
Listed are common oversights causing 
delays in a residential real estate transaction. 

Smoother transactions 
begin at the offer level…



Let’s start with an organized file when submitting a contract to your preferred lender. 

DOCUMENTS:
• Executed Purchase contract
• Copy of EMD 
• Broker Compliance Fee: If Applicable 
• Addendums to contract
• Survey and copy of receipt of payment (new 

construction)

CONTRACT CLOSING DATE
It is normal to put in the contract 30, 45, or 60 days to close from 

accepted offer. 

Check with the lender before committing to a date.  The loan 

program and/or underwriting may or may not allow for the closing 

date you have in mind. 

Info for the LO



Contract Contacts
Completing a detailed cover sheet or Broker Demand assists in 
other parties tracking down the same info.

Listing Agent Info:
• Contact Name
• Active Realtor® ID
• Listing Office ID
• Phone
• Email
• Office Address

Title Company Info:
• Contact Name
• Email
• Phone
• Address

Info for the LO

Any Realtor Assistant/Transaction 
Coordinator Info: If Applicable
• Contact Name
• Email
• Phone
• Address
• Active Realtor ID (if applicable)



CONTRACT CLOSING DATE

It is normal to put in the contract 30, 45, or 60 days to close from 

accepted offer. 

Check with the lender before committing to a date.  The loan 

program and/or underwriting may or may not allow for the 

closing date you have in mind. 

Info for the LO



EMD – EARNEST MONEY DEPOSIT
Earnest money deposits MUST COME FROM the buyer's 
bank account listed on the purchase agreement.

Example: If at the time of offer your client did not have 
the funds so Mom wrote the check. 

This would be treated like a gift -- required documents 
would need to be gathered to prove funds. 

Info for the LO



NO PERSONAL ITEMS IN CONTRACT

i.e.  lawn mowers, patio furniture, televisions, etc. 

Underwriters see as an inducement to purchase. Example, 
“Buy my home and I will throw in a car.” These cannot be put 
in the contract, or the underwriter will need an assessed 
value to these items and subtract it from the price of the 
home.

Info for the LO



Seller Concessions

Conventional FHA
Rural 

Development
VA

MAX Seller 
Concessions

6% with <10% 
Down Payment

6% of Purchase 
price

6% of Purchase 
Price

4% - 6% of 
Purchase Price

3% with >10% 
Down Payment

9% with <20% 
Down Payment



Lenders will always use the 
address assigned by the United 
States Postal Service not MLS 

public record. 

USPS 
Address 
Verification

https://tools.usps.com/go/zip-code-lookup.htm


Rural 
Development 
Address 
Verification

Only property in approved Rural 
Development areas are eligible for 
the financing program. Be sure to 
check before writing the RD offer. 

https://eligibility.sc.egov.usda.gov/eligibility/welcomeAction.do?pageAction=sfp


Seller’s Disclosures

Have the buyer review 
the seller’s disclosures 

thoroughly before 
writing their offer. 



Seller’s Disclosures

In loan Underwriting, if something 

was not  identified, this will cause 

the disclosures to be sent back, to 

the listing agent, for signatures or 

explanation.  



Government Appraisal Checklist

CEILING/INTERIOR WALLS
* Large Holes
* Cracks allowing drafts
* Severe bulging
* Loose/falling material
* Peeling/Chipped paint

FLOORS
* Large Holes/Cracks
* Missing/Warped floorboards
* Peeling laminate
* Trip hazards

WINDOWS
* At least 1 window in Living 
room and bedrooms
* Broke/Missing panes
* Doesn’t shut
* Excessive air filtration
* Must have screens
* Windows/doors accessible   
from outside  w/ locks

KITCHEN
* Food storage space
* Food prep area
* Running hot and cold water

This checklist is designed to assist in identifying potential repairs associated with Government loan’s 
requirements for health and safety. 



BATHROOMS
* Window that opens or an exhaust
* Working toilet
* Running hot and cold water
* Mechanical systems
* Plumbing in good condition
* Leaks
* Discolored water
* Adequate heat

EXTERIOR
* Roof w/ no leaks
* Secured Gutters/Downspouts 
* Structurally sound foundation
* Secured handrails 30’’ above 
ground
* No cracked/peeling paint
* Chimneys no serious defects.

HEALTH & SAFETY
* At least 2 exits from Building
* No Trash inside our outside unit
* No signs of infestation
* No exhaust fumes, sewer gas, air 
pollution
* Interior stair railings, working & 
properly lit

Government Appraisal Checklist
This checklist is designed to assist in identifying potential repairs associated with Government loan’s 
requirements for health and safety. 
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