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Our mission is to be necessary, the fabric 

of real estate transactions, as well as 

active in community and economic 

development.
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COTTON REALTY is comprised of a #virtual team working to 

expand across California . Virtual teams are commonplace 

thanks to today 's technology . Regardless of the team member 's 

location , we meet our team goals with effective use of web- 

conference meetings & training , referral partnering , online 

collaboration of #real estate marketing and market trends , and 

ultimately provide our clients with valuable service and 

leadership . 

 

Our effective use of technology is partnered with our outreach 

to the community . COTTON REALTY is dedicated to the 

#community we serve , participates in local organization 's 

activities and is invested in the community in which we 

conduct real estate transactions . 

ABOUT US



CHECKLIST

Buyer’s Consultation 

Sign a Buyer’s Representation Agreement 

Get Pre-Qualified / Pre-approved 

Look at Homes for Sale/ Write Purchase Offers 

Negotiate and Write Counter Offers 

Make an Earnest Money Deposit 

Open Escrow / Order Title 

Approve Seller Disclosures 

Order Inspections -Upfront Fee 

Order Appraisal -Upfront Fee 

Comply With Lender Approval Requirements 

Issue Request for Repairs if needed 

Order Homeowner's Insurance Policy 

Order Home Warranty (optional) 

Remove Contingencies 

Do Final Walk-Through 

Sign Loan / Escrow Documents 

Deposit Funds 

Close Escrow/Fund 

Receive the keys to your property after recording 

There’s a lot for clients to think about as they prepare to buy: 

What home features and neighborhood characteristics are 

most important to them? What can they afford? 

 

A home buyer’s checklist is a great way to stay on task and 

guide the process. 

 

Refer to this checklist as needed throughout your journey.



On Your Mark!

A buyer's consultation is useful to clarify the home buying process, sets the expectations on both sides, 

and lays the foundation for a happy client/agent relationship. Cotton Realty has a fiduciary 

responsibility to look out for your best interest. Being that I represent you, I will ask you to sign a buyer's 

representation agreement, this is our agreement to work together and may be re-evaluated.  

 

Some Questions Asked: What type of home are you looking for? Location considerations? How many 

bedrooms or bathrooms? Is a yard or outdoor space important to you? Are you looking for move-in 

ready, or are repairs or remodel ok? What is the amount of square footage that you're looking for? What 

is your price range? Have you been pre-qualified for a mortgage? What are your top five priorities? 

 

1) Buyer's Consultation / Representation Agreement

If you are paying all cash for your purchase it is suggested you prepare a verification of funds to 

accompany your offer. Otherwise, a mortgage is obtained to finance and purchase property. It would 

be wise to order a free credit report online and fix mistakes, if any, before working with a lender. I have 

multiple referrals to mortgage lenders. Ask the lender to give you a loan preapproval letter, which 

means they have verified your income and pulled a credit report. Determine your maximum loan 

amount, but choose only a mortgage type that you understand and a payment level with which you 

feel comfortable, which may sometimes be less than the maximum for which you are approved. Do 

not moves funds around without first consulting your lender, documenting paper trails of money can 

be a very cumbersome task. 

2) Get Pre-Approved / Verify Funds to Purchase

Narrow your search to those homes that fit your exact parameters to find that perfect home. 

I will provide you comparable sales in your targeted neighborhood. Observe open house etiquette, we 

sometimes will need to give advance notice for viewings so be sure to communicate your availability 

with me on a regular basis. In addition, prepare for multiple offers, if the home is considered desirable, 

and in a "hot" location. Sellers may issue a counter offer, from there my job is to negotiate on your 

behalf. 

 

When your offer is accepted, deposit your earnest money with the appropriate party. Do not ever make 

your check payable to the seller. Your offer will contain time-sensitive contingencies that will return 

your earnest money deposit to you if you cancel the contract. My transaction coordinator will open 

escrow and title, if the listing agent hasn't already done so. We will provide the escrow officer's name, 

phone and escrow file number. Give this information to your lender and your homeowner’s insurance 

agent. 

3) Search for Property/ Negotiate Offers



Get Set!

The seller lists any known problems with the property on disclosure forms. Read and question items 

you do not understand on the Transfer Disclosure Statement, Seller Property Questionnaire, natural 

hazard report, pest inspection / completion and other documents such as a preliminary title policy. 

Read every document in its entirety; ask questions. 

4) Seller Disclosures/ Reports

For your protection it is wise to get a home inspection. Hire a reputable home inspector. If the home 

inspection turns up health and safety issues, you have the ability to issue a request for repair by asking 

the seller to address those issues or give you a credit for repairs at a later date. The seller can agree or 

deny your request. Realize no home is perfect, and the inspector will find faults. Be reasonable. There 

are many types of inspections. Two inspections most commonly conducted are the home and pest 

inspections. 

 

Your basic Home Inspection – Hire a qualified home inspector who will do an inspection of the 

structural condition of the home including electrical, HVAC (heating, ventilation and air conditioning), 

plumbing, and roofing. They will test appliances and look under sinks for leaks. 

 

Your WDO Inspection – A WDO is an Inspection for Wood Destroying Organisms. This inspection is 

more commonly referred to as a termite inspection. It’s called a WDO because termites are not the 

only wood destroying organisms in the world. The WDO inspector is trained to look for things that we 

are not.  

5) Inspections  / Issue Request for Repairs

Your lender may require an advance payment for the appraisal. Some confuse home inspections with 

the appraisal. The primary purpose of an appraisal is to establish the fair market value of a home so 

that the lender knows the home is worth at least the purchase price. An appraiser does not look at the 

home from top to bottom. They do a general inspection only, but mainly focus on the size of the home 

and the purchase price of comparable homes in the area which have sold within the prior six months. 

If you receive a low appraisal, we will discuss options. Ask for a copy of the appraisal.  

6) Appraisal - Market Value 

Order your homeowner's insurance quote early. Sometimes previous claims by a home owner can 

make it difficult to get insurance. Get replacement coverage. The homeowner insurance company may 

request a copy of the appraisal for accuracy. If you are purchasing a condo documents may be 

requested by the lender and the buyer may be requested to pay any upfront charges in association 

with obtaining these documents. Although condominiums have a master policy a "walls-in" policy 

most likely is also required. 

7) Order Homeowner's Insurance Policy/ 

Master Insurance Policy for Condo Purchases



GO!

Lenders may ask for additional information. Do not make home buying mistakes such as altering 

your financial situation, establishing or closing credit, or changing employment, while in escrow. 

When the file is complete, the lender will submit it for final underwriter approval. Any changes to the 

loan terms such as loan amount, rate, and down payment may cause loan delays so be sure to 

review your loan disclosures and closing costs for accuracy. California purchase contracts specify days 

to remove contingencies. Make sure your loan is firm and the appraisal is acceptable before 

removing your loan contingency. If you do not remove contingencies, the seller can issue a request 

to perform and then cancel the contract. 

8)  Lender Conditions / Remove Contingencies

Underwriter's Review of Your Loan

1. Credit 

It is important that credit has been established with a good payment history. 

2. Job Stability 

A consistent job history with the same company is ideal; if changes have been made for 

advancement, it is acceptable.  

3. Income and Ratios 

Your gross monthly income (before taxes) is computed. Bonuses, overtime, part-time, or self- 

employment income is averaged over the last two years.  

4. Down Payment, Closing Costs and Cash Reserves 

In most cases, these funds used in the transaction must be verified.

5. Property 

The property is the security for the loan. The lender will require an appraisal by a certified fee 

appraiser to assure that there is sufficient collateral.  



The Finish Line!

Do not pass up doing a final walk-through. Inspect the property to make sure it's in the same condition 

as when you agreed to buy it. If you find a serious issue, address it now before you close. 

9) Final Walk-Through

Sign Loan / Escrow Documents 

In Northern California, you will sign escrow documents along with your loan documents near closing. 

Bring a valid picture ID. How you hold title has important tax and inheritance implications. If you are 

unsure which is best for you, please consult your attorney. 

 

Deposit Funds for Closing 

Bring a certified check payable to escrow. Expect escrow to pad the amount, so you may receive a refund 

after closing. Consider asking your bank to wire the funds to escrow, saving you the hassle of waiting in line 

at the bank. Personal checks are not allowed. Closing Costs are fees paid by the buyer and the seller at the 

close of your home. During the escrow process you will have received a Good Faith Estimate which 

includes your closing costs and settlement charges. 

 

Close Escrow 

Your property deed, seller's re-conveyance and deed of trust will record in the public records. Title will 

notify us when it records. After recording, unless your contract specifies otherwise, the property is yours! 

Obtain the keys, and change the locks immediately. 

10) Closing



Mortgage Payment 

Calculation

What should I do if I'm going to miss a mortgage payment? 

 

Contact your lender right away if you're going to miss a mortgage payment. Missing multiple payments can hurt 

your credit score, but it can also lead you to default on the loan – and you could lose your house. If you're 

experiencing a hardship, your lender may be able to create a payment plan to help you get back on track.

What’s included in your total monthly housing obligation? Example Sheet. 
 
Desired Purchase Price                                     $___________________ 
 
Interest Rate_______%                             Annual Percentage Rate ______% 
 
Estimated monthly principal & interest:                $____________________ 
 
Condo/HOA fees (if applicable):                          $____________________ 
Usually paid outside of your mortgage payment. 
 
Estimated monthly PMI (if applicable):                $____________________ 
Principal Mortgage Insurance (PMI) 
 
Estimated monthly home Insurance:                   $____________________ 
 
Estimated monthly property tax:                          $____________________ 
 
Other/ 2nd Mortgage Etc (if applicable)              $____________________ 
 
Total Payment:                                                    $____________________ 
 
 
Estimated Down Payment                                   $___________________ 
 
Estimated Closing Costs                                     $___________________ 
 



Buyer Notes



COTTON REALTY values family, participates in 

local organization's activities and is invested 

in the community in which we conduct 

real estate transactions.
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HQ - Berkeley CA 

3220 Sacramento St 

Berkeley CA 94702 

(510) 385-0409 

 www.Cotton-Realty.com 

DRE# 01989725 

 

 

 

****Please contact our office directly for local referrals. 


