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Closing Instructions – MUST BE FULLY 

COMPLETED BEFORE A CDA CAN BE CREATED 
 
Property Address:___________________________ 
City:_________________ST:_____Zip:___________ 
Earnest Money Held By: ______________________ 
Dates:  Effective__________Closing_____________ 
Contingency: Yes ___No ____ # Days____________ 
Pending ___________Back-ups ________________ 
MLS# _____________________________________ 
 
Seller Title Company:________________________ 
Address ___________________________________ 
City:_________________ST:_____Zip:___________
Escrow Closer:  _____________________________ 
Closer Email: _______________________________ 
Ph#___________________Fax_________________ 
 
 

Listing Company: ___________________________ 
Address: __________________________________ 
City:___________________ST:_____Zip: ________ 
Ph#___________________Fax_________________ 
Agent(s): __________________________________ 
Email:  ____________________________________ 
__________________________________________ 
 
 

Seller(s) (Legal Owner) :________________________ 
__________________________________________ 
Present Address:____________________________ 
City:___________________ST:_____Zip: ________ 
Ph#___________________Fax_________________ 
Email: ____________________________________ 
 
Commission Instructions 
Total Commission: _____% of $_______________ 
(Purchase Price) OR $______________ (if different) 

Listing Office_____%     or Flat Fee $____________ 
Sales Office______%     or Flat Fee $____________ 
Bonus $_____________ 

FFC $495 Paid By:  Seller □    Buyer □       Agent □   
 
Notes: ____________________________________                
 
Per the Independent Contractor Agreement, you must charge 
a minimum commission. You will want to make sure you are 
covering your FFC & E&O and any commission you are 
charging.  

 
 

**REMINDER – FFC AND E&O IS CHARGED FOR EACH 
BUY/SELL AGREEMENT AND IS ALSO CHARGED IF 
ASSISTING UNREPRESENTED BUYERS.  
 
 
 
 
 
 
 
 
 
 
 
Buyer Title Company:________________________ 
Address ___________________________________ 
City:_________________ST:_____Zip:___________
Escrow Closer:  _____________________________ 
Closer Email: _______________________________

 
Ph#___________________Fax_________________ 
 
 

Selling Company: ___________________________ 
Address: __________________________________ 
City:___________________ST:_____Zip: ________ 
Ph#___________________Fax_________________ 
Agent(s): __________________________________ 
Email:  ____________________________________ 

CLOSING INSTRUCTIONS ARE NOW 

ENTERED INSIDE YOUR TRANSACTION 
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