INSTRUCTIONS FOR CLOSING CHECKLIST

(
1.
Copy to all three files, giving the originals to the broker’s office.

(
2.
Email contract to escrow and lender.

(
3.
As always, make sure everything is signed or initialed with date and times as indicated on the forms.  If anything is missing, you need to get it completed.  You can use fax copies, if necessary.

Contracts Review

 1.
Check for inspections and when they are to be completed, this includes, but not limited to, home inspection and termite inspection.

 2.
Look to see if the house is being sold “AS IS.”

 3.
If “AS IS” in the contract, make sure that you get an “AS IS” waiver over to the title company for signatures and to have it notarized when the buyer is signing their documents.

 4.
Check the home warranty information and notate on the front of the file and order.

 5.
Review the home inspection and due diligence reports.  There are deadlines on these and you have to be sure that the paperwork is in on time. 

 6.
Review the checklist in the “required disclosures” box.  This could be on any page of a different purchase agreement.

 7.
If there is a special assessments disclosure and/or the HOA disclosure is checked and we are representing the buyer, contact the listing agent to get the documentation.

 8.
Anything on due diligence checked “seller” is to be provided by the listing agent.

 9.
Anything on due diligence checked “buyer” is to be provided by the buyer’s agent.

 10.
NEVER assume that the agents are going to do their job and get you the paperwork.  YOU MIGHT HAVE TO CALL THEM, and do so in a timely manner due to important deadlines.  If not completed by the date in the contract, your escrow is in jeopardy of closing.

 11.
The seller must provide to the buyer the seller’s real property disclosure (SRPD).   The only other choice is that the buyers can waive their right to receive the SRPD.  There is a form for this.  The waiver also has to be signed if they are purchasing the property “AS IS.”  Never assume anyone will just get this form for you without your having to call and get signatures.

 12.
Buyer, seller, and agent should all have a copy of the earnest money deposit for their files.

 13.
ALWAYS VERIFY THAT FUNDS HAVE CLEARD WITH THE TITLE!
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Personal Property Addendum

 1.
The personal property addendum is not necessary if the personal property included in the sale is written out on the purchase agreement, and addendum to the purchase agreement or a counter offer; otherwise, it is needed.

Estimated Cost/Net Proceeds
 1.
Estimated cost/net proceeds is not critical to the close of escrow but it will cover Walter if there is a concern over fees, etc.

 2.
THERE ALWAYS NEEDS TO BE A NEW ESTIMATE PRESENTED TO THE SELLER OR BUYER WHEN THE PRICE CHANGES.

Mold Disclosure and Acknowledgement of Receipt
 1.
Mold disclosure and acknowledgement of receipt is always mandatory!

Dual Agency Disclosure
 1.
Dual agency disclosure is necessary only if one agent is acting for both the buyer and the seller.

HOA Documents
 1.
If there is no homeowner’s association, then just write N/A on your checklist of contracts.

 2.
If there is an association, follow these steps:

a.
Check for the time period that the buyer has to receive and review these HOA documents.  This is very important that the buyer receive in a timely manner.

b.
Call the listing agent to find out when the HOA documents will be delivered to you.

c.
If the buyer is out of state, you will need to send the HOA documents overnight.

d.
When you sell the property, a certificate of resale will be required.  Both the buyer’s agent and buyers need to sign and return ASAP. 

e.
When that is returned, you need to make a copy and send one to the office.

Home Warranty
(
1.
If you are ordering a home warranty for a buyer (pending/escrow file), the routine is the same as that of a listing file except that now you have to give the warranty company an escrow number and the contact information for the escrow company.
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 2.
Call the home inspection company and tell them that you need a home inspection.  Answer all their questions about the property and schedule a time for the inspection.  If the house is owner-occupied, verify with the seller that the time is okay with them.  Get a date and time then call the listing agent so that he/she can inform his/her sellers that there will be an inspection.  This goes for all inspections that you order.  Don’t forget that the inspection company charges by the square foot.

Opening Escrow

 1.
Every escrow company has their own form for opening escrow, but all these forms basically ask for the same information.  The more complete you make this form, the fewer times you will have to call escrow.  Once it is complete, email it over and get a confirmation of receipt by calling them.  Either they will contact you with an escrow number, or you will have to call them and get one.  Write all the escrow information on the front of the file.

 2.
Documents that you will obtain from escrow include the following:

a.
Preliminary title report  

(
this needs to be to you in no less than seventy-two hours

(
read the report for any liens, delinquent taxes, and encumbrances that Walter or the owner were not aware of

(
place a copy on Walter’s desk for review

b.
Escrow instructions

(
take a look and place a copy on Walter’s desk for review; many times, title companies make mistakes so it is important that he review it
c..
Order to pay commission

(
review the commission amount per the contract and check to see if there is any transaction fee involved; have Walter initial and fax to the office for the broker’s signature


d.
Estimated HUD

(
this document lists all costs and disbursements; this is very important and it is done to prevent any surprises or arguments at the signing of all final documents at escrow

(
this document needs to be ordered at least 3 days prior to close and have Walter review it
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Rejections

(
1.
Sometimes offers on Walter’s listings are rejected for various reasons.  All the paperwork related to the rejected offer (including the purchase agreement and any subsequent counter offers, disclosures, and addendums) should be pulled off from the file and copied for the broker’s file.  File our copy of the rejected offer in the rejections section of the listing file and send the broker’s copy to the broker’s office with REJECTED written in huge letters on the front.

