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***VERY IMPORTANT FOR LEGAL COMPLIANCE- PLEASE READ*** 
 
Please thoroughly read and refer to this step by step guide as you progress through the process of  
listing and selling your home.  
 
1. THE LISTING FORMS  
  

 Print out the listing packet and fill in the forms as completely and clearly as you can.  
 

 Blanks where you aren’t sure what to put, leave blank, some information we can look up for you.  
 

 Do not cross anything out or make changes to the Listing Agreement, if you have questions on it, call us in the 
 office and we would be happy to clarify items for you. 
 

  
       SOC stands for Selling Office Commission. This is the  
       commission you are offering to the Buyer’s Agent. It cannot 
       be a range or zero. We strongly recommend 3%.   
 
 
 
 
Marketing Comments are limited to 500 characters including spaces and punctuation. 
 

Sign the forms and fax them back to the office at 425-493-6971.  
 

 2.    PHOTOS 
 

 Email .jpg photos to photos@america-at-home.com. We can load up to 9, size of about 800 x 600 pixel   
 works best.  
 
3.     KEYBOX 
 

 If you are not renting a keybox from us, please include with your listing forms a letter stating the following:  
 Your reason for not wanting a keybox 
 You have been advised of the advantages and disadvantages of placing this restriction on your listing 
 Your name, address, and signature 
 

 If you are renting a keybox from us:  
 Make sure to mark Keybox on the Service Selection Sheet, and provide a credit card. 
 When the box arrives, put a spare key in the keybox and attach it with a bicycle cable or padlock to a door 
 handle, railing, or garage door where agents can see it.  
 
4.     SIGN (AND OPTIONAL SIGN POST) 
 

 Display only the America-At-Home Real Estate For Sale sign that we will mail to you. Any sign that says “for 
 sale by owner” or that can be mistaken for a for sale by owner sign cannot be used, per MLS rules and  
 regulations. 
 

 A wooden sign post with flyer box can be ordered on the Service Selection Sheet, or you can purchase a metal 
 sign stand from Home Depot. Extra For Sale signs and directional arrow signs are also available and can be 
 ordered if you need them.  
 
5.    SELLER’S DISCLOSURE (FORM 17)  
 

 We will mail you a Seller’s Disclosure Form. This is an important legal requirement on all listings. Fill out in 
 it’s entirety, keep a copy for yourself, and fax us a copy at your earliest convenience. You will need to provide 
 this form to interested parties when or before they make an offer. After you receive an offer and provide the 
 buyer a copy, you will need to get their signature on the last page, and fax a copy of that signed page to us also.  
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6.    FLYERS AND ADVERTISING 
 

 Keep in mind that once your house is listed in the MLS, it is no longer for sale by owner.  
 The words “For Sale By Owner” cannot appear on your flyer or any advertising materials.  
 
 If you choose, once your listing is entered in our website, you may find it in the Featured  
 Listings, and  use our flyer format button to print flyers.  
 
7.    WHEN YOU GET AN OFFER 
 
 We are here to back you up, if you have any questions about an offer, call us BEFORE you sign anything.   
   
 Ask the Buyer for a pre-approval letter from their lender 
  
 Make sure the front page lists America-At-Home Real Estate as your Listing Office. 
   
 Earnest Money is an important indicator of a Buyer’s commitment level, it should be an appropriate number in 
 the ballpark of 2% of your home’s price.  
 
 
 
  
 
 
 
 Once signed, fax us a copy of the entire Purchase & Sale Agreement and all addenda, we need this to update 
 your listing’s status in the MLS. Per MLS rules, we must have this within 24 hours.  
 
8.   INSPECTION 
 

 Typical inspection period is 10 days. Buyers will hire an inspector, and they may then ask for you to fix a few 
 things. Once you come to an agreement and signed the Inspection Response Form, fax us a copy, again for  
 compliance with MLS rules, we must update your status within 24 hours.  
 
9.     CLOSING 
 

 You must notify us when your sale closes so we can mark your listing SOLD in the MLS.  
  
 At closing or before, mail back to us our sign and keybox if you have one. 
 
 CONGRATULATIONS! You’re done!  
 
  

In most cases, your transaction will be just as smooth as this, and you will be able to handle the details yourself, but if 
you do have questions, that’s what we’re here for. Call us before you sign anything and we’ll be glad to help. If you do 
happen to need help and want the assistance of a professional in negotiating a higher price, or if you just want to 
avoid possible legal pitfalls, consider purchasing one of our consulting options to walk you through the agreement, 
help you prepare a counter offer, or negotiate with the Buyer’s Agent for you. Descriptions of what we offer can be 
found on the Service Selection Sheet. Also, now that you’re ready to move, don’t forget that your America-At-Home 
Agent can also be a valuable resource for you when it comes to shopping for your next home. If you would like for us 
to show you some homes and help you with your search, please don’t hesitate to ask!  
 
Thank you for choosing America-At-Home Real Estate. 
  
 
 
  





EXCLUSIVE AGENCY SALE AND LISTING AGREEMENT 
 

The undersigned Seller (“Seller”) hereby grants to _America-At-Home Real Estate_____________________________________________________ , (“Broker”)        

from date hereof until midnight of ______________________________________________ , the sole and exclusive right to submit offers to purchase, and to receipt        

for deposits in connection therewith, the real property (“the Property”) commonly known as ___________________________________________________________      

in the City of _______________________________________ , County of ____________________________ , State of Washington, Zip ____________ ; and legally                

Described as: LOT ______________ , BLOCK ______________ , DIVISION ____________________________________________________ ,   

_____________________________ VOL _____________ PAGE ______________________________________________________________   

___________________________________________________________________________________________________________________   

1. DEFENITIONS. For purposes of this Agreement: (a) “MLS” means the Northwest Multiple Listing Service; and (b) “sell” includes a contract to sell; an exchange or 
 contract to exchange; an option to purchase; and/or a lease with option to purchase. 
2.  AGENCY/DUAL AGENCY. Seller Authorizes Broker to appoint __________________________________ to act as Seller’s Listing Agent(s). It is understood and  
 and agreed that this Agreement creates an agency relationship with Listing Agent(s) and Broker only, not with any other sales persons of Broker; provided, Seller 
 authorizes Broker to appoint other salespersons affiliated with Broker as subagents to act on Seller’s behalf as and when needed, at Broker’s discretion.  Any 
 broker or salesperson, other than Broker or Listing Agent, who procures a prospective buyer for the Property will not be representing Seller and may represent the  
 Buyer.  Accordingly, for the purposes of this Agreement, the term “Broker” means Listing Agent(s) including any subagents and Listing Agent’s Broker, Designated 
 Broker or Branch Manager, unless expressly stated otherwise. 

 Seller agrees that if the Property is sold to a buyer represented by one of the Broker’s salespersons other than Listing Agent(s), then Seller consents to Broker acting 
 as a dual agent.  Seller further agrees that if the Property is sold to a buyer who Listing Agent also represents, then Seller consents to Listing Agent(s) and Broker 
 acting as dual agents.  Seller agrees that different salespersons affiliated with Broker may represent different sellers in competing transactions involving the  
 same buyer and that this shall not be considered action by Broker that is adverse or detrimental to the interests of either seller, nor shall it be considered a  
 conflict of interest on the part of the Broker.  Seller acknowledges receipt of the pamphlet entitled “The Law of Real Estate Agency.”  
 If Broker acts as a dual agent, then Broker shall be entitled to the entire commission payable under this Agreement plus any additional compensation Broker 
 may have negotiated with the Buyer.  

3. COMMISSION. If (a) Broker procures a Buyer on the terms in this Agreement, or on other terms acceptable to Seller; or (b) Seller through any other real estate 

 licensee, during the term hereof, sells the Property; then Seller will pay Broker a commission of (fill in one and strike the other) (____%) Listing Commission 

 of the sales price, or (_____%)_to Buyer’s Agent__.  Further, if Seller shall, within six months after the expiration of this Agreement, sell the Property to 
 any person to whose attention it was brought through the signs, advertising or other action of Broker, or on information secured directly or indirectly from or 
 through Broker, during the term of this Agreement, then Seller will pay Broker the above commission.  Provided, that if a commission is paid to a member of  
 MLS or cooperating MLS in conjunction with a sale, the amount of commission payable to Broker shall be limited to the amount of commission which would 
 have been payable pursuant to this Agreement less any commission so paid to another member of MLS.  Provided further, that if Seller cancels this Agreement 
 without legal cause, Seller may be liable for damages incurred by Broker as a result of cancellation, regardless of whether Seller pays a commission to another 
 MLS member. 

4. KEYBOX. Broker is authorized to install a keybox on the Property.  Such keybox may be opened by a master key held by all members of MLS and their salespeople. 
 A master key also may be held by affiliated third parties such as inspectors and appraisers who cannot have access to the Property without Broker’s prior approval  
 which will not be given without Broker first making reasonable efforts to obtain Seller’s approval.  
5. SELLER’S WARRANTIES AND REPRESENTATIONS.  Seller warrants that he/she has the right to sell the Property on the terms herein and that the Property 
 information on the additional pages to this Agreement is correct.  Further, Seller represents that to the best of Seller’s knowledge, there are no structures or  
 boundary indicators that either encroach on adjacent property or on this Property.  Seller understands that Broker and other members of MLS will make 
 representations to prospective buyers based on the Property information on the additional pages to this Agreement.  Seller agrees to indemnify and hold Broker 
 and other members of MLS harmless in the event the foregoing warranties and representations are incorrect.  

6. CLOSING COSTS. Seller agrees to furnish and pay for a buyer’s policy of title insurance showing marketable title to the Property.  Seller agrees to pay real estate 
 excise tax and one-half of any escrow fees or such portion of escrow fees and any other fees or charges as provided by law in the case of FHA or VA financed sale. 
 Rent, taxes, interest, reserves, assumed encumbrances, homeowners fees and insurance are to be prorated between Seller and Buyer as of the date of closing.  

7. MULTIPLE LISTING.  Broker shall cause this listing to be published by MLS.  Broker may refer this listing to any other cooperating multiple listing service at Bro- 
 ker’s discretion.  Broker shall cooperate with all other members of MLS, or of a multiple listing service to which this listing is referred, in working toward the sale of 
 the Property.  Regardless of whether a cooperating MLS member is the agent of the Buyer, the Seller, neither or both, the member shall be entitled to receive the   
 selling office’s share of the commission.  SELLER UNDERSTANDS AND AGREES THAT THE PROPERTY INFORMATION ON THE ADDITIONAL PAGES OF   
 THIS AGREEMENT WILL BE GIVEN TO PROSPECTIVE BUYERS AND TO OTHER COOPERTING MEMBERS OF MLS WHO DO NOT REPRESENT THE SELLER 
 AND, IN SOME INSTANCES, MAY REPRESENT THE BUYER.  IT IS UNDERSTOOD THAT MLS IS NOT A PARTY TO THIS AGREEMENT AND ITS SOLE 
 FUNCTION IS TO FURNISH THE DESCRIPTIVE INFORMATION ON THE ADDITIONAL PAGES IF THIS LISTING TO ITS MEMBER, WITHOUT VERIFICATION 
 AND WITHOUT ASSUMING ANY RESPONSIBILITY FOR SUCH INFORMATION OR IN RESPECT TO THIS AGREEMNT.  

8. DISCLAIMER/SELLER’S INSURANCE.  Neither Broker, MLS, nor any members of MLS or of any multiple listing service to which this listing is referred shall be res- 
 ponsible for loss, theft, or damage of any nature or kind whatsoever to the Property and/or to any personal property therin, including entry by the master key to 
 keybox and/or at open houses.  Seller is advised to notify Seller’s insurance company that the Property is listed for sale and ascertain that the Seller has  
 adequate insurance coverage.  If the Property is to be vacant during all or part of the term of this listing, Seller should request that a “vacancy clause” be  
 added to Seller’s insurance policy.  

9. BROKER’S RIGHT TO MARKET THE PROPERTY.  Seller shall not commit any act which materially impairs Broker’s ability to market and sell the Property under the 
 terms of this Agreement.  In the event of breach of the foregoing, Seller agrees to pay Broker a commission in the above amount, or at the above rate applied to  
 the listing price herein, whichever is applicable.  Broker shall be entitled to show the Property at all reasonable times.  Broker nee not submit to Seller any offers  
 to lease, rent, execute an option to purchase, or enter into any agreement other than for immediate sale of the Property.  
10. SELLER DISCLOSURE STATEMENT. Unless Seller is exempt under RCW 64.06, Seller shall provide to Broker as soon as reasonable practicable a completed and 
 signed “Seller Disclosure Statement” (W.A.R. Form D-5 or NWMLS Form 17).  Seller agrees to indemnify, defend and hold Broker harmless from and  
 against any and all claims that the information Seller provides on W.A.R. Form D-5 or NWMLS Form 17 is inaccurate.  
11.  DAMAGES IN THE EVENT OF BUYER’S BREACH. In the event Seller retains earnest money as liquidated damages on Buyer’s breach, any costs advanced or com- 
 mitted by Broker on Seller’s behalf shall be paid therefrom and the balance divided equally between Seller and Broker.  
12. ATTORNEYS’ FEES. In the event either party employs an attorney to enforce any terms of this Agreement and is successful, the other party agrees to pay reason- 
 able attorneys’ fees.  In the event of trial, the successful party shall be entitles to an award of attorneys’ fees and expenses; the amount of the attorneys’ fees and 
 expenses shall be fixed by the court.  The venue of any suit shall be the county in which the property is located.  

DATED THIS _________ DAY OF _____________________,_________ .                          Are the undersigned the sole owner(s)    YES          NO 

BROKER (COMPANY) _America-at-Home Real Estate_______________________   SELLER __________________________________________________________ 
BY ___________________________________________________________________    SELLER __________________________________________________________ 
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Agent/Office 

(O-owner, V-vacant, T-tenant) 

(Limit of 500 Characters, including spaces) 

XA. Limited Service Broker. CALL SELLER DIRECTLY for questions, offers, and negotiation. Please remember to put Diane 
Webster down as LA. After mutual acceptance, fax to LO at 425-493-6971. We always assist our clients throughout transaction. 
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 SELLER’S AGREEMENT 
 
 

 THIS AGREEMENT OF UNDERSTANDING is between ___________________________________________________ 
         Seller 
 
 and AMERICA-AT-HOME (AAH) dated _______________________ until home sells or seller cancels listing.   
                 Listing Date 
      
Re:   the Flat Listing Fee program. 
 
It is mutually understood that AAH acts in a limited way as your Listing Broker.  The Seller/s agrees to show the property and/or have 
a lock box for agents to show the property, arrange and negotiate their own offers and inspections and organize their own closings.  
AAH will assist and support the Sellers with any questions or concerns by phone, fax or email throughout the transaction, but accepts 
no liability for errors or omissions. 
 
For compliance reasons, the Seller/s agree to provide a signed copy of the Real Property Transfer Disclosure Statement, aka MLS Form 
17 within seven (7) days of listing date to listing office by fax or mail.  Seller/s also agree to keep listing office aware of the status of 
any offers presented, including all addendums, counter offers, etc, and to fax all paperwork to listing office within twenty four (24) 
hours of receipt of a signed-around agreement.  
 
Seller/s agrees to display the real estate sign that is provided for their use in a prominent place in front of the house and to return this 
sign to listing office at Seller’s expense at closing of the transaction or cancellation of the listing within seven (7) days.  Seller/s under-
stands that lock box, if requested, is on a rental basis and must be returned within seven (7) days upon closing or sooner at Seller’s ex-
pense. It is mutually understood that Seller/s reserves the right to sell the property to a Buyer not represented by a member of the MLS, 
however Seller/s agrees to cease any and all advertising of the property using the term “for sale by owner.” 
 
THIS AGREEMENT shall be governed by the laws of the State of Washington.  This agreement constitutes the entire agreement be-
tween the parties relating to the subject matter.  This agreement supersedes all prior and contemporaneous agreements and Seller/s has 
not relied upon representations, oral or otherwise, not contained within this agreement. 
 
THIS AGREEMENT may be terminated by either party upon written notice to the other by fax or mail to the above office address.  
Seller/s agrees to indemnify and hold Broker and its staff or affiliates, successors and agents harmless from any costs, damages or ex-
penses (including reasonable attorneys’ fees) resulting from any action arising out of or in connection with this agreement.  Seller/s 
represents that they have the authority to enter this agreement without seeking the approval of any other party.  
 
 IN THE EVENT the listing is taken and prior to entry into the MLS you decide to cancel, there will be a $100 cancellation fee.  After 
entry into the MLS here is no refund. 
 
 
 
 Agreed to and Accepted by: 
 
 _________________________________            ______________________________________________________________ 
   Broker     Seller          Date 
 
 _________________________________            ______________________________________________________________ 
  Date     Seller          Date 
 

 Email Address: _____________________________________________ 
 
 
  

 6124 Chennault Beach Dr., Mukilteo, WA 98275, 425-493-6647, Fax:  425-493-6971 
www.america-at-home.com 

Copyright America-At-Home, 2003 



*This page not required for Full Service Listings 




