
  
 

Use this checklist to keep your clients on schedule for a timely closing: 

 

Full contracts (all pages must be legible) fully signed by all parties and a copy of the Earnest Money Deposit 

(EMD) check. 

 

FHA Amendatory Clause completed and signed if FHA loan. 

VA Amendment completed and signed if VA loan. 

Make sure the EMD check is in the borrower’s name. If it’s in an LLC name or another person’s name, have the 

borrower call the loan officer to make sure it’s allowed with their approved mortgage program. 

 

Addendums or counter offer(s) that are part of the contract. If there are any addendums or counteroffers 

completed during the transaction, even after the contract is received, we will need them as soon as they are 

executed. 

 

MLS 

 

Fully executed disclosures if marked  in the contract (Examples: SRPD, Construction Defect Claims 

Disclosure, Lead-Based Paint Disclosures and Acknowledgment) 

 

Are you charging a transaction fee to the buyer? Please provide the proof of this amount through your 

commission orders or buyer/broker agreement. 

 

Please confirm title contact information: company name, escrow officer, phone number and his/her email. 

 

Borrower to sign disclosures sent out by lender. Borrower receives these to sign after title fees are received. 

Borrower must sign and then appraisal can be ordered. 

 

Appraisal contact entry to lender. 

 

Provide any comps or receipts for the subject property that you would like to make sure is in the appraisal order. 

 

HOA demand information to title. This timing is that HOA demands are taking 10-14 days to get back. Timing to 

be discussed with title so that there is no delay in closing. 

 

Unless waived on the contract:  Home Warranty invoice. 

 

Unless waived on the contract: Home inspection invoice. Do not send the home inspection report to the lender. 

Required on all VA loans: Termite inspection signed by the borrower as well as invoice. 

Any inspection on the contract that is marked as “Buyer” paid, we need an invoice for each inspection. 

 

Signed addendum that says “No value given to property left in the home” if there are any additional items of 

personal property listed out on contract. 

 

As soon as we have title fees we can create disclosures for the client to sign. Once the disclosures are signed, we 

can order the appraisal. Below are the turn times for appraisals from the day we order: 

- FHA and conventional turn times: Up to 7 bus. days as long as there is not an entry delay with the seller/tenant. 

- VA turn times: Up to 7 business days. 

Please encourage your clients to get any processing/underwriting conditions over to us at any stage of the loan 

as quickly as possible. It will help to close on time or early. We look forward to closing this transaction with you. 

Let’s get our client into their new home! 
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