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New Listing Check List 
Property Address:__________________________________________

	1.
	Listing Forms          
	
	

	2.
	Photos of Property
	
	

	3.
	Data Input Sheet 
	
	

	4.
	Sugar Entry 
	
	

	5.
	Catalyst Database Entry
	
	

	6.
	Xcelegent Entry
	
	

	7.
	Showcase Entry 
	
	

	8.
	Loopnet Entry
	
	

	9.
	Marketing Brochure 2 Pager 
	
	

	10.
	Marketing Packet Full
	
	

	11.
	Order Sign 
	
	

	12.
	Locate Sign
	
	

	13.
	Install Sign
	
	

	[bookmark: _GoBack]14.
	Marketing and leasing plan
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