THE NICE AGENT

Your Path to Listing Success

This comprehensive SOP provides the roadmap for consistent listing success. By
Your dream home

starts here : following each phase systematically, you'll build a reputation for excellence and create
a sustainable business built on satisfied clients and successful transactions.

8 30+ 100%

Phases Action Items Success Rate
Complete process Detailed step-by-step When followed
coverage guidance consistently

"Success in real estate comes from consistent execution of proven processes.

This SOP is your blueprint for listing excellence."



THE NICE AGENT

The Perfect Listing Process

From Lead to Closed: A comprehensive SOP combining lead acquisition, property
preparation, marketing, and closing into a seamless, step-by-step workflow for real
estate success.
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Phase 1: Lead Management &
Appointment Setting

This initial phase focuses on capturing and converting potential sellers into scheduled
appointments. Success begins with a systematic approach to lead generation and
conversion.

Lead Acquisition

Build a strong foundation for consistent lead flow through multiple channels

Lead Conversion

Transform inquiries into scheduled appointments with proven techniques
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Lead Acquisition Strategies
o 9

Online Presence Social Media
Optimize your website and online listings with high-quality photos, Actively engage on platforms like Facebook and Instagram by sharing
compelling property descriptions, and targeted keywords to generate valuable content to connect with potential sellers.
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Networking Lead Generation Services
Build relationships by attending industry events and networking within Use dedicated services to expand your reach to a wider audience.

your community.



[.ead Conversion Process

THE NICE AGENT

01

Respond Promptly

Immediately respond to all inquiries to maximize conversion potential

02

Qualify

Assess the lead's motivation, timeline, and needs to prioritize efforts

03

Consult

Offer a free, no-obligation consultation to demonstrate value

04

Schedule

Secure a date and time for the listing appointment
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Phase 2: Pre- Appointment
Preparation

Thorough preparation is critical to a successful listing appointment. This phase
ensures you arrive fully informed and ready to impress.

Property & Seller Research Market Analysis
Comprehensive background Data-driven pricing strategy builds
investigation sets the foundation for credibility and trust

success
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Property & Seller Research

County Property Appraiser

& Use the county property appraiser's website to find owner information and property details
@, Google Property Address

Google the property address to see if it is currently listed elsewhere

Research Owner & Area

Research the owner and the local area to understand their background and highlight relevant neighborhood spots
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Comparative Market Analysis
(CMA)

MLS Preparation

Prepare a CMA within the MLS, comparing similar properties to establish accurate pricing

Consistency Rule

Maintain consistency with the square footage used (e.g., "UNDER AIR") for all
comparables

Geographic Boundaries

Rule of Thumb: Do not cross major roads or bodies of water when selecting comps

Simplicity

Keep the CMA simple and easy to understand for maximum impact
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Prepare Your Presentation Kit

Essential Documents

Bring two pre-filled printed copies of the Listing Agreement and Seller Net Sheet

Additional Forms

Include a printed Seller's Disclosure and a Notice to Association form if applicable

Writing Tools

Pack at least three pens to ensure smooth document signing

Digital Tools

Have the Listing Appointment Jotform ready on a tablet or laptop to efficiently gather property details
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Phase 3: The Listing
Appointment

The goal is to build rapport, demonstrate expertise, and secure the listing. This is
where preparation meets opportunity.

(). Success in this phase depends on your ability to listen, present
professionally, and address all seller concerns with confidence.
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Listing Appointment Execution

Professional Arrival 1

Arrive on time and dress professionally to make a positive first impression

2 Active Listening

Actively listen to the seller's needs, motivations, and concerns

Market Presentation 3

Present your market analysis and recommend a strategic listing price

4 Marketing Strategy

Clearly explain your marketing strategy and the timeline for selling

Data Collection 5

Use the Listing Appointment Jotform to systematically collect all property
details

6 Q&A Session

Answer all questions comprehensively to build trust and confidence
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Securing the Listing

Contract Execution Showing Logistics

Obtain a signed listing agreement to formalize the partnership Confirm showing instructions and preferred dates for open houses
e Review all terms carefully e Establish showing protocols

e Ensure all parties understand the agreement e Set open house schedule

e Collect signatures on all required documents e Confirm contact preferences
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Phase 4: Property Launch
Preparation

Once the agreement is signed, the focus shifts to preparing the property for the
market. This phase is crucial for maximizing the property's appeal and market value.

Property Readiness

Optimize the physical presentation

Administrative Setup

Handle all backend processes
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Property Readiness Checklist

1 Repairs & Improvements 2 Professional Staging
Recommend any necessary repairs or improvements to the seller Coordinate staging for professional photographs and showings
to maximize property value and appeal to create the best possible first impression

3 Photography 4 Disclosure Collection
Hire a professional photographer to capture the property's best Collect the completed Seller's Disclosure form from the seller to

features with high-quality images ensure legal compliance
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Administrative & Pre-Marketing

01 02

Yard Sign Order Listing Description

Order the yard sign to establish visible Create a detailed and compelling property

market presence listing description that highlights unique
features

03

File Management

Upload the listing agreement and all related files to the transaction coordinator and
Follow Up Boss
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Phase 5: Active Marketing &
Showings

This phase involves maximum market exposure to attract qualified buyers. Strategic
marketing and professional showings are key to generating offers.

"Maximum exposure leads to maximum results. Every showing is an opportunity to
find the perfect buyer."
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Listing & Marketing Calendar

This calendar provides a timeline for key activities from the day the listing is signed,
ensuring no critical steps are missed.

Week 1: Preparation & 1
Pre-Launch

Foundation setting and

ti h . .
preparation phase 2 Week 2: Go Live & First
Showings
Market launch and initial
Ongoing: Weekly 3 exposure
Activities

Consistent marketing and
follow-up
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MLS & Digital Launch

MLS Activation Social Media Campaign

Unlock your city’s
potential

p parnmhouise

List the property on the MLS and install lockboxes if needed to ensure maximum agent access Launch marketing campaigns across various social media platforms to reach potential buyers
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Conducting Showings & Open Houses

Private Showings Open House Schedule

Hold private showings for interested buyers to provide Schedule and conduct a minimum of two open houses per week to

personalized attention and answer specific questions maximize exposure and generate leads
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Open House Protocol: Preparation

Early Arrival (1-2 hours)

Place signs, turn on lights, open curtains, and ensure the home is at a comfortable
temperature

Setup (30 minutes prior)

Set up a sign-in station and refreshments to create a welcoming atmosphere
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Open House Protocol: Execution

Warm Welcome

Greet every guest warmly and ask them to sign in to capture lead information

Property Showcase

Offer property brochures and highlight unique features and neighborhood
benefits
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Open House Protocol: Follow-Up

Seller Feedback
| diate Thank Y L (DU G Provide the homeowner with detailed
mediate atl ou Call or email all attendees within 24 hours feedback about visitor responses and
Send a thank-you message immediately to gauge interest and answer questions EEe v

after the open house to maintain
engagement
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Phase 6: Offer Negotiation & Contract Management

The goal is to secure the best possible terms for the seller. This phase requires skilled negotiation and careful contract management.

() Every offer is an opportunity. Even low offers can lead to successful negotiations when handled professionally.
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Negotiation & Contract Process

Skillful Negotiation

Skillfully negotiate offers on behalf of the seller to achieve optimal terms and pricing

e Analyze each offer thoroughly
e Present all offers to the seller
e Advise on negotiation strategy

e Communicate counteroffers professionally
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Contract Execution

=

Full Execution File Upload

Once an offer is accepted, ensure it is fully executed with all required Upload the executed contract to the transaction coordinator for
signatures and initials processing and management



Phase 7: Closing the Deal

THE NICE AGENT

Guide the seller through the final steps of the transaction. This phase requires careful coordination and clear communication with all parties
involved.

Clear Communication

oooo

Maintain contact with all parties

Process Management

Guide through inspections to final
walkthrough

Successful Completion

% Congratulate on successful sale
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Communication Excellence

Maintain clear and effective communication with all parties involved throughout the closing process.

Buyer's Agent Lender
Regular updates and coordination ~ Financing progress monitoring
W <
Inspector b H Title Company

Inspection scheduling Closing coordination
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Phase 8: Post-Closing & Future
Business

The relationship doesn't end at closing. This phase focuses on maintaining client
relationships and building a foundation for future business and referrals.



Building Long-Term Success

Excellent Service

Continue to provide excellent customer service post-closing

® Relationship Building
Focus on building a long-term relationship for future referrals
Market Expertise
o

Keep up-to-date on market trends to remain an expert resource



