
General instructions:  please read all the below 

If unsure about what to put in a particular field–email dkentcsr@gmail.com – ALL RED FIELDS* ARE REQUIRED & MUST BE FILLED IN. 

IMPORTANT: 

 Open this packet ONLY with Adobe Reader – If you use a Mac –  DO NOT use Mac Preview – it will not save correctly. 

 MLS Description about Your Property ‐ Please read the character/space limitation for your MLS (found on the MLS paperwork & 

our website in the “Property Details” section of your account. 

 Directions to your property ‐ We need actual directions – NOT see mapquest or google maps – the MLS will fine you for putting 

that in the directions. Pay attention to character limitations for your MLS. 

 Step 3 – Property Photos – do not upload more photos than what you paid for.  Basic MLS package includes 8 photos.  Most 

clients load up to 20‐30 pics. Get the Max MLS pictures, if you purchase the “Showcase Listing” either on our Secure Website or 

the credit card form attached to the back of this MLS package. 

 DO NOT LOAD PICS LARGER THAN 2 MB OR IT WILL CRASH YOUR ACCOUNT. 

 Step 4 – The MLS Listing Agreement – This packet requires a digital signature or signed the old fashioned way by printing it out.  

You can upload this form into Step 5 or email it to us dkentcsr@gmail.com 

 Step 5 – The Data Input Sheets do not require a digital signature – just typed.  At the end of Step 5 – you can upload Step 4’s “MLS 

Listing Paperwork” – rather than e‐mailing it to us. 

 Digital Signatures ‐ You can digitally sign Step 4 ‐ the MLS Listing Agreement or sign the old fashioned way by printing it out.   

Not sure how – take 5 minutes to learn how ‐  http://www.youtube.com/watch?v=tjThKppi_iw 

Data requirements differ from MLS to MLS, so we may not be able to show all the information you provide us on your listing. 

To submit your form via email: 

1. Complete the form on your computer. 

2. Click on the Green “Save As PDF” Button on the Credit Card Form to save to your computer. 

3. Then attach the form in Step 5 (the Data Input Sheets) or to an e‐mail and return to us at dkentcsr@gmail.com 

To submit your form via fax: 

1. Complete the form on your computer. 

2. Click on the Green “Save As PDF” Button located on the Credit Card Form towards the back of the packet to save to your computer. 

3. Print the form and then manually sign it. 

4. Then use the fax cover sheet (must be first page of fax or we will not get it) and fax to the number on the fax cover sheet (fax cover sheet 

is the last page of this packet). 

5. E‐mail us to tell us you faxed it.  dkentcsr@gmail.com 

To submit your form via scan and email: 

1. Complete the form on your computer. 

2. Click on the Green “Save As PDF” Button on the Credit Card Form to save to your computer. 

3. Print the form and then manually sign it. 

4. Then scan the document (as a pdf only and as one whole pdf – not individual pages – this is a setting on your scanner). 

5. Then attach the scan to an e‐mail and return to us at dkentcsr@gmail.com – be sure scanned file is not larger than 9 MB or we will not 

get it. 

To mail the form: 

1. Complete the form on your computer. 

2. Click on the Green “Save As PDF” Button on the Credit Card Form to save to your computer. 

3. Print the form and then manually sign it. 

4. Mail the form to For Sale By Owner Services, 3 Palomino Court, Spotsylvania, VA  22551 

This program saves you 3‐6% but that means you have to read the FAQ’s to educate yourself on the process.  This will take you about 10 

mins to read.  This is a requirement and can be found on our website under Resources “FSBO FAQs” 
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RESIDENTIAL PROPERTY DISCLOSURE STATEMENT 

NOTICE TO SELLER AND PURCHASER 
 

The Virginia Residential Property Disclosure Act (§ 55‐517 et seq. of the Code of Virginia) requires the 
owner of certain residential real property, whenever the property is to be sold or leased with an option 
to buy, to furnish this form to the purchaser and to refer the purchaser to a Virginia Real Estate Board 
website for additional information.  
Certain transfers of residential property are excluded from this requirement (see § 55‐518).  
Property Address/  
Legal Description: ________________________________________________________________  
The owner makes no representations with respect to the matters set forth and described at the 
RESIDENTIAL PROPERTY DISCLOSURES web page. The purchaser is advised to consult the website 
(http://www.dpor.virginia.gov/dporweb/reb_consumer.cfm) for important information about the real 
property.  
The undersigned owner(s) represents that there are no pending enforcement actions pursuant to the 
Uniform Statewide Building Code (§ 36‐97 et seq.) that affect the safe, decent, and sanitary living 
conditions of the real property described above of which the owner has been notified in writing by the 
locality, nor any pending violation of the local zoning ordinance which the violator has not abated or 
remedied under the zoning ordinance, within a time period set out in the written notice of violation 
from the locality or established by a court of competent jurisdiction, except as disclosed on this 
statement.  

The owner(s) acknowledge having carefully examined this statement and further acknowledge that they 
have been informed of rights and obligations under the Virginia Residential Property Disclosure Act.  
______________________ _________ ______________________ ________  
Owner         Date   Owner         Date  
 
The purchaser(s) acknowledge receipt of a copy of this disclosure statement and further acknowledge 
that they have been informed of their rights and obligations under the Virginia Residential Property 
Disclosure Act.  
______________________ _________ ______________________ ________  
Purchaser       Date   Purchaser       Date  
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      AMENDMENT / ADDENDUM TO LISTING AND PURCHASE AGREEMENT 

This document forms an integral part of the Listing and Purchase Agreement ("Agreement") dated ___________________________ , 

between _____________________________________________________________________________________________(“Buyer”) 

and _________________________________________________________________________________________________(“Seller”) 

and ____________________________________________________________________________________________(“Selling Firm”) 

and ___________________________Cottage Street Realty, LLC__________________________________________ (“Listing Firm”) 

for all that certain piece, parcel or lot of land described as follows to-wit:___________________________________________________ 

___________________________________________________________________________________________________________
Full Property Address                                           Property City                             Property State       
__________________________________________________________________________________________________(“Property”). 

The undersigned Buyer and Seller hereby agree to the following: 

Seller(s) agree to pay and authorize Title / Settlement Company / Attorney to Collect on the HUD at closing: 

 ______% of the Final Sales Price directly from the Seller’s proceeds at Settlement to Pay Buyer’s Broker’s fee 

Or  

$ ______ from the Seller’s proceeds at Settlement to Pay Buyer’s Broker’s fee  

to: _______________________________________________________ - the Selling firm (Buyer’s Agent) at the time of settlement. 

This listing is a flat fee listing and no funds go through the Listing Company.  The Listing Company is not due a commission and the 
listing company fee has already been paid by the Seller.   

SELLING COMPANY REQUIREMENT: You must send the Listing Company a copy of the FULLY Ratified Contract within 12 hours 
of Signing so the MLS can be updated accordingly. NO COMMISSION CHANGES from what is published in the MLS Listing may be 
made without Listing Company’s prior approval. 

SETTLEMENT / TITLE COMPANY REQUIREMENT:  The Listing Company will need a copy of the FINAL Signed HUD within 12 hours 
of closing sent to debbiekent@mris.com – NO COMMISSION CHANGES from what is published in the MLS Listing may be made 
without Listing Company’s prior approval. 

Except as expressly set forth above, all of the other terms and conditions of the Purchase Agreement not modified above, 
shall remain unchanged and in full force and effect. 

ALL OWNERS ON THE DEED – MUST SIGN THE PAPERWORK 

____________________________________________________ _______________________________________________ 
(Selling Firm)  (Buyer)                                                                    (Date) 

By:_________________________________________________ _______________________________________________ 
  (Date) (Buyer)                                                                    (Date) 

_Cottage Street Realty, LLC_____________________________ _______________________________________________ 
(Listing Firm)  (Owner/Seller)                                                        (Date) 

By: ________________________________________________ _______________________________________________ 
      (Date) (Owner/Seller)                                                         (Date) 

dk
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DEFECTIVE DRYWALL DISCLOSURE STATEMENT
NOTICE TO PROSPECTIVE PURCHASER

The Code of Virginia (§ 55-519.2) requires the owner of residential real property who has actual knowledge
that the property contains DEFECTIVE DRYWALL* to provide a written disclosure of that fact to the
prospective purchaser.

Accordingly, you are advised that the property briefly described as:

Property Address/
Legal Description: 

Is known by the Owner to contain Defective Drywall.

__________________________    __________________________   
Owner   Date  Owner   Date

The purchaser(s) acknowledge receipt of a copy of this disclosure statement.

__________________________    __________________________   
Purchaser   Date  Purchaser   Date

*"Defective drywall" means drywall installed during new construction or renovation that occurred between
2001 and 2008, where there is visual evidence of the blackening of copper electrical wiring or air
conditioning evaporator coils (or documentation of the replacement of evaporator coils due to blackened
corrosion resulting in failure), and where two or more pieces of corroborating evidence are present in the
form of defective conditions as demonstrated by testing procedures recommended by the Consumer
Products Safety Commission, confirmed markings of the Chinese origin of the drywall, or strontium levels
from drywall core samples from the property exceeding 1200 parts per million (ppm); elemental sulfur levels
in samples of drywall core found in the home exceeding 10 ppm; elevated levels of hydrogen sulfide,
carbonyl sulfide, or carbon disulfide emitted from samples of drywall from the home when placed in test
chambers using ASTM Standard Test Method D5504-08 or similar chamber or headspace testing; or the
corrosion of copper metal to form copper sulfide when copper is placed in test chambers with drywall
samples taken from the property.
[§ 36-156.1 of the Code of Virginia]
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COMPENSATION AGREEMENT 
 

Seller is the owner of property commonly known as: 
______________________________________________________________________________  
[street address, city, state] of (the "Property"), and Seller warrants that Seller has the legal capacity, 
full power and authority to enter into this Agreement and consummate the transaction 
contemplated hereby on Seller's own behalf or on behalf of the party Seller represents, as 
appropriate. Seller is offering the Property for sale via an Exclusive Agency Entry Only Listing 
Agreement with Cottage Street Realty, LLC. 
  
Seller agrees to pay directly to the Buyer Brokerage compensation in the amount equal to 
_______________ percent (%) of the sales price OR ______________________________flat dollar 
amount ($) or as otherwise agreed directly between Seller and Buyer Brokerage. Buyer Brokerage 
compensation shall be paid at the time of and as a condition of closing. The aforementioned 
compensation that Seller is offering directly to the Buyer Brokerage is directly between the Seller 
and the Buyer Brokerage.  
 
COMMISSIONS PAYABLE FOR THE SALE, EXCHANGE, LEASE OR OPTION OF PROPERTY ARE NOT SET 
BY COTTAGE STREET REALTY, LLC OR ANY BOARD OR ASSOCIATION OF REALTORS® OR MULTIPLE 
LISTING SERVICE OR IN ANY MANNER OTHER THAN AS NEGOTIATED BETWEEN BUYER BROKERAGE 
AND SELLER.  
 
Seller understands the Buyer’s Agent and Buyer Brokerage/Broker is not representing Seller in 
regard to the Property. As agent of the Buyer, Buyer Brokerage owes fiduciary duties to the Buyer 
of loyalty, obedience, disclosure, confidentiality and accounting in dealings with the Buyer. These 
duties require that all information given to the Broker by Seller regarding this transaction must be 
disclosed to Buyer. In addition, the Buyer Brokerage owes all parties in a transaction diligent 
exercise of reasonable skill and care in the performance of the Broker's duties and a duty of honest 
and fair dealing and a duty to disclose all facts known to the Broker which materially and adversely 
affect the consideration to be paid for the property.  
 
Seller hereby agrees to all of the terms and conditions herein:  
__________________________________                      __________________________________  
Seller                                                 Date                             Seller                                                   Date  
 

NO REPRESENTATION IS MADE BY COTTAGE STREET REALTY, LLC AS TO THE LEGAL VALIDITY OR ADEQUACY OF ANY 

PROVISION OR THE TAX CONSEQUENCES THEREOF.  Seller will be responsible for any legal fees charged to Cottage 

Street Realty, LLC for Sellers failure to pay Buyer’s Agent Commission ‐ the fee Seller agreed to pay Buyer’s agent in 

the MLS listing that seller proofed upon activation.   Commissions posted in the MLS listing may not be negotiated. 



LISTING CHANGE FORM 

This form authorizes all changes (except commission changes) made in my account on the Flat Fee MLS 
website to be made in my MLS Listing Agreement with Debbie Crevier‐Kent or Alex Hodges with Cottage 
Street Realty.   
I understand all changes must be made in my MLS website account and not e‐mailed.   
I also understand if I make a commission change – that will need to be done on the required  
MLS Change Form which I can find in my MLS account on the website.   
All Changes take 1‐2 business days. 
If I did not pay for unlimited changes when I first signed up – I understand all changes are $15 each 
(which I will pay for on the Flat Fee Website).  Price changes are always free. 
 

This applies for: 
Price Changes 
Narrative Changes 
Photo Changes 
Open Houses 
House detail changes (ie: sf, lot size, dimensions, etc) 
 

Name: 

Address: 

City: 

State: 

Zip: 

MLS No: ________________________________ (to be filled in by listing agent) 
 
By my signature below, I hereby (1) certify that I have the seller(s)’ permission to make the change(s) 

cited above and (2) agree on behalf of the Principal Broker, Listing Firm and seller(s) to indemnify and 

hold harmless REIN, MRIS, CVR, WAAR MLS for accepting and/or processing this change as submitted 

and executed. 

Except as modified by this and the Flat Fee website change forms, all other terms and conditions of the 

Standard Listing Agreement remain in full force and effect according to their original terms. 

___Cottage Street Realty, LLC_____________      112800_     ____________________________________ 
Listing Firm                                                                   Firm ID#    Seller Signature                                         Date            
 
By:______________________________________23511_     ____________________________________ 
      Agent                                                                     REIN ID #    Seller Signature                                          Date            
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EXTREMELY IMPORTANT CHECKLIST BEFORE YOU SUBMIT YOUR LISTING:   

Be sure your MLS account on our website is how you want it BEFORE you send us the MLS Paperwork. 

DO NOT MAKE PROPERTY DETAIL CHANGES OR CHANGE YOUR PHOTOS IN YOUR ACCOUNT ON OUR WEBSITE  
AFTER YOU HAVE SENT US THE MLS PAPERWORK.  Wait Until AFTER we activate your listing. 
 
MRIS MLS Narrative ‐ No more than 400 character & spaces or it will be cut off  
(create this in your property details in your account with us which has a character count for you) 
 
MRIS Directions to your property ‐  
(Do Not send mapquest or google maps or say “see mapquest” – MLS does not allow that). 
We need short brief actual directions. 
Cannot be larger than 240 character & spaces  
(create this in your property details in your account with us which has a character count for you) 
 
Max # of pics for MLS systems: Depends on package you purchased ‐ 
8 pics w/basic or with upgraded packages you get: 
MRIS ‐ 30 
(you can still upgrade to “Showcase” in your account on our Secure Website) 
DO NOT LOAD MORE PICTURES THAN YOU PAID FOR ON OUR WEBSITE 
 
No Personal Websites are allowed in MLS systems 

Processing Your Order ‐ Once we have all ‐ we will process your order within 1 business day (2 days max). If you want 
your listing up by Friday ‐ please have it to us by WEDNESDAY or you can pay a RUSH FEE to guarantee by Friday.  Please 
remember ‐ we need to have EVERYTHING before we can start working on your order. 
 
Activating Your MLS ‐ You will receive a proof of your listing. Your listing will be live so we request you proof it within 24 
hours to proof for any errors we may have made keying in your listing.  This is NOT a time for changes or additions. 
Remember to proof the commission field too. 
 
Signs/Lockboxes – Fill out the Sign/Lockbox Pick‐Up Request Form located in your account to arrange for your items. 
Lockboxes may be picked up or you may pay to have it shipped within 1‐2 business days once we have your entire 
order.  Signs need to be picked up. (Remember – all signs/lockboxes must be returned prior to closing, expiration or 
cancellation – whichever comes first). 
 
If you find the buyer FSBO – there is no commission due – if an agent brings you a buyer from your MLS listing – you will 
pay that agent the commission that is advertised in the MLS Listing. 
 
Please read the Frequently Asked Questions on our site under “Resources” FSBO FAQs so you have a better 
understanding of the whole process.  Remember you are taking on the role of agent ‐ so be prepared so you are 
successful. 
 

PLEASE NOTE: Once you send us your MLS paperwork to be keyed into the MLS, there are NO REFUNDS - 
whether you sell in one day or 6 months. 
 

____________________________________________     _____________________________________________ 
Seller                                                                  Date                  Seller                                                                 Date 

 
 

ALL OWNERS ON THE DEED – MUST SIGN THE PAPERWORK 



Remember to do “STEP 5’s Data Input Sheet” next 

which you will find in your account on our website. 

 

You are saving yourself 3% by taking on this paperwork 
responsibility rather than the agent doing it. 

A few hours of your time to save 3%. 
You are in the home stretch! 

 

You will be asked to upload this packet in Step 5. 

 
You shouldn’t have any trouble doing so but if you do – 
you can always e‐mail the “MLS Listing Agreement” 

to dkentcsr@gmail.com 



 

FSBO Settlements 
Several Locations to Serve Our Clients 

In Virginia – Close At Your Home – or Arlington, Fairfax and Fredericksburg 
In DC - TBD 

 (703) 551-4757; Fax:  (866) 485-9310 
 

CLOSING FEES 
(with Assistance Option) 

 
Title & Escrow Fees      Buyer   Seller
Settlement/Closing fee    $250.00  $250.00 
Title Abstract      $125.00 
Title Exam/Commitment*    $100.00 
Document Preparation/Attorney      $100.00 
Release of Mortgage/Deed of Trust      $85.00 
Courier fees:     $20 – 30 per package as required 
Title Insurance Premium $ based on sales price - see table below** 
 
Miscellaneous: 
Survey (quote required for over an acre)  $ 275.00*** 
Termite         $50.00**** 
Overnight Packages (if needed)   $  70.00  $  70.00 
Notary/Wire Fees (if needed)    $  25.00  $  25.00 
FSBO Assist Opt (Optional)       $475.00***** 
Home Warranty (Optional)       $375.00 
Well and Septic (if you have well/septic)     $150.00 
Close At Your Home (Optional)   $100.00  $100.00 
 
Government Charges & Taxes for VA+ - MD see attached

Recording Fee-Deed     $ 45.00 
Recording Fee- Mortgage/Deed of Trust  $ 48.00 (avg). 
Recordation Tax- Deed    $3.33/$1,000 sales price 
Recordation Tax- Mortgage/Deed of Trust  $3.33/$1,000 loan amount 
Grantor Transfer Tax     $1/$1,000 of  Sale Price 
 

+ Government Charges and Taxes are subject to amendment at any time by the Government. 
* Price may vary depending on site location. 
**Title Insurance – Owner’s and Lender’s coverage (simultaneous issue): 

 Advantage Policy: 

$0 - $100,000   $4.68 per thousand of sales price 

  $100,000 - $500,000  $4.08 per thousand of sales price 
  Add $50.00 for each lender’s policy required for simultaneous coverage. 
 Example: 
  Sales price = $175,000.00 
  100 x $4.68 =      $468.00 
  75 x $4.08 =        $306.00 
  1st Deed of Trust $  50.00 
  Total Premium $824.00   
 
*** For lot size 1 acre or less.  Price can vary for larger parcels. 
**** For most single family homes.  Price can increase for larger homes. 
*****$475 Seller or Buyer can pay or they can split the cost. 



Add-On Options Descriptions:    
 
Lockboxes 
You have your choice of a Realtor or Combo lockbox.   See FAQ's on website for more details. A Lockbox is one of 
the most important factors when selling your home in the MLS. Without a lockbox - understand you are eliminating 
about 50% of agents. When a buyer is in an agent's office – most times – they are ready to hit the road and start 
looking.  An agent does not want to wait for you to get home so they can show your home.  They want to show it 
when the buyer is ready & they are in your area. The fewer obstacles you put up when selling your home, the faster 
your home will sell.  Make it convenient for an agent to show your home & sell your home. Seller must return Lockbox 
prior to Ad/MLS expiration, cancellation or close date.  If seller requests us to pick up lockbox/signs (not available in 
all areas), seller forfeits deposits.  Combo boxes are also available - you can give out combo to control when 
someone is entering your home.  Combo boxes are not allowed in Williamsburg WAAR & Richmond CVR MLS. 
 
Home Warranty 
Most sellers are offering it and we strongly recommend it.  It covers the heating, ac, plumbing, appliances and 
electrical for the buyer for one year.  If something breaks down - the home warranty company will repair or replace 
whatever is necessary and the buyer just pays a small deductable.     
 
Showcase Upgrade (Inc: with some packages) or you can add it on attached credit card form.  
A picture says a 1000 words - more is better.  If a Buyer doesn't see pictures of all rooms in your home on the 
web, they will assume something is wrong & that is why there are so few pictures.  Most of our clients 
average, around 20 – 25 pictures – some do the max the MLS allows.  Don’t waste your valuable time showing 
your home to people that don’t even like the inside. Let them see it online. If they come to take a look after they have 
previewed all your pictures, you know they are very interested in possibly purchasing your home. 
 
CMA/Comps 
All too often, sellers will spend money marketing their home – but don’t take the time to figure out the correct price for 
their home for sale.  For a small fee – we will run comps (CMA – comparable market analysis) for you so you can see 
what is active in your neighborhood (your competition), in addition to homes that are under contract, sold, expired and 
withdrawn.  Obviously the expired properties and withdrawn properties for sale didn’t work.  You want to pay close 
attention to the properties that have sold and are under contract (especially the ones similar to your property for sale). 
 
For Sale By Owner or Cottage Street Realty Professional Yard Signs  
Give the buyer peace of mind knowing that you are using a professional For Sale By Owner Company.  Remember 
this is the largest purchase of their life and they are not going to want you to be writing their contract, etc. Sign Panels 
are provided.  In addition, Professional Post and Frame Signs are available for rent. You may pick up sign in 
Fredericksburg, Sterling or Virginia Beach (BY APPT ONLY).  Prior to ad expiration/cancellation or sale, seller must 
return all signs/lockboxes. If seller requests us to pick signs up (min 1 wk notice required and not available in all 
areas) - seller forfeits deposits. Sign/Lockbox deposits are refunded within 6 wks. 
 
MLS Contract Assistance and Business Hour Support  --  is available for only $475.  
Compare to other companies that charge $2500 for the same service. We help you through the difficulty of 
understanding complexities of offers presented to you. We assist you with the details of your real estate transaction & 
advise whether to accept, reject, or counter offer sales contracts presented to you by selling agents. We guide you 
through the home inspection process, buyer's qualifications & settlement details.  Remember this is the largest 
purchase of the purchaser’s life & the purchaser does not want you to write their contract, etc.  Don’t scare them 
away – tell them you have professionals ready to help. 
  
MLS Contract Assistance and Business & After Hour Support  --  is available for only $975.  
As part of FSBO's commitment to our customers, we are offering this extended unlimited support plan to our 
customers as an option when our retail offices are closed.  You will be given direct access to the private cell phone 
number of your personal consultant (see attached FSBO After-Hours Customer Consultation form) to sign up. 
 
Contract 
Upon receipt of a contract OWNER WILL NEED TO FAX A RATIFIED COPY to agent 866-485-9310 with-in 12 hours 
to avoid MLS fines. Because I am a licensed agent - I am bound by the rules of the MLS. 
  
At Closing 
Fax a copy of the HUD to FSBO 866-485-9310 within 12 hours to avoid MLS fines. Because I am a licensed agent - I 
am bound by the rules of the MLS. 
 
Cancellation 
Listings may be cancelled at any time after returning signs/lockbox to drop off location and e-mailing or 
faxing a listing withdrawal. Signs/Lockboxes may be mailed or dropped off to one of our drop off locations (BY 
APPT ONLY) or seller may request our driver to pick them up (min 1 wk notice required and not available in all areas) 
but then seller forfeits deposit. Seller understands that if an agent sells their home, they must pay the commission 
they have in the listing.  All Sales/Services are Final – there are No Refunds. 
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User Name: Debbie Crevier-Kent

Office: Cottage Street Realty LLC

Fax Number: (866)921-0082

Instructions:
Use this coversheet to send documents to Debbie Crevier-Kent's Document Inbox.
If faxing multiple documents use this cover page as a separator between each document.

This document will be e-mailed to the following recipients after it has been received and processed:
dkentcsr@gmail.com

Comments:

PLEASE READ - IMPORTANT
The RED fields MUST be filled in or signed prior to sending back to us.  

You can also digitally sign these documents.  
Not sure how - click here - http://www.youtube.com/watch?v=tjThKppi_iw

To place an order - simply log onto our secure website or fill out the attached credit card form.  
All changes must be made in the "Property Details" section of your account on our website (commission 
changes are made in the "Property Details" and on the MLS Change form.  Changes that are not in the 

"Property Details" can also be made on the MLS Change form.  Price Changes are free - all other 
changes are $15 and can be paid from within your account under "order additional items or on the 
attached credit card form - unless you paid for unlimited changes).  To save the attached to your 

computer, hit the SAVE AS PDF and then attach the pdf to an e-mail and send to debbiekent@mris.com
OR if Faxing back - you must use this cover sheet as the first page of all faxes you send to us or we will 

not get the fax.  

dk
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