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Excel Email Template
Seller: Under Contract
[EDIT THIS ACCORDING TO LOCAL RULES AND REGULATIONS]

Congratulations - we are officially under contract! I'm so excited for you and will help you through each step of the closing process. Here is what will be happening in the next few weeks.

1) I will make sure that the buyer turns in their escrow deposit and will obtain a receipt for our records.

2) The buyer will schedule a home inspection. They have ____ days to have any inspections performed on the home. Their agent will contact me to coordinate scheduling a time that works for both parties.

3) The buyer’s lender will require a survey of the property. If you have a recent survey you would be willing to share with them, please let me know. Otherwise, a surveyor will be sent out (at the buyer’s expense) perform a new survey.

4) Once the title company has cleared the title and the buyer’s lender has processed their loan application, we will schedule closing. We will receive a closing statement of fees within three days of closing, and I will go over it with you if necessary.

5) The buyer will schedule a walk-through of the property just before closing. The purpose of the walk-through is to make sure the house is in the same condition it was when the contract was executed, please don’t make any changes to the home, or remove any fixtures or appliances. If any damage occurs between now and closing, you will need to have it repaired before we can close.

6) You will need to have completely vacated the property by closing day unless other arrangements are made. When it gets closer to closing, you can arrange to have your utilities cancelled or transferred effective on closing day.

Please let me know if you have any questions.]
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