


Prepare to Close Letter – Buyer

DATE
Name (BUYER) 
Address

City, State, Zip

Dear (BUYER),

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

In order to help you understand the process of closing on your new home, please keep the following items and instructions in mind.

• Please schedule your inspection to be performed within ___ days of the Acceptance Date or by ___. You may go to the Concierge list on my website, __________, to choose an inspector from a suggested list, or you may choose another inspector, provided he or she is ASHI or CABO certified. Let us know the date, time, and inspector's name, and if the inspector has lockbox access. You will want to be there for the inspection. It is a good opportunity to  get to know the  mechanical workings of the house. Inspections usually last 2-4 hours.


• We will then go over the inspection report and make a request of items you want to have repaired. We have until ___ to finish the inspection amendment.

To get an acceptance in writing,

• You must make an application for a loan by ___.

• Additional contingency items ___.

• Obtain hazard insurance for your new home, and call my Assistant with the name, telephone number, and amount of the policy. My Assistant will get the information to the attorney/escrow agent. You may (or may not) pay for your insurance at closing.

• We will schedule a walk through within seven days of closing.

• You will need to call the utility companies to set up an account for the new house in your name within 2 weeks of closing. In the event the Seller has not already given notice to the utility companies, please let us know. The Seller must do this first before you will be able to set up your account with the utility vendor.

• Prior to closing, we will request a HUD statement from the attorney/escrow  agent which shows what your cost will be. I will provide that to you as soon as I have it. We will schedule the closing for you. The closing will be ___. The time of closing and directions to the location for settlement 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)
