
Sale to Closing Checklist
(Please note that every area has different requirements, so use this as a starting point for your own closing checklist!)

Property Address





 Home Phone



Client/Customer Name





 Work Phone




Client Email Addresses:











	Activity/Task/Document to Complete
	*Responsibility of:

	
	Listing Agent
	Selling Agent

	Buyer & Seller received/signed broker disclosure brochure?
	
	

	Contract, addendum, and/or counter offers, estimated cost sheets, etc., been signed by all parties and copies given to all parties?
	
	

	Buyer & Seller received/signed Seller’s Disclosure-Statement of Condition?
	
	

	Both parties signed agency agreements valid through closing? Copy in file?
	
	

	Turn in earnest money check within 5 business days/Kansas or 10 banking days/Missouri
	
	

	Complete sales worksheet; turn in with copy of documents to branch secretary? 
	
	

	Has the sold sign been installed?  Lock box turned in? Key in file?
	
	 

	Buyers scheduled loan application in time period stated on the contract (if not pre-approved)?
	
	

	Buyers been pre-approved for loan? Approval letter in file?
	
	

	Appraisal ordered by lender?  Appraisal packed prepared & delivered?
	
	

	Buyers scheduled all inspections? 
	
	

	Seller approved dates/times for inspections?
	
	

	Seller has utilities on for inspections and appraisal.
	
	

	Septic inspection? Buyer selected type of inspection? Seller to clean-out prior to inspection?
	
	

	“Notice of Unacceptable Conditions” completed and delivered?
	
	

	Seller’s agreement to “Resolution of Unacceptable Conditions” amendment? 
	
	

	Other contingencies: written removal of contingencies by both parties?
	
	

	Deed restrictions, Homes Assoc. documents, or other applicable forms been delivered to the buyers? 
	
	

	Letter to seller/buyer with important dates/facts for closing process, keeping copy in file.
	
	

	Home Warranty: verify title company includes in closing documents/costs.
	
	

	Final loan approval received? 
	
	

	Loan approval conditions communicated to buyer & completed?
	
	

	Check the preliminary title report for any problems. Make sure client/customer has read. Consult with title company to see if everything necessary to close has been completed.
	
	

	Follow up repair completion with seller. Buyer walk-through to check repairs?
	
	

	Verify with any lender that required repairs were completed and have appropriate party approve repairs.
	
	

	Contact lender and closer regularly to follow up and learn if problems exist.
	
	

	Call your client/customer once a week to update.
	
	

	Arrange with buyer for homeowners insurance and notify closer.
	 
	

	Order & review Settlement Statement prior to closing.
	
	

	Check estimate of funds due client against your cost estimate.
	
	 

	Inform buyers of exact amount for closing in cashier’s check or certified funds.
	 
	

	Set up Closing with Buyer
	
	

	Selling agent attends closing with buyers; securing referrals!
	
	

	Make arrangements for keys; deliver as per possession in contract.
	
	

	Help coordinate water, electric, gas, etc. change of billing names.
	
	

	Make sure that possession goes smoothly; deliver closing gift.
	
	

	Place past customer in follow-up program to secure referrals!
	
	


Fill in Date for Verification/Action; grayed blocks = not applicable.

*This applies to standard sub-agency where agents represent the seller. If buyer brokerage applies, each party is responsible for every aspect that may apply to his/her client.
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