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Real Estate 
Listing Worksheet
Consigning Agency Information
Agency/Campus/Department/Municipality:

Payment Mailing Address: 

City: 

Zip: 

Payment Check Payable to: 
Person Submitting this Form:

Phone:

Email:

Fax:
Authorized Agent and Title if different:
Description of Surplus Asset

Please supply all the applicable information and if necessary please attach addition pages of description, the more detailed the less phone inquiries you will receive.  Please be as detailed as possible. The condition of the property should be clearly described and detailed.  All items are sold AS IS with no guarantees.  Remember this is a general form and not specific, so you may need to include additional relevant information pertaining to your item(s).
Property Street Address:
Municipality: 

Tax ID(’s):
Acres:
Lot Dimensions:
Zoning:

Type of Access to Property:
School District:
Structures On Property:
Please give a detailed description of structures including: Sizes; Square Footage; Number of Bedrooms, Bathrooms, etc.; Livable; Fuel type(s); Age; etc. 
Is Property Vacant:

Is Property Clear of previous owner’s personal property?:
Legal Description:

Title Type:

Deed Transfer Fee:

Title Transfer Terms:
Clear Title:

Additional Fees/Types:

Additional Terms:
Additional Information/Descriptions:
Estimated Yearly Taxes:
Defects:

Overall Condition:
Helpful Documents to include: Aerial Photo(s), Surveys, Plat Map, Soil Maps, Flood Plan Maps, Zoning Map, Zoning category description (Allowed Uses).
Additional Comments/Descriptions/Concerns/Details:
Online Auction Information
Requested Auction Start Date:
Requested Auction Duration:

Lowest Minimum Net Selling Price, if any:
Note: Wisconsin Surplus Online Auction will post auctions in the order they are received; online auction will not appear immediately and may take 24 – 72 hours to post if no additional information is required.  If you place a minimum selling price on your asset; we will not sell that asset unless it reaches your minimum.  If you want $1000 and we get $999 we will not sell your asset. The minimum selling price is not required and should only be used on items of greater value if at all.  You may also use “subject to agency confirmation” rather than a dollar value.  If this is the case, we will call you immediately after the auctions conclusion and have you confirm or not confirm the selling price, you are required to respond within 24 hours, again if used should only be on greater valued items.      
Public Agency Contact People
This information will be posted on our website as the contact person for questions concerning the item(s) being sold at auction and as a person to contact to schedule a viewing or inspection.   Inspection times and dates may be “by appointment only”. 
INSPECTION & GENERAL QUESTION CONTACT:

Contact Person:
Phone & Email:

Address:
Inspection Times:

Inspection Dates:
(It is ok to use “By Appointment during …”)
DEED & TRANSFER QUESTION CONTACT:

Contact Person:
Phone & Email:

Fax:

Address:

Available Times:
(It is ok to use “By Appointment during …”)

Photos & Documents

Photos are the MOST IMPORTANT part of your auction.

Please email, upload or share photos as JPG files.  Photos should be a minimum of 800x600 in size or bigger.  Please provide as many pictures as possible; there is no limit on pictures.  You may email, upload or share your pictures to/with us.  Please do not embed photos in this document please send them separately as individual files.
Uploading Photo Options:

1. FTP Upload: Click on your system type for detailed directions - Windows XP  or Windows 7  (Note: it is OK to open the file, it does not contain a virus) (Advanced FTP Client Users) Host: images.wisconsinsurplus.com  User: surplus@images.wisconsinsurplus.com  Password: surplus

2. Google Drive: Place your auction folder in your google drive and share it with WISurplusAuctions@gmail.com
3. Drop Box: Place your auction folder in your Drop Box drive and share it with WISurplusAuctions@gmail.com
4. Email: You may email your auction photos and files to bid@WisconsinSurplus.com – NOTE: Depending on file size you may need to send multiple emails.  If you have more than 15 or so pictures please try one of the above options first.
You may also upload complete folders, Completed Listing Worksheets, and any other Files for your auction listing.  Please remember to let us know once you have completed the upload and your items are ready to list.  We do not monitor uploads rather we wait for sellers to email us letting us know your items are ready and waiting.
NOTE: Vehicles and higher value items ideally should have a minimum of 10 pictures (More is Better)  including: Front, Rear, Drivers Side, Passenger Side, Engine, Trunk, Interior Front, Interior Rear, Odometer, Vin Sticker (usually on drivers door jamb or door).  It is also a good idea to take a picture of any major defects.
Number of Photos Sent:
Starting Photo number or name:

Ending Photo number or name:
Additional Information
Authorized Agent and Title:
* Once item is listed with us it can only be sold by Wisconsin Surplus for the duration of the auction.
Additional Instructions

Please complete this form as completely as possible.  This form is a general form for all types of surplus assets.  You may attach addition pages of asset description as needed.  Once form is complete please email as an attachment with any photos of asset to bid@WisconsinSurplus.com or you may use our FTP.  If you have many photos you may need to send multiple emails with additional photos attached.  Please do not embed the photos into this document.  You will then receive an email or phone call from WisconsinSurplus.com indicating we have received your email.  This email may have additional questions about the asset that may need to be answered before listing can start.  Please Complete A Separate Sheet For EACH Item, Unless Exact Duplicate Items.  If you are submitting more than one asset you do not have to provide any duplicate information like the agency information, asset locations, inspection contact, etc. 
Once Wisconsin Surplus has obtained all the required information we will list your item(s) for online auction.  Once the auction duration is over you will receive an email with a list of all the high bidders and there contact information.  Each buyer will than make payment arrangements with Wisconsin Surplus.  Wisconsin Surplus will collect all necessary taxes, buyers’ fees, etc.  After each buyer has paid we will email you a payment confirmation for that buyer.  After the buyer pays they will contact the selling agency to arrange pick-up of the item.  Do not release anything to any buyers until you have been notified of there payment.  After all the items are paid for Wisconsin Surplus will send the final payment & settlement to the selling agency within 1 to 2 weeks. 
Email this completed form to bid@WisconsinSurplus.com  OR Fax to 608-437-9593

( Please call Matthew at (608) 437-2001 with any questions! (
