
Scout Process: Seller

1 Fill out Seller Phone Interview 1 Listing Live (Coming Soon) on Realtracs 1 Upload All Signed Docs to Dotloop

Prep for Listing Presentation: Print Tax  
Record, Previous Listings, and CMA

Recommended: Activate Additional  
Marketing to Grow Your Brand, Support  

the Listing, and Delight the Client

ScoutRealty.com/Forms
 Transaction Coordinator Conducts  
C2C Sequence Emails & Reminders

Prep for the Open House: Use Canva  
to Create Mailers, Feature Sheets, 

Flyers for Door Knocking

Pricing Analysis & any Followup

2 Host Listing Presentation 2 Activate Required Package Marketing 2 Submit New Contract Form

3 Receive Signed Listing Agreement
3 Listing Active on Realtracs

3 Conduct Inspection, Repair, and  
Appraisal Negotiations as Needed

4 Schedule Professional Photos

4 Host an Open House 4 Facilitate Final Closing Requirements

5 Submit New Listing Form

5 Follow Up with Leads

5 Scout Host Kick A$@ Closing

6 Send Photos to Scout Staff

6 Call Client with Feedback & Updates

6 Agent Attends Closing

8 Pick Up Sign and Lockbox

7 Fulfill Listing Package Requirements

7
Repeat Reporting Updates, Offer 
Analysis, Marketing Efforts, & Listing 
Changes as Needed Until Contract

8 Approve Listing Via Listing Coordinator

Submit all Required Listing  
Docs Signed in Dotloop

Agent Meet Photographer,  
Take Sign & Lockbox, Etc.

Listing Process Drip Emails Begin

Listing Coordinator Receives  
Form & Creates Listing Draft Schedule Buyer Consultations  

with Unrepresented Buyers

Notify Closing Staff of Any Needs or 
Opportunities to Delight the Client

Submit Through Package Portal  
or Forward Photo Link

Listing Coordinator Creates Listing  
Landing Page & Email Campaign  

(If Applicable)
Weekly Update Report and  

Seller Net Templates Can Be  
Found on The Package Portal

Vist ScoutRealty.com/ (pro, basic, plus)

Tip: Open Houses can Happen Any Day.
Have a Happy Hour on The Day It  

Goes Live, The Following Weekend,  
or in Coming Soon Phase

Gather Open House Feedback from 
Agents & Attendees to Report to Client

Notify Listing Coordinator of Any Listing  
Changes such as Price Reduction,  

Showing Instructions, Withdrawal, Etc.

Change Listing Status in Realtracs

Attend Appraisal to Defend Sales Price

Order Closing Gifts from Canva

3 Days Before: Closing Disclosure
1-2 Days Before: Buyer Final Walkthrough

1 Day Before: Settlement Statement

Request Referrals & Testimonials

7 Oversee Post-Closing  
Possession Requirements

Exchange of Title Docs
Lender Release of Funds
Funds Received at Title

Loan Funded

9 Activate Success Marketing  
Via The Package Portal

Client Savings Neighborhood Postcard

Sold/Saved Social & Digital Marketing

Thank You Card to Clients & Any Referral
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DURINGBEFORE AFTER

Gray Steps are the basic selling requirements of an agent.  
Yellow Steps are Scout Pillars required by all Scout Agents.


