
PROCESS: Listing Renewal Reminder
Rescale Support  |  November 22, 2021
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removal
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Received by 

Yoonet

Start Listing 
Withdrawal 

Process

Withdraw 
requested within 5 

days?

CREDENTIALS

Support@rescale.com.au 
to be added to notification 
list for RCA

EMAIL TEMPLATE

Dear {Agent},

Please note that the following property at {Address} is 
due to expire on Real Commercial on {date}. This listing 
will be updated now to ensure it remains active for an 
additional 90 days. You do not need to respond to this 
email for this to occur. 

However, if the listing is no longer active please indicate 
below and we will ensure the listing is removed. 

Thankyou

Withdraw Listing

Email rule to 
highlight 

actionable 
emails

EMAIL RULE

If Subject contains ?listing 
will revert to offmarket?, 
email is highlighted to be 
actionable.

Create Item in Podio 
App

Stage Set to New
Stage Set to 
Commenced

Stage Set to Archive
Open relevant REX 

listing

Make necessary 
changes to the REX 

content. 

Process EndWait Successful Move Stage to 
ArchiveYes

Request assistance

No

Provide feedback via 
email for additional 

changes

EMAIL TEMPLATE

Dear {Admin},

We have attempted to update the online listing for 
{Address}. However the listing has not renewed 
successfully. 

Can I please request your assistance with updating 
this listing. The REX recorded is linked {link Property 
REX} here. 

Could you please lest us know what changes you 
have made so that we may be able to improve our 
process to ensure we can update future listings 
without unnecessarily requesting your assistance.

Thankyou
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Open RCA backend. 
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NOTE

Wait until Expiry 
Date plus 1 day. 
Monitor in 
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Open RCA backend. 
Confirm listing is in 

"Active Section"

Move Stage to 
Details Updated

Yes
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Replicate Changes in 
CRM content. 
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