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GREATER CENTRAL LOUISIANA REALTORS® ASSOCIATION 

ROAM MLS CHEAT SHEET 

• REQUIRED LISTINGS: Residential (single family, vacant land/lots, & up to 4-family residential)
Listings must be entered within 3 business days of the signature of the Seller, or within 1
business day of any public marketing of the listing, whichever is earlier.

• CORRECT COMPLETE DATA: Required to submit accurate listing data, correct any known
errors, and to complete mandatory items in the MLS.

• ROOM DIMENSIONS: Room Dimensions are required for Living Room, All Bedrooms & Dining
Room (if available).

• PUBLIC REMARKS: Remarks shall be objective information about the property with no names,
branding, or contact information.

• PHOTOS: Listings must have min·imum 5 photos. Must include front elevation, kitchen and
bathrooms. Land/New Construction/Commercial/Lease/Comp Sales properties minimum of
1 front elevation photo. Coming Soon/Auction/New Construction require minimum of 1 front
elevation upon entry and minimum 5 prior to close.

• PROPERTY DISCLOSURES.: Properties required by law shall have Property Disclosure
uploaded within 3 business days on listing entry.

• BRANDING:'No branding in listing photos or Virtual Tours.
• EXEMPT LISTINGS: Exempted listings shall be filed with MLS and accompanied by appropriate

disclosure & certification.
• LISTING CHANGES: Any change in list price or to listing agreement shall be with seller written

• 

authority and changed within one {1) Business Day. _
• CANCEL LISTINGS PRIOR TO EXPIRATION: Listing cannot be canceled and relisted by same

brokerage prior to expiration date of original listing.
• COMING SOON: Not allowed to show until on-market status. For-Sale-Signs must display "coming

so9n". Coming Soon listing requires written ·seller authorization and must provide within 1
business day if MLS requests. Cannot relist a canceled or expired Coming Soon listing that hasn't
been out of the status for at least 30 days.

• STATUS CHANGES: Any Listing Status Change (Open Predication Contingency, Pending
Continue t'o Show, Pending, or Closed) shall be changed within 1 business day.

• CONTINGENCIES: Any contingencies fulfilled, renewed or cancelled must be reported with in
24 hours.

• CANCELATION OF PENDING SALES: Any cancellations of a pending sale must be reported
immediately, and the listing shall be reinstated immediately.

• _ SHOWLtJG PROCEDURES: Showings must be confirmed through listing broker. Participant
making showing request is the only agent authorized to access property. 

• DEG RAGING LISTING CONTENT: Cannot purge, delete or remove elemer:its of a listing that
would degrade the listing content.

• NO COMPENSATION IN MLS: Can not make an offer of compensation, commission, bonus or
other consideration in the MLS.

• DISCLOSURES OF COMPENSATION: Must disclose that compensation is negotiable.
• PARTICIPANT AS PRINCIPAL: Must disclose Participant as Principal or having- ownership

interest in listed property.
• MostCommon Data Input Issues:

• Not entering listing into MLS within 3 business days (1 business day if marketing)
• No Property Disclosures (not labeling supplement type}
• Room Dimensions for Living Room, All Bedrooms, & Dining area (if available)
• Missing minimum 5 Photos (Front Elevation, Kitchen, Bathrooms)
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• REQUIRED LISTINGS: Listings of real or personal property of_ the following types (single family
homes, vacant lots/acreage, and two-four family residential buildings) which are listed subject
to a real estate broker's license, and are located within the service area of the multiple listing

# service, and are taken by participants on listing contracts acceptable to MLS shall be filed
with the service within three (3) business da¥s of the signatures of the seller(s). within one (1)
business day of any public marketing of the listing, or within one hour of being input into
another MLS, whichever is earlier. (Section 1. & Section 1.01)

• CORRECT COMPLETE DATA: A listing agreement or property data form, when filed with the
multiple listing service by the listing broker, shall be complete in every detail which is
ascertainable as specified on the property data form. Participants and subscribers are
required to submit accurate listing data and required to correct any known errors. Listings
found to have incomplete mandatory items or incorrect data will be subject to a fine after
notification of Participant or Subscriber if corrections have not been made within two (2)
business days following such notifications. (Section 1.2 & 1.2.0)

• PUBLIC REMARKS: Remarks in listing information submitted to MLS shall be objective
information about the property and may not contain any names, branding, contact
information. (Section 1.2.A)

• PHOTOS: Residential and Multifamily properties (excluding properties under construction, to
be built and vacant land) will require a minimum of five (5) photos on each listed property.
The photos must include a front elevation. kitchen and bathrooms. Coming Soon, Auction, and
optionally reported non-listed sales (aka comps) listings will require a minimum of one (1)
front elevation photo when listed. Coming Soon listings will require all five (5) photos prior to
any change of status, and Auction, to be built, and under constructions listings will req,uire all
five (5) photos prior to Close. Photos or Virtual Tours must be of the listed property only and
shall not contain additional information or imagery. (Section 1.2.C)

• PROPERTY DISCLOSURES: All properties required by law to have the Property Disclosure
Document (POD) Forms, shall submit those disclosures to MLS when the listing agreement is
submitted, but no later than three (3) business days of listing entry unless the property is
exempt from the Residential Property Disclosure. Any listing with a claim of an exemption
should upload the exemption page clearly stating the basis for the exemptions from the PhD
requirement. (Section 1.2.D)

• BRANDING: Listing Photos and Virtual Tours appearing in the system shall not display
branding of any type. (Section 1.2.D)

• EXEMPT LISTINGS: Exempted listings (Office Exclusive & Delayed Marketing) shall be filed with
MLS and accompanied by appropriate disclosure & certification. (Section 1.3)

• LISTING CHANGES: Any change in listed price or other change in the original listing agreement
shall be made only when authorized in writing by the seller and shall be filed with the service
within (1) business day after the authorized change is received by the listing broker. (Section
1.4)

• CANCEL LISTINGS PRIOR TO EXPIRATION: Listings of property may be canceled from the
multiple listing service by the listiog broker before the expiration date of the listing agreement,
provided notice is filed with the service. A listing cannot be canceled and relisted by the same
brokerage prior to the expiration date of the original listing. If a listing is withdrawn temporarily,
the original listing must be reactivated rather than entered as a new listing. When a listing is
canceled and all necessary signatures have been obtained on a cancellation agreement, the
listing may be changed to reflect the date on the cancellation agreement. (Section 1.5)
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