
 

 
 

Seller’s Guide 
 
 

 
 

 
 
 
 

 



 
 
Checklist for Landscaping 
____ Lawn in good condition 
____ Grass mowed 
____ Edges trimmed around: 

____ Walkways 
____ Driveways 
____ Trees 
____ Fences 

____ Dead branches pruned 
____ Dead shrubs replaced 
____ Overgrown shrubs pruned 
 
Checklist for Exterior 
____ House recently painted 
____ Gutters recently painted 
____ Exterior lights operating 
____ Missing shingles replaced 
____ Windows: 
 ____ No cracked panes 
 ____ Trim painted 
 ____ Work freely 

____Driveway: 
____ Resurfaced 
____ Potholes patched 
____ Recently sealed 
____ Patios: 

 ____ Wood stained or 
           painted 
 ____ Fencing secure 
 
Checklist for Kitchens 
____ Sink free of stains 
____ No dripping faucets 
____ Appliances in good  
          working order 
____ Walls, cabinets free of  
          grease stains 
____ Countertops cleared 
____ Pantry neatly arranged 
____ Pantry hardware replaced 
____ Refrigerator defrosted 
 
Checklist for Living Room 
____ Cracks in ceiling and 
          walls repaired 
____ Water stains covered 
____ Walls recently painted 
____ Wallpaper repaired 

____ Woodwork repainted 
____ Windows washed 
____ Curtains washed, ironed 
____ Drapes opened to view 
____ Closet lighting operating 
 
____ Carpets cleaned 
____ Furniture positioned to  
          show space 
 
Checklist for Dining Room 
____ Cracks in ceiling & walls  
          repaired 
____ Water stains covered 
____ Walls recently painted 
____ Wallpaper repaired 
____ Woodwork repainted 
____ Windows washed 
____ Curtains washed, ironed 
____ Drapes opened to view 
____ Floor waxed/refinished 
____ Carpets clean & secure 
 
Checklist for Family Room 
____ Cracks in ceiling & walls  
          repaired 
____ Water stains covered 
____ Walls recently painted 
____ Wallpaper repaired 
____ Woodwork repainted 
____ Windows washed &  
          operating freely 
____ Curtains washed, ironed 
____ Drapes opened to view 
____ Hobby supplies put away 
 
Checklist for Bathrooms 
____ Sink stains removed 
____ Leaky faucets repaired 
____ Grouting stains removed 
____ All joints caulked 
____ Missing tiled replaced 
____ All fixtures operating 
____ Floors cleaned 
____ New shower curtain 
____ All supplies stored 
____ Guest towels out 

Checklist for Bedrooms 
____ Cracks in ceiling and walls 
repaired 
____ Water stains covered 
____ Walls recently painted 
____ Wallpaper repaired 
____ Woodwork repainted 
____ Windows washed 
____ Curtains washed, ironed 
____ Drapes opened to view 
____ Floor waxed/refininshed 
____ Carpets cleaned/secured 
____ Beds made 
____ Laundry put away 
____ Children’s room: 

____Floor free of clutter 
____ Toys put away 

 
Checklist for Basement 
____ Cracks in ceiling & walls  
          repaired 
____ No evidence of water  
          penetration 
____ Dampness removed 
____ Cold water pipes covered 
____ Dehumidifier installed 
____ Sump pump installed 
____ No musty odors 
____ Drains cleared 
____ Furnace cleaned 
____ Storage neatly arranged 
____ Excess storage removed 
____ Floor swept 
____ Light fixtures operating 
____ Handrail secure 
____ Stairway runner secure 
 
Checklist for Entrance Hall 
____ Doorbell operating 
____ Door recently painted 
____ Door brass polished 
____ Hardware operating 
____ Hinges oiled 
____ Broken hinges replaced 
____ Entryway lights operating 
____ Floors cleaned & clear 
____ Closet cleaned

Owner’s Checklist 
The following is a detailed checklist to help you make an inspection and repair and record as you 

prepare your house for sale. 



 
 
 
 
 
 
 
 
 
 
 
 
 
 
 



 
SHOULD I LIST MY HOME WITH A REALTOR? 

 
When the time comes to sell your home, will you consider selling it yourself?  The obvious appeal 
would be to save the commission that you would normally pay to a Realtor.  At first glance, it seems 
like selling a house may not be all that difficult.  Homeowners with a s ales background are often 
tempted to try it themselves because they fell selling a house is lik e selling anything else.  As 
obvious as all this sounds, it really isn’t quite that simple. 
 
 
In fact, national statistics tell us that only eight percent of a ll “For Sale By Owner” efforts are 
successful.  Yes, only one out of every twelve actually results in a completed sale.  What are the 
pitfalls in selling your home yourself? 
 

1. Bargain Hunters – Some people watch for homeowner ads in an effort to steal the house from an 
owner who may be inexperienced in pricing or negotiating.  These bargain hunters also know the 
owner is not paying a commission so they will deduct the amount of a commission from their offer. 

 
2. Unqualified Buyers -  Because a homeowner does not have the opportunity to meet a potential buyer 

in advance of showing him or her the house, many owners spend time and effort showing their home to 
people who may be financially unable to buy the home. 

 
3. No Third Party – There is usually a great deal of emotion displayed by the buyer who is probably 

making the largest purchase of his or her lifetime.  Because of this, it is difficult to negotiate a 
purchase of this importance without an intermediary who has the trust of confidence of both parties. 

 
4. Improper Pricing -  Because of the emotional attachment most people have for their homes, they are 

not very objective when deciding how to price it.  Most “For Sale By Owner” properties are overpriced.  
Some, on the other hand, because of seller inexperience, are sold at an unfair below market price. 

 
5. Making the Close – Every selling situation needs someone to ask for the order.  Many sales are lost 

because no one is there to get a deposit and a signed purchase agreement when the buyer is ready to 
buy. 

 
 
 
 
 
 
 

Selling or Buying? 



How to Choose A Realtor 
 

 A team effort with your Realtor will make your home purchase easier and more pleasant. 
Just follow these few helpful suggestions: 
 
1. Pick ONE and stay with the sales associate.  Nothing inspires a professional to seek and find the 

home of your choice, or to put his whole effort into selling YOUR home more than knowing that 
you are relying on him or her completely.  Real estate associates work on a commission basis, 
therefore, they only get paid at settlement, when the job is done. 

 
A. Some buyers do not realize this, and after spending a significant amount of an associate’s time, 

they buy their home through another agent. 
 
B. Some Sellers do not realize this, and after spending a significant amount of an associate’s money 

on advertising their home, they list with another agent after a few short weeks. 
 

 
C.  In either case, their original agent is left with nothing to show for his hours of time and money 

spent.  Let your agent know that he can count on your loyalty, and he will work his hardest for you! 
 
2. Choose your sales associate carefully.  Check to see if the firm is a member of local Boards of 

Realtors.  A full-time associate, professionally trained to serve your needs, is experienced not only 
in real estate but also in his geographic areas and price ranges most important to you.  You have 
the right to expect your sales associate to go that extra mile to serve you. 

 
3. Once you have decided to commit your loyalty to your Realtor there are ways you can help: 
 

A. All members of a Multiple Listing Service (MLS) can show all listings.  It is not necessary to call 
each office to see its listings.  Your Realtor has the same information.   

 
B. Be frank with your sales associate about your price range and your reaction to each property, to 

avoid confusing the picture and making your search for the right home more difficult.  Any financial 
information revealed is kept in strict confidence/ 

 
C. Do not walk into an open house unaccompanied by your sales associate.  If you do, he or she can 

no longer help you obtain that particular home.  The associate holding the open house becomes the 
selling associate and your Realtor, who has spent hours of time to serve you, will not be 
compensated.  Call your Realtor to accompany you. 

 
D. If you see an ad in the paper, which piques your curiosity, do call your sales associate and ask 

about it.  Allow your sales associate make the inquiry; a lot more information can be obtained from 
a fellow Realtor which will be helpful to you. 
 

E. If you are unhappy with your sales associate, let the Realtor know.  The Realtor will appreciate 
knowing this so that you may be assigned a more compatible sales associate to serve you.  It is 
important that you be fully satisfied.   
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1. Buyers are aware of lengthy market exposure and usually attribute 
this to overpricing. 

 

2. Merchandising your property is done for results – overpricing 
reduces the response and, ultimately, results. 

 
3. Buyers educate themselves with market comparables.  If your home 

does not compare, it won’t sell. 
 

4. The proper pricing of any commodity, especially a home, results in 
an early sale. 

 
5. Buyers will avoid overpriced homes and look elsewhere. 

 
6. If overpricing causes a home not to sell, the monetary loss and the 

many inconveniences to the owner could be overwhelming. 
 

7. Homes usually sell at a FAIR MARKET VALUE!  Pricing a home 
realistically will bring an early sale, fewer inconveniences, and a 
greater monetary return. 

 
 

When pricing your property, keep in mind that 

No bank will finance a home for 
more than the appraised value! 
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Why List Your Property With US?  

 
 
 

 The highest price for your property will be secured by intelligent 
negotiating skills. 

 
 A faster sale will result from attentive marketing methods. 

 
 Prestigious representation by a respected, locally owned firm. 

 
 Precise knowledge of daily mortgage market activity 

 
 Integrity of business practices to insulate you from litigation 

 
 Member of Local Board of Realtors. 

 
 Total staff commitment to selling your property. 

 
 Atmosphere of mutual support – not competition- among staff. 

 
 Full-time, career agents. 

 
 Immediate access to owner/management support and 
decisions 

 
 Staff sensitivity to agent’s role as objective buffer between 
principals. 

 
 We are positive, friendly and enthusiastic. 

 
 We do more for you.  The extra things that make a BIG 
difference! 

 
 
 
 



 
 
 
 

When marketing your home, remember… 

ADS DON’T SELL HOMES…PEOPLE DO!!! 
 
 

Recently, there has been a tremendous changes in real 
estate marketing.  A recent study uncovered some 
interesting statistics about WHERE BUYERS COME FROM. 
 
 
 

�  40% Purchased because they recognized a firm name or 
salesperson and were served by them. 

 
�  20% Purchased because they saw a sign on the lawn and like 

the home’s exterior and location. 
 

�  18% Responded to an ad but eventually purchased a different 
home. 

 
�  8% Went through an Open House but eventually purchased a 

different home. 
 

�  7% Were referred through a relocation service. 
 

�  3% Bought the home they saw advertised 
 

�  1% Bought the home they saw at an Open House. 
 

�  3% Bought for a combination of reasons. 
 
 



 
 
 

Where We Find Buyers 
 

 
 
 

 
 
 

This is a chart that demonstrates how buyers first 
know about your home.  List with a professional who 

can sell your home. 



What your Country Home Agent will do for you: 
 

1. I will preview you home and give you my fair opinion of the price you have chosen. 
 
2. I will give you tips on how to market the home to sell it as quickly as possible. 
 
3. I will explain all of the listing paperwork to you in detail. 
 
4. I will put a professional sign on the property. 
 
5. I will get your instructions on showing the property. 
 
6. I will take photos of the property for advertising. 
 
7. I will insert your property into the York Co Multiple List Service. 
 
8. I will place your property on Realtor.com for the entire world to see. 
 
9. I will bring the agents from our office on a tour of your property so that they are 

knowledgeable when showing it or taking calls on it. 
 
10. I will give you feedback on the showing so that you know what is happening. 
 
11. I will advertise your home every week. 
 
12. I will give help to agents from all offices, when they are showing the property or writing a 

contract. 
 
13. When a contract is written on the property, I will work in your best interest, and give you my 

honest opinion on the contract. 
 
14. When we agree on a contract, I will stay on top of the financing, inspectors, attorneys, and 

title companies, so that you and I know how the sale is progressing. 
 
15. I will meet the appraiser at your home with comps, so that he is better able to know your 

property and the area. 
 
16. I will coordinate settlement and attend settlement with a file on the property and the 

necessary paperwork. 
 
17. I will always be available for you, and will provide you with several numbers to reach me. 
 
18. I will offer to both sellers and buyers, a 1 Year Home Warranty Policy on the home. 
 
19. I will always do the very best job that I can so that this part of your life is not a traumatic 

event. 
 
20. I will still be around after the sale. 
 



 

�
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Country Home Real Estate 
Exclusive Cancellation 

Guarantee 
 
 

You, the customer, are in charge.  You may cancel your 
listing at any time, in writing, for any reason, prior to signing 
an Agreement of Sale. 
 
This guarantee is direct – to the point – with no fine print. 
 
That is the way we do business. 
 
 
 
Guaranteed: 
 
 
 
 
Sales Associate 



 
 
 

PRICING CONSIDERATIONS  
 
 
 

 
 YOU DETERMIN THE ASKING PRICE! 

 
 I HELP YOU MAKE THAT DECISION 

 
 THE BUYER DETERMINES THE SELLING PRICE! 

 
 PRICE SETTING IS NOT A SCIENCE 

 
 10 BUYERS MAY MAKE 10 DIFFERENT OFFERS. 

 
 THE LOWER THE PRICE, THE FASTER THE SALE. 

 
 IF NOT IN A HURRY, START HIGH AND LOWER AS NECESSAR Y 

 
 YOU NORMALLY DON’T GET 100% RETURN ON IMPROVEMENTS.  

 
 COMPARABLES & COMPETITION HELP DETERMINE ESTIMATED 

VALUE. 
 

 THERE ARE NEVER TWO HOUSES EXACTLY ALIKE. 
 

 WHAT IS THE REAL ESTATE MARKET LIKE? 
 

 WHAT IS THE CURB APPEAL LIKE? 
 

 WHAT ARE THE FEATURES AND INCLUSIONS? 
 

 WILL YOU HELP BUYERS WITH SETTLEMENT FEES? 
 

 MORTGAGE LOANS REQUIRE A SUPPORTING APPRAISAL. 
 

 YOU MAY CONSIDER A PROFESSIONAL APPRAISAL. 
 

 HOW MUCH WOULD YOU PAY FOR YOUR HOUSE? 
 
 



WHEN YOUR HOUSE IS BEING SHOWN 
 

 Keep room draperies and shades open to let in light, and make rooms appear larger 
 

 Tag items not included is sale (i.e.: water conditioner) 
 

 Have your home well lit during showing 
 

 At night turn on all outdoor lighting. 
 

 Neatness makes a room look bigger.  Avoid clutter. 
 

 Avoid having dirty dishes in the sink or on counters. 
 

 Keep toys in the children’s rooms. 
 

 Bikes, wagons, and skateboards should not be in the front yard. 
 

 Tune a stereo to a soft music station, and leave it on low volume for showings. 
 

 Leave the house for showings or if your broker is holding an open house.  Potential 
buyers are sometimes uncomfortable when the sellers are there, and may not ask 
questions that they wish they could. 

 
 Refer direct inquiries about seeing your house to your Realtor to take advantage of his 
or her professional skills in selling your home. 

 
 Keep pets outdoors when your house is being shown. 

 
 If you must be home when the house is being shown, let the real estate experts show 
your house.  Try to remain in an area not being shown by the agent.  Answer 
questions when asked, but avoid questioning potential buyers. 

 
 Remove and replace items not included in the sale of your house (e.g., Chandelier).  
If the buyers never saw it, they can’t ask for it. 

 
 
 
 



Remember…To be a Seller 
You have to look at your home like a Buyer. 

 
Preparing Your House For Selling 

 
To prepare your house for sale, view it from the “eyes of a buyer.”  Any time and 
money spent on cleaning, repairing and removing clutter will maximize its 
appearance.  This can help increase your profits and hopefully result in a faster 
sale. 
 
Ways to Maximize the “Curb Appeal” 
 

 Repaint the front door and trim.  Repaint the rest of the house, if needed. 
 Move all garbage cans, extra building materials and gardening supplies, etc., 

that are in the yard into the garage or shed. 
 Check gutters and/or roof for dry rot and leaks. 
 Prune bushes and trees.  Remove any dead shrubs and trees. 
 Weed and maintain all planted areas. 
 Clean the patio, porch, or decks of all small items, such as small plants, 

flower pots, charcoal, barbecues, toys, etc.  Sweep all areas and walkways. 
 Check all screens and windows.  Repair or replace if appropriate. 
 Test all fences, gates, and latches.  Repair or replace any weakened areas. 
 Clean the swimming pool, Jacuzzi, or hot tub. 
 Check external structures, patio cover, gazebo, sheds.  Repair, repaint, or 

clean. 
 Use driveway cleaner to remove oil stains from the driveway or garage floor. 
 Replace worn, badly stained, or personalized door mats. 

 
 
 
Ways to Help Buyers Mentally “Move In” 
 

 Open the front door.  If it squeaks, groans, or drags, fix it. 
 Review each room.  Paint walls, clean windows, window coverings, and 

shampoo soiled carpets. 
 Rearrange or remove some furniture.  Less furniture in the room makes the 

room appear larger. 
 Remove all unnecessary objects on the furniture throughout the house.  

Restrict decorative objects to groups of one, three, or five items. 
 Take down or rearrange certain pictures or objects on the walls.  A gallery 

wall of family photos or large collections frequently distract buyers and cause 
them to focus away from the house. 

 Clear all unnecessary appliances from the kitchen countertops. 
 Remove messages from the refrigerator fronts. 



 
Preparing Your House For Selling 

 
  
Ways to Help the Buyers Mentally “Move In” (continued ) 
 

 Clean the stove, stove hood and screen, microwave, and sinks. 
 Remove all extra items from tubs, shower stalls, commode tops, and counter.  

Coordinate towels to one or two colors only. 
 Keep toilet lids down. 
 Fix leaky plumbing. 
 Organize you closets and cupboards.  Thin them out and keep them orderly. 
 Sweep the garage and keep it tidy. 
 Place all money, jewelry, and other valuables (including guns) in a secure, out 

of sight locations. 
 Put pets, pet food dishes, and liter boxes outside, whenever possible. 
 Check all light fixtures.  Replace all burned out light bulbs. 
 Clean the fireplace and hearth. 
 Locate operating manuals for appliances.  Have warranty information 

available. 
 
 
Ways to make Your Showings More Effective 
 

 Place basket or dish on a table near the front door for business cards. 
 Place flyers on a table by the front door. 
 Save all real estate business cards left at your home.  The sales associate 

will follow up on all showings. 
 If you are at home when a salesperson comes by with a buyer, always ask for 

a business card before allowing them into your home.  After you have made 
proper identification, make yourself inconspicuous (go outside, to the garage, 
run and errand). 

 Leave certain lights on during the day.  During showings, turn on all lights and 
lamps. 

 Have sof FM music on during the days of all showings. 
 
 
 
 
 
 
 

 
 
 



MOVING TIPS CHECKLIST 
 

Send Change of Address to: 
Post Office: give forwarding address 
Charge accounts, credit cards 
Subscriptions: notice requires several weeks 
riends and relatives 
Bank: transfer funds, arrange check cashing in new city 
Insurance: notify new location for coverages: life, health, fire, auto. 
Automobile titles & registrations 
Driver’s license 
City windshield sticker 
Motor club membership 
Utility Companies: gas, light, water, telephone, fuel: get refund of any deposits made 
Arrange utilities in new town for immediate service. 
Route men: Laundry, paper boy, etc. 
 
Other things in need of attention: 
Transfer children’s school records 
Medical, dental, prescription histories: Ask doctor and dentist for referrals 
Transfer needed prescriptions 
Church, club, civic organizations: Transfer memberships 
Pets: Ask about regulations for licenses, vaccinations, tags, etc. 
 
And don’t forget to: 
Empty freezer: plan use of foods 
Defrost freezer-refrigerator: Place charcoal to dispel odors. 
Have appliances serviced for moving. 
Call cable company and/or leave remote antenna equipment. 
With your moving counselor, check insurance coverage, packing and unpacking labor,  
arrival day, various shipping papers, method and time of expected payment. 
Plan for special care needs of infants. 
 
And on moving day: 
Carry currency, jewelry, documents yourself; or use registered mail. 
Plan for transporting pets; they are poor traveling companions if unhappy. 
Carry traveler’s checks for quick, available funds. 
Let close friend or relative know route and schedule you will travel including overnight 
stops; use him/her as a message headquarter. 
Double check closets, drawers, shelves to be sure they are empty. 
Leave all old keys with  your Realtor. 
 
 
 
 



 
EQUAL OPPORTUNITY IN HOUSING 

 
 

The sale and purchase of a home is one of the most significant events that any person will experience in their lifetime.  It is more than 
the simple purchase of housing, for it includes the hopes, dreams, aspirations and economic destiny of those involved in it. 
 
The Law 
Equal Opportunity in Housing is the law of the land and the right of all in this country without regard to race, color, religion, sex or 
national origin. 
 
Civil Rights Act of 1866 
The Civil Rights Act of 1866 provides that “All citizens of the United States shall have the same right, in the every State and Territory 
as is enjoyed by white citizens thereof to inherit, purchase, lease, sell, hold and convey real and personal property.”  In a case known 
as Jones vs. Mayer decided on June 17, 1968, the U.S. Supreme court held that the 1866 law prohibits “all racial discrimination, 
private as well as public, in the sale or rental of property. 
 
Civil Rights Act of 1968 
Title VIII of the 1968 Civil Rights Act is known as the Federal Fair Housing Law.  In it the Congress declared a national policy of fair 
housing throughout the United States.  The law makes illegal any discrimination in the sale, lease, or rental of real property based on 
race, color, religion, sex or national origin.  The law requires that all people be treated equally with no difference in the terms or 
conditions of sale, purchase, lease or rental and with no denial of equal housing opportunity based on race, color religion, sex or 
national origin. 
 
The Fair Housing Amendments Act of 1988 
The Act adds handicap and familial status (i.e., families with children) to the list of groups against which discrimination is banned.  
The new Act prohibits housing discrimination against families with children under age 18.  There are, however, certain exceptions 
made for housing specifically intended for occupancy by seniors (62 or older, 55 in some instances).  In addition, there may be no 
discrimination in the sale or rental of property because the individual is handicapped. 
 
The Responsibilities 
The home seller, the home seeker and the real estate industry all have rights and responsibilities under the law. 
 
For The Home Seller 
You should know that as a home seller or landlord you have a responsibility and a requirement under law not to discriminate in the 
sale or rental of property on the basis of race, color, religion, sex, or national origin.  You cannot expect the licensed broker or sales 
person acting as your agent to convey for you any limitations in the sale or rental, because the real estate industry is also bound by law 
not to discriminate on the basis of race, color, religion, sex or national origin.  Under the law, a home seller or landlord cannot 
establish term or conditions in the purchase or rental that deny that housing is available for inspection, sale or rent when it really is 
available or advertise that the property is available only to persons of a certain race, color, religion, sex or national origin. 
 
For The home Seeker 
You should know that you have the right to expect that housing will be available to you without discrimination or other limitations 
based on race, color, religion, sex, or national origin.  It is available to you on terms and conditions which are non-discriminatory 
under law.  You should know that in essence the law mandates equal treatment for all home seekers with no denial of equal 
professional service. 
 
For The Real Estate Industry 
As a home seller or home seeker, you should know that the terms Realtor and Realtor-Associate identity a licensed professional in real 
estate who is a member of the National Association of Realtors.  As agents in a real estate transaction, licensed brokers or salespersons 
are prohibited by law from discrimination on the basis of race, color, religion, sex or national origin.  A request from the home seller 
or landlord to observe discriminatory requirements in the sale, lease or rental cannot be done by the real estate industry, it is a 
violation of law. 
 
The Equal Opportunity Program 
 The National Association of Realtors has developed an Equal Opportunity Program to provide resources and guidance to Realtors and 
Realtor-Associates in ensuring equal professional service for all people. 
 
The Code of Ethics 
Article 10 of the National Association of Realtors Code of Ethic requires that “The Realtor shall not deny equal professional services 
to any person for reason of race, creed, sex or country of national origin.  The Realtor shall not be a party to any plan or agreement to 
discriminate against a person or persons on the basis of race, creed, sex or country of national origin.  A Realtor pledges to conduct his 
business and activities in keeping with the spirit and letter of the tenets of the Code of Ethics.  Article 10 imposes obligations upon 
Realtors and Realtor-Associates, but it is also a firm statement of position and philosophy on housing opportunity for all people. 


