
A s  a  b u y e r ,  i t ' s  c r u c i a l  t o  r e c o g n i z e  t h e  c o m p r e h e n s i v e  a r r a y  o f  t a s k s  a n d
r e s p o n s i b i l i t i e s  y o u r  b u y i n g  a g e n t  m a n a g e s  o n  y o u r  b e h a l f  t h r o u g h o u t  t h e  r e a l

e s t a t e  t r a n s a c t i o n  p r o c e s s .  F r o m  t h e  f i r s t  m e e t i n g  t o  u n d e r s t a n d  y o u r  n e e d s  a n d
p r e f e r e n c e s  t o  t h e  f i n a l  m o m e n t s  o f  c l o s i n g  t h e  d e a l ,  y o u r  a g e n t  i s  i n t r i c a t e l y

i n v o l v e d  i n  e v e r y  f a c e t  o f  t h e  t r a n s a c t i o n .  T h i s  i n c l u d e s  t h o r o u g h  p l a n n i n g ,
e x t e n s i v e  m a r k e t  a n a l y s i s ,  g u i d a n c e  o n  f i n a n c i n g  o p t i o n s ,  a d e p t  n e g o t i a t i o n ,

a n d  o n g o i n g  c o m m u n i c a t i o n  t o  e n s u r e  t h a t  y o u  f i n d  a  p r o p e r t y  t h a t  n o t  o n l y
m e e t s  y o u r  c r i t e r i a  b u t  a l s o  t h a t  t h e r e  a r e  n o  d e l a y s  i n  t h e  p r o c e s s .  B e l o w  i s  a

d e t a i l e d  l i s t  t h a t  s h o w s  m a n y  o f  t h e  s t e p s  y o u r  a g e n t  t a k e s  d u r i n g  t h i s  j o u r n e y .
T h i s  l i s t  a i m s  t o  p r o v i d e  c l a r i t y  a n d  i n s i g h t  i n t o  t h e  d i l i g e n t  e f f o r t s  m a d e

b e h i n d  t h e  s c e n e s ,  e n s u r i n g  t h a t  y o u r  e x p e r i e n c e  a s  a  b u y e r  i s  a s  i n f o r m e d ,
e f f i c i e n t ,  a n d  r e w a r d i n g  a s  p o s s i b l e .  

1 .  Schedule  T ime to  Meet  Buyers  
2 .  Prepare  Buyers  Guide  & Presentat ion  
3 .  Meet  Buyers  and  Discuss  Their  Goals  
4 .  Expla in  Buyer  &  Se l ler  Agency  Relat ionships  
5 .  D iscuss  D i f ferent  Types  of  F inancing  Opt ion s  
6 .  He lp  Buyers  F ind  a  Mortgage Lender  
7 .  Obta in  a  Pre-Approval  Letter  f rom Their  Len der  
8 .  Provide  an  Overv iew of  Current  Market  Condit ion s  
9 .  Expla in  Your  Company ’s  Va lue  to  Buyers  
10 .  D iscuss  Earnest  Money  Deposits  
1 1 .  Expla in  Home Inspect ion  Process  
12 .  Gather  the  Needs  and  wants  of  Their  Next  Home  
13 .  Expla in  Recording  Devices  Dur ing  Showing s  
14 .  Create  Interna l  F i le  for  Buyers  Records  
15 .  Send Buyers  Homes With in  Their  Cr i ter ia  
16 .  Start  Showing  Buyers  Home That  They  Reque st  
17 .  Schedule  &  Organize  A l l  Showings  
18 .  Gather  Showing  Instruct ions  for  Each L ist ing  
19 .  Send Showing  Schedule  to  Buyers  
20.  Gather  Buyer  Feedback After  Each Showin g  
21 .  Update  Buyers  When New Homes Hi t  the  Ma rket  
22.  Share  Knowledge & Ins ight  About  Homes  
23.  L isten  and  learn  f rom Buyers  At  Each Showing  
24.  Update  L ist ing  Agents  with  Buyer ’s  Feedback  
25.  D iscuss  Homeowner ’s  Associat ions  
26.  Conf i rm Water  Source  and  Status  
27 .  Expla in  the  Property  Appraisa l  Process  
28.  D iscuss  Mult ip le  Offer  S i tuat ions  
29.  Provide  Updated  Housing  Market  Data  to  Buyers  
30.  Update  Buyers  on  Any  Pr ice  Drops  
31 .  Prepare  Sa les  Contract  When Buyers  are  Ready  
32.  Educate  Buyer  on  Sa les  Contract  Opt ions  
33.  Determine  Need for  Lead-Based Paint  D isc losure  
34.  Expla in  Home Warranty  Opt ions  
35.  Update  Buyer ’s  Pre-Approval  Letter  
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36.  D i scuss  Loan Object ion  Deadl ines  
37.  Review Comps with  Buyers  To  Dete rmine  Va lue  
38.  Prepare  and  submit  the  Buyer ’s  Of fe r  to  t he  L ist i ng
Agent  
39.  Negot i ate  Buyers  Offer  with  L i st ing  Agen t  
40.  Execute  A  Sa l es  Contract  &  Di sc losur es  
41 .  Once Under  Contract ,  Send to  the  T i t le  Compan y  
42.  Coordi nate  Earnest  Money  Drop  Off  
43.  De l i ver  Copies  to  Mortgage Lender  
44.  Obta in  a  Copy  of  the  Se l lers  D isc losure  for  Buyers  
45.  De l i ver  Copies  of  Contract/Addenda t o  B uyers  
46.  Obta in  A  Copy  of  HOA By l aws  
47.  Keep Track  of  Copies  for  Off ice  F i le  
48.  Coordinate  Inspect i ons  wi th  Buyers  
49.  Meet  the  I nspector  at  The  Property  
50.  Review Home Inspect i on  with  Buyers  
51 .  Negot iate  Inspect ion  Object ions  
52.  Get  A l l  Agreed Repair  I tems in  Wr i t ing  
53.  Ver i fy  any  Ex i st ing  Lease  Agreeme n ts  
54.  Check  in  With  the  Lender  To  Ver i fy  th e  Loan S tatus  
55.  Check  on  the  Appraisa l  Date  
56.  Negot iate  Any  Unsat i sfactory  Appraisa l s  
57 .  Coordinate  C los ing  T imes & Locat ion  
58.  Make Sure  A l l  Documents  Are  Fu l l y  S ign ed  
59.  Ver i fy  T i t l e  Company  Has  Everyth i ng  Ne e ded  
60.  Remind Buyers  to  Schedule  Ut i l i t ies  
61 .  Receive  and  Review C los i ng  Documents  
62.  Review C los i ng  F igures  with  Buyers  
63.  Conf i rm Repairs  Have  Been Made by  S e l lers  
64.  Perform F ina l  Walk-Through with  Buyers  
65.  Resolve  Any  Last-Minute  Issues  
66.  Attend C l os i ng  with  Buyers  
67 .  Provide  Home Warranty  Paperwork  
68.  G ive  Keys  and  Accessor i es  to  Buyers  
69.  C lose  Out  Buyer ’s  F i l e  Brokerage  


