the TITLE AGENCY  —  Transaction Timeline Checklist
Transaction Timeline Checklist
Day 1–3: Contract Acceptance & Escrow Open
1. Deliver fully executed purchase contract to all parties (escrow, lender, agents).
1. Open escrow and confirm earnest money deposit deadline (typically 24–72 hours).
1. Escrow sends opening package and wire instructions to buyer/seller.
1. Title company begins title search and issues preliminary title commitment.
1. Buyer schedules home inspection.
1. Provide HOA transfer package and disclosures (if applicable).
Week 1–2: Inspections & Disclosures
1. Buyer conducts general home inspection and any specialty inspections (roof, termite, pool, septic, HVAC).
1. Seller provides property disclosures (SPDS, insurance claims history, HOA documents, lead-based paint if required).
1. Negotiate repairs or credits based on inspection findings.
1. Confirm buyer’s loan application is submitted to lender.
1. Title company clears liens, judgments, or encumbrances.
Week 2–3: Appraisal & Loan Processing
1. Lender orders appraisal.
1. Appraisal inspection completed; report delivered to lender.
1. Loan file moves into underwriting.
1. HOA disclosures reviewed and any transfer fees disclosed.
1. Confirm insurance binder is ordered for buyer’s new homeowner’s policy.
1. Monitor contingency deadlines:
–  Inspection contingency
–  Appraisal contingency
–  Financing contingency
Week 3–4: Loan Underwriting & Conditions
1. Underwriter issues conditional approval.
1. Buyer provides additional documentation requested (updated pay stubs, bank statements, letters of explanation).
1. Escrow prepares draft settlement statement for review.
1. Repairs agreed upon are completed; receipts provided to buyer/escrow.
1. Title clears final issues and prepares closing documents.
Week 4–5: Pre-Closing
1. Confirm appraisal and underwriting conditions are fully satisfied.
1. Lender issues “Clear to Close.”
1. Escrow finalizes Closing Disclosure (CD) and sends to buyer at least 3 business days before signing.
1. Schedule signing appointments for buyer and seller.
1. Buyer schedules utilities transfer into their name (effective day of closing).
1. Seller cancels utilities effective after closing.
1. Buyer schedules final walkthrough with agent.
Closing Week: Signing & Funding
1. Buyer and seller sign all final loan and title documents with notary/escrow officer.
1. Buyer wires remaining down payment and closing costs to escrow.
1. Lender wires loan funds to escrow.
1. Escrow confirms payoff of seller’s mortgage(s), commissions, and other disbursements.
1. Title records deed and mortgage with county.
1. Escrow notifies all parties that the transaction is officially closed.
1. Keys, garage remotes, and access codes delivered to buyer.
Post-Closing: Wrap-Up
1. Buyer: File homestead exemption (if applicable — Arizona deadline is September 1 of the tax year).
1. Buyer: Change locks or reprogram smart systems.
1. Seller: Cancel homeowner’s insurance after deed is recorded.
1. Agents: Deliver closing gift, thank-you note, and follow-up plan.
1. Escrow: Issue final title policy and distribute closing packages.
1. Brokerage: File complete transaction for compliance.
1. Agents: Add client to CRM for long-term follow-up and referral campaigns.
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We don’t just close transactions. We Open Doors.
