


Prepare to Close Letter – Seller

DATE

Name (SELLER)
Address

City, State, Zip

Dear (SELLER),

Congratulations on the sale of your home! I am so happy that we were able to accomplish our goal together.

In order to help you understand the process of getting your house closed, please keep the following dates in mind.


• The Buyers will set their inspection within ___ days of the effective date of the contract, which is ___ or by ___.


• We will then have ___ days by ___ to settle and sign a resolution/agreement of the requests made per the Inspection Amendment.


• The Buyer must apply for a loan by ___.


• The appraisal must be completed by ___.


• Additional contingency deadlines ___.



• The inspection repairs that will be required will need to be completed by ___. Please remember to obtain specifically documented receipts on letterhead from  all vendors completing repairs. Fax us a copy of the receipts, please.


• Please call your utility companies and ask them to transfer your utilities out of your name as of the possession date. If possession is on a weekend, please carry the utilities until Monday as they will not stop them on a Saturday or Sunday. The buyer cannot put the utilities in their name until you do. This should be done 2 weeks before closing.


• The buyers will usually do a walk through within 7 days of closing. We will inform you of the time.

• As required by the contract, please schedule the termite company  to re­ inspect  your home and give you a clearance letter no more than 30 days before closing.  Let us know when you have the letter. The original must be brought to closing.


• We will order the home warranty for the buyer as required by the contract.


• Prior to closing, we will request a HUD statement from the attorney/escrow agent that shows what your proceeds will be. I will provide that to you as soon as I have it. Closing will be ___. The time of closing and directions to the attorney's office will be given to you.

My assistant, __________, will handle all requirements of the closing. Please do not hesitate to call if she or I can help you. We look forward to a successful closing process.

Sincerely, 

(AGENT'S NAME)
