
Listing Process Checklist
This checklist provides a complete, step-by-step overview of the listing process, from
the initial intake and property research through marketing, offers, closing, and post-
sale follow-up. It is designed to help the listing agent and administrative team stay
organized, track progress, meet important deadlines, and ensure that no key step is
overlooked.

The checklist can also serve as a strong starting point for building a digital workflow
using tools such as Google Keep, Asana, Monday.com, or another project management
platform. Tasks can be added, assigned, scheduled, and tracked to create a more
consistent and efficient listing system for your business.
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