
New Listing 
Received

Buyers Agent 
Receives Offer

Listing Agent 
Receives Offer

Offer is Rejected
Transaction has 

closed

Send transactional paperwork 
and Commission Worksheet to 

Danette 
transactions@snphomes.com

Give EMD to Jeremy

Send to Holly for Input 
holly@snphomes.com

Status Change 
Form

Paperwork returned and 
agent notified to be 
completed correctly

Is paperwork complete 
and filled out correctly?

NO

Paperwork Processed an 
appropriate changes 
made in Lonewolf, 
Paperless and MLS

YES

Listing is 
Cancelled

Send to 
rejected@snphomes.com 

or use scanner

Is paperwork complete 
and filled out correctly?

If closing, Danette will  notify Lisa 
and you will receive commission.  
If pending wait until  next step of 

transaction

YES

Paperwork returned and 
agent notified to be 
completed correctly. 

Commission will be delayed.

NO

Transaction & Paperless Flow
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