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Action Title To be done by

 1 Admin Contract check all details correct and any alterations initialled Main Lister

 1 Admin Outstanding Costs such as marketing Main Lister

 1 Admin Sales Summary report  Main Lister

 1 Admin Distribute sales summary report to sales support Main Lister

 1 Letter Exchange letters to all parties together with Sales summary Main Lister

 1 Phone Call Solicitors phone call to confirm sale Main Lister

 1 Admin File clean up  Main Lister

 1 Marketing Sign board sticker  Main Lister

 1 Marketing Just sold DL's  Main Lister

 2 Admin General Sales procedure  Main Lister

 7 Phone Call Contact Vendor  Main Lister

 35 Appointment Vendor pre settlement meeting  Main Lister

 35 Phone Call Vendor Future Address  Main Lister

 35 Admin Enter New Contact details for past Vendor  Main Lister

 90 Phone Call Past Vendor 
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		CHECKLIST EXCHANGED PROPERTY

		Days after Exchange Date		Action		Title		To be done by

		 1		Admin		Contract check all details correct and any alterations initialled		Main Lister

		 1		Admin		Outstanding Costs such as marketing		Main Lister

		 1		Admin		Sales Summary report 		Main Lister

		 1		Admin		Distribute sales summary report to sales support		Main Lister

		 1		Letter		Exchange letters to all parties together with Sales summary		Main Lister

		 1		Phone Call		Solicitors phone call to confirm sale		Main Lister

		 1		Admin		File clean up 		Main Lister

		 1		Marketing		Sign board sticker 		Main Lister

		 1		Marketing		Just sold DL's 		Main Lister

		 2		Admin		General Sales procedure 		Main Lister

		 7		Phone Call		Contact Vendor 		Main Lister

		 35		Appointment		Vendor pre settlement meeting 		Main Lister

		 35		Phone Call		Vendor Future Address 		Main Lister

		 35		Admin		Enter New Contact details for past Vendor 		Main Lister

		 90		Phone Call		Past Vendor 
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