NEW LISTING CHECKLIST
ENSURE THE FOLLOWING IS COMPLETED:

· Broker Load to MLS with Photos – Once in MLS, it will feed to Realtor.com and VRIHomes.  VRIHomes will feed to Homes.com

· Fax listing to MLS

· Put copy of Listing in Office Listing Book and Grey Folder
· Ensure Listing is added to the following Websites:
· BetterHomesUS.com (Linkurealty.com)

· Homes & Land (www.admaker.homesandland.com ) (Most Offices Use: login name: vrihazlet; password: larry)  (See attached for specific office login information).
· Postlets.com (set up your own account for your office)
· VLS Homes (http://www.brokerlogin.com/)  Login:  LVEECHIO  Password:  VEECHIO32L

· Harmon Homes (adnet.harmonhomes.com) (login name and password:  see attached)
· CraigsList.com (reminder:  put company name and # in description)

· Realbird.com (login name:  info@bhnj.com; password: njhomes)
· Admin:  Make feature home town page on HomesinyourTown.com website.  (http://bhnj.com/fp/).  If you don’t have a login and password, e-mail Richard Deacon at Richard.Deacon@gmail.com

· Add to Pipeline Report (see Pipeline Report section for more details)
· Create Virtual Tour (reminder:  copy virtual tour link to sites listed above) – You can have your own virtual tour account for $95 a year.  Call Sue McGowan at 732-583-8888 to set up account.  Or you can use the virtual tour provided by Real Bird for free.  Difference between the two is the Real Bird account will not have your personal information attached with the tour.
· Make up flyer for office window
· Start Bible Sheet

· Give agent Just Listed Postcards to mail out

· Include in next newspaper ad (get approval from Broker first)
· Send Commercial Listings to Jim Ferrano in Hazlet
· E-mail the agents in your office with the following information:

· Listing Agent

· Address

· Price

· Description (i.e. 1 or 2 family, etc.)

