
SOP | Listing Packet Preparation 

Purpose​
To ensure every listing packet is prepared accurately, consistently, and 
efficiently for Jakea Cates. This SOP must be followed for all listing packet 
requests. (Photo Screenshot at the end of this document)  

Prefill Information on Docusign Details Tab. 

 

1. Pre-Work Checklist (Before Forms) 

1.​ Confirm property is officially moving forward as a listing. 
2.​ Verify seller(s) legal names and ownership. 
3.​ Confirm listing start date and desired expiration date (always 1 year 

unless otherwise instructed). 
4.​ Pull property tax records from Pascopa.com. 
5.​ Confirm if the property was built before 1978 (for lead-based paint 

disclosure). 
6.​ Confirm flood zone / flood disclosure requirement. 

 

2. Required Documents in Every Listing Packet 

Each listing packet must include the following documents (as applicable): 

1.​ Listing Agreement (Prefilled) 
2.​ Property Tax Record (Pascopa.com) 
3.​ Brokerage Relationship Disclosure, Single Agent with Consent to Transition 
4.​ Wire Fraud Warning Form 
5.​ Flood Disclosure 
6.​ Lead-Based Paint Disclosure (if built before 1978) 
7.​ MLS Options for Property Owners 
8.​ Seller’s Property Disclosure – Residential 
9.​ Affiliated Business Disclosure 
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3. Listing Agreement – Required Prefilled Fields 

The Listing Agreement must be prefilled with the following information: 

AGENT NAME AND PHONE NUMBER 

Seller & Property Information 

●​ Owner Names: From tax records 
●​ Property Address: From tax records 
●​ Legal Description 008: From tax records 
●​ Line 009: From tax records 

Dates 

●​ Effective Date 007: Listing appointment date 
●​ Expiration Date 007: Exactly 1 year from effective date 



SOP | Listing Packet Preparation 

●​ Check Box 35, 37, 41, 42, and 45: Check everytime 

 

 

●​ Check Box 74, 78,85: If applicable 
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Compensation & Fees 

●​ Commission Line 098*: As instructed via Listing Packet Form  

 

●​ Line 98: Commission amount 
●​ Line 111: Half of Line 28 

 

●​ Buyer Compensation Line 132*: As instructed via Listing Packet Form 
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●​ Line 145* Withdrawal Fee: $500 (always) 

 

 

 

4. Property Tax Record 

●​ Source exclusively Pasco County Pascopa.com, or Pinellas County 
www.pcpao.gov  

●​ Save as PDF 
●​ Use to verify: 

○​ Owner names 

http://pascopa.com
http://www.pcpao.gov
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○​ Legal description 
○​ Line 18 
○​ Property address 

 

5. Brokerage Relationship Disclosure 

●​ Relationship Type: Single Agent with consent to transition to 
Transaction Broker 

●​ Must list: 
○​ Jakea Cates 
○​ Keller Williams Realty 

 

 

 
 

6. Additional Required Forms (As Applicable) 

●​ Wire Fraud Form: Always include 
●​ Flood Disclosure: Always include 
●​ Lead-Based Paint Disclosure: Include only if property was built 

before 1978 
●​ MLS Options for Property Owners: Always include 
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●​ Seller’s Property Disclosure – Residential: Always include 

Flood Disclosure 
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Affiliated Business Disclosure 
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MLS OPTIONS 
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Sellers Property Disclosure 
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Wire Fraud Prevention Notice 
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HOA Disclosure 
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7. Command (CRM) Setup – REQUIRED 

Before sending documents for signature: 

1.​ Log into Command 
2.​ Enter the client into the database (if not already entered) 
3.​ Click Opportunities 
4.​ Select New Opportunity 
5.​ Listing Opportunity 
6.​ Add property details in all required fields 
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7.​ Once completed, use Command to: 
○​ Generate forms 
○​ Auto-fill documents 
○​ Send packet via DocuSign 

 

8. Final Review Before Sending 

●​ Double-check all prefilled fields for accuracy 
●​ Confirm all required documents are included 
●​ Ensure names and dates match across all forms 
●​ Confirm commission and fees are correct 
●​ Include Net Sheet 
●​ Verify DocuSign recipients and signing order 

 

9. Notes 

●​ This SOP applies to every listing packet unless otherwise directed by 
Jakea. 

●​ Any missing information or discrepancies must be clarified before 
sending documents to clients. 

 

 

 

https://docs.google.com/spreadsheets/d/1Fe_yd1Tv9NQ3cFjddG0o7cCDDQe3hV6p/edit?usp=sharing&ouid=117935328897593485668&rtpof=true&sd=true
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