	CHECKLIST FOR BUYERS

	
	Date Complete

	Buyer Qualification Questionnaire
	

	Buyer-Broker Agreement and Agency Signed
	

	Buyer Due Diligence Checklist
	

	Add clients to contact database with Birthdays
	

	Under Contract Cover Sheet
	

	MLS Printouts
	

	REPC

         -Section 5 all initials

         -Doc Receipt signed by all parties
	

	Addendums
	

	Seller-Property Disclosure
	

	Lead Based Paint Addendum
	

	Copy of Earnest Money Check
	

	PR from Title
	

	Loan approval letter (to underwriting)
	

	Home Warranty Form signed
	

	Home Inspection Form signed
	

	Property Inspection Checklist
	

	Home Inspection Report 
	

	Final Walk-through
	

	HUD-1 Form/Settlement Statement
	

	Process Completion Sheet
	

	All copies and updates provided to client
	

	All copies and updates emailed to myself
	

	Final Review by Nichole
	

	Copy of check and invoice filed
	

	Closing Gift and Thank You card given to client
	

	Thank You’s sent to lender, title, other agent, inspector, whole team, etc.
	

	Customer Satisfaction Analysis (sent right after closing)
	

	Order 100-200 labels for area
	

	Just Sold Postcard sent immediately after closing
	

	Door Knock (1 week after closing)
	

	Phone Contacts 100-200 (2 weeks after closing)
	

	Thoughtful Letter (2 weeks later, include 2 movie tickets)
	

	Personal Story (2 weeks later)
	

	Letter and 3 brochures for referrals (1 week later)
	

	Add Client to SOI List (contact 12X per year)
	


