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Agent Submits 
Listing via 

Listing Form

LC creates Loop  
with all 

necessary 
paperwork - 

Notifies Agent

Agent notifies LC 
contract is 

signed - 
Confirms Go Live 

date

LC notifies 
Marketing of 
listing and go 

live date

Data entry into 
MLS - Put in 
partial status

Marketing 
creates suite of 

flyers for listing -  
Just Listed, 
Open House

Marketing 
Consult w/ Agent
- Open House or 

Mega Open 
House?
- FB Ad

-EZTexting
 (Open House)

LC introduction 
to seller via 

email.

Create Facebook 
ad for listing and 
run on Go Live 

date.

Marketing Team 
supplies LC with 

FB ad results, 
status of Open 
House Mailers, 

Open House 
marketing 
summary. 

(Wednesday 
each week).

Schedule 
voicecast for day 

before Open 
House 

(Slybroadcast)

Schedule text for 
day of Open 

House 
(EZTexting)

Review all 
websites for 

accuracy and 
placement of 

listing

LC adds seller to 
seller action plan

LC Creates 
Listing Summary 

for AGENT - 
What TDG did for 

the listing.

LC Orders 
Photography

LC changes 
listing to active. 

Check all 
websites for 
accuracy and 

presence.

Execute Seller 
Action Plan

Complete 
Greensheet

Offer 
Congratulations 

Email

Create/Send 
listing 

description/ad 
remarks to LC

LC Receives 
photos, reviews 

for quality.
Sends email to 

Seller

LC confirms 
appointment time 
with seller/agent 

via email and 
calendar invite. 
Attaches "Photo 

Day Tips" .

LC Notifies Lead 
ISA listing is now 

live.

ISA Circle 
Prospects Area 
for buyers/other 

sellers

Lead ISA 
submits 

summary report 
to LC

Agent submits 
Transaction 

Form

LC Notifies 
Agent Services

Agent Services 
emails agents 

who sold homes 
similar to this 
listing in last 6 

months.

Offer Accepted

Identify 
Marketing 

Package and 
confirm reciept 

of Optional 
Choices

Order invitations 
for Mega Open 

House (If 
Applicable)


