CONDO TASKS TO DO CHECKLIST

Address:_____________________________________________________________________

Seller’s Name: _________________________________________________________________

Home Ph:__________________ Work Ph:___________________ Cell Ph:_________________

Seller’s Name: _________________________________________________________________

Home Ph:__________________ Work Ph:___________________ Cell Ph:_________________

___________________
Order condominium plan (plan #:___________________________)

___________________
Do condominium documentation checklist (make notes regarding documents; questions to ask property manager)

___________________
Call and confirm with condo/property management





1.
Find out the name of the property manager:

Name:____________________________________________


2.
Sign placement:____________________________________

3.
Fees:_____________________________________________

4.
Inclusions:________________________________________

_________________________________________________

5.
What is the turnaround time needed for getting documents?

_________________________________________________

6.
Ask if they have a document request form:_______________

7.
Ask rest of questions as per condominium documentation checklist:_________________________________________

___________________
Fax condo verification to management company

___________________
Fax condo document request form (theirs or our generic)

___________________
All condominium documents copied (2 copies)

___________________
One copy of docs placed in condo docs file drawer 
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___________________
Condo plan put in condo plan storage

___________________
Enter parking units in MLS:__________________________ (if a/p)

___________________
Call seller for parking place #s (physical #s):___________________

___________________
Call seller for storage area #s (physical #s):____________________

