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Contact Information
	F Title Company

Name:  	

Company:  	

Address:  	

City/State/ZIP:  	

Phone:  	

Fax:  	

Email: 	

	F Attorney

Name:  	

Company:  	

Address:  	

City/State/ZIP:  	

Phone:  	

Fax:  	

Email:  	

	F Buyer’s Agent

Name:  	

Address:  	

City/State/ZIP:  	

Phone:  	

Fax:  	

Email:  	

	F Seller’s Agent

Name:  	

Company:  	

Address: 	

City/State/ZIP:  	

Phone:  	

Fax:  	

Email:  	

	F Seller

Name:  	

Company:  	

Address: 	

City/State/ZIP:  	

Phone:  	

Fax:  	

Email:  	

	

	F Lender

Name:  	

Address:  	

City/State/ZIP:  	

Phone:  	

Fax:  	

Email:  	

	F Other:	

	F Other:	

	F Other:	 	F Other:	

	F Other:	

	F Other:	
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Getting Started

Self Inspection
•	 �Walk through home and view objectively, removing any emotion/sentimentality attached to it.
•	 �Make a list of the repairs/changes that need to be made.
•	 Don’t make over-costly changes.
•	 �Prioritize list - placing those that require more work or outside resources at the top.
•	 �Create a timeline of necessary repairs/changes before showings to prospective buyers.

Before putting your home on the market, there are several steps you should take in order to ensure 

the greatest amount of positive feedback from prospective buyers and help to sell it faster. 
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Exterior
•	 �Clean out gutters, downspouts, chimney, etc.
•	 �Patch peeling or chipped paint with new paint.
•	 �Replace damaged roof shingles if applicable.
•	 �Repair, paint or stain any overly worn wood decks.
•	 �Clean dark spots or stains left on concrete or driveway.
•	 �Clean and repair fencing surrounding home and ensure 

it’s intact.
•	 �Maintain good exterior lighting,  especially along 

walkways. 

Yard
•	 Mow or trim grass surrounding home.
•	 �Re-sod the yard or re-mulch flower/plant beds, if needed.
•	 Continue grass/plant maintenance.
•	 �Remove any overgrowth and dead/diseased plants, 

shrubs, grass and trees.
•	 Weed flower beds.

Windows and Door
•	 Polish hardware: knobs, locks, etc.
•	 �Ensure they open and close with ease and no squeaking 

or repairs needed.
•	 Check doorbell functionality.
•	 Clean both inside and outside.
•	 Repair any cracks, tears or holes.
•	 Apply a fresh coat of paint, if needed. 

Entry
•	 �Make sure this area is spotless; clean floors, rugs, 

decorative pieces, etc.
•	 �Eliminate any clutter to enhance space.
•	 Ensure good, functional lighting. 

 

Living, Dining and Family Rooms
•	 �Add a fresh coat of paint to walls, if needed.
•	 Repair cracks in ceilings and walls.
•	 �Secure/repair peeling or torn wallpaper.
•	 �Re-paint or re-stain woodwork, banisters, wall decor, etc.
•	 �Clean blinds/drapery and ensure they work properly.
•	 Steam-clean carpeting or flooring.
•	 �Position furniture in way that showcases shape of room.
•	 Eliminate clutter to enhance space.  

Kitchen
•	 �Clean countertops and sink thoroughly.
•	 Repair leaks or dripping faucets.
•	 Organize pantry and cupboards.
•	 �Make sure the refrigerator and freezer  

are defrosted and odorless.

Bathrooms
•	 �Clean sinks, showers, bath tubs 

and countertops thoroughly. 
•	 �Repair leaks or dripping faucets.
•	 �Remove grout and soap stains left on tiles.
•	 �Repair broken or cracked tiles and re-caulk if needed.
•	 �Check the functionality of fixtures, lighting, heat lamps, 

fans, etc.
•	 Eliminate clutter.

Bedrooms
•	 Repair cracks in ceilings and walls.
•	 �Apply a fresh coat of paint, if needed. 
•	 �Secure/repair peeling or torn wallpaper.
•	 �Clean all blinds/drapery and ensure they work properly.
•	 Make beds.
•	 Eliminate clutter.

Selecting a Real Estate Professional

Millions of homes are sold each year, and each transaction is unique. With recent changes to contract forms 
and addendum, home selling has become more complex than it was five or ten years ago. Using a real estate 
agent who has experience and training in such fields as real estate marketing, financing, negotiating and 
closing, can be very beneficial for a home seller. A real estate agent can assist you in pricing your home 
according to market conditions, give you tips on showing the home, and assist you with negotiations when  
an offer is presented.

Repair, Changes and Cleaning Checklist:
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Pricing to Sell

Current Market Value 
The best way to assess the current market value of your home is to ask a real estate agent to conduct a Comparative 
Market Analysis (CMA). The CMA is usually free and helps determine the fair market value of your home based on 
evaluation of recently sold homes in your neighborhood that match your home’s age, features and size.  

Considerations When Setting the Price
•	Location – A desirable location (proximity to desirable amenities) adds the most value. 
•	Seller Needs – Is there a need to sell quickly? Is the sale contingent on another sale?
•	Season – More homes are listed between spring and summer, creating more competition. 
•	Condition of the Home – Does the home have strong curb appeal or attractive features? 
•	Other Factors – Current interest rates, economic conditions, crime rates, etc.

Once you’re ready to put your home on the market, it’s important to price it to sell quickly and 

close to your initial list price. Many factors contribute to the value of your home. Understanding 

them and enlisting the help of a real estate agent can help you price your home to sell. 

Days on Market (DOM) – The number of days a  
property has been listed on the market. A higher 
DOM can signal an unrealistic sales price. 

Inventory – The number of homes for sale on the 
Multiple Listing Service (MLS). A small inventory 
indicates a high demand; therefore, higher prices. 

Seller’s Market – A real estate market 
characterized by small inventories and short 
DOM. It’s common for multiple offers to be 
made on properties, sometimes exceeding the 
list price. 

 
 
 

Buyer’s Market – Occurs when sales slow 
and inventory accumulates. This market is  
characterized by high DOM and falling sales 
prices, giving buyers greater opportunities. 
Balanced Market – Usually a transitional phase 
between a Seller’s and Buyer’s Market when 
neither party has an advantage over the other.  

Median Sales Price – The midpoint between the 
most expensive house and least expensive house 
sold in an area during a specific time. 

Price Discount – The difference, usually expressed 
as a percentage, between the initial list price for a 
home and the final sales price.

Common Terms
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Staging and Showing Your Home

Tips for maximizing interest in your home: 

Gender-Neutral Master Suite: The primary bedroom 
should appeal to both genders. Try to eliminate any 
decor that may be too gender-specific. 

Furniture Placement: Arrange furniture to showcase 
the shape of the room and emphasize space. 

Power of Paint: Need to make a room appear larger 
than it actually is? Paint that room and the room 
adjacent to it the same color, creating the illusion  
of one large space. 

Kitchen: The kitchen is a major focal point of most 
homes. Update, replace or paint cabinets, drawers, 
appliances, hardware, etc. to enhance appeal. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 
 
Depersonalize: Prospective buyers want to see your 
home, not your photos or personal mementos. Remove 
as many of these items as possible, which will also 
eliminate clutter. 

Curb Appeal: Unfortunately, a book is often judged 
by its cover. Maintain the exterior of your home (lawn, 
landscaping, walkways, lighting, etc.) and keep it as clean 
as the interior.  

Declutter: By keeping your home clean and organized, 
you automatically make it appear  
larger and more welcoming. 

Aroma: Try to refrain from cooking any strong-smelling 
foods, such as fish. Instead, bake some cookies or fill 
your home with fresh flowers for a pleasant scent.  

Lighting: Don’t be afraid to fill your home with natural 
light; the brightness tends to improve both atmosphere 
and mood.  

Temperature: Maintain a comfortable temperature so 
prospective buyers feel at ease touring your home.  

Privacy: Be sure to give prospective buyers time alone 
with their real estate agent to address any candid 
questions they may have.

Everyone knows the importance of making a good first impression. Staging your home highlights 

its best features. Keeping it neat and clean at all times also makes your home more appealing to 

prospective buyers, who can drop by at a moment’s notice.
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Glossary of Real Estate Terms
Abstract of title - A condensed history or summary of 
all transactions affecting a particular tract of land.

Chain of title - A term applied to the past series of 
transactions and documents affecting the title to a 
particular parcel of land.

Closing- Also known as “escrow” or “settlement.”  
The process of executing legally binding documents, 
such as deeds and mortgages, most commonly 
associated with the purchase of real estate and the 
borrowing of money to assist in the purchase.

Deed - A written document by which the ownership of 
land is transferred from one person to another.

Deed of trust - An instrument used in many states 
in place of a mortgage. Property is transferred to 
a trustee by the trustor (borrower), in favor of the 
beneficiary (lender), and reconveyed (satisfied) upon 
payment in full.

Earnest Money - Advance payment of part of the 
purchase price to bind a contract for property.

Easement - An interest in land owned by another 
that entitles its holder to a specific limited use, such 
as laying  a sewer, putting up electric power lines or 
crossing  the property.

Encroachment - A trespass or intrusion onto another’s 
property, usually by a structure, wall or fence.

Encumbrance - A lien, liability or charge upon a parcel 
of land, e.g. a mortgage or easement.

Escrow - A procedure whereby a disinterested third 
party handles legal documents and funds on behalf of 
a seller and buyer, and delivers them upon performance 
by the parties. 
 

Examination of title - The investigation and 
interpretation of the record title to real property  
based on the title search or abstract.

Exception - In legal descriptions, that portion of land 
to be deleted or excluded. The term often is used in 
a different sense to mean an encumbrance on title, 
excluded from coverage in a title insurance policy.

Heir - One who might inherit or succeed to an interest 
in land of an individual who dies without leaving a will 
(intestate).

Joint tenancy - An estate where two or more persons 
hold real estate jointly for life, the survivors to take the 
entire interest on the death of one of the joint tenants. 

Judgement - A decree of a court. In practice, this is 
the lien or charge upon the land of a debtor resulting 
from the court‘s award of money to a creditor.

Lien - A hold, claim or charge allowed by a creditor upon 
the land of a debtor. Some examples are mortgage liens, 
judgment liens and mechanics’ liens. 

Loan Policy - A form of title insurance policy which 
insures the validity, enforceability and priority of a 
lender’s lien. This form does not provide protection for 
the owner.

Owner’s Policy - A policy of title insurance, which 
insures a named owner against loss by reason of defects, 
liens and encumbrances not excepted to in the policy or 
unmarketability of the title. The company also agrees  
to defend covered claims made against the title.

Power of attorney - An instrument authorizing another 
to act on one’s behalf in legal matters.  
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Prorate - To allocate between seller and buyer their 
proportionate share of an obligation paid or due.  
For example, a proration of real property taxes or  
fire insurance premiums.

Survey - The process of measuring land to determine 
its size, location and physical description, and the 
resulting drawing or map.

Title - (i) ownership of real property, which stands 
against the right of anyone else to claim the property; 
(ii) the evidence of right which a person has to the 
ownership and possession of land.

Title defect - Any legal right held by others to claim 
property or to make demands upon the owner.

Title insurance - An agreement to indemnify the 
insured against loss arising from a covered defect 
in title to a particular parcel of real property, which 
is typically issued to both the buyer to protect their 
property rights (through an owner’s title insurance 
policy), and the lender to protect its lien rights  
(through a loan policy of title insurance).

Title insurance policy - A written contract of  
title insurance. 

Title search - An examination of public records, laws 
and court decisions to disclose the current facts 
regarding ownership of real estate.

13
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Email Scams 
Email phishing scams attempt to trick people into 
clicking a link, opening an attachment or responding to a 
message so criminals can exploit personal information. 
The Federal Trade Commission and the National 
Association of REALTORS® have warned consumers of an 
email phishing scam in which hackers compromise the 
email accounts of buyers and/or sellers, pose as a trusted 
real estate agent or title insurance company, and attempt 
to fool their targets into wiring closing funds into the 
hacker’s own account.   

The Scam

Once hackers gain access to a buyer or seller’s unsecure 
email account, they look for the source of an upcoming 
financial transaction. Hackers use this information to 
register a fake domain name that mimics the domain 
name of the legitimate source, making spelling changes 
so subtle that most people would never notice. The 
hackers then use the fake domain name to email 
false wire transfer instructions to their target. If the 
consumer wires their settlement funds to the wrong 
account, he or she could lose those funds. 

Easy Tips for Avoiding  
Email Phishing Scams

1.	 Be wary of emails that are unusual or 
unexpected – even if they appear to come 
from a trusted source. Look carefully for 
grammar or spelling mistakes, and be leery 
of those that use threats if swift action is  
not taken.

2.	 Avoid conveying sensitive information 
through unsecure email accounts or 
websites, and be aware that information  
you share on social networks can be used  
by scammers.

3.	 �Do not click on suspicious links in emails. 
Instead, hover your mouse over a link to 
view its true web address. If it’s different 
than what displays in the email, beware. 

4.	 Create “fake” answers to password 
recovery questions; “real” answers can be 
discovered. Write down the false answers  
to help you remember them.

5.	 If anything in an email seems suspicious, 
call the sender using a previously known or 
verifiable phone number. Never reply to the 
email or information in the message.
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Financial Strength
Strength and stability for over a century.
Ask for an Old Republic National Title Insurance Company policy. The protection of your owner’s policy is only as 
strong as the company underwriting the policy. Since 1907, Old Republic National Title Insurance Company has been 
insuring residential and commercial properties across America. Weathering every storm, we protect property rights 
through good times and bad. 
 
Old Republic Title’s parent Company, Old Republic International Corporation, is one of the nation’s  
50 largest shareholder-owned insurance businesses.

Nothing else assures a homebuyer’s peace of mind quite like title insurance.
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Enjoy Your  
New Home!

Moving Tips

Moving Day 
	£ Pick up truck or meet movers early

	£ Sign and file mover paperwork

	£ Do final walk-through

	£ Leave your forwarding address

	£ Lock up home

Delivery Day

	£ Check utilities and appliances

	£ Clean your new space

	£ Unpack essential items

	£ Install new locks

8 Weeks Before 
	£ Reserve movers or rental truck

	£ Create a file for receipts  
and documents

7 Weeks Before 
	£ Collect legal, medical  

and pet records

	£ Transfer school and vet files

	£ Cancel/transfer memberships

6 Weeks Before 
	£ Declutter—keep, sell,  

donate or toss

	£ Plan a garage sale

	£ Use up household items

5 Weeks Before  
	£ Book storage (if needed)

	£ Submit change-of-address form

	£ Schedule home repairs

4 Weeks Before 
	£ Hold garage sale

	£ Donate leftover items

	£ Plan utility transfers/
cancellations

3 Weeks Before 
	£ Stock up on packing supplies

	£ Start packing non-essentials

	£ Arrange pet/hotel travel, if needed

2 Weeks Before 
	£ Transfer/cancel subscriptions

	£ Notify providers and 
government offices

	£ Confirm truck parking or  
permits for moving day

2 Days Before 
	£ Set aside essentials: clothes, 

valuables, documents

	£ Empty fridge

	£ Confirm mover/truck payment

1 Week Before 
	£ Arrange sitter for kids or pets

	£ Refill prescriptions  
and transfer pharmacy

	£ Add ID, registration  
and insurance to file
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