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THE ULTIMATE PROPERTY FILE

Section 1 - Property information and Checklist of Tasks

Detailed property information sheet

Detailed checklist of tasks for either auction or private treaty sale

Section 2 – Vendor Section 

Vendor reports for all weeks of the campaign
Copies of all communication with the vendor

Section 3 – Buyer Section

Weekly inspection and open house attendee lists

Buyer feedback summary reports

Copies of all communication with the buyers

Section 4 – Sale Progress 

Diary note for listing date

Marketing program with dates including shoots, proofing, sign off and insertion dates

Letters of Offer

Section 5 – General Correspondence

Letters to and from solicitors

Section 6 – Marketing Materials

Copies of all marketing proofs

Marketing order forms

Marketing change forms

Section 7 – Legal

Copies of the sales contract

Copy of all disclosures

Section 8 – CMA

Details of the comparable sales in the area in line with your estimate and the complete list

Section 9 – Other material

