Sale Pending – Seller – Checklist

Property Address:  ________________________________________________________________________________
Seller Name: _____________________________________________________________________________________
Sale Contract Date: ________________________      Attorney Review Ends Date:  ____________________________
Settlement Date: __________________________      Date Executed A/S Given To Seller: _______________________
Date Sale Pending Report Given To Denise: ____________________________________________________________
Date Executed A/S Given To Buyer’s Agent: ___________________________________________________________
Date Deposit Checks Received By Buyer’s Agent: (make copy for file)

Initial: ___________________       Second: _______________________
Date Condo Docs Given: ___________________________________________________________________________
Furniture Inventory Due: ___________________      Given: _______________________________________________
Date Home Inspection Due: _________________     Completed: ___________________________________________
Date Water And Septic Due: ________________      Completed: ___________________________________________
Prepare Comps For Appraisal: _______________________________________________________________________
Date Other Contingency Due: _______________________________________________________________________
Mortgage Contingency Date: ________________      Date Title Search Verified As OK: ________________________
(mark pending in appointment book, report as pending in MLS)

Date Smoke Detector Inspection Ordered: _____________________________________________________________
Date Deed Ordered: _______________________       Received: ____________________________________________
Date Lease Info Given To Buyer’s Agent: _____________________________________________________________
Date Electric Changed: _____________________      By Who: _____________________________________________
Date Water & Sewer Changed: _______________      By Who: ____________________________________________
Date Gas Changed: ________________________       By Who: ____________________________________________
Date Oil Reading: _________________________       By Who: ____________________________________________
Date Advised Client To Change Cable & Phone: ________________________________________________________
Date Closing Sheet Sent To Seller: ___________________________________________________________________
Date Buyer Protection Plan Forms Completed: __________________________________________________________
Date Sold Sign Installed: ____________________      Returned: ____________________________________________
Date Brochure In Window Marked Sold: ______________________________________________________________
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