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REQUIRED FORMS FOR OFFICE BROKER FILE

YOUR LISTING

· Exclusive Right to Sell/Rent Agreement (Original) - signed and dated by seller(s)

· Residential Profile Sheet (Original)  - Pg. 1 signed and dated by seller, pgs. 2-3 initialed by seller

· Agency Disclosure and Election - signed and dated by seller

· Disclosure of Information on Lead-Based Paint form - original signature of seller and date (if property built before 1978)

· Seller’s Property Disclosure Statement (SPDS) - signed and dated by seller
· Pool Safety Notice Receipt, if applicable - signed and dated by seller
· MLS change orders

· Listing/Sale Information Sheet

· MLS Listing printout

· All rejected Purchase Contracts
YOUR SALE

· Purchase Contract and Receipt (Original) - signed, dated and initialed by ALL parties
· Loan Status Report (“LSR”) - signed and dated by buyer 

· H.O.A. Condominium/Planned Community Addendum - signed and dated by ALL parties 

· Counter Offer(s) or Addendum(das), if any (Original) - signed, dated by ALL parties
· Agency Disclosure and Election - signed and dated by buyer
· Seller’s Property Disclosure Statement (SPDS) - signed and dated by ALL parties, pages initialed by buyer
· Market Conditions Advisory – signed and dated by buyer
· Disclosure of Information on Lead-Based Paint form – signed by ALL parties with original signature of buyer (if property built before 1978)

· Earnest money deposit receipt
· Property Inspection Notice/Waiver - signed and dated by buyer
· Buyer Inspection Notice and Seller’s Response - signed and dated by ALL parties
· Listing/Sale Information Sheet
· MLS Listing printout

· Cure Period Notice, if applicable - signed and dated by buyer or seller

· Walk–thru or waiver 
· Settlement Statement

YOUR LISTING SOLD BY OUTSIDE AGENT/BROKER  (The below and listing docs above = one file)
· Purchase Contract and Receipt (Original) - signed, dated and initialed by ALL parties
· Loan Status Report (“LSR”) - signed and dated by buyer 

· H.O.A. Condominium/Planned Community Addendum - signed and dated by ALL parties 

· Counter Offer(s) or Addendum(das), if any (Original) - signed, dated by ALL parties
· Seller’s Property Disclosure Statement (SPDS) - signed and dated by ALL parties
· Market Conditions Advisory – signed and dated by seller
· Disclosure of Information on Lead-Based Paint form signed and dated by ALL parties (on properties built prior to 1978)
· Buyer Inspection Notice and Seller’s Response - signed and dated by ALL parties
· Cure Period Notice, if applicable - signed and dated by buyer or seller

· Earnest money deposit receipt

· Settlement Statement
DUAL AGENCY SALE

· All of the above documents listed either under “Your Sale” or “Your Listing Sold…”

· Consent to Limited Dual Representation signed and dated by ALL parties

NEW CONSTRUCTION – (Builder Subdivisions only)

· Agency Disclosure and Election - signed and dated by buyer

· Builder’s registration form showing commission to broker
· Purchase Contract signed by ALL parties, if available
· Public Report Receipt 
** ALL OTHER PERTINENT DOCUMENTS, ESPECIALLY IF IT CONTAINS A PRINCIPAL’S SIGNATURE, IF APPLICABLE



 











