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Showing Instructions Sheet 
 

General Information 
                                                                            

Company Name: 
 
 

Account #: 

Type of Change:  

□ New Listing   □ Updated Listing   □ Remove Listing 
 

Listing Agent: 

Listing Address: 
 
 

Agent Phone: 

Property Type: 

□ Sale  □ Rental  □ Vacant Lot  □ Other: __________ 
 

Occupancy Status: 

□ Owner Occupied  □ Tenant  □ Vacant  □ N/A 

Owner or Tenants Name: 
 
 

Owner or Tenant Home Phone: 

Owner or Tenant Cell Phone: 
 
 

Owner or Tenant Work Phone: 

Owner or Tenant Other Phone: 
 
 

Owner or Tenant Callout Order: 
1st: ________ 2nd: ________ 3rd: ________ 
4th: ________ 

 

Showing Instructions 
 

Select all that apply: 

□ Must confirm showing with Owner/Tenant. Cannot show property without verbal approval to proceed 

□ Must call Owner/Tenant to show. If no answer, leave message of showing and proceed. Use lockbox 

□ Contact must be made with Owner/Tenant as they must be present for all showings. No lockbox 

□ Not necessary to contact Owner/Tenant for showings. Okay to show anytime. Use lockbox 

□ Vacant property, okay to show anytime. Use lockbox 

□ Must contact Agent for all showings 

□ Lockbox Code/Location: _____________________________________________________________ 

□ Other: ___________________________________________________________________________ 
 
__________________________________________________________________________________ 
 
__________________________________________________________________________________ 
 

 

Additional Comments 
 

 
 
 
 
 
 
 

 


