This letter is a tool to keep all parties accountable and facilitate meeting the target dates for various activities. The buyer's agent and seller's agent negotiate the target dates. The letter is then sent to the Seller.

Property at: (ADDRESS) 

Dear (SELLER),

This letter is to confirm all the dates necessary to achieve a smooth closing. Please review and verify the dates and return a copy to me with your signature.

                                     Activity                                              Goal          Actual
1.
Contract acceptance with decision makers

_______ | ______

2. 
Property inspection by buyer



_______ | ______

3.
Promissory note inspection and approval

_______ | ______


4. 
Listing disclosure signed



_______ | ______

5. 
Agency Disclosure signed



_______ | ______

6.
Service contract approval



_______ | ______

7. 
Income/ expense approval



_______ | ______

8. 
Permit approval




_______ | ______

9. 
Inventory approval




_______ | ______

10. 
Escrow instructions prepared



_______ | ______

11. 
Escrow instructions signed



_______ | ______

12. 
Deposit submitted




_______ | ______

13. 
Deposit cleared




_______ | ______

14. 
Professional property inspection


_______ | ______

15. 
Inspection accepted




_______ | ______

16. 
Estoppels certificates approval


_______ | ______

17. 
Termite inspection




_______ | ______

18. 
Earthquake and flood zones



_______ | ______

19. 
Additional Deposit to escrow



_______ | ______

20. 
Preliminary title report approval


_______ | ______

21. 
City approvals obtained



_______ | ______

22. 
Loan submitted complete to lender


_______ | ______

23.
Appraisal appointment established


_______ | ______

24.
Appraisal completed




_______ | ______

25.
Obtain insurance




_______ | ______

26. 
Re-appraisal done




_______ | ______

27.
PMI Approval





_______ | ______

28.
FIRPTA Signed




_______ | ______

29.
Other contingencies cleared



_______ | ______

30. 
Formal written loan approval



_______ | ______

31. 
Loan documents signed



_______ | ______

32.
Cleared funds submitted for down payment

_______ | ______

33. 
Close of escrow




_______ | ______

34. 
Buyer's occupancy




_______ | ______

Buyer's Agent: ___________________________ Date: ___________ 
Sellers' Agent: ___________________________ Date: ___________
