
AGENT EXPECTATIONS

Listings

Agent Responsibilities:

We take care of your listing compliance so your file is clean, broker-
approved, and ready for a quick and smooth contract.

Submit listing agreement and forms to TC 
Provide listing updates to the TC 
Input to the MLS
Cover listing costs (e.g., sign installation, photos)
Follow up with the seller on weekly activities (e.g., showings, open
houses, marketing)

Executed Contracts

Agent Responsibilities:

Once a contract is executed, send it to us for processing through the
contract-to-close checklist. 

Send fully executed contract and signed addenda ASAP
 Provide client contact information (email, phone, mailing address)
 Negotiate repairs or contract changes
 Review and approve contract amendments
 Review title documents, HOA documents, and settlement
statements
 Forward communication to the TC when they are not copied
 Respond to TC questions in a timely manner

Terminations

Signing Up

Agent Responsibilities:

What to Expect:

If a contract is terminated, no processing fee is charged. Send us
the termination document and we will get it terminated in the
system.

To get started, complete our Sign-Up Form.

Agent & Office Details: Basic info about you and your broker
Login Credentials: MLS, broker system, and contract system (e.g., Transaction Desk,
Skyslope, Zipforms)
Service Agreement: Review and sign our agreement, outlining our services

Draft the termination notice
Notify the TC promptly

Tasks Outside TC Scope

Agent Responsibilities:

While we support you through the transaction, the following tasks
remain:

Negotiating contract terms
Open houses, walkthroughs, and attending closings
 Scheduling home inspections with buyers
 Explaining contract terms, HOA documents, or title
commitments to clients
 Preparing repair request documents
 Reviewing repair receipts in detail
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