Settlement File Checklist

Property Address:   ______________________________________________________________________

MLS#:   ___________________

Seller’s Agent:   ____________________________________________

Office:   ___________________________________________________

Buyer’s Agent:   ____________________________________________

Office:   Fox Real Estate   

The following items are required…
□ 8.5 X 11 Folder (Property address and ‘Buyer Name to Seller Name’ clearly visible) 
□ Settlement Sheet

□ MLS Change Form (Even if not your/our listing. Even if not in the MLS

□ Title Policy

□ Acknowledgement of Deposit(s) from Title Company

□ Copy of Buyer’s Deposit Checks

□ Executed Agreement of Sale

□ Deposit Slip from Commission Check Deposit

□ Tax Record Printout

□ Addendum(s) to Contract

□ MLS ‘Full Detail’ Printout

□ Copy of Settlement Notice

The following items are required if applicable…
□ Smoke Detector Certificate

□ Furniture Inventory

□ Mortgage Commitment

□ Rental Leases

□ Home Inspection Report/Addendum(s) Resolving Issues

□ Termite Report/Contractor’s report on any Damage and Repairs

□ Survey Report (Single Family or Duplex)

□ Flood Elevation

□ Water and Septic Report

□ Insurance Certificate (Hazard and Flood)

The following items are not required but should be included if available…

□ Certificate of Occupancy

□ Deed

□ Marked Up Title Report

This form must be stapled to the inside of the settlement file folder
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