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Entry-Only MLS Listing Packet 
 

This packet is for sellers who want to have their properties listed in the Colorado MetroList MLS, which 
is typically used for properties located in the following Colorado counties: 
·  Adams 
·  Arapahoe 
·  Broomfield 

·  Denver 
·  Douglas 

·  Gilpin 
·  Jefferson 

 
This packet consists of three types of documents, each of which must be fully executed per the 
instructions on said documents by all of the owners  of the property to be listed: 
1. Definitions of Working Relationships 

Colorado real estate agents are expected to provide this disclosure to consumers; it explains the 
different possible brokerage relationships in the state of Colorado. 

2. Terms and Conditions 
All of the terms and conditions of Entitle Realty’s entry-only listing service are provided in this 
document. 

3. Property Information Form 
This two-page form must be populated with the information for the primary fields for the MLS listing.  
Two versions of this form are included in this packet: 
·  one for “residential detached single-family properties” (houses and other standalone residential 

properties) 
·  one for “residential attached single-family properties” (condos, townhomes, and other properties 

that share a wall with an adjacent property) 
Only the one appropriate information form for the property to be listed must be completed.  (If the 
property is not a single-family residential property, e.g., it is vacant land, a multi-family property, 
etc., then we will need to be contacted directly at 303-395-3600 or toll-free via 877-4TheMLS to 
explain the necessary listing steps.) 

 
Once we receive the appropriate PayPal payment for the entry-only service and we receive all of the 
fully-executed documents (either via fax to 303-395-3600 or 877-4TheMLS or via email to Cheryl@ 
EntitleRealty.com), we will enter the new listing. 
 
Our turnaround time for entering a new listing is normally just a few hours; however, in rare cases, it 
can take up to two business days for us to enter a listing due to our workload, MLS system downtime, 
etc. 
 
Thank you for your interest in our services.  We look forward to helping you. 
 
       Cheryl Bisque, Broker 
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This disclosure should be dated on the “I acknowledge receipt of a copy of this Definitions form on” line. 
All legal owners of the property to be listed must then sign and date this disclosure. 
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Terms and Conditions for an Entry-Only MLS Listing 

 

1. Entitle Realty and its representatives do not  have agency relationships with entry-only MLS listing customers.  In other 
words, representatives from Entitle Realty never  serve as sellers’ agents nor buyers’ agents for entry-only listings; 
instead, Entitle Realty treats all people who sign up for this simple MLS data-entry service as customers (not clients). 
 

The sole  responsibility of Entitle Realty with respect to an entry-only listing is to enter customer-provided information into 
the selected MLS and enable said MLS to feed the information into subsequent web sites.  In summary, the customer 
completes and executes a Property Information Form, and the information provided (with any modifications required to 
meet the many MLS limitations/restrictions) is then used by Entitle Realty to create the ordered MLS listing. 
 

2. Prior to Entitle Realty creating an entry-only MLS listing, one of the following listing plans must also be chosen by the 
customer, and an associated payment must be made by the customer via PayPal. 
·  The month-to-month listing plan costs $99 per month, plus a one-time setup fee of $75, via Entitle Realty’s online 

pricing.  The first month of service and the setup fee must be paid prior to creation of the listing, and PayPal then 
automatically collects $99 payments on the same day of each subsequent month for the following month of service. 

·  The six-month listing plan costs $399 via online pricing, all of which must be paid prior to creation of the listing. 
 

An entry-only MLS listing will be completed by Entitle Realty within two business days maximum (typically only a few 
hours though) of receiving the required payment and the required-and-completed entry-only packet of paperwork. 
 

3. A customer may send up to ten pictures of the property to be listed in the MetroList MLS to Entitle Realty via email to 
Cheryl@EntitleRealty.com, and those pictures will then be included in the ordered listing.  All pictures must be in jpg 
format and less than 350KB in size, and all must adhere to MLS limitations/restrictions, e.g., no obscenity, etc. 
 

4. In addition to receiving an entry-only listing in the selected MLS (the MetroList MLS for this form), each of Entitle Realty’s 
entry-only listing customers also receives: 
·  listings in all consumer sites associated with the selected MLS (i.e., REColorado.com for the MetroList MLS at the 

time of this writing). 
·  an enhanced showcase listing on Realtor.com and listings on the many Realtor.com feedthrough sites like Yahoo, 

AOL, MSN, Netscape, Excite, iWon, etc.  (An entry-only listing is typically fed to Realtor.com and its subsequent sites 
by the MLS in less than one business day; however, Realtor.com only guarantees a five-day turnaround time.) 

 

5. Any change to an entry-only listing (for example, an asking-price change) that is requested after the original creation of 
the entry-only listing is subject to an additional fee (currently $25 via Entitle Realty’s online pricing). 

 

6. Entitle Realty’s entry-only MLS services can be cancelled at any time via an email sent to Cheryl@EntitleRealty.com from 
the email address that was used to make the PayPal payment(s) for the listing.  There are two reasons why an entry-only 
MLS service may/should be cancelled by the customer: 
·  The owner(s) of the listed property decides not to sell it.  In this case, the customer/owner must inform Entitle Realty 

via email to Cheryl@EntitleRealty.com about when to withdraw the listing (i.e., either immediately or at the end of the 
current pre-paid month of service). 

·  The owner(s) accepts a contract for the purchase of the listed property.  In this case, the customer/owner is required 
to contact Entitle Realty via email to Cheryl@EntitleRealty.com within 12 hours of contract acceptance to provide the 
details of the sale, i.e., the sales price, the closing date, the name and agency for the buyer agent, and the method of 
financing for the buyer.  The customer is also required to inform Entitle Realty if the sale fails for any reason (in order 
to avoid fines for inaccurate MLS information). 

 
 

I / We agree to abide by the terms and conditions described above, and I / we acknowledge that no agency relationship exists 
with Entitle Realty and its representatives. 
 
 
Property Owner:  __________________________________________________________     Date:  _________________ 
 
Property Owner:  __________________________________________________________     Date:  _________________ 

All legal owners of the property to be listed must sign to accept the terms and conditions herein. 
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This Property Information Form is for residential detached single-family properties only.  If your property is a condo, townhome, or otherwise shares a wall with an adjacent 
property, then you should use the form for residential attached single-family properties.  If you don't know which form is appropriate for your property and/or it is not a 
single-family residential property (e.g., vacant land, multi-family property), please call us at 303-395-3600/877-4TheMLS. All • items MUST BE FILLED OUT 

Most of the items on this page are self-explanatory.  A 
couple of notes to assist you: 
·  Much of the requested information can likely be found 

online in the county assessor’s record, e.g., zoning 
information, square footage, property taxes, property 
style, etc. 

·  The square footage must be from one of the given 
reliable sources (e.g., the county assessor record, an 
appraisal, etc.); make sure to mark that source. 

·  Unlike the main square footage, the room dimensions 
may be measured by the property owner. 

The COOP COMPENSATION area is where you 
indicate a percentage of the eventual sales price or a 
flat dollar amount as compensation for a potential buyer-
side brokerage.  You will be contractually obligated to 
pay the amount you enter to the agent for the purchaser 
of the property at closing, assuming there is such an 
agent. 

The SHOWING PHONE # field at the bottom of this 
page is where you enter the phone number that you’d 
like people to call to request showings.  It is highly 
recommended that you use a cell phone for this; you 
will likely have many more showings if you are easily 
reachable. 

• 

• 
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E O   L I S T I N G ;   B U Y E R   S H O U L D   V  E R I F Y   A L L   I N F O ! 

E N T R Y - O N L Y   L I S T I N G ;   C A L L   T  H E   S E L L E R   A T   T H E 
S H O W   P H O N E   F O R   S H O W I N G S ,   O  F F E R S ,   E T C .  

In this section, enter the legal description (available online in the county assessor’s record), any items excluded from the sale, the name of the title 
company that will hold the earnest money, the amount of earnest money desired, and the possession timeframe, e.g., 2 days after closing. 

In this section, enter directions to the property from a well-known intersection or landmark. 

Select all of the descriptives in this section that apply to the property. 

In the Public Remarks section, enter a description of the property.  Enter only one character per space, recognizing that the MLS automatically inserts a space at the end of each R# 
line.  The only text allowed in this section is descriptive text.  No advertising (phone numbers, names, web sites,etc.), no discriminatory nor obscene language, etc. can exist. 

The already-entered information below will be placed in the Broker Remarks. 

I / We realize that potential buyers could rely on the information provided herein and that lawsuits h ave been filed in the p ast due to 
misrepresentations, etc. in MLS information.  I / W e have completed this form honestly and accurately.   I / We also understand that I 
/ we have sole responsibility to pay the coop compe nsation offered for the property herein to any brok erage that represents the 
buyer of this property at the time of the closing o f the sale. 
 
Property Owner:  __________________________________ _____________________________________      Date:  _________________ 
 
Property Owner:  __________________________________ _____________________________________      Date:  _________________ 

All legal owners of the property to be listed must sign to acknowledge the information provided herein. 

Please note that all listing information must adhere to numerous MLS limitations/restrictions.  We will check the information provided to ensure that it meets the MLS 
requirements and, for any information that fails to meet the requirements, we will modify your input so that it adheres. 
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This Property Information Form is for residential attached single-family properties only.  If your property is a condo, townhome, or otherwise shares a wall with an adjacent 
property, you should use this form (instead of the form for residential detached single-family properties).  If you don't know which form is appropriate for your property and/or 
it is not a single-family residential property (e.g., vacant land, multi-family property), please call us at 303-395-3600/877-4TheMLS. All • items MUST BE FILLED OUT 

Most of the items on this page are self-explanatory.  A 
couple of notes to assist you: 
·  Much of the information requested herein can typically 

be found online in the county assessor’s record, e.g., 
square footage, property taxes, property type and 
style, etc. 

·  The square footage must be from one of the given 
reliable sources (e.g., the county assessor record, an 
appraisal, etc.); make sure to mark that source. 

·  Unlike the main square footage, the room dimensions 
may be measured by the property owner. 

The COOP COMPENSATION area is where you 
indicate a percentage of the eventual sales price or 
a flat dollar amount as compensation for a potential 
buyer-side brokerage.  You will be contractually 
obligated to pay the amount you enter to the agent 
for the purchaser of the property at closing, 
assuming there is such an agent. 

The SHOWING PHONE # field at the bottom of this page is 
where you enter the phone number that you’d like people to 
call to request showings.  It is highly recommended that you 
use a cell phone for this; you will likely have many more 
showings if you are easily reachable. 

• 

• 
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E O   L I S T I N G ;   B U Y E R   S H O U L D   V E R I F Y   A L L   I N F O  !  

E N T R Y - O N L Y   L I S T I N G ;   C A L L   T  H E   S E L L E R   A T   T H E 
S H O W   P H O N E   F O R   S H O W I N G S ,   O  F F E R S ,   E T C . 

In this section, enter the legal description (available online in the county assessor’s record), any items excluded from the sale, the name of the title 
company that will hold the earnest money, the amount of earnest money desired, and the possession timeframe, e.g., 2 days after closing. 

In this section, enter directions to the property from a well-known intersection or landmark. 

Select all of the descriptives in this section that apply to the property. 

In the Public Remarks section, enter a description of the property.  Enter only one character per space, recognizing that the MLS automatically inserts a space at the end of each R# 
line.  The only text allowed in this section is descriptive text.  No advertising (phone numbers, names, web sites,etc.), no discriminatory nor obscene language, etc. can exist. 

The already-entered information below will be placed in the Broker Remarks. 

I / We realize that potential buyers could rely on the information provided herein and that lawsuits have been filed i n the past due to 
misrepresentations, etc. in MLS information.  I / W e have completed this form honestly and accurately.   I / We also understand that I 
/ we have sole responsibility to pay the coop compe nsation offered for the property herein to any brok erage that represents the 
buyer of this property at the time of the closing o f the sale. 
 
Property Owner:  __________________________________ _____________________________________      Date:  _________________ 
 
Property Owner:  __________________________________ _____________________________________      Date:  _________________ 

All legal owners of the property to be listed must sign to acknowledge the information provided herein. 

Please note that all listing information must adhere to numerous MLS limitations/restrictions.  We will check the information provided to ensure that it meets the MLS 
requirements and, for any information that fails to meet the requirements, we will modify your input so that it adheres. 

 


