
1. Focus On Listings

Focusing on listings has major benefits:

1. Listings provide more exposure: advertising your listing gets your name out
there in a big way. 

2. Listings bring buyers: even if the buyer does not choose this property, they
may be interested in your other properties. 

3. Listings are time leveraged: on average, you can close 2-3 seller listings to 1
buyer listing.

It's time for your lead generation efforts to pay off, time to win the listing
agreement. You have two tools: an informative pre-listing packet (MLS Quick
CMA) and a high-impact listing presentation. Together, they help you achieve
the following: 

• Prequalify the sellers to understand motivation. 
• Position yourself as an expert. 
• Win the listing. 
• Allow you to price the home to sell for the most amount of money in the
shortest time frame. 
• Properly set seller expectations, allowing you to create a great customer
experience. 

Working with Sellers
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2. Prequalifying the Seller
When calling to schedule a listing appointment with the seller, you should
confirm important details. Including their desire to sell. You can prepare for the
listing by prequalifying the seller appointment and provides insight into the
seller's mindset. It also allows you to avoid wasting your time on people who
aren't serious about selling their home.

The pre qualifying process is a conversation with the goal to get to know the
seller better. 

Below is a script and questions to ask the seller:
Do you have about 5 minutes so I can ask you some very important questions
before I come out to meet you? 

- How did you hear about me? I want to make sure that I thank all my clients
and friends that refer people to me. 

- Where are you moving? 

- What is the reason behind your move? 

- If I sell your house in the next 30 days, will that be a problem for you? If yes
what would the problem be? One of the most common issues with sellers in a
seller market is that they are concerned about “Where am I going next? Will I
find a home for myself in time?” 

It is extremely important to layout to the seller the options that they have, such
as a lease back, that means that after the closing the seller will stay in the
house as a tenant (per diem amount is determined on the note of the buyer,
now landlord). The leaseback is only valid for 90 days. AirB&B, VRBO, or short
term apartments are another option. Sometimes it is possible that sellers might
need to rent another house for a year while they either build or find what they
really want. 

- What would happen if your home didn’t sell? 

- How much would you list your home for? 

- How much do you owe on the property? 

- I will be sending you a packet of information. Will you take a few minutes to
review it before we meet? 

- Will all decision-makers be there when we meet?
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Preparing for a Listing

Q: What do I do when I receive a call to talk to
someone about listing their home?

A: It is recommended you set up two
appointments- one to go preview the home  an a
to do the formal listing presentation. And a
second appointment to see other homes for sale
in the neighborhood and get familiar with the
competition.

Before the initial meeting or even on the initial
call, talk to the seller and complete the
listing/seller lead sheet questionnaire.

Q: What do I do to prepare for, and take with me,
on the initial visit?

A: Prepare the pre-listing packet from Matrix and
take it with you to leave with the seller. Print a
blank seller's disclosure and take it with you to
give to the seller as homework. Print the tax
records for the home. Print the Home Tour sheet
to take with you on the first meeting. Set up
appointments to preview the other homes for
sale in that neighborhood and invite the seller to
go with you. Print the MLS Input Sheet for the type
of property to take with you.

Q: What do I do on the initial visit?

A: Tour the home with the seller and use the
Home Tour form to take an inventory of the
features and condition of the home. Give seller
pre-listing packet and ask them to read it. Give
seller copy of seller's disclosure and ask them to
complete it before the second meeting. Verify tax
records are accurate. Ask seller for current
mortgage payoff amount and give them MLS
input sheet and ask them to complete prior to
listing appointment. Confirm day and time for
listing appointment and confirm everyone will
attend. Preview the competition.

Scan these QR codes
below to redirect to
the forms:

Listing/Seller
Questionnaire
& Lead Form

Home Tour
Sheet

1

2

MLS Input
Sheet

3
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Preparing for a Listing

Q: What do I do to prepare for the formal listing
presentation?

A: Run your Competitive Market Analysis on HAR. Print
it as well as the full agent reports with photos for all
homes on your CMA. Get the statistics you will need
for listing presentation from HAR. Bind your CMA and
Listing Presentation using materials provided by our
office. Practice your listing presentation several
times. Prepare all the forms you will need to take the
listing using dot loop, download and print them to
take with you. Call seller one last time to confirm
appointment. Prepare the seller's net sheet.

Q: What do I do in the listing presentation meeting?

A: Arrive 5-10 minutes early and knock on door at
agreed upon time. Ask to sit your materials at the
dining room or breakfast room table. Thank sellers for
working with you and ask them if they have any
questions on material dropped off on first visit. Cover
your listing presentation and CMA following the
scripted version. Get agreement on price and get
seller to hire you. Have seller sign all forms you
prepared and explain them to seller. Collect copy of
key and complete the SHOWING SMART
INSTRUCTIONS FORM

 Collect sellers disclosure and MLSinput sheet.
Confirm listing start date and tell seller when sign will
be in the yard and supra box will be on the door.

Q: What do I do next after getting the listing signed?

A: Print the Residential Listing Checklist off our
Facebook Group Page and follow the plan. Put sign in
yard, Supra with key in it on door, order pictures,
stage home if needed, measure rooms, and add your
new listing to HAR and Showing Smart. The
Residential Listing Checklist (TXR 1415) is a tool you
can use as a guide when taking a listing. This two-
page document includes dozens of actions you may
need to complete, like getting applicable forms
signed, obtaining information from the seller, and
delivering information to the seller. The form makes it
easy to check off items you have completed—or
mark them as not applicable—and write additional
notes about each step. The Residential Listing
Checklist also serves as a record of completion of
those matters.

Scan these QR codes
below to redirect to
the forms:

ShowingSmart
Instructions
Form

1

Residential
 Listing
Checklist

2



Closing Packet Introduction Letter for Sellers

Sincerely,

[Today's date]

[Your name]
House Matchmaker Group
[Your phone number]
[Your email address]

[Client's name and address]

Reaching a successful closing requires paying attention to an incredible number of
details. I will work closely with you now to make sure all details are handled.
As always, my goal is to have a smooth closing process and to relieve you of any
unnecessary stress. Please feel free to contact me with any questions.

Dear Client:
Congratulations! Your home is under contract! It requires a team effort to get to closing,
so I have enclosed an overview of what to expect between now and then. It is very
important, so please review it carefully.

Important Dates to Remember:

 Effective Date Closing Date 
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Opening Title on:

Inspection Date will be on:

Buyers' final walkthrough, the week of:

Inspection negotiations deadline:

The buyer will provide a _____-day lease back



TASK WHEN

Coordinate Inspections

Final walk-through with the buyer

Negotiate repairs and treatments

Receive written confirmation on
loan approval. Call the lender

Schedule survey (if necessary) 

Ensure appraisal has been scheduled

Coordinate move-in dates.

Schedule closing appointments, if
necessary

Open TItle

Submit contract and earnest money to
title/escrow company. (If not completed
by buyer agents) and obtain receipt.

Deliver earnest money to title or escrow
company or seller (depending on state)

Have the client review HUD-I Settlement
Statement with escrow / closing agent to
ensure accuracy of debits/credits

Go to closing (if required in your state)

Receive your payment (delivered from
title/escrow company

Closing date

The week of closing

As soon as possible

Date specified in contract

After closing and funding

After repairs and treatments
are complete, before closing

As soon as the contract is signed 

Day before or day of closing (before
you go to closing)

Given to you by buyer agent at
execution to contract

Buyer agent will most likely schedule
inspections, but you must maintain
regular contact with them to ensure
timings work for your seller.

After inspections, use an amendment
to request repairs and treatments. If
there is a contingency period, this
should be done before the dates in the
contract.

Within deadlines of contract

Within 10 days of Loan application

Work with buyer agent to coordinate
date

Listing Agent Contract-to-Close Checklist
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8 Step Selling Process

3. Setting the right place

4. Calculating you bottom line

7. Going from contract to close

5. Preparing your home for sale

2. Assessing the value of your home

8. Getting you settled in your new home

6. Advertising and marketing your home

1. Understanding current market consitions
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The Home-Selling Process: Marketing Your Property
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e selling

your home

Client Name

..................................................................................................................................................................................

..................................................................................................................................................................................

Luis & Alma Flores House Matchmaker Group
yourhousematchmaker1@gmail.com
housematchmaker27@gmail.com 

1333 West Loop South #880 77027
(713) 517-5806 / (832) 352-6437 

My 14 Marketing Plan
Designed to capture the maximum exposure for your home in the shortest period of time, I'll
implement my proven 14-step marketing plan.

We will:
• Price your home strategically so you're competitive with the current market and price trends.
• Stage your home to cast a positive light on the features most important to buyers:
uncluttered rooms and closets, fresh paint and terrific curb appeal.
• Place "for sale" signage, complete with property fliers easily accessible to drive-by
prospects.
• Distribute "just listed" notices to neighbors, encouraging them to tell family and friends
about your home.
• Optimize your home's Internet presence by posting information in House Matchmaker
Group, as well as local and global MLS systems including plenty of photographs and a
description of your property.
• Produce a 360 degree virtual tour of your home, placing it on multiple Websites to attract
both local and out-of-town buyers.
• Create a home book, comment cards and fliers to place inside your property.
• Target my marketing to active real estate agents who specialize in selling homes in your
neighborhood.
• Include your home in our company and MLS tours, allowing other agents to see your home
for themselves.
• Advertise your home in my real estate magazine and neighborhood newsletter, as well as
direct-mail campaigns, email campaigns and social media.
• Create an open house schedule to promote your property to prospective buyers and market
those open houses.
• Target active buyers and investors in my database who are looking for homes in your price
range and area.
• Provide you with weekly updates detailing my marketing efforts, including comments from
the prospective buyers and agents who have visited your home.
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It's All About You
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Luis & Alma Flores House Matchmaker Group
yourhousematchmaker1@gmail.com
housematchmaker27@gmail.com 

1333 West Loop South #880 77027
(713) 517-5806 / (832) 352-6437 

My real estate business has been built around one guiding principle: It's all
about you.

Your needs 

Your dreams 

Your concerns 

Your questions 

Your finances 

Your time

Your life

My focus is on your complete satisfaction. In fact, I work to get the job done so
well, you will want to tell your friends and associates about it. Maybe that's why
more than 50 percent of my business comes from repeat customers and
referrals.

 Good service speaks for itself. I'm looking forward to the opportunity to earn
your referrals tool
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What I Deliver

a 
gu

id
e selling

your home

Client Name

..................................................................................................................................................................................

..................................................................................................................................................................................

Luis & Alma Flores House Matchmaker Group
yourhousematchmaker1@gmail.com
housematchmaker27@gmail.com 

1333 West Loop South #880 77027
(713) 517-5806 / (832) 352-6437 

Communication
 Your needs always come first. I provide the service we agree to, in the ways that work for you,
whether once a week, once a day, by phone, email or text message. That's how we'll do it.

 You'll always be kept in the loop. From listing to closing, you'll know the status of our
marketing efforts, the offers on the table and the steps leading to a successful closing once
an offer is accepted. We'll agree on the communication method that works best for you.

Experience and Expertise
The complexities of your real estate transaction will be well-handled. Smoothing the way for
your listing and sale, I will capably remove many potential challenges before they have the
opportunity to appear.

Marketing
 Your home will get the exposure it deserves. My marketing systems maximize your property's
exposure to buyers. Neighborhood tracking tools and automated buyer calling systems allow
me to reach active buyers who want to know about your listing.

Pricing
 Your home will be priced right, adjusted as needed, and will sell quickly. With a keen
understanding of both the big picture and the very latest local and neighborhood listing and
sales data, the information you need is at my fingertips.

Staging
 Your home will put its best foot forward. Homes sell because of correct pricing and great
presentation. I know what it takes to make the terrific first impression that will get your home
sold.

Satisfaction
I'll guarantee your satisfaction. Our relationship is dependent on meeting and exceeding your
needs. We identify those needs together, and my cancellation guarantee protects your right
to end our relationship if you're disappointed.
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The Home-Selling Process: Getting Ready to List
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Luis & Alma Flores House Matchmaker Group
yourhousematchmaker1@gmail.com
housematchmaker27@gmail.com 

1333 West Loop South #880 77027
(713) 517-5806 / (832) 352-6437 

It can feel like the details are endless when you're selling a property. It is my job to streamline
the process for you, ensuring everything is completed as quickly and efficiently as possible.
Here's an overview of the steps we'll be taking along the way.

Communication makes all the difference.

You'll always know what's going on behind the scenes while your property is listed. I will
solicit feedback from each consumer and agent who views your property, passing their
comments on to you.

We will work together to formulate a price adjustment strategy that sees us through your
listing period. You'll receive regular progress reports, delivered as frequently as you request.
Whether you prefer a phone call or an email, that's what you'll get.

Prepare your home for a successful sale.

More and more sellers today are seeing the value of investing in a pre-inspection on the
property they are preparing to list. Whether or not you are confident in the condition of the
home, an inspection can either give us professional, third-party validation or reveal issues
you should attend to before listing your property - issues a buyer inspection could surface
later, making them part of the final price negotiation.

 We will evaluate the current state of your property and arrange home staging. Any repairs or
improvements needed to maximize your home's value and appeal will be identified and
scheduled.

When everything's in place, we'll put a lockbox on your property.
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The Home-Selling Process: Getting Ready to List
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Luis & Alma Flores House Matchmaker Group
yourhousematchmaker1@gmail.com
housematchmaker27@gmail.com 

1333 West Loop South #880 77027
(713) 517-5806 / (832) 352-6437 

Let's begin with this direct statement:

I am not the one who decides how much your home is worth. The market does.

It tells us exactly where to price your property to sell and how to approach the marketing of it.
Here are the factors that will affect the value in today's market:

Price
Pricing your home properly from the start is the deciding factor on how long it will take to sell
it.

Location
Location is the single most important factor in determining the value of your property.

Condition
The condition of the property affects the price and the speed of the sale. As prospective
buyers often make purchases based on emotion, first impressions are important. I'll be able to
help in optimizing the physical appearance of your home to maximize the buyer's perception
of value.

Competition
Prospective buyers are going to compare your property - both the condition and the price - to
other listings in and around your neighborhood. Those buyers will determine value based on
properties that are listed or have recently sold in the area.

Timing
Property values are affected by the current real estate market. Because we can't manipulate
the market, we'll collaborate on a pricing and marketing strategy that will take advantage of
the first 30 days your property is listed. It's the window of opportunity when buyers and their
agents discover your property and are most likely to visit and make offers.
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The Home-Selling Process: Closing and Beyond
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Luis & Alma Flores House Matchmaker Group
yourhousematchmaker1@gmail.com
housematchmaker27@gmail.com 

1333 West Loop South #880 77027
(713) 517-5806 / (832) 352-6437 

Coordinating Your Sale to a Successful Closing

All potential buyers will be pre-qualified so valuable time isn't wasted. 

Each offer will be presented and discussed with you.

I will negotiate the details of your transaction with the other agent. 

Closing will be prepared, coordinated and finalized for you.

Beyond the Sale

Do you need an agent to assist you in your relocation? 

Need a recommendation for a moving company?

Would a moving checklist help?

I'm happy to refer you to great providers of other real estate-related services.

I'm here to make the sale of your home as smooth and stress-free as possible.
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SCAN TO
DOWNLOAD
OUR SCRIPT!

SCAN TO
DOWNLOAD
OUR LISTING
PRESENTATION!
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REQUIRED* SELLER / LISTING DOCUMENTS(at the time of representation)

TXR

TXR

TXR

TXR

General Information and Notice to a Sellers (TXR 1506)

House Matchmaker Group | 1333 West Loop South, #880, Houston, TX 77027

Residential Real Estate Listing Agreement Exclusive Right to Sell (TXR 1101)

Addendum for Property Subject to Mandatory Membership in a Property
Owners Association(TAR1922) IFAPPLICABLE

| Rev06062023

TAR

TAR

TAR

Information About Brokerage Services (TAR 2501)

Wire Fraud Notice or TXR 2517

Seller’s Disclosure Notice (TXR 1406) (PRE-FILLED AND UPLOADED TO MLS)

(PRE-FILLEDANDUPLOADEDTOMLS )
Notice to a Purchaser of Real Property in a Water District (MUD/LID Disclosure HAR 400)

(PRE-FILLED AND UPLOADED TO MLS IF APPLICABLE)
Lead Based Paint Disclosure Signed (TXR 1906) Insert Buyer(s) Initial(s) & Signature(s) .
. (IFAPPLICABLE).
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REQUIRED* UNDER CONTRACT

*ADDITIONAL REQUIRED WHEN APPLICABLE SELLER DOCS

TXR

TXR

TXR

TXR

TXR

TXR

TXR

TXR

TXR

HAREI-Hou.Assoc.of.RELE.Inspectors List

Information about Special Flood Hazards Areas (TAR 1414)

Buyer’s Walk Through & Acceptance Form (TXR 1925)

Addendum for Lead Based Paint Disclosure Signed (TXR 1906)

Survey

Notarized T-47 Residential Real Property Affidavit (TXR 1907)

Intermediary Relationship Notice Signed (TXR 1409)

Information about on-site sewer Facility Signed (TXR 1407)

Signed Settlement Statement (Title Company)

Communication Log

Amendment to Contract (TAR 1903)

Notice to a Purchaser of Real Property in a Water District (HAR 400)

Executed Contract (TXR 1601,1603,1604,1605,1607,1608,1609,1701 or Builder
Contract)

Third Party Financing Addendum Signed (TXR 1901) (Only for Buyers with Financing)

Buyer Pre-approval Letter for Financing / OR Proof of Funds for CASH BUYERS

Seller’s Disclosure Notice Signed (TXR 1406)

Seller or Buyer Temporary Lease Signed (TXR 1910 or 1911) (IF APPLICABLE)

TAR

TAR

TAR

TAR

TAR

TAR

(Insert Buyer(s) Signatures)

Lead-Based Paint Pamphlet (TAR 2511)

Addendum for Sale of Other Property by Buyer (TAR 1908)

Information About On-Site Sewer Facility (TAR 1407)

House Matchmaker Group | 1333 West Loop South, #880, Houston, TX 77027

Addendum for Property Subject to Mandatory Membership in a Property
Owners Association (TAR 1922)

| Rev06062023
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*ADDITIONAL REQUIRED WHEN APPLICABLE SELLER DOCS

TA

R

TA

R

TA

R

Non-Realty Items Addendum (TAR 1924)

Addendum for "Back-Up" Contract (TAR 1909)

Amendment to Listing (TAR 1404)

Residential Condominium Contract (Resale) (TXR 1605)

House Matchmaker Group | 1333 West Loop South, #880, Houston, TX 77027 | Rev06062023

TXR
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