buyer, the first thing the agent  

has to do is specify a price range. People always round of numbers. No one is going 

to look in the computer for homes between $113,496 and $132,307 or from $208,971 to 

$253,619. They will search from $125,000 to $150,000, or $200,000 to $250,000, 

etc..” 

“The point is that if you are listed at $250,001, you are going to be pulled up on 

fewer lists and therefore get fewer showings than someone priced at $250,000. The 

home listed at $250,000 will show up at the high end of a $225,000 to $250,000 

search, and at the low end of a $250,000 to $275,000 search. Do you see how you 

will get more showings at $250,000?”  
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If you communicate effectively, they will usually agree to a reasonable price. Never 

just cave in and take an overpriced turkey! 

REPEAT THE FOLLOWING SENTENCE OUT LOUD THREE TIMES: 

I am a professional! I want to make a profit!! I deserve to be paid for my work!! I 

only work with serious sellers!!! 

Taking a listing that you know probably won't sell is a bad business decision! 

Having the guts (and brains) to walk away from an overpriced, unmotivated listing is 

one of the biggest profit-boosting things you can do in your business. Let some other 

poor chump deal with the unrealistic seller for months on end. A seller who refuses to 

accept the fact that the laws of the market and supply and demand apply to their  

home is a bogus client!! 

If the seller is highly motivated, such as a job transfer, and the price they want is not 

totally out in the stratosphere, I will say this: 

“Mr./Mrs. Seller, The market information is telling us that the price you want to ask is 

a little high. But if you really want to try it at this price, I tell you what we’ll do. We will 

list it at that price and give it 30 days and see what the market tells us ”.  

“If we don ’t have a contract on the house at the end of 30 days, then we ’ll drop the 

price to $ ______ . That sounds fair, doesn ’t it? OK, what I am going to do is note it  

on this change order that I will have you sign now but will date 30 days down the 

road.” 

If the house is not sold 30 days later, I adjust the price and send them a copy of the 

change order along with a note saying that per their previous written instruction I 

have changed the price. 

At this point in the presentation, if they don’t see the light and price the home 

correctly, you will need to dig deeper and go into some of the pricing dialogues 

covered later. 

I don’t mean to beat this pricing thing to death, but you have to stop taking 

overpriced listings if you really want to make serious money!  

This is a major turning point. Either you get a reasonable price, OR YOU WALK!! 
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Alright. If the seller has agreed on a reasonable price, it’s time to move forward in 

the presentation to the close… you’re almost there. 

“Mr./Mrs. Seller, I think that the price you have chosen is a good one, considering all 

factors. Let me do a net proceeds analysis (always do the net sheet at a price a little 

below the asking price – it prepares them for a sale lower than list) and the other 

paperwork. While I am doing that, State law requires that all sellers complete this 

property disclosure statement.” 

I hand them the disclosure form and a pen. I then begin with my paperwork, and I just 

keep going. If they start filling out the disclosure form, like most people, I know that 

I’m going to be walking out of there shortly with a quality listing. 

My goal is to keep them busy and involved while I am completing the papers, so if 

they finish with the property disclosure statement, I hand them my Sellers Detail 

Form (included in this package). 

This form asks the seller numerous questions about the property, what is included in 

the sale, etc. It will help avoid mistakes and can provide valuable back-up down the 

road as to where you got your information if there is some kind of dispute. 

If after a minute or two (which can seem like a long, long time) they haven’t started 

filling out the disclosure form, I will say, “Did you have some questions on that?” 

This may seem a little bold, but remember, I am there for one reason and one reason 

only, and it ain’t to bake cookies! 

If they have any questions, concerns, or objections, they are going to come up now, 

so I can deal with them. They may say something like, “well, we’re not really ready 

to sign anything right now”. 

I will stop filling out the paperwork, put down my pen, look up at them, smile, and 

simply say: “What do you mean?” 

This is a great question, because whatever their hesitation is, it is going to come out in 

the open. With a few probing questions, you will get down to the core of what their 

concerns are, so you can address them. 

This brings us to the critical skill that you must not just merely learn, but master, … 
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HANDLING OBJECTIONS. Or as I prefer to call it - EDUCATING! 

When speaking to groups of agents, I often ask them how many objections a seller 

could have. The agent’s first reaction is, “Gosh, there must be dozens of them”. 

Let’s think about it for a minute. At first thought you may think that there is an 

endless number of objections. In reality, 95% of all seller hesitations are caused by 

concerns relating to only 3 things: 

1) PRICE 

2) COMMISSION 

3) LENGTH OF LISTING 

Sure, you could come up with a few minor ones, but those are the “Big Three”. This 

is true in all areas, and in all price ranges. 

Do you think it is reasonable for you to have 4 or 5 responses for each of those three 

issues? If you want to make big money, you better have them on the tip of your 

tongue, ready to go, without even having to think about it! 

Most real estate agent’s biggest fear is not knowing what to say, and it is also one 

of the biggest reasons that they fail! 

Here are some pricing dialogues that I use to help get sellers thinking in the right 

direction: 

PRICING 

“Why do you feel that your home is worth more than what the market indicates?”  

“Yes, the upgrades do add some to the value, but not dollar for dollar. For example, 

a swimming pool adds only about 50% of it ’s cost in this area. That means a pool 

that cost $30,000 will usually only add about $15,000 to the value of the home.” 

“Items such as a new roof or new furnace are really maintenance items, not 

upgrades. They do not usually increase the value much. Buyers expect a house to 

have a roof that doesn ’t leak and a furnace that works properly.”  
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“Many overpriced homes actually do get showings, but do not sell. What happens is  

that agents use the home to point out the value of other homes. The overpriced home 

sits and gets stale on the market.”  

“I understand that you are negotiable. The problem is, if the price is too high, we  

won ’t get any activity, and there won ’t be anyone to negotiate with!  

“Just like the stock market, there is a market for homes that is dependent on supply 

and demand. Let’s say that you bought shares of XYZ stock a couple of years ago for 

$38 per share. What will that stock be selling for now? That ’s right, it depends on the  

market. If you called the stock broker and told him you wanted to sell, the broker 

would tell you what the current market price is. If the current price is only $32 per 

share, you could say anything you wanted, but you would have just two choices - 

One: sell for what the market will bear at this time, or Two: keep it and see if the 

market changes. Those are the same choices you have now with this house!”  

“I understand that you want more so you can get a bigger house. But let me ask you  

this - If we were out looking for a new home for you, would you pay more than 

market value? Would you pay more than a house was worth just because the people 

who were selling it wanted to get more money?” 

(we have an appraisal from when we got a home equity line last year that is a lot 

higher than the price you are saying) “Let me tell you about how appraisers and 

banks work. When you already own the home and are getting a second, it is diferent  

than when you are buying. The bank wants to loan you money, so if you have a good  

payment record and credit rating, they will bump up the value on the appraisal to 

accommodate your loan request. These appraisals do not necessarily correspond to 

what the home can sell for on the open market.”  

“I understand that another agent told you a higher price. You need to realize that 

many agents will tell you anything that they think you want to hear to try to get you to 

sign a listing with them. Once they have the listing, they try to figure out how to get 

you to lower the price. Like I said up front, I am committed to telling you the truth.”  

“Price is the sole factor that determines if a home sells or not. What about condition? I 

could show you many homes that were in excellent condition but  did not sell, and I 

could show you homes that were in terrible condition that did sell successfully. So it 

can ’t really be condition, can it? And what about location? That’s what you always  

hear about real estate… location, location, location. Well, I can show you where two  

homes were for sale right next door to each other, and one sold and the other did no t. 
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So it really can ’t be location either. What is the one factor that really determines  

whether a home sells or not? That ’s right, price.” 

“Even if we happened to find a buyer who did not know market values and was 

willing to pay an inflated price, 90% of all buyers finance their home with a 

mortgage. The first thing that a mortgage company will do is send out an appraiser to 

determine the value of the property based on market comparisons. If the sales price is  

higher than the appraised value, the bank will not make the loan, and that usually 

means a dead deal!” 

“It is actually very dificult to find a buyer who doesn ’t know what the values are.  

Buyers look at an average of 14 homes before they purchase one, so they are well 

tuned to what market values are from this hands on research.”  

“I tell you what. Let’s go ahead and list the house at the price you want for now, and  

get a non-biased, second opinion from an independent professional appraiser. I can  

give you a list, or you can even pick one out of the phone book – as long as they are a 

licensed residential appraiser. If the appraisal comes in lower, we’ll adjust the price  

to that figure. In fact, I’ll even deduct the amount of the appraisal of of the 

commission so it won ’t end up costing you anything!”  

“Once a home is on the market for a while, it becomes stagnant, and both buyers and  

agents start to assume that something is wrong with the house. They figure there must  

be some reason that it hasn ’t sold, and it gets a reputation as a loser property. Agents  

will avoid it. At that point, even if the price is reduced it’s hard to sell, be cause the 

damage is done – the stigma is there. That ’s why it is definitely in your best interest  

to price it correctly to begin with.”  

“My job is to get you the most money that we possibly can for the home, and believe  

me, I wish that we could get a lot more for it. But it is only worth what someone will 

pay for it. If you are serious about selling, we need to have a competitive price.”  

COMMISSION 

As I mentioned before, I consistently ask for and get a 1% higher commission than 

most of the agents in my area. This may not sound like a big deal, but it adds another 

$1 50,000+ per year into my pocket! It’s like giving yourself a 33% raise. 
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Years ago, I was somehow afraid to ask for more commission. When I started 

demanding more commission than most agents, I discovered that 80% of the sellers 

didn’t even question it. For all that I provide, I think that for only 1% more than most 

agents are charging, my services are a bargain! 

If I do encounter some resistance to the commission, I say things like: 

“Just like every thing else in life, you get what you pay for”  

“If you needed to have a critical heart surgery, would you want the doctor who had  

only done it a few times and would only charge you $250, or would you want the 

doctor who had done the procedure hundreds of times and charges $20,000?”  

“You want a lower commission? What items of the marketing plan do you want me to  

skip for your home?” 

“If I was a seller and an agent quoted me a low commission, I would have to think  

that the agent probably didn ’t plan on spending much time, energy, or money on my 

home in the first place.” 

“As we discussed, my listings sell faster and at a higher price than the local average.  

This puts an average of $6,627 extra dollars in my seller ’s pockets. That more than  

makes up for the small diference in commission, wouldn ’t you say?”  

(if the seller is an expired) “What commission did your last agent quote you? Well,  

we know that didn ’t work!” 

“If an agent doesn ’t think that their services are worth much, you can bet that they  

aren’t.” 

“I am very confident that you will be pleased with our service, and I want a chance to  

prove myself. So lets do this. We ’ll put the commission at what I am asking, but I will 

write NEGOTIABLE AT CONTRACT next to it and initial it. That way, when we get 

an ofer, if you don ’t honestly think that I have done an outstanding job, we can 

adjust it then. That ’s fair, isn ’t it?”  

“If you were falsely accused of murder, would you want an attorney that had many 

years experience in defending murder cases and had a highly trained staf of 

assistants, or one that just got out of law school and works alone?”  
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“You know, it doesn ’t cost you a dime to hire me until your home sells and closes. If I 

can get your home sold for top dollar, in the shortest amount of time, with little 

inconvenience to you, wouldn ’t it be worth it?”  

“Look at it this way. If an agent just caves in and reduces their commission, won ’t 

they probably just cave in when negotiating on your beha lf on your house, too? Is this 

the kind of agent you want?”  

Only about five percent of the time will the seller not agree to the commission that I 

want. If it is a well priced, quality listing and we are just one percent apart, I go for 

this: 

“Mr./Mrs. Seller, you guys are the type of people that I like to have as clients. Your 

home is in excellent shape, and you recognize the importance of setting a competitive 

price. I tell you what, just to show good faith, I will compromise and knock of ½ 

percent. Will you meet me halfway in the middle?”  

That beauty works 99% of the time!! When you offer to compromise, people actually 

feel guilty if they don’t compromise also. You may think that it’s silly, but the ½ 

percent on a $250,000 house is $1,250, and it adds up over time! If I put $1,250 on the 

desk in front of you, would you throw it in the trash? NOT ME!! 

In the rare instance where they are looking for a cut rate commission and won’t see 

the light, well, you guessed it… TIME TO WALK!! 

LENGTH OF LISTING 

Sometimes you will get a seller who only wants to list for a short period of time. In my 

market, the average time to sell is currently about 4 months. My minimum listing is for 

6 months, and 9 months for more expensive properties. 

Note: I make all listings expire on the 30th day of the month regardless of the when 

the listing is taken. That way, you don’t have to scramble around all month wondering 

what is going to expire. On the 20th of each month we identify the listings set to expire 

on the 30th and get them handled. 

When a seller says that they only want to list for 90 days, It’s time to educate them. 

“The average time to sell in our market is about 120 days. That means that ha lf of the 

homes sell in less than 120 days, but half take more than 120 days. If a home was  
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listed for only 90 days, the odds are that it wouldn ’t sell during that time. If you were 

an agent, would you spend your time and money to market a home if you knew that it 

probably wouldn’t sell during the listing period, and you would get nothing for all 

your efort?” 

Or I have had great success with this approach: 

“I know that your concern is that you are going to get locked into a long listing and 

the agent is going to disappear and not do a good job. That is completely 

understandable. I know that you are going to be thrilled with our service, so here is 

what I am willing to do to put you at ease”  

“I will write on the listing agreement that the listing may be cancelled at any time 

with 14 days written notice. I call it my EASY OUT listing. That way, if you are ever 

dissatisfied, it is really like a 2 week listing! The EASY OUT listing is great because if 

at any time you don ’t feel that I am doing all of the things I’ve said I will, you can 

pull the plug.” 

“Of course, I wouldn ’t make such an ofer unless I was darn sure  that you will be 

absolutely thrilled with my performance. I am taking all the risk, so what have you 

got to lose?” 

You will get a lot more listings when you offer a guarantee on your service in this 

manner. Sure, you will get a few that cancel now and then, but not that many – 

compared to all of the extra listings that you’ll get as the result of the guarantee. (See 

the section on guarantees and risk reversal in the “Marketing Smart” book.) 

Why the 2 week period? It buys you a little extra time and can serve as a cooling off 

period for the seller, and they may decide not to cancel after all. 

Some of you might be a little scared of this idea, but just think about it. If one of your 

listings called you today and was absolutely set on canceling their listing with you and 

they would not change their mind, would you let them go? Most agents would. Who 

wants an irate customer? 

The point is that you are probably doing this anyway, but you aren’t telling anyone 

and getting any benefit out of it. 

If someone calls me and wants to cancel, normally they are just a little peeved about 

something and it can be smoothed over pretty easily. If it is more serious, and they are 

pretty intent on canceling, I will try saying this: 
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“I understand how you feel. If you really want to cancel, I will honor the 14 day 

policy. In fact, I will cancel it immediately, if you wish. But I do know that there are 

some new ads for your home coming out in the next few weeks, and I’d like to prove  

to you what we can do.” 

“Tell you what, will you give me 30 more days? If it isn ’t sold in 30 days and you still  

want to cancel, I will cancel it right away no questions asked. Your business is 

important to me. What do you say, will you give me 30 more days to prove myself?”  

That will usually buy you more time. Of course, if they are dead set on canceling, cut 

them loose! 

Back to the presentation… 

Occasionally I will hear “Aren't you too busy to take proper care of us?” 

I respond with, “Yes, I am busy, but you should realize that most busy people are busy 

because they are good at what they do and are in demand. Don ’t forget, I have a  

highly trained staf of 6 people, so you really get 7 people when you hire me.”  

“Suppose that two restaurants were right across the street from each other. One was  

completely full, and had people waiting to be seated. The other was nearly empty, 

with just a couple of customers. Which restaurant would you guess had the best food  

and service?” 

“How would you feel if you showed up at the doctor’s ofice for an appointment and 

the nurse said “Well I am glad you are here. You are the first person we’ve had in 

here in nearly two weeks.” Wouldn ’t you feel better if the doctor was a little busier? 

“Yes, I am busy, but I am busy selling houses. As you know, when you do someth ing 

all the time, you tend to get very good at it.”  

Sometimes I will get questions relating to the transaction fee. This is a $295 fee that I 

charge on all transactions in addition to the commission. Most sellers never even 

question it, but if they do, I say this: 

“Unlike most agents, I have a full time transaction coordinator whose job is to 

monitor every detail of your transaction 8 hours per day. There are hundreds of 

things that can and do go wrong, so having an experienced person watching every 

detail is very valuable. The transaction fee helps pay for this expense, and remember,  
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you only pay it when the house sells and closes. I tell you what – I am so sure that 

you will be thrilled with the transaction coordinator that I will make you a deal. If at 

the end of the transaction if you don ’t think it was money well spent, just let me know 

and I will eat the expense myself!”  

Very rarely is it a problem. If you aren't charging a transaction fee, you are missing 

out on a lot of extra income. Doing 150 transactions a year, that equals an extra 

$44,250. That’s enough to pay the transaction coordinator for the year! 

They may mention that they are considering another agent. If so, I pull out a list 

ranking the top 100 agents in our area. If you can't get this list directly from your MLS, 

there are several aftermarket software programs that link into your MLS and allow you 

to do all kinds of neat things, including pulling ranking lists based on sales, listings sold, 

overall production, etc. 

With over 10,000 agents in my local board, chances are that the other agent they are 

considering isn't even in the top 100. Having the agent rankings quickly shows the 

seller the real truth in black and white! 

(If you are new, of course do not do this… but you can use your office or company 

rankings if they are strong.) 

Once all the objections are handled, I set the papers in front of them, hand them a 

pen, point to the X on the signature line and say “Authorize the agreement here and 

let’s go ahead and get it sold”.  

Note: Never say “sign the contract”. The words “sign” and “contract” automatically 

make people tense up. Instead use authorize the agreement. 

Most of the time they are ready and willing to sign. Sometimes though, even after a 

dynamite presentation, you will hear the 6 dreaded words… 

“WE WANT TO THINK IT OVER.” 

My first response is always, “What exactly do you want to think about? Is 

there something I didn ’t cover or something that you are not comfortable 

with?” 

This may uncover another concern or objection, or they may say: 

“WE JUST WANT TO THINK ABOUT IT BEFORE WE MAKE A DECISION.” 
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I respond with this, “I understand. In fact, I kind of sensed that you two want to talk 

privately for a few minutes, so why don ’t I step out to my car, check my messages, 

make a few calls, and come back in 5 or 10 minutes. It’s OK, I don ’t mind, really. (I 

leave my stuff on the table, and get up and start walking towards the door before 

they can say anything.) When I come back, whatever you guys want to do is fine with 

me.” 

When I come back, most of the time they will have just a few small questions or 

clarifications and go ahead and sign the listing. If they are firm about not signing or 

“sleeping on it” overnight, I tell them that’s OK, I want them to be comfortable. I 

thank them for their time, leave the materials with them, and tell them that I will call 

them tomorrow. 

While a benefit oriented, well practiced presentation will get most every listing that 

you want, no one gets 100% of them. All you can do is give it your very best shot, 

and if it doesn’t happen, don’t get upset. 

With high power marketing, there is always more presentations to go on!  

If you don’t get them to sign the listing, immediately send a Thank You For Meeting 

letter and follow-up with a phone call or two. If they decide to wait a while before 

selling, make sure to put them in your database for continual contact. 

Assuming you get the listing, once all the listing papers are signed, your first instinct 

may be to gather your stuff and hit the road. 

NOT SO FAST!! 

I always spend a few extra minutes to discuss minor repairs, cleaning, and staging, set 

the seller’s expectations, see if I can make a referral if they are moving out of state, and 

make sure that they agree to put on a lock-box. 

At this point I pull out the “Your Home Is Listed” form (included in this package) 

and go over it with them. Under the recommendations section, I fill in any repairs or 

cleaning that need to be completed (if any) to make the home as salable as possible. I 

let the seller know that any repairs or changes I recommend are ones that will return 

them at least the cost of doing them, (if not many times the cost), and will greatly 

expedite the sale. 
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Inform the sellers that any repairs that aren’t done are ammunition for the buyer to use 

in attacking the asking price. Repairs always get exaggerated in the buyer’s mind, and 

soon a few hundred dollars in minor repairs are being used by the buyer to justify a 

much lower offer price. 

Many agents hesitate to tell the seller about necessary cleaning or repairs, possibly 

because they feel embarrassed or uncomfortable about it, or maybe just don’t realize 

just how important it is. 

These seemingly small items can make a big difference in the price a home will 

command and the time it takes to sell it. IT IS YOUR JOB TO TELL THEM THE 

TRUTH! Don’t be reluctant to tell the sellers what needs to be done to get top dollar 

for their home. 

If a seller calls me 30 days or more into the listing complaining that the home isn’t 

sold yet, the first thing I ask them is if they have done the recommended cleaning, 

repairs, and staging as we discussed when they listed. If the answer is no, I’ll say 

(politely, of course) “So you haven ’t even done the important things we discussed, 

and you ’re wondering why the home isn ’t sold????”  

I then ask them if they realistically think that they will be able to get the items done. If 

they say no, I offer to have a handy man contact them about doing the work for them. 

If they don’t want to or don’t have the money, then I tell them that it’s OK, but we are 

going to have to make a corresponding adjustment in the price. 

In addition to repairs and cleaning, this is also the time to go over staging the home 

and what to do if they are present when the home is being shown (all contained in the 

“Time Tested Home Selling Tips” form included in this package). 

Pets are another big issue. Not that I have a problem with pets in general, but when it 

comes to selling a home, pets are BAD NEWS! Many people are quite attached to 

their pets, so you need to use a bit of tact when discussing the subject. 

“I know that you may love your pet (s), but here is the reality. 25% of all home buyers 

simply will not buy a home that has pets in it. Maybe it’s because they have allergies, 

think that it’s dirty… or whatever. Also,  when a buyer is viewing a home with large 

pets, they often get afraid and just want to get the heck out of there, ruining the whole 

showing.” 
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“The point is that losing a quarter of the buyers is going to make it tough. Do you 

have any friends, relatives, or neighbors that would be willing to take the pet for a 

while until we can get the house sold?”  

Even if they don’t remove the pets, at least they are aware of the difficulty and will 

hopefully take them for a drive or put them in a separate area during showings. 

If the sellers smoke cigarettes, I tell them that a smoky smelling house turns buyers 

off faster than nuclear waste in the backyard. This is true even for buyers that smoke 

themselves. 

If the house smells of smoke, they will need to paint the interior, and clean the carpets, 

drapes, and furniture. They should not smoke within 10 feet of the house, and dispose of 

all cigarette butts properly. 

If they don’t want to do these things, then a price reduction of 5-10% off of normal 

will probably be necessary to get the house sold. Smoking costs in a lot of ways, this is 

just one more! 

I always ask the seller to write down what they feel are the biggest benefits of the 

home, and try to use some of them in the ads. That way they will never call you 

asking, “Why didn’t you mention the _____ in the ad?” Plus, it makes writing the 

ads easier. 

The main objective of the “Your Home Is Listed” form is to let the seller know what 

they can expect of you, and what you expect of them. Discussing items up front like 

when the sign will go up, when the ads will come out, and how often you will be 

contacting them will save a lot of misunderstandings down the road. 

DO NOT SKIP THIS STEP! 

This brings us to the lock-box. A few minutes spent now will save you many hours of 

frustration down the road needlessly meeting agents at the property or arranging for 

keys. In most markets, not having a lock box will reduce showings by over 40%. If 

they are reluctant to allow a lock-box, educate them like this: 

“I understand why you might have some concerns about the lock box, so let me 

explain how it works and why it is critical that we have one. First, let me tell you the 

real story on how agents pick homes to show their buyers.”  
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“In our market, there is no shortage of homes for sale. So when an agent does a 

search, they are likely to come up with lots of homes that match the buyers criteria. 

The agent then needs to narrow the list down to 5 – 10 homes that they can show.” 

“The first thing that the agent will do is zero in on how the home can be shown, and 

Mr./Mrs. Seller, this is the important part to understand. Agents will always pick the 

homes that are the easiest to show. That means that the homes with lock-boxes go in 

the good pile, and the appointment only homes go in the bad pile. I’m not saying  

that’s the way it should be, but that is the reality. Not having a lock -box will cut our 

showings by 40% or more!”  

“Now let me tell you about the lock-box itself. We have the new computerized boxes, 

and they are quite sophisticated. They are a far cry from the old metal boxes with the 

alphabetical dial on them. To gain access to the key, you must have one of these 

computer keypads, and know the secret code for the keypad, which changes every 30 

days. The box also records who has used it. (I give them a demonstration of how the 

system works). As you can see, if you are serious about selling, we must have a lock-

box.” 

Note: It is smart to have detailed lists to keep track of where your lock boxes and 

signs are. These are expensive things to misplace, plus you look like an idiot if your 

lock box is still on a property weeks or months after the sale closes! 

Next, if they are moving to another city and are not already solidly linked to an agent 

there, I tell them that I will have a top producing, knowledgeable, service oriented 

agent from that city contact them, at no cost or obligation. I know agents in most cities 

of the country, and if not, I look in the CRS directory. 

You can make tens of thousands in extra income by simply asking a question, making a 

call, and sending a fax. One of my assistants is in charge of referrals, and has a system 

(of course) for keeping track of them. 

If they are moving within the local area, and they haven’t bought another home yet, I 

offer to represent them on the purchase, also. To give them an incentive to sign a 

buyer broker contract and work exclusively with me, I offer to give them a ½% 

discount on the listing commission if they also buy a home through me. 

When you get a signed listing and a signed buyer broker contract, you know that 

you’re having a great day, because it just doesn’t get any better!!! 

I then answer any remaining questions they might have and button everything up. 
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There you have it. I thank the sellers and hit the road with a quality, right priced 

listing! 

We covered a lot in this section, so let’s review: 

▪ Sellers all want 3 main things: 

1 )To get their home sold for the highest possible price, 

2) within their time frame, 

3) with the least amount of inconvenience. 

▪ Everything you say or do should address these 3 things. 

▪ Practice your presentation over and over, role play, video tape. 

▪ Always be the last agent to meet with the seller. 

▪ Confidence is crucial, always assume you’ll get the listing. 

▪ Take control with a quick tour and then sit at a table. 

▪ No small talk. 

▪ Go over questions on the Listing Checklist. 

▪ Explain the 6 step home selling process. 

▪ Getting a reasonable price is the most critical step. 

▪ Let them pick a price within a range. 

▪ If they won’t price it reasonably, WALK. 

▪ Prepare for potential objections. 

▪ Before leaving: set expectations, discuss repairs, staging, possible referral, lock-

box, and ½ % discount/buyer-broker contract. 
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FOLLOW –UP SYSTEMS 

The last piece of the puzzle you need to be successful at listings is a system to service 

the sellers, and keep them happy until their home sells. 

It is one thing to get the listing, but quite another to keep it until it sells and you get 

paid for all your eforts! 

In my market, it takes an average of 4 months to sell a house, sometimes much longer. 

If you work in a market where the average days on the market is less than 30 days, 

this is not as important. For the rest of us, it is a must. 

I sometimes need to “nudge” sellers into making the decision to sign the listing, so I 

want to immediately overwhelm them with communication and information to 

reinforce that they have made a smart decision in listing with me… which of course 

they have! 

Setting the seller’s expectations when you take the listing is the first step, but more is 

needed to have happy clients who will go out of their way to refer others to you. Just 

like everything else in your business, you need a step-by-step-system. 

A sample current listing follow-up system is included for you in this package. You can 

do these things yourself, or if you have assistants, have them do them. Customize your 

system to fit your personality and market conditions. Don’t forget to pull a listing out 

of the current follow-up system when it goes under contract! 

Like all of the systems, the Current Seller Follow Up System should be in your 

computer so that it is a no-brainer and nothing falls through the cracks. Each day the 

computer tells you what phone calls to make, what letters and postcards to send, etc. 

A critical concept that you must grasp is the difference between perception and reality. 

With every seller, their perception IS their reality. For example, in reality you could be 

doing an excellent job of marketing their home - doing far more than most agents do, 

but if they don’t know exactly what you are doing, and the home hasn’t sold, their 

perception may be that you’re doing a lousy job. 



 

 42 

You need to tell the seller everything that you are doing to get their home sold. Even 

the basic little things that lots of agents do. You want to flood the seller with 

information, copies of all the advertisements, etc. 

You want their perception to be, “Wow, my agent is really going the extra mile and 

doing everything possible to get my home sold.”  

I know from experience that if you keep a home listed long enough and systematically 

reduce the price, you will put dollars in your pocket. Telling a seller that a “price 

adjustment” is necessary is not always easy, even when you tell them at the time of 

listing to be prepared for it (see the Your Home Is Listed form). 

Like always, don’t be afraid to tell the seller the truth. If the truth is that they need to 

drop the price, and you don’t tell them, you are not doing your job and are probably 

guilty of malpractice!! 

Remember, your job is to GET THE HOME SOLD, not to be their best friend! 

When the dust settles in the end, either you sold the home and succeeded, or you 

didn’t sell it and failed. I have had many sellers who were a little irritated at me at 

times during the process, but thanked me over and over in the end for telling them 

what they needed to hear- THE TRUTH!! 

Here is a typical dialogue: 

“When we listed your home I committed to keeping you informed of the market 

conditions and activity. We have had your home on the market for  _____ days now, 

and it’s not sold. The market is talking to us. If you are serious about selling, we need 

to make an adjustment.” 

“I understand that ’s probably not what you want to hear, but I know that you want 

the truth. I want the home to sell for a higher price too, but the market is telling us 

that we need to make a change.”  

(Example- house listed at $235,000) “Do you want to be aggressive and go down to 

$219,900 or just go to $225,000?” 

Do you want to make money? If so, you must never forget…. 

PRICE REDUCTIONS MUST BE MADE IF A HOUSE JUST ISN’T SELLING!!! 
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You can do it yourself or have an assistant do it. I pay my listing coordinator bonuses 

of $25 for price reductions of 2.5% to 5%, and $50 for price reductions 

self-proclaimed nickname is “The Slasher.” I love it! 

 

Another quick review: 

 

▪ You need a system to keep sellers happy until their home sells. 

▪ The sellers perception is their reality. 

▪ You must tell the truth about the market. 

▪ Price reductions must be made if the home isn’t selling. 

▪ Never forget that your real job is TO GET THE HOME SOLD! 

over 5%. His 
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CONTRACT TECHNIQUES 

Having lots of good quality listings will lead to lots of offers. A smart agent who 

knows their techniques will turn a high percentage of them into signed contracts. The 

key is having a system (surprise!) to deal with each offer when it comes in. 

Even with good marketing and a strong buyer program, most of your offers will 

probably come from other agents. 

YOU NEED OTHER AGENTS TO WANT TO SHOW YOUR LISTINGS! 

This means that maintaining excellent relations with the other agents in your area is 

critical to your long term success! 

Real estate is an unusual business in that two agents may be competing against each 

other for a listing in the morning, but be working together on a co-op sale in the 

afternoon. 

Friendly competition is a good thing, it can build a mutual respect. But if the other 

agents in your area groan at the mere mention of your name, I can guarantee you that 

any success you have will be short lived. 

You probably know an agent in your area who has a bad reputation for being difficult to 

deal with or less than honest. Would you go out of your way to show that agent’s 

listing? I highly doubt it. 

I have always tried my best to make friends and admirers out of my fellow agents. 

Don’t get me wrong, I will go up against anyone for a listing and beat their pants off, 

and I’ll get nasty if I have to when someone is jerking me around. 

I just always try to help other agents, and have taught courses for years at our local 

board. If a new agent calls me with an offer and says, “I’m kind of new”, I will 

cheerfully say, “No problem, I was new once too! I will work with you. Let’s see what 

we need to do to get things going….”  

Having a big ego and acting stuck-up like you are better than every one else will not 

cause people to be attracted to you or want to do business with you! 
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If other agents know that you have good listings, are easygoing and fun to work with, 

and that you really try hard to put deals together, they will show your listings all the 

time! 

When you have lots of good listings, you get lots of offers, and you can waste a lot of 

time presenting bogus ones if you’re not careful. I have every seller sign an Exclusive 

Presentation Form (included) when they sign the listing. When an agent calls and 

says that they have an offer, I tell them they need to fax or email it to me. 

I never go anywhere or lift a finger until I see what they’ve got first! 

Most agents don’t have a problem with this, in fact, many agents ask for my fax 

number or email address before I even say a word. Some agents will give me a hard 

time and just want me to set up a meeting with the seller. 

The last thing I want to do is waste 1-2 hours of my time and the seller’s time with an 

offer that is ridiculously low, is packed full of contingencies, or in some other way a 

piece of junk that has no prayer of ever coming together. So here is what I say: 

“I understand where you are coming from, but please let me explain my position. I 

get lots of ofers, sometimes 3 or more per day. If I didn ’t look the ofers over first, I 

would spend hours and hours going out to present ofers that were a waste of time.”  

“I want to get the property sold, and I am glad tha t you wrote an ofer. I am not 

trying to cut you out of the process. In fact, if your ofer is decent, I’ll be glad to let 

you be involved in the presentation. If it makes you feel better, I give you my word 

that I will call you back after reviewing the ofer before I call the seller or do 

anything with it, OK? How soon can you send it over?”  

If the offer is lousy, I will call the other agent back and tell them that I am going to call 

the seller and go over it on the phone (and fax it if the seller has access to a fax 

machine). I won’t waste my time going to the house if I don’t think the offer is good 

enough. Of course, if the seller is out of the area, then it is always by phone/fax/email or 

overnight delivery. 

You need to decide the best way to proceed in each situation. With some sellers, you 

are better off going to their house to make sure that they understand everything, while 

for those that are more sophisticated, the phone and fax may be fine. 

Never forget that your time is valuable! Also never forget that your job is to represent 

the seller’s best interests. Always keep them fully informed. 
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If the offer is good, and the other agent wants to be involved and present the offer in 

person, I will often accommodate them. 

I never meet with the other agent beforehand, it is a waste of time. 

There is nothing they can’t tell me over the phone, or that I won’t already know from 

simply looking at the offer! 

A typical presentation where the other agent is present would go something like this: 

“Mr./Mrs. Seller, as you know, we have an ofer on the property written by Ginger 

who is an agent with ABC real estate company. I know that you are anxious to know 

the details of the ofer, and we will get to it in just a minute.”  

“I need to make you aware of exactly what the procedure will be today before we get  

into the details of the ofer. First you need to understand that Ginger is representing  

the buyer, so her fiduciary responsibility is to the buyer. This means that she is 

obligated to use any information she gets to the buyers advantage.”  

“What we will do is let Ginger go over the details of the ofer, and tell us any other 

relevant information that she thinks we should know. I will then ask Ginger to step 

outside for a moment. She will not be ofended, because that is how things work. With  

her outside, we will discuss the merit of the ofer, and I will tell you how it looks from a 

technical aspect. We will discuss your options, and decide how to respond to the ofer. 

I do this every day, so I can help you make the best decision.”  

I will then turn the floor over to the other agent. I pretty much let them go for it, but if 

they start rambling or trying to pressure the seller I will cut them off. When they are 

done, it’s out the door. They can either wait (it could be 20-30 minutes), or I will call 

them and fax either the signed offer or a counter offer to them later. 

Once alone, I continue: 

“Now that we are alone, let ’s go over the ofer in detail. When an ofer comes in, you  

have three options. The first is to accept the ofer as is. The second is to make a 

counter ofer, and the third is one that we rarely let happen, and that is to flat out 

reject the ofer. I have gone through my ofer checklist and aside from the price, here  

are the concerns I have (if any), and how I recommend that we deal with them…”  
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I go over the technical aspects of the offer to make sure that they understand 

everything, and mention any concerns that I may have. Then all that’s left is the price. 

“How do you guys feel about the price? Let’s talk about it…”  

I always ask the seller to try to look at the offer logically, and not emotionally. I 

remind them that at least we have an offer! My job is to keep everyone calm and 

rational, and look for ways to make things work. I tell the seller that we really need to 

try, because it could be months before they get another offer. 

In general, always try to make contingencies have a specific date and spell out what 

will happen if the contingency isn’t met by that date. For example, if the contract is 

contingent on the buyer getting a new loan, you might say “This contract is 

contingent upon the buyer providing a pre-approval letter to the listing agent within 

10 days of acceptance. If not received within said 10 days, offer may be cancelled at 

the seller’s option.” 

If the purchase is contingent on an inspection, you could say “Any inspection shall be at 

buyer’s expense, and shall be completed and reviewed within 10 days of acceptance. If 

no negative response is received from buyer within said 10 day period, the inspection 

contingency shall be deemed removed.” 

If the purchase is contingent on the buyers selling their current home, and it’s not even 

under contract yet, I will not take my listing off the market and sit and wait and hope 

that they find a buyer. 

Here is a response I use: “Seller will accept the buyer’s contingency regarding the 

sale of the (buyer’s current address) home under the following conditions: The 

(listing address) home shall remain available for other offers, and if the seller receives 

another offer that they wish to accept, the buyer’s agent shall be notified of this intent 

and the buyer’s shall have 24 hours from said notification to either remove the 

contingency, double the earnest deposit, and proceed with closing within 30 days of 

that date OR cancel the purchase and have their deposit fully refunded.” 

Note: You want them to double the deposit if they remove the contingency to help 

make sure that they can really close the deal and aren't just “gambling” that their 

house will sell in time. 

The content of the clauses will vary according to your local laws and customs, the 

point is that you should always BE SPECIFIC!! 
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Taking a few extra minutes up front to spell everything out will save you many hours of 

frustration down the road! 

I always like to use my preferred title/escrow person. If the other agent specified a 

different person in the offer, and if I am already writing a counter offer, I will add a 

clause stating the change to my person. 

I explain to the seller that they are paying for the title insurance, and that with my 

person we will have much greater control, and can make sure that the job gets done 

properly – otherwise we will be taking our chances. 

If the buyer’s agent later says anything about it, I tell them that if their buyer wants to 

pay for the title insurance, they can pick the title person! I also guarantee them that my 

person will give the transaction top priority. It usually isn't a problem with the other 

agent. 

Once we have discussed price and any other concerns that the seller or I may have, I 

have them sign /initial all of the necessary paperwork, making double sure that 

everything has been covered. 

If the other agent is outside, I will call them in. if not, I will usually contact the other 

agent while I am still at the seller’s house and fill them in on the situation. I then give 

the sellers copies of everything, and give them a time frame of what will happen next. 

When I am done, I thank the sellers for their time and hit the road. 

An important thing to keep in mind is that you are there to inform and advise the 

seller where necessary, NOT MAKE DECISIONS FOR THEM. 

I can remember presenting a straightforward, all cash, no contingency offer where I 

was representing the buyer and the seller said “OK, we’ll take it”. The next thing I 

knew, the seller’s agent shouted, “Are you kidding, this price is way to low! There is no 

way we are going to accept this!” 

I could have killed him! The seller explained that they were very anxious to move, 

and the price, although lower than they wanted, would be alright. Finally, the seller 

and I convinced the listing agent that it was OK. 

What an idiot! Did he think it was his house?? Afterwards, when we were alone 

outside, I took him aside and “educated” him for 10 minutes. 
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NEVER ATTEMPT TO STOP THE SELLER FROM TAKING A PRICE 

THAT THEY ARE COMFORTABLE ACCEPTING!! 

Too many agents let their ego and personal agendas get in the way of doing their job. 

They’ll think to themselves “I’ll show that other agent, I’ll write a counter offer at full 

list and make no concessions so that they’ll never get it accepted by their buyer”. In 

their stupidity, they not only didn’t represent the seller’s best interests, they hurt their 

own pocket book too. 

Don’t be an “over negotiator”. Your job is to sell the house and get the deal closed so 

that the client can get on with their life. What good is it to blow a deal over $500 or 

$1,000, and then have the seller have to wait for weeks or months to get another offer 

that may not even be as good as the one you’ve got? Never forget that your primary 

goal is to put a transaction together and get it closed! 

On the other hand, don’t try to make a deal where there isn’t one. So many agents 

waste hours on end working on deals that have no prayer of ever closing. I am not 

saying that you shouldn’t try hard to make things work, but don’t try to throw a mess 

into a contract, thinking that it will “all work out somehow”, because it will simply 

turn into a bigger mess! 

Over the years I learned to be calm and laid back, very rarely raising my voice or 

bickering with anyone. If you get frustrated, take a deep breath and remember that 

lashing out at someone in anger is never going to help you achieve your goals (unless 

one of your goals is to have people think you’re a jerk). 

If you have a deal under contract and it starts to look ugly, call the sellers and explain 

the situation immediately. Tell them that you are still going to try to make the deal 

work, but in order to protect their best interests, you are going to put the home back in 

available status and resume showings. Don’t loose valuable time off the market! 

Never try to hide the truth from the seller. If the deal does go south a week or two 

later, and the seller finds out that you knew about the problems before but didn’t tell 

them about it, you will look like a total idiot (which you would be), and they could 

possibly sue you for not upholding your fiduciary duties. 

NOTE: Don’t forget the power of conference calls. If I ever have a situation where 

one person is telling me one thing, and another is saying something different, or if 

two people just aren't cooperating like they should, I will quickly get us all on a call 

together and straighten things out. 
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I normally don’t ask if it’s alright, I just do it and say, “Hi Jim, Mark here. I’ve got 

Larry on the line with us. What do we need to do to work this out….” 

This is a great time saver, and will avoid a lot of back and forth, he said – she said 

crap! Most phone systems will do this simply, if you don’t know how, LEARN! 

Contract follow up is another topic, and details depend on local customs, and whether 

you live in an escrow state or have attorneys. 

I have a full time transaction coordinator. She is a former escrow officer, and she is 

awesome. Once a contract is accepted, it is immediately turned over to her. 

She has a system for following up on all aspects of the deal with the seller/buyer, 

title/escrow companies, mortgage companies, inspectors, appraisers, co-op agents, 

etc. I rarely get involved unless there is a problem. Having a quality person in this 

position can change your life! 

Our escrow checklist is included. Of course, some of it may not apply in your area. 

Whether you have an assistant or do it yourself, the key is to have a specific, step-by-

step system to stay on top of things. 

One last note on transactions… Agents that are broke, who need the deal to close in 

order to pay their rent and avoid getting evicted are usually the ones who screw up 

deals the most. They get nervous and uptight, and inadvertently sabotage the 

transaction. 

Plus, consider this: Is an agent who is desperate for money always going to put their 

client’s best interests first, or their own need to just get the deal closed to get paid? 

This is why you should strive to always have a comfortable “cushion” of money in 

the bank. You will think more clearly, and other people won't be able to bully you 

around and make you a victim! 

Let’s review: 

▪ You must develop the skill to consistently turn offers into accepted contracts. 

▪ You need other agents to show your listings. 

▪ Have all sellers sign an “Exclusive Presentation Form” when they sign the listing. 

▪ Have all offers faxed to you before doing anything. 
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▪ Give the seller advice and recommendations where needed. 

▪ Never try to stop the seller from taking a price they are comfortable with. 

▪ Be specific in all contract verbiage. 

▪ Don’t hesitate to put a property back on the market if a deal looks shaky. 

▪ Always keep the seller fully informed. 

▪ Have a step-by-step system for contract follow up. 



 

 52 

A final review of the 5 basic steps to profitable listings: 

LEAD GENERATION- Getting the potential clients. 

QUALIFYING- Finding the potential clients who are ready now. 

LISTING PRESENTATION TECHNIQUES- converting them into clients. 

FOLLOW-UP SYSTEMS- Keeping them happy until it sells. 

CONTRACT TECHNIQUES- Turning offers into accepted contracts. 

The easiest way to become successful in real estate is to focus a majority of your time 

on getting quality listings. By practicing over and over, you can polish your techniques 

and be a pro. Never give up! 

Spend the time to develop step by step procedures for everything in your business. 

Don’t make excuses or procrastinate. 

JUST DO IT!! 
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SAMPLE 

MATERIALS 
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SAMPLE LETTER IF DIDN’T GET LISTING 

Dear __________________ , 

Just a note to say thank you for taking the time to meet with me regarding the 

sale of your home. I have kept all of my notes regarding your home, and stand ready 

whenever you are. 

As we discussed, every aspect of my marketing and service plan is designed 

with one goal in mind – to produce a sale at the highest price, within the time frame 

you need, with the least amount of hassle and inconvenience. 

I would like the opportunity to help you achieve your Real Estate goals and 

look forward to working with you. I will contact you in the next few days to follow 

up. 

Sincerely, 

Super Agent 

P.S. To move forward with getting your home sold, please feel free to call me 

anytime at (XXX) XXX-XXXX. 
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Suggested Questions For Listing Agents 

1. How long have you been selling real estate? Are you full time? 

2. How many homes have you sold in the past 6 months? 12 months? You career? 

3. What is your average sales price? 

4. How many homes have you sold in my area? Which specific ones? 

5. What can you tell me about the real estate market in this area? 

6. What price do you recommend for my home, and what is it based on? 

7. What is your average days on market? 

8. What is your list to sales price ratio? 

9. How many listings do you have right now? 

10. What percentage of your listings actually sell? 

11. What kind of advertising do you do? May I see some samples? 

12. How often will my home be advertised, and where? 

13. How do you attract buyers from outside the local area? 

14. Will you prepare a brochure for my property? May I see a sample? 

15. Where and how will the brochures be distributed, and to who? 

16. How often, and in what way will I be kept informed? 

17. Do you have a staff of assistants to help with the details? 

18. May I see your personal brochure or video? 

19. Do you have references that I may call? 

20. Do you have a satisfaction guarantee policy? 
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SAMPLE LISTING CHECKLIST 

Address: 

Owner Name: 

Phone #’s: Hm _____ Wrk _______ Cell/Pgr ________ Fax 

 Normal Work Schedules:  

Prior to Appointment 

Where did you get my name? _____________________________________________  

Why do you want to sell the home? ________________________________________  

Is the home currently listed with an agent? __________________________________  

Are you the legal owner of the home? ______________________________________  

 Have you had the home for sale 

before? If so, at what price? _________  

 Why do you think it didn’t sell?  

 _____________________________________ What price do you want for the home?

 ____________________________________________________________________  

Do you plan on listing with me while I’m there? _____________________________  

At Appointment 

Do you really need to move? _____________________________________________  

Where are you going? __________________________________________________  

Would you like me to refer you to an agent in your new city?(If applicable) ________  

When do you need to be there? ___________________________________________  

Have you already purchased another home? _________________________________  

Would I be assisting you in the purchase of your next home? ____________________  

Do you need the proceeds of this house to buy another one? _____________________  

Do you have a loan on the house and if so, what is the balance? __________________  

Have you thought about selling it by yourself? _______________________________  

What improvements have you made to the home (not repairs and maintenance)? 

Are there any repairs you are planning on doing? ____________________  

Do you have any other properties you need to sell? ___________________  

Do you have any questions for me at this point? _____________________  
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SAMPLE SELLER DETAIL FORM  

Property Address:_______________________________________________________ Year Built: _________________  

Approximate Square Footage: ____________________________________________________  Type of Roof:  

#Bedrooms: Upstairs: ______________________  Downstairs: 

#Bathrooms: Upstairs: _____________________  Downstairs: 

Size of garage: 0 1 2 3 4 ___________ Car Is the garage Converted? Yes / No Boat or RV Parking? Yes / No 

Pool: Yes / No Pool size: (length/width/depth) _____________________  Is the pool heated? Yes / No 

Type of pool heater: Gas – Propane – Electric - Solar Spa: Yes / No 

Do you have a Covered Patio? Yes / No Is there a dog run? Yes / No 

 Are there any pet/dog dangers when showing?  

Is there a loan on the property? Yes / No Loan Balance: ____________________  Loan Payment:

  

Loan Interest Rate: _________  Loan length (i.e., 15yr, 30 yr): ______  Are payments current? Yes / No If No, please 

 explain:  

Is the loan assumable? Yes / No Assumption Fee: __________________  Must Buyer qualify? Yes / No 

Loan type (circle one)? VA FHA Conventional Private Adjustable 

Balloon? Yes / No Amount: Date Due: 

Do you have a 2nd or 3rd Mortgage? Yes / No Loan Balance: __________________________________________________________________  Loan Payment:  If property is 

free and clear, will you consider owner financing to promote a faster sale at a higher price? Yes / No 

Are there any special assessments, fines, liens, or other title problems? Yes / No If yes, please explain: 

Association Fee $: _________ (monthly / quarterly / year) Association Name & Phone #: _____________________________  

Association Fee includes (i.e., trash, water, etc.): _____________________________________________________________  

Association amenities (i.e., pool, tennis, etc.): ________________________________________________________________  

Do you have a real estate license in any state? Yes / No 

What are you leaving with the property? (please circle all that apply) Refrigerator, Compactor, Dishwasher, Washer, Dryer, 

Range/Oven, Microwave, Central Vacuum, Water Softener, Water Filter, Alarm (owned), Alarm (rented), Intercom, Window 

Coverings, Satellite dish, Pool Equipment, Fireplace Tools, Fireplace Gas Logs, Solar Screens, Bookcases, Ceiling Fans, Light 

Fixtures, , , , , , 

Items specifically not to be included are: , , , 

Water is: Public Private Well Community Well Waste Disposal is: 

Natural gas to property? Yes / No #Fireplaces 

Sewer Septic Tank 

Gas Woodburning 

Back Sides 

Evap cooling system? Yes / No 

Extra Insulation? Yes / No 

Automatic sprinklers? Yes / No If yes, where? (circle all that apply) Front 

Heating is: Gas Electric #Units/zones: 
Is Cable TV available? Yes / No Dual pane windows? Yes / No 

How soon can you move? (i.e., 1 week, 30 days, etc)  

Please list the most desirable features of your home: 
 

  

Please write a few sentences (like an ad) describing your home: 
 

  

Do you know of anyone else that is considering buying or selling? 
 

Name: Name:  

Address: Address:  

Phone No.: Phone No.:  

  

Seller’s Signature Date Seller’s Signature Date  

The time you have invested in completing this form is greatly appreciated. 

Sharing your goals, 

Super Agent 

.  

. 
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Super Agent/Super Realty Co. 

YOUR HOME IS LISTED! 

WHAT TO EXPECT .............  

� Within 48 hours - Enter in MLS and Mail copy of printout for your review and approval, and submit ad for next 

deadline of at least one real estate publication. 

� Within 4 days - Sign up with direct phone riders and temporary flyers. 

� Within 10 days - Picture flyers delivered and “Just Listed” cards mailed to area. 

� Within 14 days - Staff Buyer Specialists preview property. 

LET’S WORK TOGETHER .............  

▪ Please complete all necessary cleaning, improvements, or repairs as promptly as possible, 

and keep the house in the best showable condition. 

RECOMMENDATIONS: 

▪ Please be as flexible & accommodating as possible about showing your home. 

Follow showing tips & suggestions. 

▪ An Electronic Keysafe increases showings by over 40%. 

▪ Pets greatly hinder selling efforts, please remove them if at all possible during the marketing period. 

▪ Please notify us of any changes in motivation to sell, or any liens, lawsuits, foreclosure, 

refinances, divorces, or change in ownership status. 

▪ Please notify us if you will be out of town and how to reach you or who else to contact if we have an offer or 

problem with your house (offers tend to come suddenly). 

▪ Averages are about one showing per week - depending on property. 

▪ Average time to sell is days. 

▪ The only way to sell faster is to lower the price. 

▪ Price reductions may be necessary if no offers are received. 

▪ We market to both buyers and other agents. There are 4500 other Realtors~, 80% of sales are co-op. 

▪ 1/2% Discount on Selling commission if you buy another home through Super Agent! Super 

Agent discussed the above items with me, and I will review this form if I become concerned or frustrated. 

Seller Date Seller Date 
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S A M P L E  E X C L U S IV E  P R E S E N T A T IO N  F O R M  

Property Address ____________________________________  

I have instructed my agent, Super Agent of Super Realty Co. to receive all offers on 

my property and review them prior to presenting the offer to me. Super Agent will 

then present the offer and all relevant information to me. 

Seller 

Seller 

Date 

Date 
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Buyers buy homes based on emotion – how a home “feels” to them. Many factors come into play, 

many that the buyer isn’t even aware of. Buyers buy what they see. Ask your friends and neighbors 

to view your home through “buyer’s eyes” and give you their honest opinions. In general: cleaner is 

better, brighter and more open is better, no odors is better, and neutral colors are best. Make you home 

as appealing and uncluttered as the home you would like to buy. 

Super Agent’s Time Tested Tips for Selling Your Home: 

OUTSIDE: 15. Haul out any “junk” in your side or backyard. 

16. Clean out the garage. The perfect garage contains only cars 

Good “curb appeal” is imperative. If people don’t – do your best. 

like your house from the outside, they won’t want to 

come inside. INSIDE: 

1. Make sure your front lawn looks neat and tidy to make the 

first impression favorable. Cut the grass and trim the hedges 

and shrubs. 

2. Plant some extra flowers for color – or just put some pots 

beside the front door. 

3. Spruce up your landscaping with some fresh plantings. Even 

a few items can improve the look of things. 

4. Remove all dead limbs and debris. Give the lawn a fresh 

raking and the sidewalk and driveway a good sweeping. 

Patch any holes. 

5. Walk your fence line. Repair broken areas and paint or stain 

spots in poor condition. 

6. Put away lawn equipment. Arrange outdoor items, such as 

firewood or outdoor furniture, neatly. 

7. Take a close look at your front door. It’s a focal point and 

one of the first things your prospects will examine. If it’s 

faded or shows signs of needing repair, clean it, stain it, or 

paint it. While you’re at it, do the same with the back door 

and garage door. 

8. Repainting the entire exterior of your home is a fairly 

expensive venture, and really unnecessary unless the walls 

have bad blistering or peeling. But you can do wonders by 

simply painting window sashes, trim, and shutters. 

9. Replace faded house numbers with shiny new brass ones. 

10. If needed, repaint or replace the mailbox. 

11. Clean out debris in your rain gutters. Touch up with paint if 

necessary, and realign if crooked. 

12. Check the roof for shingles or flashing that needs replacing. 

13. Fix any broken windows or screens, and wash them for a 

bright, sparkling appearance. 

14. Test the entry light and the doorbell. It’s the little things that 

matter. 

After you’ve tackled the exterior of your home, head 

inside. The goal here is to make everything look more 

spacious, more organized, brighter, warm, and 

homey. 

1.  No matter what the season, do your spring cleaning. 

Clean houses sell a lot easier than dirty ones. 

2.  About the cheapest way to make rooms seem warmer and 

brighter is by buying higher intensity light bulbs, putting 

them in every lamp in the house, and then turning them on. 

Also always open drapes and angle blinds to brighten rooms. 

This gives the house a friendly glow. Buyers will react 

positively, and feel good about your home. 

3.  Brighten things with fresh paint. White, off-white, or beige 

walls make a room look bigger and lighter. And you can be 

fairly certain these colors will go with the new buyer’s 

furnishings. Painting the inside costs very little, gives a 

“new” smell, and makes a big difference in buyer 

perception, so go ahead and do it. 

4.  Too much furniture can make a home “feel wrong.” So 

move out all your excess furniture, especially worn or 

outdated furniture, to make rooms seem larger and 

uncluttered, and take down pictures that hide walls. 

5.  Clean out all your closets to make them look bigger. Store 

out-of-season clothes in the attic or basement, and get rid of 

excess items. Neatly arrange everything that’s left. 

6.  Have a huge garage sale with all your excess items. Not 

only will you be reducing clutter, but you can use the money 

you earn to finance your touch-ups. You’ll also be reducing 

your moving costs. 

7.  Clean all your windows and mirrors so they sparkle. 

8.  Arrange the furniture so each room appears as spacious 

as possible. 
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9. If the carpeting looks dirty, have it cleaned. If it looks worn, 

or is a loud color, consider replacing it. You will probably 

recover the cost, and your home will sell faster. Ask Super 

Agent about the competition in your market to help you 

decide. 

10. Launder draperies and curtains, if needed. Dust blinds and 

furniture. 

11. Clear off the kitchen counters – that includes small 

appliances and dish-draining racks. Make the counters look 

as expansive as possible. 

12. Clean out the inside of kitchen cabinets. Leave them looking 

clean and spacious. 

13. Clean the oven and all appliances. Wash the grease splatters 

from around the stove. Don’t forget to polish the chrome on 

the sink. Clean out the refrigerator, use a clear wax and 

polish the floors. 

14. A grungy bathroom will kill sales. Make each bath look like 

a guest bath. Polish the tub, toilet, and bathroom sink. Clean 

all tile, grout, and caulk, replace cracked tiles, and regrout if 

necessary. 

15. Put out fresh towels and a new bar of matching colored soap 

when the house is to be shown. 

16. Clean the furnace/air conditioner return filters and vents. 

Then crank up whichever one is appropriate to make your 

home as comfortable as possible. 

17. Get out your tool kit, and fix all those little things that 

you’ve lived with over the months or years. 

18. Tighten loose doorknobs, drawers, cabinet handles, towel 

racks, switch plates, and outlet covers. 

19. Tack down any loose molding, glue down any lifted 

wallpaper; replace any cracked switch plates. 

20. Fix sticking doors and windows, squeaking doors, and 

wobbly stair banisters. 

21. Fix leaky faucets and remove water stains. 

22. If it’s time to spray or bomb for bugs, don’t wait 

until the last minute. 

WHEN YOUR HOME IS SHOWN: 

When it’s time for Super Agent, or another agent, to 

show your home, all your preparations will be worth 

it. But there are a few final tips that can add that 

little extra magic. 

1. Before prospective buyers walk in the door, give your home 

the welcoming aroma of fresh-baked bread or cinnamon 

rolls. (A pot of cinnamon and water on the stove will give the 

same results.) Do not smoke in the house! 

2. Clear out the kids, their toys, the cat, and the dog. 

3. Turn off the television, stereo, and radio. Like kids and 

animals, they too can be distracting. 

4. Turn on all your lights – open all the drapes and blinds – 

even during daylight. 

5. Put out fresh flowers, your best towels, and a nice tablecloth. 

6. Make yourself scarce. Many prospects feel like intruders 

when the owners are present. They tend to hurry away, or fail 

to ask the questions they’d like to ask. Your absence will put 

buyers at ease, and give them a chance to spend more time 

looking at your house, absorbing its advantages and 

visualizing themselves living there. 

7. Be polite, but avoid conversations with prospects. Their 

agent needs their complete attention to increase their interest 

in your home. 

8. Don’t apologize for the appearance or condition of your 

home. You’ll only call attention to things the buyers might 

have overlooked. 

9. Don’t try to complicate the sale of the home by discussing 

drapes, furniture, appliances, etc. If the buyer wants any of 

these items, the agent can ask about them later. 

10. Keep your home on the market. Let your home be shown 

even when you’re not there. If you don’t, you’re limiting the 

showings – and actually keeping your house off the market 

many hours a day. 

11. Always keep your home ready to be shown. Super Agent and 

other agents will try to give you as much advance warning as 

possible, but be prepared. 
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Current Listing Follow Up Sequence 

Step Day Description 
   

1 1 Letter # 1 

2 3 Letter # 2 

3 7 Letter # 3 

4 14 Letter # 4 

5 18 Check in phone call 

6 25 Letter # 5 

7 28 
Check in – price adjustment phone call 

8 35 Letter # 6 

9 40 Check in phone call 

10 50 Letter # 7 

11 60 
Review – price adjustment phone call 

12 70 Letter # 8 

13 85 Check in phone call 

14 90 Letter # 9 

15 105 Check in phone call 

16 115 Letter #10 

17 120 Review – price adjustment phone 

18 140 Check in phone call 

19 160 Review phone call  

NOTE: In addition, seller is sent a showing report every 10 days, and a copy of all 

advertisements every 30 days. 
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SAMPLE SELLER SHOWING REPORT  

Property Address: __________________________________  Date: 

DATE BROKER COMMENTS 

9-13 Americana none available 

9-15 Re-max nice home will show again 

9-15 C-21 bought another home 

9-18 CB price a bit high 

9-19 JBD still considering 

9-23 Americana clean up kitchen 
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Dear 

64 

Thank you for selecting myself and my staff to handle the sale of your property. 

My goal is to prove that the trust and confidence you have placed in us is well 

founded. 

Rest assured that we will do everything we possibly can to market your home. We 

have already started to do so through the Multiple Listing Service. All of the pertinent 

information about your home has been placed into the main computer so that every 

real estate agent from any member company has access to the information on your 

home. In addition, your home was featured in the new listing hot sheet which many 

agents use to match new listings with the needs of their active buyers. 

We have delivered information about your home to each agent in our office, as well 

as a number of the top agents from other local companies. Additionally, we will be 

talking about your listing at our upcoming office meeting. 

Selling a home can be a very emotional experience. Open communication is the 

best way to solve any problems that may arise. If you have any questions, comments, or 

concerns, please give us a call at (XXX) XXX-XXXX. Thank you. 

Sincerely, 

Super Agent 

P.S. Don’t forget to call the 24 hour seller hotline at XXX-XXX to report showings on 

your home (if you occupy the home). 
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Dear 

65 

Enclosed please find two copies of your listing as it appears in the Multiple Listing 

Service. To enable us to better market your property and to avoid potential errors, 

please take a few minutes to review the enclosed printouts. Feel free to make any 

corrections or suggestions, then sign and return one copy to us in the postage paid 

envelope provided. 

Also, please don’t forget to call the 24-hour “Showing Hotline” at XXX-XXXX 

whenever your home is shown. This is very important as it allows us to track the 

activity and progress on the sale of your home. 

By this time, your sign should be up with Super’s name and our direct phone 

number in red lettering. If not, call us right away at (XXX) XXX-XXXX. 

If you do not occupy the home we are selling for you, we will be checking it for 

showings, signage, and brochures, as well as for any damage or problems. 

Sharing your goals, 

The Super Agent Real Estate Team 

P.S. Don’t forget to sign a copy of the MLS printout and send it back! 
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Dear 

66 

We just wanted to stay in touch and update you on what we are doing to market 

your home. 

“Just Listed” cards have been sent to the homeowners in your area. One is 

enclosed for your review. We have found this a very effective way to notify neighbors 

who may have friends or relatives that might be interested in moving to the area. 

We have submitted your home for advertisement in an upcoming real estate 

publication and we will continuously send you copies of the ads as they hit the stands. 

Your home has also been put into our Internet Web Site. This exposes your home to 

over 70 million people in over 150 countries. This is a very exciting and effective way 

to let people throughout the world who may be relocating to our area know about your 

property. You can check it out at www.yoursite.com. 

We will be in touch, 

The Super Agent Real Estate Team 

P.S. Also enclosed is another copy of “Time Tested Tips” for selling your home fast 

and for top dollar. Remember, all of the little things really do make a big 

difference! 

http://www.yoursite.com/
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Dear 

67 

By now, several members of our staff have stopped by to see your home. We are 

constantly searching our database of buyers to find a match for your property. 

You should be receiving the custom brochures for your home (if you haven't 

already). We recommend placing about 20 at a time in the information box on your 

sign, and refilling them as needed. (If your home is vacant, we will handle this for 

you.) 

Also, we have been passing out brochures on your home to everyone we come in 

contact with that might be interested in your home. The key to attracting that one 

buyer we need is exposure to a large number of potential buyers. That is what all of 

our efforts are designed to achieve. 

If you have any questions, please give us a call at (XXX) XXX-XXXX. 

The Super Agent Real Estate Team 

P.S. Please hand out the brochures to everyone you know (work, church, clubs, 

activities, etc.). Simply say, “By the way, I am selling my home. Here is a 

brochure in case you know someone who might be interested. ” This may sound 

silly, but it is quite possible that one of your acquaintances knows someone 

looking for a home! IT WORKS!! 
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Dear 

68 

I was talking to friends recently who are thinking of selling their home. As we were talking I 

realized that they did not understand how the Your Town Association of Realtors® Multiple 

Listing Service (MLS) actually worked. Being a real estate agent, sometimes I assume everyone 

knows how real estate is bought and sold. Since the operation of the MLS does have a large impact 

on the sale of your home, I thought I would briefly outline how it works. 

Y.T.A.R. is an organizational entity designed to help real estate agents from many different 

companies cooperate with each other, establish guidelines for service and ethical issues, and strive to 

make the real estate community more professional. It also oversees the MLS computer system - the 

source agents turn to first to find properties for their buyers. 

It is through the MLS that most of the residential real estate deals are brought together. You home 

is currently being actively promoted in the MLS computer system. As real estate professionals, we 

have all agreed to exchange information about homes for sale in order to help sell homes for the best 

price possible in the least amount of time. I pay a fee to Y.T.A.R. for the right to publish information 

about your home in the computer system and agree to pay a part of the commission to any agent that 

has a buyer for your home. 

One of the most important jobs I do to help sell your home is to constantly remind other real estate 

agents about your home so that when they select homes to show their potential buyers, they include 

yours on the list. When they decide to show your home to buyers, they will call and arrange for a time 

to show the home; if you are not home, they will use the lockbox to get in. Each time they show your 

home they will leave a business card. When an agent has shown your home, please call the 24 hour 

sellers hotline at XXX-XXXX and leave us a message with the agent’s name, company, and phone 

numbers so we can track the activity and contact the agent. 

I know you may be aware of this information, but I thought I would review it in case you were 

not. If you have any questions about our marketing process, please give us a call at (XXX) XXX-

XXXX. 

Sincerely, 

Super Agent 

P.S. Selling your home is a top priority for myself and the entire team. We are 
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Dear 

69 

confident that our marketing machine will produce results on your sale soon. 
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Dear 

70 

The marketing on your home continues to be in full force. 

If any cleaning and/or repairs were recommended for your home, hopefully they 

have been completed. This is critical! With literally thousands and thousands of 

homes available for sale, not to mention all the new home tracts (where the models 

always show perfectly), it is essential that your home shows it’s best. 

We know it can be a pain in the neck to fix things up and constantly clean, but we 

can’t stress enough how important this is. If your home doesn’t show very well, 

selling it is going to be an uphill battle. If you are simply unable to clean and/or 

repair, that’s alright, just let us know. We will simply need to make an adjustment in 

the price. 

Sincerely, 

The Super Agent Real Estate Team 

P.S. If your home is already in excellent condition, we truly appreciate it. It does 

make a huge difference in the salability your home! 
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Dear 

71 

Just a reminder, if you are moving out of the Las Vegas area, I can put you in touch 

with a top real estate agent almost anywhere. I am personally acquainted with many 

top-producing agents around the country who provide superior, courteous service, and 

can help make your move easier. 

My entire staff, especially my Listing Coordinator, Joe, my buyer specialists, and I 

are constantly working to find a buyer for your home. If we have not had a solid offer 

on your home yet, the market is talking to us. It’s telling us we may need to make an 

adjustment. Enclosed please find an updated computerized market analysis. We will be 

calling you soon to discuss this further. 

Sharing your goals, 

The Super Agent Real Estate Team 

P.S. Don’t forget that if you are staying in the area, and buy another home 

through our team, you can get up to ½% commission discount on your 

current home! Call XXX-XXXX for details. 



 

 

S A M P L E  C U R R E N T  L I S T I N G  L E T T E R  # 8  

Dear 
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The marketing efforts for your home continue to be running at full force. Every real 

estate agent in the area has been exposed to information about your home through the 

MLS computer system, flyers, faxes, cards, Web Site, advertisements and personal 

plugs we have made about your home in a variety of places. 

We also discussed your home at our recent staf meeting. Based on feedback from 

other real estate agents, prospective buyers, and our team ’s 50 years of combined 

real estate sales experience, the team came up with the following recommendations:  

(list recommendations - i.e. price reduction, cleaning, repairs, etc.) 

We will be in touch, 

The Super Agent Real Estate Team 

P.S. As always, don’t hesitate to call us at (XXX) XXX-XXXX should you have 

any questions or concerns. 
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Dear 
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We wanted to take a moment and re-cap the marketing action steps we have taken to date on 

your home: 

� Entered into MLS computer system making detailed information available to over 5,000 

cooperating agents 

� Installed lock box to increase showings 

� Provided 49 time tested tips to prepare and stage your home 

� Installed yard sign with direct phone numbers and information box 

� Distributed over 250 custom picture brochures to increase awareness 

� Utilized our Automated Marketing 800# system for 24 hour marketing 

� Mailed 500 just listed info cards to neighborhood to increase awareness 

� Featured home on our Web Site, exposing home to over 150 million people 

� Advertised your home in numerous Real Estate publications to generate calls 

� Utilized Response-Generating Marketing for maximum results 

� Kept you advised on market conditions and any necessary price adjustments 

� Showed your home to 37 potential buyers by our team and cooperating agents 

� Provided you with feedback on showings 

� Held 2 open houses with 13 total attendees 

We have also enclosed a copy of the “Your Home is Listed, What To Expect” form, just to 

remind you of some of the challenges and facts related to selling your home. 

We will continue to do everything possible to find a qualified buyer for you. 
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Dear 
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The Super Agent Real Estate Team 
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Dear 
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Just a note to update you on the activity on your home sale and stay in touch. 

Every avenue to expose your home to potential buyers is being used. These 

activities will eventually bring us that one buyer we need to buy your home. 

I know that waiting for a sale can be stressful. I am always here for your 

questions and concerns. 

I will be running an updated market analysis, and gathering other pertinent 

information and will be contacting you soon to discuss and evaluate our next step. 

Sincerely, 

Super Agent 

P.S. A successful sale and closing is our constant goal, and together we will 

accomplish it. I appreciate your continued confidence. 
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SAMPLE OFFER CHECKLIST  

ADDRESS: ____________________________________  

• PRICE? 

• DOWN PAYMENT? 

• EARNEST MONEY DEPOSIT? 

• BUYER PRE-APPROVED? 

• INTEREST RATE AVAILABLE? NOT PART OF CONTRACT? 

• VA OR FHA LOAN - ADD’L COSTS TO SELLER? 

• POINTS? WHO PAYS? 

• PRORATIONS? 

• HOME PROTECTION PLAN? WHO PAYS? 

• APPRAISAL - WHO PAYS? CONDITIONS $ LIMIT? 

• ESTIMATED NET SHEET FOR BUYER/SELLER? 

• CONTINGENCIES - DATES - 1ST RIGHT OF REFUSAL VERBAGE? 

• INSPECTIONS - TIME LIMIT? WHO PAYS? REPAIR $ LIMIT? 

• PERSONAL PROPERTY? 

• TITLE COMPANY? 

• CLOSE OF ESCROW/POSSESSION DATES? 
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SAMPLE CONGRATULATIONS LETTER  

Dear __________________ , 

Congratulations on the sale of your home! I firmly believe that you have made a 

wise decision in moving forward with this transaction. 

You can rest assured that we will monitor every aspect of the transaction to 

insure a successful closing. Please review the attached list of potential problems. It 

gives a good idea of things that have gone wrong with other closings and how long it 

takes to fix the problem. 

Please do not hesitate to call Susie, my closing coordinator at (XXX) XXX-

XXXX anytime if you have a question or concern. 

Sincerely, 

Super Agent 

P.S. Please do not turn off your utilities or release any keys, garage door 

transmitters, etc. to the buyer or buyer’s agent until your transaction has 

closed and the title has been transferred to the new owner. Check with us 

immediately if anyone requests access to your home. 
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S A M P L E  P OT E N T I A L  P R O B L E M S  L I S T  

My staff and I are thrilled that we have an accepted contract! However, there are 

literally hundreds of items that can and do go wrong that can foul up things up. Some 

can be resolved, but some are deal killers. 

There are a variety of people that we must rely on to do what they are supposed to do 

in order to achieve a successful transaction. These include: Buyers, Sellers, Other 

agents, Escrow, Title, Lenders, Inspectors, Appraisers, etc. 

Here are just a few things that can occur: 

• Someone changes mind 

• Someone lies 

• Someone gets ill, or dies 

• Divorce 

• Loss of job 

• Job transfer 

• Financing falls through 

• Lost file or paperwork 

• Interest rates change 

• Poor communication 

• Extra documentation required 

• Liens on title 

• Defects in property 

• Someone goes on vacation 

• Short of down payment money 

• Low appraisal 

• Inspection problems 

• Appraisal conditions 

• IRS problems/liens 

• Court judgments 

• Ego battles 

I mention these things to make you aware of the challenges that we face every day, 

and so that you can alert us if you see any potential problems. You can rest assured 

that we will closely monitor all aspects of the transaction on a daily basis. 

Super Agent 
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SAMPLE ESCROW CHECKLIST 

Property Address 

Sales Price Sales Date: Referral %: 

Estimated COE: Commission $ Due: Referral $: 

Actual COE: Commission $ Rec’d: Paid: 

Sellers: Keys to Buyer: 

Address: Sign Down: 

C/S/Z: Keysafe Removed: 

Phone: Fax: Slr/Byr in Data Base: 

Buyers: Misc: 

Address: Notes: 

C/S/Z: 

Phone: Fax: 

Cooperating Agent: 

Company: 

Phone: Fax: 

Escrow Officer: 

Escrow Co: Escrow No.: 

Loan Officer 

Loan Company: Loan Processor: 

Phone: Fax: 

Loan Submitted: Loan Approved: 

Loan Type: Loan Amount: Int. Rte 

Loan Conditions: 

Appraiser: 

Phone/Fax No’s: 

Appraisal $ Rec’d: Appraisal Ordered: 

Appraisal Complete$$: 

Appraisal Conditions: 

Home Warranty: Paid By: 

Inspections: Roof: Paid By: 

Septic: Paid By 

Structural: Paid By: 

Termite: Paid By 

Well: Paid By: 

Other: Paid By: 

Contingencies: Removed: 

Removed: 

Removed: Purchase Agreement w/all 

signatures in file: 

Copy of Ernest Money/Check Deposit: 

$$ Cleared Bank: Held in Escrow/Broker Trust Acct. 

Agency Disclosure w/all signatures in file: 

Seller’s Property Disclosure w/all signatures in file: 

Lead-Based Paint Disclosure: 

Congratulation Letter to Slr/Byr: 

Escow Instructions Rec’d and reviewed: 

Preliminary Title Report Received and Reviewed: 

Seller Scheduled w/escrow to sign closing papers: 

Buyer Scheduled w/escrow to sign closing papers: 

Final Walk Thru Inspection Scheduled: 

Walk/Thru Repairs: 

Completed Walk/Thru w/all signatures in file: 

Closing Letter / Questionnaire to Client: 

File completed and turned into broker for payment: 

Referral: yes / no Referring Agent: 

Address: 

Phone: Fax: 
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SAMPLE CLOSING LETTER  

Dear __________________ , 

Congratulations on your closing! I am very pleased that we were able to 

accomplish our goal. 

I also wanted to take a moment to thank you for your patience and cooperation 

throughout the entire process. Selling real estate is a complex task, and when everyone 

does their part, things go much smoother. 

Just a reminder, do not forget to call and transfer your utilities into or out of 

your name, notify the post office, cancel your insurance, newspaper, yard or pool 

maintenance, and notify everyone of your new address in all correspondence. 

Enclosed is a Client Questionnaire for you to evaluate the service provided by my 

staff and I during this transaction. I appreciate you taking a few moments to 

complete this questionnaire and return it in the postage-paid envelope provided. 

On behalf of my entire team, Thank You again for your business. 

Sincerely, 

Super Agent 

P.S. As you may know, my business is based on referrals from satisfied customers 

like yourself. Please don’t hesitate to pass on my name or call me anytime I 

can be of assistance to you or anyone else you know who needs quality real 

estate service. I am committed to 100% customer service and satisfaction. 
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SAMPLE CLIENT QUESTIONNAIRE 

1. PLEASE RATE US FROM 1 (LOW) TO 10 (HIGH) ON THE FOLLOWING CATEGORIES: 

FOLLOW-UP 

PROFESSIONALISM 

PROMPTNESS 

KNOWLEDGE 

ACCESSIBILITY 

ATTITUDE 

OVERALL SERVICE 

2. WHAT DID YOU LIKE BEST ABOUT YOUR REAL ESTATE TRANSACTION? 

3. WHAT DID YOU LIKE THE LEAST ABOUT YOUR REAL ESTATE TRANSACTION? 

4. WOULD YOU USE US AGAIN? ( YES / NO ) WOULD YOU RECOMMEND OUR 

SERVICES TO SOMEONE ELSE? ( YES / NO ) 

5. IS THERE ANYONE THAT YOU THINK THAT MAY BE IN NEED OF ASSISTANCE 

WITH REAL ESTATE THAT WE SHOULD CONTACT? (Please give name, address & 

phone number) 

6. PLEASE TELL US HOW WE CAN IMPROVE OUR SERVICES: 

Thank you for taking the time to give us your comments. As always, if you are in 

need of real estate assistance, or know someone who is, please feel free to call your 

friends at the Super Agent Real Estate team anytime at (xxx) xxx-xxxx. Thanks 

again! 


