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Open relevant REX 
listing

Mark as Withdrawn in 
REX specifying 

reason

Process End

If Lease

From RESCALE: 
Property 

Withdrawal Form

Set lease expiry track 
date in REX

Yes

Contracts Admin to 
commence Refund of 

Marketing Budget 
Process

EMAIL TEMPLATE

Dear {Contract Admin},

Please be advised that {Property Address} has been 
withdrawn. 

Accordingly, may I please request you to invoice 
any marketing fees not yet charged or conversely 
return any outstanding marketing funds retained by 
us.

Thankyou

 

From EMAIL:
support@rescale

Notify Contracts 
Administrator of 
Withdrawal and 

request return of any 
outstanding funds

Withdraw Listing from 
CRM

Request removal of 
signboard, check 
banner register, 

Remove WC and 
return keys

Wait

Removed

If > 48 Hours not 
removed

Yes

Yes

Request archive of 
paper documents

EMAIL TEMPLATE

Dear {Admin},

{Property Address} has now been fully withdrawn from our 
systems, can we please request that you scan and archive all 
files and ensure all documents are uploaded into REX.

Thankyou

GOOGLE 
SHEETS

OAB Lease
OAB Sale
 

Stage set to New 
Request in Listings 

withdraw App

Stage set to Records 
Updated

Admin Scan and 
archive all paper 

records and attach to 
in REX

Stage set to Signage 
removed Stage set to Archive

NOTE: FORM 6 APP IN PODIO

Once the listing has been withdrawn, 
stage in Form 6 App should be updated 
to archive or not current. 

IF Commercial

Residential

No

From SLACK: 
Colliers 

Workspace
EMAIL TEMPLATE

Dear {Amin},

Can I please request that the signboard/window 
sign installed at {Property Address} be removed at 
your earliest possible convenience. Please also 
remove the window card, check the banner register 
and return any keys for this property. 

If this has already been completed or when you get 
the chance to do so, please indicate below. We will 
follow up with you in a few days if we have not 
heard from you. 

BUTTON: Signage removed

Thankyou
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