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Checklist for Sales
Associate’s Name: __________________________________________________ 

Property Address: ___________________________________________________
Please have the following forms fully executed by the seller’s and buyers.  
 FORMCHECKBOX 
 Contract for Sale and Purchase FAR 9 or FARBAR
Please use addendums that are appropriate to your contract. FAR or FAR/BAR
 FORMCHECKBOX 
 Comprehensive Addendums Far 9

 FORMCHECKBOX 
 Homeowners’ Association Disclosure if applies

 FORMCHECKBOX 
 Condo Rider Association Disclosure for all condos

 FORMCHECKBOX 
 Lead Based Paint (if built prior to 1978)

 FORMCHECKBOX 
  Seller’s Disclosure 

 FORMCHECKBOX 
  Short Sale
 FORMCHECKBOX 
 Insurance/Flood (folio number starting with #30)

 FORMCHECKBOX 
 Summary office page  

 FORMCHECKBOX 
 MLS Listing 

 FORMCHECKBOX 
 Tax Roll

 FORMCHECKBOX 
 Copy of Checks and Contracts 

Important Dates

 FORMCHECKBOX 
 Condo Docs Delivered _______________________

 FORMCHECKBOX 
 Condo Application  _______________________

 FORMCHECKBOX 
 Condo Interview  _____________________

 FORMCHECKBOX 
 Effective Date ____________________

 FORMCHECKBOX 
 Second Deposit Due _______________________

 FORMCHECKBOX 
 Escrow Letter  _______________________

 FORMCHECKBOX 
 Apply For Financing  __________________________

 FORMCHECKBOX 
 Commitment Letter Due By _______________________

 FORMCHECKBOX 
 Inspection Date ________________________

 FORMCHECKBOX 
 Appraisal Date By (ordered By Mortgage) ________________

 FORMCHECKBOX 
 Walk-Thru __________________  

Additional Verbage for all Contracts:

1. South Beach Investment Realty charges a $295. processing fee payable by (seller/buyer) at closing.

2. Seller will satisfy all liens and close all open permits prior to date of closing.

3. Property is to be left vacant and in broom swept condition.

4. All keys and remote access cards to be turned over to buyer at closing.

5. (If a short sale:) This is a short sale and is subject to 3rd party approval. Commission may vary.
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	Sale Information Form

	
	
	
	
	
	
	
	Date:
	 
	 

	
	
	
	SBI Represents
	Buyer
	Seller
	Both
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	
	
	
	

	
	
	
	Escrow being Held By:
	

	South Beach Investment Realty
	

	
	
	
	
	
	
	Other ______________________________

	Property Info
	
	
	
	
	
	
	
	

	Address
	 
	 
	 
	 
	 
	Sale Amount
	 
	 

	Folio Number
	 
	 
	 
	 
	MLS #
	 
	 
	%

	
	 
	 
	
	 
	
	 
	
	
	 

	Buyer(s) Info
	
	
	
	

	
	
	
	

	Name

	Address
	City 
	 
	State 
	Zip

	Telephone #
	 
	 
	 
	 
	E-Mail
	 
	 
	 
	 

	Seller(s) Info
	
	
	
	
	
	
	
	

	Name

	Address
	City 
	 
	State 
	Zip

	Telephone #
	 
	 
	 
	 
	E-Mail
	 
	 
	 
	 

	Title Company Info
	
	
	
	
	
	
	
	

	Name
	 
	 
	 
	 
	 
	Telephone #
	 
	Fax #
	 

	Address
	City 
	 
	State 
	Zip

	Processor
	E-Mail
	 
	 
	 

	Co-OP Agent
	
	
	
	
	
	
	
	

	Name
	 
	 
	 
	 
	 
	License #
	 
	 
	 

	Company Name
	 
	 
	 
	 
	Phone #
	 
	Fax #
	 

	Referral Info
	
	
	
	
	
	
	
	

	Name
	 
	 
	 
	 
	 
	Company Name
	 
	 

	Address
	City 
	 
	State 
	Zip

	Telephone #
	 
	 
	 
	 
	 
	Amount or Percent
	 
	 

	SBI Agent(s) Info
	
	
	
	
	
	
	
	

	Name
	 
	 
	 
	 
	 
	Signature
	 
	 
	 

	Name
	 
	 
	 
	 
	 
	Signature
	 
	 
	 


