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Three Goals for this Class: 

 

 

1. To achieve the mindset required to be the 

best listing agent in your area.  

 

2. To learn the skills to market exceptional listings 

to separate yourself from the rest. 

 

 

3. To raise the bar and return professionalism to 

the art of listing homes.  

 

 

 

 

For the documents/files presented in this class, go to:  

bit.ly/Listings_Class  
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1. Prepare YOURSELF 

 

a. Your first and FOREMOST responsibility is to the seller – it’s your FIDUCIARY 

responsibility and you agreed to it when you signed up to be a REALTOR. 

b. To be a GREAT listing agent, EVERYONE needs to know that you place the 

seller’s interests above EVERYTHING else.  

c. There is no place for greed in this business. 

i. Your PRIMARY goal is to get the highest price and best terms for your 

seller.  

ii. Your goal cannot be to double-end a transaction.  

iii. You need to help other agents succeed.  

d. There is NOTHING convenient about doing this the right way.  

i. If buyer agents cannot get hold of you and talk to you to get their 

questions answered, then you are robbing your seller of appropriate 

and responsible representation.  

ii. ANSWER YOUR PHONE! 

(a.) Do not be the agent that says “email only” or “text only” … 

(b.) “Due to the high volume of calls, email only …” 

(c.) “I only respond to calls between 10-11, 3-4 …” 

e. To do this right is EXPENSIVE.  

i. Equipment (scanners, DocuSign, computer, software, etc.). 

ii. Services (property prep, staging, pictures, etc.). 

iii. Marketing. 



So You Have A Listing …  Page 5 

© 2016 Carl Medford, All rights reserved 

iv. Response systems (800#s, Text Responses, auto-email solutions, etc.). 

f. You have to develop extreme patience and a VERY thick skin – you will be 

working with people in major transition selling their primary asset – they will 

NOT be thinking straight.  

g. You might want to consider teaming up with another agent or team to be 

able to effectively list a home.  

 

  



So You Have A Listing …  Page 6 

© 2016 Carl Medford, All rights reserved 

2. Prepare the SELLER 

 

a. YOU set their expectations up front. 

b. YOU coach them in the best way to prepare their property.  

c. YOU help them understand why they need to get the price right the first time.  

d. YOU explain the pros and cons of limiting access. 

e. YOU set the stage for troublesome issues, such as pets.  

f. YOU explain how safety and security will be handled.  

g. YOU teach them how buyers need to be handled.  

h. YOU clarify how they cannot be present for open houses or when buyers are 

touring.  

i. YOU explain the need for an offer deadline – if applicable. 

j. YOU explain how offers will be handled and how counter offers work.  

k. YOU set up proper lines of communication: how and how often. 

l. YOU make sure they are set up with DocuSign or equivalent.  
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3. Prepare the PROPERTY 

Some marketing theory: ZERO MOMENT OF TRUTH 

http://www.dknewmedia.com, info@dknewmedia.com, 317.456.2564 

• ZMOT - The Zero Moment of Truth refers to all the research consumers do 

online before making a purchase.   

• 4 components: Search, Reviews, Videos, Network 
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PROPERTY PREP IS CRITICAL! 

a. PreMLS Checklist / Pre Plan 

i. Hot water heater strapped with approved straps 

ii. CO detectors as applicable 

iii. Smoke detectors as applicable 

iv. Ready for inspections: 

(a.) Crawlspace and attic access available 

(b.) Cabinets under sinks cleaned out 

(c.) Belongings moved away from the garage walls 

b. Improvements vs No Improvements: 

i. Flippers have figured this out – ever seen a bad flip?  

ii. In a seller’s market, the more you maximize the property’s potential, 

the more the seller will get.  

(a.) You want to “influence” buyers into thinking they cannot live 

without the home and to act accordingly.  

(b.) If you spend money wisely, it’s possible to get $1.50 - $2.00 or 

more return on every dollar spent.  

iii. In a buyer’s market, you make appropriate improvements to give your 

property an edge over others so it will be the one that buyers choose.  

(a.) You will never get 100% back on any improvement. 

(b.) You WILL get a sale.  

c. Make sure it’s clean.  

d. The Pros and Cons of staging: 
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i. Pros: 

(a.) If done correctly, staging WILL enhance the price.  

(b.) If it didn’t, builders wouldn’t bother. 

(c.) It’s all about what the home looks like online – if they like it, 

they will come.  

(d.) Buyers make EMOTIONAL decisions – we make no apology for 

influencing their emotions!  

(e.) Many buyers have no idea whether or not their furniture will fit 

in any given room.  

(f.) Small scale furniture should be used to make the rooms look 

larger.  

(g.) Sellers need to understand that the home needs to look like 

what the buyers NEED it to look like, not what the sellers THINK 

it should look like.  

(h.) Staging is SO important that we own our own staging 

company:  

(i.) We don’t do this because it’s easy – we do it because it’s 

critical. 

(ii.) We have a HUGE investment in this. 

(iii.) We understand this is OUR mindset, but not everyone 

agrees.  

ii. Cons: 

(a.) It costs money – it takes money to make money.  

(b.) It’s not easy!  
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(c.) We made the choice that our sellers should not have to pay 

for staging.  

(d.) Some sellers believe their house is fine just the way it is: 

(i.) They don’t understand the difference between their 

tastes and a prospective buyer’s tastes. 

(ii.) They don’t understand “targeting” the buyer.  

(iii.) These are the same sellers who know more than you 

about selling their home.  

(e.) Some agents simply don’t believe in staging.  

(i.) They may have been burned. 

(ii.) They think everything is about the price and ONLY the 

price.  

e. Levels of Staging: 

i. Reorganizational Staging 

ii. Partial Staging 

iii. Full Staging 

iv. Virtual Staging – www.virtualstagingsolutions.com   

v. Faux Staging – www.vimeo.com/110905750#t=0s  

https://youtu.be/DPUA2Kwoa0A    

https://youtu.be/MBcMwY9Fepo  

  

http://www.virtualstagingsolutions.com/
http://www.vimeo.com/110905750#t=0s
https://youtu.be/DPUA2Kwoa0A
https://youtu.be/MBcMwY9Fepo
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4. Prepare the PreLoad Package 

 

a. Post everything online:  

i. Associated Docs (preferred) OR  

ii. Provide a link to everything in Confidential Comments. 

(a.) Dropbox, Box, etc. 

(b.) Transaction Point 

(c.) Title Company 

(d.) Broker provided 

b. Docs should include:  

i. Disclosures:  

(a.) Get them done up front!!!! 

(b.) Eg. AD, MCA, PRSB, SBSA, Firpta, TDS, SPQ, AVID, FLD, WHSD, 

CMD, Residential Earthquake Hazards, Common Interest 

Disclosure, anything required by your broker.  

ii. Inspections:  

(a.) We recommend upfront inspections. 

(b.) Property, Termite, Roof. 

(c.) Anything deemed necessary flowing from the Property 

Inspection Report. 

(i.) Chimney, Foundation, Soils, Mold, Pool, etc. 

iii. Preliminary Title Report:  
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(a.) Open a PreEscrow – get a Preliminary Title Report – NO 

surprises. 

(b.) If it’s a trust sale or probate, send the trust or probate docs to 

the title company BEFORE you go on the market. 

(c.) Get certified death certificates and anything else escrow 

needs BEFORE you go active. 

iv. NHD Report: 

(a.) Many brokers have a preference. 

(b.) If the buyer chooses another company, you don’t pay for the 

existing report.  

(c.) Some brokerages require a CLUE report – sellers must order it.  

v. List of Upgrades – Property Details: 

(a.) VERY helpful to buyers. 

(b.) Format like an extra disclosure. 

vi. FAQ 

vii. CC&Rs. 

viii. Preloaded Seller’s Home Warranty. 

ix. Instructions for Writing an Offer. 

x. Disclosure Receipt. 

c. FIRST GENERATION COLOR COPIES PLEASE!!! 

d. If you are concerned about lenders getting copies, remove once you are in 

escrow.  

e. MAKE SURE you select them for PUBLIC ACCESS as applicable on the MLS.  
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5. Prepare the Pictures 

 

a. Hire a professional …  

i. Don’t try this at home - only 1 in 1000 Realtors can take good pictures 

ii. A good professional photographer will make you money. 

iii. Take pictures that tell a story.  

b. Our photographer: 

i. Takes a few hundred proofs. 

ii. Color-corrects best pictures, enhances them. 

iii. Sends us the large finals (Magazine quality shots). 

iv. Loads them into a virtual tour platform. 

c. 3D tours 

i. Matterport is the platform of choice 

ii. Virtual reality ready 

d. Consider video 

i. YouTube video. 

ii. Professional video for high-end homes. 

iii. Drone video. 
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6. Prepare the Marketing 

 

a. Prepare the Dialogue/Description 

i. Write descriptive narrative  

ii. Avoid the urge to use clichés (this means that) 

(a.) “Mrs. Clean lives here” 

(b.) _____________________________ 

b. Custom web page – eg. www.1145saguarecommon.com   

c. Brochures: 

i. 2-sided, full color for normal listings. 

ii. 4-sided, full color for upscale listings. 

iii. Booklet for distinctive properties 

d. Craigslist Ads. 

e. Enhanced listings on Realtor.com, Trulia, Zillow 

f. QR Codes. 

g. Blog your listings on Trulia, Active Rain, Facebook, LinkedIn, etc.  

h. Order the Sign. 

i. Order any sign riders. 

i. Name rider 

ii. Custom website URL 

iii. QR Codes 

iv. Open House times 

v. Features 

http://www.1145saguarecommon.com/
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vi. Direction arrows 

j. “Just Listed” cards or mailings. 

k. eFlyers. 

l. Door-knock the neighborhood: 

i. Introduce the coming listing – ask if they know of any buyers. 

ii. Invite the neighbors to a “Neighbor Only” open house event.  
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7. Prepare the MLS 

 

a. MAKE SURE you post on the correct MLS. 

b. Make sure your cell number is on the MLS. 

c. Put in the full 30 pictures. 

d. Add in the virtual tour address - unbranded. 

e. Load the Associated Docs. 

f. Use upper and lower case for comments – not all uppercase. 

g. Use the full amount of characters for comments, check the spelling!  

h. Do NOT use a lot of abbreviations. 

i. We put a link to the Disclosure Package in the confidential comments. 
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8. Prepare the Price 

 

a. Set the final price the day before it goes on the market. 

b. Use Cloud CMA. 

c. Use a data source that produces graphs  

i. Clarus MarketMetrics - https://www.terradatum.com/cmm/  

ii. TrendGraphix.com 

d. Set a REAL price. 

  

https://www.terradatum.com/cmm/
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9. Prepare the Buyer Agents 

 

a. Give them all the info they need to easily show AND sell your listing!  

i. Offer deadline in the confidential comments, if applicable. 

ii. Access to all reports, disclosures, etc.  

iii. Easy Instructions for Writing an Offer. 

iv. DO NOT make them sign all the disclosures. 

b. Make sure there is a lockbox: 

i. Teach your sellers the importance of a lockbox. 

ii. SUPRA boxes can be timed. 

iii. We always have a combo box there as well. 

iv. Make sure your lockbox is registered so you get notifications. 

c. Make sure they have ready access: 

i. Put showing info in the MLS. 

ii. Provide Seller’s contact info – do not have them call the agent. 

iii. Preferably “Call, leave message, Go, leave Card”. 

d. Make sure you treat their clients with respect when they visit your open 

houses. 

e. Provide important info in the Confidential Comments. 

f. Have a sign at the home, “Please Leave A Card”.  
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10. Prepare the Buyers 

 

a. Online pictures that sizzle. 

b. Full access online to all important docs. 

c. Property Binder: 

i. Property Profile from Tax Source. 

ii. Property Features/Improvements. 

iii. Community Information. 

iv. School Information. 

v. FAQ. 

vi. Reports – as applicable. 

vii. Disclosures. 

viii. Preliminary Title Report. 

ix. NHD. 

x. CC&Rs. 

xi. HOA docs – as applicable. 

d. Open House times:  

i. In the MLS Public Comments IF ALLOWED (change them once the 

date(s) have passed).  

ii. In the MLS Open House fields (syndicates automatically)   

iii. If you are hosting a Broker’s Open, put a separate Open House on the 

MLS that matches the time and date of the Broker’s Open.  

iv. As many websites as possible. 
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e. Give buyers an opportunity to contact you: 

i. 800# auto attendant response system 

(a.) Dial 1 if you are a buyer who’d like more information about 

one of our listings 

(b.) Dial 3 if you are a buyer’s agent inquiring about one of our 

listings 

ii. Post your email address – we use info@medfordteam.com  

iii. QR Codes link directly to our websites 

iv. FollowUp Boss 

f. Shoes: 

i. If there is carpet, it’s OK to ask them to remove shoes. 

(a.) Provide a sign. 

(b.) Provide booties. 

(c.) Possibly provide a chair to sit on.  

ii. If it’s all laminate, tile, etc., shoes should be OK. 

iii. While important to respect the culture, it’s also important to respect 

the buyer. 

  

mailto:info@medfordteam.com
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11. Prepare for Offers 

 

a. Provide agents with meaningful information as they call.  

i. It is ok to provide precise information about offers you have already 

received. The PRBS Disclosure states:  

“Offers not necessarily confidential: Buyer is advised that seller or 

listing agent may disclose the existence, terms, or conditions of 

buyer’s offer unless all parties and their agent have signed a written 

confidentiality agreement. Whether any such information is actually 

disclosed depends on many factors, such as current market 

conditions, the prevailing practice in the real estate community, the 

listing agent’s marketing strategy and the instructions of the seller.” 

ii. You will weed out some offers up front by providing accurate 

information.  

iii. You don’t want dozens of offers – you only need a few good ones and 

one really GREAT one.  

b. Email offers as they come in – we NEVER print them. 

c. Make sure you have a Multiple Offer Spreadsheet. 

i. Load them into the sheet as they come. 

ii. Preferable to have an appraisal calculator built in.  

d. Have a Web Conference platform in place. 

i. We use www.join.me. 

e. Prepare counters:  

i. Don’t be the agent who counters with “Highest & Best”.  

http://www.join.me/
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ii. Send to DocuSign.  

iii. Forward to respective buyer’s agents.  

f. Inform buyer agents whose offers did not get a counter: 

i. Communicate effectively. 

ii. Tell them how many offers there were. 

iii. Thank them for their efforts.  

iv. Give them some parameters to take back to their buyers so they have 

a better shot the next time.  
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