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Closing Plan for
House Seller and Buyer Side

Page 1 of 2

Activity
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do

Description

Obtain copy of completed contract
Create Closing in Top Producer

Make copy of earnest money/Place mo...

Prepare Closing folder w names and a...
Run/copy Property card and plat for fol...
Is Dual Agency needed? #28 on Contr...
Fill out sales checklist completely

File Contract of Sale (310) in folder
Update Contact Types in Top Producer
Change to Pending in Upstate MLS
Prepare Buyer's Estimate (optional)
Add/Edit info on Mike's Phone List
Change to Pending in Greenville MLS

Change to Pending on ERATopGunsR...

File Pending Upstate MLS in folder
Is Referral due to another agent?
File Pending G'ville MLS in folder F

Update Lead Router w Sales Contract ...

Change to Pending on MikeRoachOnli...

File Buyer Agency in closing folder if pr...

File Pending WNC MLS in folder
Change to Pending in WNC MLS

Copy of completed contract to all parties
Confirm Zoning

Get Lead Based Paint Disclosure signe...

Sellers Disclosure signed by both parti...

File Dual Agency in closing folder if pre...’

Covenants & Restrictions to buyers (if ...
Order Home Inspection if necessary
Get copies of completed contracts to b...
Ask Buyer for closing attorney

Has purchaser ordered Termite Letter?
Closing Attorney/Paralegal on Sales C...
Prepare Attorney Info Sheet

Remind Buyer/Seller of closing times

Copy of Home Inspection Report to seller

Call lender for loan status

Does attorney have copy of home warr...
Contact DHEC @ Septic letter if neces...

Obtain name/phone number of lender
Submit Folder to be Scanned
Order termite letter if required

Order any other necessary inspections

Account owner: Mike Roach
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Day

From

After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After accebtan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...

Printed on Tuesday, December 15, 2009

Reminder Drop off Assigned to
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Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Teah Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Current user
Team Mike
Team Mike
Team Mike
Team Mike



Closing Plan for
House Seller and Buyer Side

Page 2 of 2

Activity
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do
To-do

Description

Fax Attorney's info sheet to attorney
Obtain Survey if required

List of required repairs to seller

Get copy of CL100 in closing folder
Send copy of Home Warranty and cont...

Notify all parties about date and time of...

Are Addendum requirements being met?
Are contingencies being met?

Obtain contract extension if necessary
Send list of property utilities to buyer
Inspections/Repairs complete?
Preliminary HUD statement to buyer

Buyer check w closing attorney for amo...

Schedule final walk-through with buyer

Account owner: Mike Roach

Day

10
10
1"
12
15
20
20
25
25
27

From

After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
After acceptan...
Before closing ...
Before closing ...
Before closing ...

Printed on Tuesday, December 15, 2009

Reminder Drop off Assigned to

Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
Team Mike
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