
Follow These Steps and You Will Have a Smooth Transaction

1. Read and understand the Residential Purchase Agreement and Joint Escrow
Instructions.
a. As an agent you need to understand the escrow process so you can advise your client.
b. Any question you have about the escrow is already written in this contract.
c. When you have a question about what to do or what form to use, it is written in the

contract.
d. Feel free to contact the broker or your team leader for any issues arising in the escrow.

2. Use a transaction coordinator.
a. The job of the coordinator is to help you gather the paperwork and facilitate the signing.
b. Using a coordinator allows you to focus on working with your current and prospective

clients.
c. The coordinator is not an adviser nor do they help you negotiate the file or ensure you are

meeting contingency deadlines. This is your job as an agent.
d. Your coordinator will advise you of the contingency dates once they receive a contract but

ultimately it is the agent’s responsibility to ensure they diligently negotiate the escrow and
meet deadlines.

e. The main role of the coordinator is to gather a fully executed file for the broker.

Transaction Procedures and Contingency Removals

As a Listing Agent:

1. Follow our Company Policies and Procedures in the Manual.

2. Listing Presentation - Do a CMA, comparative market analysis (MLS tax report), discuss the 
price with the seller(s), try and suggest pricing the property for a quick sale and go over how 
you will market their home.

3. Get the property under contract with a Residential Listing Agreement, Car Form RLA.

4. Notify SGE Realty of your transaction by going online, filling in the new listing form and then 
email stephanie@sgerealty.com the listing agreement.

5. Get an estimated net sheet for your seller by emailing our support and requesting a net sheet. 
stephanie@sgerealty.com 

6. Get the home prepared for sale.
a. Install smoke detectors in all bedrooms and have a carbon monoxide detector in the

hallway.
b. Enhance curb appeal of the home and remove clutter.
c. Prepare for buyer financing - remove and repair chipped paint, broken windows, repair

non-working appliances, ensure water heater is up to code, electrical sockets work,
repair leaky roofs and water damage and repair holes in the wall. (Attached non
permitted structures to the home will affect financing and garage conversions will need
to be converted back to a garage.)
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d. Prepare all the seller disclosures to include the TDS.
e. Discuss getting a pest report for the home and/or making the repairs ahead of sale.

7. Market the home: List the home on the MLS, place craigslist ads, canvass the neighborhood 
and hold open houses. ( Please see our Tips for Obtaining New Clients document for more 
information)

8. Consider having SGE Realty as the preferred lender for the listing so we can ensure the buyer 
is qualified and so you have a chance to have control of the loan process during escrow if our 
service is used.

9. Obtain an offer with the most qualified buyer.
a. Verify their funds and ability to obtain financing. Get a bank statement and call the loan 

officer to ensure they have gathered all the supporting documents prior to issuing a pre-
approval letter or ask for a DU approval document from the loan officer.

10. Open escrow:
a. Notify SGE Realty of your transaction by going online, filling in the new escrow form and 

then email stephanie@sgerealty.com the contract.
b. Get all the disclosures to the buyer within 7 days, make sure you and the seller disclose 

EVERYTHING you know about the home. This is the number one reason for lawsuits. A 
TDS or SPQ shouldn’t be clean even on brand new homes, the builder could have 
made errors. There is always something to disclose.

c. Make sure the buyer performs their inspection. If they want to waive inspection you or 
the seller need to pay for one of their choice since property inspections are 
MANDATORY.

d. Make sure the lender orders appraisal.
11. If your seller accepts a contract with a buyer using a loan, you need to be aware of the 21 day 

contingency removal for the loan and ask for CAR Form Contingency Removal if you haven’t 
received it within 21 days.

12. If you haven’t received the CR, then you need to issue a Notice to Buyer to Perform so that 
your seller can cancel the escrow if they would like to do so.

13. If the buyer wants repairs make sure they ask for them on CAR Form RR and that you respond 
on CAR Form RRRR. Everything in writing and no text messages to anyone.

14. Email all the paperwork on your checklist during the transaction as received for Broker review 
and final documents the week of close or sooner so we can review the paperwork and instruct 
escrow to pay you out of escrow. Please turn the documents in at least 3 days before close of 
escrow.

15. Try and have your seller(s) be out of the home a few days prior to close so the buyer can do a 
proper final walkthrough. Explain to them that conveyance of the home and the buyers being 
aware of all material issues helps the seller(s) by protecting them from potential non-disclosure 
issues to the buyer. This will also ensure time to repair anything the buyer identifies before 
close of escrow.

16. Everything must happen in escrow. Call the Broker if you need help resolving an issue in 
escrow.

17. Make sure our Company Hold Harmless Disclosures are signed and all paperwork is in 72 
hours prior to close so we have time to review. 

As a Buyer’s (Selling) Agent,
1. Get your client preapproved for a loan if using financing. You can do this with SGE Realty by  

having each borrower fill out the prequalification form. We can get your client preapproved 
that same day so you can start making offers.

2. Have them sign your CAR Form AD, required by law with the initial consultation with your 
client. Explain agency to them.

3. Try and get an exclusive arrangement to work with you as their agent via a CAR Form BRE. 
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4. Make an offer.
a. Use the Sample Residential Purchase Agreement document we have in our agent 

resources online as a guide to fill out your offer.
b. Have them sign our 2 in-house forms: Document and Regulatory Compliance Fee and 

the Affiliated Business Arrangement. If you choose to pay the fee for them you do not 
need the form.

c. Educate them about our in-house escrow and by offering to use them in the contract 
they gain more control of their escrow.  Explain that we use a nationwide title company 
along with our escrow. This will also help you have a smooth escrow since your broker 
has a vested interest in helping you close quickly where other companies have many 
files in front of yours to process.

d. Obtain proof of funds via a statement from the financial institution for the deposit and 
down payment. Also obtain the preapproval letter for the loan. These 2 items and the 
offer are all you need for the offer.

e. Do not handle trust funds. The deposit is going straight to escrow per page one of the 
contract. You do not need a copy of the check for the offer at all. This is a practice that 
only takes place if your broker manages a trust account for these checks, which we do 
not. If the listing agent wants this, educate them. If they insist, have your client send 
their broker a copy of the check directly and not to you or the other agent.

5. If the buyer is not using our lending services, make sure the lender has a full file with all the 
supporting documents prior to opening escrow. Many lenders gather documents after they 
open escrow and this takes up a week of the escrow needed for the loan and you will have an 
issue meeting your contingency removal. Loan officers sometimes issue letters just to gain 
loan business without verifying your client’s income or scenario efficiently. Please login and 
review the benefits of using our in-house lending.

6. Open escrow:
a. Notify SGE Realty of your transaction by going online, filling in the new escrow form 

and then email stephanie@sgerealty.com the contract.
b. Place the deposit in escrow. Have your client wire the funds into escrow after asking for 

escrow to send you their wire instructions; no ACH transfers. The buyer can walk a 
check into escrow as well.

c. You need to perform the home inspection and get contractor estimates the first week of 
escrow. If you do this, then the 17 day period will be met with ease and allow for time to 
ask for repair requests or credits.

d. Make sure the lender and escrow have the contract and that the lender has everything 
to order appraisal ASAP.

7. If you are using a loan, you have 21 days total before the seller will be asking for a release.
8. Inspection and Repairs:

a. Let your buyer choose the home inspector. If they ask for advice, find 5 inspectors and 
have them choose. The inspection is for the buyer and all contractors need to be 
arranged and chosen by the buyer.

b. After receiving the inspection report, go over the findings with your buyer and ask if 
they would like repairs.

c. If the buyer wants repairs, have the buyer arrange for their chosen contractors to go 
over and get estimates. Everyone needs to be licensed; no handymen. Then request 
the repairs using CAR Form RR by sending over the RR with the inspection report and 
the contractor(s) estimates to the listing agent.

9. Contingency removal:
a. Always try and leave one contingency in the contract. As long as the buyer has a 

contingency, the deposit is never in jeopardy. You do this by using Section 2B in the 
CAR Form CR and checking “other” , and then writing in a repair or any remaining issue 
that needs to be resolved along with the first box or appropriate boxes checked in 
section 2B releasing the other contingencies. 
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b. NEVER release the loan contingency unless you have loan approval in hand from the
lender and you READ the conditions in the approval to make sure you will be able to
meet the conditions.

c. NEVER send over a CR unless the seller asks for one. You can still close an escrow
without this form. Many listing agents forget about this and it makes no sense to offer
one jeopardizing your client’s deposit voluntarily.

d. If you get a notice to perform on a CR while having an issue that needs to be resolved,
send a CR over but leave in a contingency. This satisfies the contract and protects your
buyer. The listing agent may still ask for a full release but it buys you some time to solve
the issue you are having with the escrow.

e. If you feel the loan is an issue or you cannot agree on terms for repairs or another issue
in the escrow, then cancel the escrow using a Cancellation of Contract if you cannot get
an extension of time for the CR.

10. Email all the paperwork on your checklist during the transaction as received for Broker review 
and final documents the week of close or sooner so we can review the paperwork and instruct 
escrow to pay you out of escrow. Please turn the documents in at least 3 days before close of 
escrow.

11. Make sure our Company Hold Harmless Disclosures are signed and all paperwork is in 72 
hours prior to close so we have time to review.

12. Perform a final walk-through. Make sure the home is satisfactory to your buyer. If there are 
issues that the buyer wants to waive, make sure to draft an addendum stating “Buyer is aware 
of (detail the repair or other issue) and holds SGE Realty harmless for the home’s conveyance 
with this issue.” 




