the TITLE AGENCY  —  Agent's Deal Flow Checklist
Agent’s Deal Flow Checklist
1. Contract & Escrow Setup
1. Confirm escrow is opened promptly.
1. Verify earnest money is deposited and receipt is provided.
1. Deliver the fully executed purchase contract to escrow, lender, and all parties.
1. Provide HOA transfer package, resale disclosure statements, and any required addenda early.
2. Contingency Management
1. Track all deadlines: inspection, appraisal, financing/loan approval, and other contract contingencies.
1. Confirm inspections are scheduled and completed.
1. Review inspection reports with clients and negotiate repairs or credits.
1. Ensure all agreed-upon repairs are documented and receipts are provided to escrow and the buyer’s agent.
3. Financing & Appraisal Coordination
1. Follow up with lender on appraisal ordering and results.
1. Monitor loan underwriting progress to ensure timelines are met.
1. Communicate status updates regularly to clients and escrow.
4. Ongoing Communication
1. Provide timely updates to buyer, seller, lender, and escrow throughout the process.
1. Respond quickly to requests for additional documents or information.
1. Keep clients informed of what’s next to prevent surprises.
5. Pre-Closing Preparation
1. Review preliminary settlement statement with clients for accuracy.
1. Confirm all credits, prorations, and fees are reflected properly.
1. Remind clients of what to bring to closing (government-issued ID, funds via wire or cashier’s check, etc.).
1. Verify utilities, HOA transfers, and agreed-upon property condition are complete.
6. Closing Day & Post-Closing
1. Attend closing (if applicable) or be available for questions.
1. Confirm loan funding and deed recording with escrow.
1. Deliver keys, garage remotes, codes, and manuals to the new owner.
1. Provide a copy of the final settlement statement to clients.
1. Follow up after closing to thank clients and request a testimonial or referral.
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