Property Purchase Master Checklist
Property Address:    _____________________________________________

Listing Agent:            _____________________________________________

Financing Agent:       _____________________________________________

Utility Companies  


Water:            _____________________________________________


Electricity:     _____________________________________________


Gas:                 _____________________________________________

Other:             _____________________________________________
Inspector:                   _____________________________________________

Appraiser:                   _____________________________________________

Insurance Agent:      _____________________________________________

Documents Attached (as available):

· Purchase and Sale Agreement & Addendums
· MLS Listing Report
· CMA Report (Other Comps)
· Tax Report
· Inspection Report
· Termite Letter
· Scope of Work

· Materials List
· Rehab Budget
· HUD-1

· Insurance Binder

· Signed Independent Contractor Agreements

· Contractor W-9s

Upon Contract Acceptance
· Install Lockbox on Property
· Get New Lockbox

· Get Copy of Key

· Place New Key in Lockbox on Gas Meter (or someplace inconspicuous)

· If Certified Funds are Required for EM:

· Get Certified Funds for EM from Bank
· Submit Certified Funds to Agent

· If Financing:

· Provide Loan Officer Information About Property

· Provide Loan Officer Final Contract

· Connect Loan Officer with Closing Attorney (Email or Phone)

· Have Loan Officer Schedule Appraisal

· Make sure Loan Officer Knows Anticipated Closing Date

· Turn On Utilities for Inspection (may have to work with agent/seller)
· Water

· Electricity

· Gas

· Other

· Schedule Termite Inspection (if necessary)
· Schedule Property Inspection (if necessary)
· Get Final Inspection Report and Review for “Scope of Work”
· Get Termite Letter/Pest Inspection Report, If Applicable 

· Create Scope of Work

· Create Materials List

· Get Contractor Bids
· Perform Final Financial Analysis for Rental/Resale Using Estimates/Quotes

· Make Go/No-Go Decision on Inspection Contingency
Upon Contingency Finalization

· Get Closing Date from Lender/Agent
· Arrange Landlord Insurance Policy

· Call Insurance Agent
· If Financing, Connect Insurance Agent with Loan Officer 

· Follow-Up on Appraisal with Loan Officer
· Choose GC or Sub-Contractors
· Create Rehab Schedule (if multiple Subs/GC)

Before Closing

· Obtain and Review HUD-1 

· If Financing

· Obtain and Review GFE

· Ensure Loan is Ready for Closing

· Get Certified Funds for Closing

· Determine Name/Company to Hold Title

· Get Partnership Agreement Documents Signed (if partnering)

· Create Final Budget
Upon Closing

· Get Keys

· Change Property Tax Records to Owner Address
· Get GC and Sub Contracts Signed

· W-9

· Independent Contractor Agreement

· Scope of Work

· Materials List

· Insurance & Indemnification Agreement

· Arrange GC and Sub Start Dates 

