
From Contract to “Close”
What happens after my offer gets accepted?

“Timelines are based on a 30-day escrow”



Day 1: What is Escrow?
Escrow is a 3rd neutral party holding monies in 
trust until both sides can fulfill the contract. They 
work closely with the title company to ensure all 
pre-existing liens are paid off at the time of 
close. They also work closely with the lender to 
help make sure the loan can close on time. 

Pro Group Escrow is our in-house escrow 
company. They strive to provide excellent 
customer service each and every day. Our 
escrow manager, Marytza Tortola, has over 37 
years of experience in the escrow field. Her team 
will make your escrow process as smooth as 
possible and are always very accommodating to 
you and your clients needs. Please write in Pro 
Group Escrow as your escrow of choice on your 
next transaction.

Marytza Tortola
Operations Manager

Pro Group Escrow



Day 1: Opening Escrow

• Make sure the Residential Purchase Agreement (RPA), and any 
counters and addendums have been fully executed.

• If you represent the seller, you will usually be the one to “Open 
Escrow.”

• It’s usually whoever picked the escrow opens escrow.

______________________________________________________
______________________________________________________
______________________________________________________
______________________________________________________



Day 1: Opening Escrow
• How is escrow opened?

• The escrow company chosen will need the following information to open escrow. You can email these 
documents to escrow or deliver the documents in person. 

• They will need the fully executed RPA, counters (if any), and addendums (if any).

• Escrow will need your client's contact information, such as phones numbers, email address, and home 
address. They will need the other agent’s phone number if not on the RPA in order to keep in contact with 
them, as well as have them provide their clients contact information.

• What is the commission split? Example: 3% and 3%, 2.5% and 2.5%?

• Escrow to receive the deposit. The wiring instructions can be emailed to the buyer. Please make sure the 
buyer verifies with escrow first that the account numbers for wiring are correct. They will have to wire, or 
deliver a check for deposit, to escrow within 3 days of escrow opening. Please refer to the RPA on page 1 
to see what was agreed to as far as delivery of deposit. 

• How do you want instructions delivered to you and your client? Will they be emailed to the client directly, 
mailed to their home, or will you deliver them in person?

• Who’s the lender? Provide the pre-approval letter to escrow.

• Is there a Homeowners Association? If so, escrow will need to know the name and phone number of the 
Management Company. This is given to escrow by the listing agent. The sooner escrow gets this 
information, the better. This way the HOA docs can be ordered in a timely manner. Escrow will also need a 
check from the seller to pay the HOA management company for those documents and transfer fees. 

_________________________________________________________________________________________
_________________________________________________________________________________________
_________________________________________________________________________________________
__________________



Day 1: Things our escrow will do
• ORDER A PRELIMINARY TITLE REPORT: A preliminary title report will be given to all parties. 

This report will tell all parties things about the property that show up on title that may or may 
not be an issue for the new buyer. Any liens, easements, encroachments and possible tax 
issues can be found on this report. Most liens can and will be paid off at close of escrow with 
proceeds from the sellers' equity but sometimes if there isn’t enough equity to pay off these 
liens, then the seller would have to bring in the money to pay those off or they won’t be able 
to sell the home.

• ORDER A NATURAL HAZARD DISCLOSURE (NHD): A NHD is a report that compiles information 
about the different zones a property falls into and what those zones are. Examples of different 
zones are Earthquake, flood and high fire zones. I require a NHD in all files. They are usually 
about $100 and paid by whoever agrees to pay for it in the contract thru escrow.

• ORDER A HOME WARRANTY: A home warranty is a one-year home warranty that covers 
certain aspects of the home like plumbing, electrical, a/c, heating etc. Cost can range from 
$575-$775 depending on plan selected and upgrades added such as pool/spa or roof 
coverage.

• Our escrow will always order NHD and Home Warranty for their agents but know that lots of 
escrows don’t so if using another escrow make sure to ask if they will do those two things. 
Otherwise, you will need to contact the companies and order them yourself.
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
____________________________________________________________________________
__________________________________________________



Day 1: Are you going to be using a Transaction 
Coordinator, or completing the file yourself?

What is a Transaction Coordinator?
A transaction coordinator will create your file and make sure it has all the correct paperwork and 
disclosures needed in order to be in compliance with the DRE (Department of Real Estate). The file will be 
input online for compliance review in Command, our paperless compliance system.

If using a TC:

• You’ll need to fill out their TC Take Sheet. This sheet gives them all the information they need in order 
to start the file off correctly. This would include all the players, such as other agents’ info, lender info, 
buyers’ info, seller info, home warranty, title, termite, NHD (Natural Hazard Disclosure), and your 
information. The TC will get paid at closing. They do not get paid if the transaction does not close. 

• They will need copies of the fully executed RPA, counters, any addendums, lender pre-approval letter, 
Disclosure Regarding Agency Relationships, Possible Representation of Buyer and Seller, Wire Fraud 
Advisory, CCPA, BIA, and FAAA.

• They will also ask how you want them to communicate with the buyer/seller, as far as getting 
disclosures to them to sign. Most buyers/sellers want to sign via electronic signatures. Please ask your 
clients if they can sign electronically, or if they prefer you to bring them the disclosures to sign in 
person.

• We have 2 great, full-time, in-house TC’s that would love to help you with your file. Tina McKay and 
Jessica Delano are licensed and very knowledgeable about real estate transactions. They are 
responsible for creating your file, and uploading everything compliance needs, including your 
Commission Request. When you don’t use them, YOU are responsible for creating your file and 
Commission Request and making sure you have all the proper disclosures compliance needs in order to 
pay you when escrow closes.

_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________
_______________________________________________________________________________________



Days 1-3: Setting up the home 
inspection

• If representing the buyer, you’ll need to set up the home inspection. 
Find out when the buyer will be available to attend and then see if that 
time works for the seller via their agent. Try to give the buyer at least 3 
choices for inspection companies if they ask you for one. They can also 
choose their own company if they like. 

• If representing the seller, make sure to find out from the buyer’s agent 
if they plan on having an inspection at the opening of escrow.

• The buyer pays the home inspector at the time of inspection. Please 
find out how much that will be before the time of inspection. 

• Most inspections are 2 to 4 hours long. 

• The buyers’ agent should be there at the time of inspection with their 
buyer, especially if the home is occupied. 

• The buyer has 17 days to remove their inspection contingency (unless 
contractually agreed to be shorter.)

• DO NOT wait until the last minute to get the inspection done. 

• As an agent you should always advise your buyer to have a home 
inspection done, even if the home appears to be in good condition.

• Make sure all utilities are on at the property before your inspection 
date. 

• Time periods are subject to change according to what is agreed upon in 
the RPA and counters at time of acceptance.

_____________________________________________________________
_____________________________________________________________
_____________________________________________________________
_____________________________________________________________



Days 1-5: Escrow Instructions

• All parties, buyers, sellers, and agents, will receive their own copy 
of the escrow instructions. Buyers and sellers need to complete 
and sign where needed and return to escrow within “5” days. 
Agents need to return signed commission authorizations, and NHD 
receipts.

• Escrow instructions are escrow’s way of restating what was agreed 
upon in the RPA, and counters, but on their own forms.  

• Compliance requires copies of the escrow instructions, earnest 
money deposit, and commission instructions in the file.  

_______________________________________________________
_______________________________________________________
_______________________________________________________





Days 1-7: Seller Disclosures

• If representing the seller, you need to make sure 
disclosures are filled out and sent to the buyer’s agent 
within 7 days of “ACCEPTANCE”. These can all be 
emailed once completed by the sellers to the buyer’s 
agent.

• Time periods begin the day after acceptance, so if 
everything was agreed to on the 18th, then the 19th is 
when the time period starts. Weekends are included in 
the number of days, except for opening escrow which is 
business days ONLY.

_______________________________________________
_______________________________________________
_______________________________________________
_______________________________________________
____________



Days 1-7: Appraisal

• Lenders will order the appraisal after the lending 
initial disclosures have gone out. It takes about 3-
5 days to get the results of the appraisal back 
once it’s completed. You will usually have 17 days 
to remove the appraisal contingency. 

• If representing the seller, the appraiser will 
contact you, the listing agent, to schedule the 
appraisal time. Appraisals are usually no longer 
than 30 minutes. It’s good to have comps with 
you when you meet the appraiser if you feel the 
price may need some help justifying.

• Sometimes appraisals won’t come in at the price 
the home sold for. If it comes back lower than the 
agreed sales price, 4 things can happen:

1. The seller comes down to the appraised amount. 
2. The buyer brings in the difference at closing.
3. The sellers comes down some and the buyer makes up 

the difference.
4. The deal dies.

____________________________________________
____________________________________________
____________________________________________



Days 1-7: Disclosures to Buyer

• The sooner the buyer’s agent gets the 
seller disclosures to the buyer, the 
better. These should be signed by the 
buyer and uploaded to Command no 
later than the tenth day for review. 
There are 17 days for review but 
waiting too long to get them signed 
could cause problems, especially if 
something on the disclosures needs 
further investigation. This could cause 
an extension to be needed on the 17th 
day contingency period. 

_________________________________
_________________________________
_________________________________



Days 1-10: Termite Report

• Whatever was agreed upon in the RPA, counters, or 
request for repair, will determine if the buyers 
would like a termite report done on the home. The 
buyers could also request that any current 
infestation, dry rot, or fungus, which is considered 
section 1 items of repair, be completed by the seller 
as well. 

• If representing the seller, and agreed upon in the 
contract, or request for repair, a termite report will 
need to be ordered. The listing agent, or seller, 
needs to contact a termite company to come out 
and inspect the home. Once completed, a copy 
should be sent to the buyers’ agent. If work is 
needed to be done (section 1 items) in order to give 
a termite clearance, then that work needs to be 
completed prior to close of escrow. 

____________________________________________
____________________________________________
____________________________________________



Days 1-17: Lender Follow-Up

• Buyer’s agent should be communicating with the 
lender 2 times a week once escrow opens to get up to 
speed on how the loan is progressing. You have 17 days 
to remove the buyer’s loan contingency, so a lot is 
hanging on whether or not the lender can get the 
buyer’s loan to the point to where the loan contingency 
can be removed. Buyers should be working hard to 
supply the lender with paperwork needed in order to 
get underwriter approval. 

______________________________________________
______________________________________________
______________________________________________
____________________________________
*Time frames are subject to change in the contract. These time frames can be shortened or lengthened if 
agreed upon by all parties in the contract, or counters/addendums.



Day 17: Removal of Contingencies

If representing the buyer:

If all disclosures have been signed and accepted by all parties, inspection reports have been completed 
and approved, including appraisal, you are now ready to remove your 17-day contingencies in writing. 
You can also remove each contingency one at a time as they are completed, or approved, but usually 
everything is removed at the 17th day. In 17 days, if OK’d by the lender, you can remove your loan 
contingency in writing on the 17th day, but only if the lender says it’s OK. 

Buyers won’t remove their contingencies in writing:

If the buyer won’t remove his contingencies in writing on the Contingency Removal (CR) form within the 
agreed upon time frame, then the seller could give them a Notice to Perform form which is asking them 
to remove the contingencies specified within 2 days of receiving the form( or any day after 2 days)  or 
risk the seller cancelling the escrow due to non-performance. Be prepared to ask for an extension of 
time in writing if needed.

If representing seller:

At 17 days you need to be asking the buyer’s agent to release all contingencies. In an ideal situation the 
contingencies would be removed in writing on a contingency removal form. If this is completed, then 
you will wait until it gets closer to the close date for the last steps in closing escrow.

____________________________________________________________________________________
____________________________________________________________________________________
____________________________________________________________________________________





Day 21-30: Getting close to Close 
of Escrow
Around this time both agents should be checking to see how the lender is coming along with 
the loan documents. These loan documents, along with the final walkthrough, are usually the 
last things a buyer needs to sign prior to close of escrow. Loan docs should be signed about 4 
days before close of escrow, and the final walkthrough should be completed about 5 days 
prior to close. Loan docs are prepared by the lender and then sent to escrow to get signed by 
the buyer in escrow. Once docs are signed in escrow, escrow will then package the docs up 
and send them back to the lender for review. This review can take 1-2 days depending on the 
lender. Escrow will also tell the buyer it’s time to bring in their funds to close escrow. This can 
be wired directly to escrow or given to escrow in the form of a cashiers check. Sometimes 
there will be extra documents needed in order to fund the loan. The lender and escrow will 
let the buyer know if anything else is needed from them at this time. The loan will then fund 
and usually it will record the next day. Sometimes the loan can fund and record on the same 
day. 

• A final walkthrough is done around 5 days prior to close of escrow to make sure the home 
is in the same condition from the time you made your offer. It is also a time you can check 
to see if repairs you requested to be done were completed. 

• The final walkthrough is a mandatory form needed in your file! This should be signed by 
both parties. 

___________________________________________________________________________
___________________________________________________________________________
___________________________________________________________________________
______________________________



Day 29-30: Escrow Records and 
Disperses Funds
Escrow disperses money and escrow packages once escrow records. Many times, 
buyers will have a small refund come back to them, usually due to extra padding of 
costs from escrow. This will be in the form of a check included in their closing 
package, along with their closing statement, which is a breakdown of all the 
buyer’s cost. The seller will also get a closing package. Their proceeds are usually 
refunded to them through wire, but they can choose to have a check as well. 

• Agent’s closing packages will go out at the same time. In your package will be 
your commission check, along with the final closing statement. Pro Group 
Escrow will give your commission check directly to our MCA so that they can 
process it for you. If using an outside escrow, you need to check with them on 
how you can receive your closing package and check. You will then have to make 
sure the MCA receives your check in order to process it. 

• All other items in the closing package will need to be uploaded to your 
Opportunity file in Command. 

___________________________________________________________________
___________________________________________________________________
___________________________________________________________________
__________________



Day 30-?: Possession

If the home is vacant, possession should be given to 
the buyer at the time the escrow records. If the home 
is occupied, the time period agreed upon in the 
contract for occupancy is followed. Usually if the 
home is occupied, a 3-day grace period to move out is 
given to the seller. Handing over of the keys is usually 
worked out between agents. The listing agent should 
remove the sign, and lockbox, within 3 days of close of 
escrow. 

If given a 3-day grace period, it is a good idea to let 
your buyers and sellers know they need to inform 
their insurance company that a 3-day grace period will 
be in affect after close of escrow. This will protect 
both parties if something should happen to the home 
during this time. ie: fire, burglary, flood damage, etc…

____________________________________________
____________________________________________
____________________________________________



Our KW Staff is Always here to help!

Raquel Flower
Team Leader

teamleader@kwcorona.com
949-528-7868

Gary Longobardo
Compliance Manager

compliance@kwcorona.com
951-215-6713

Kerstin O’Mara
Director of First Impressions
frontdesk@kwcorona.com

951-338-0200

Tina McKay
Transaction Coordinator

tinamckay@kw.com
951-338-0340

Brian Schumacher
MCA/IT Director

klrw391@kw.com
951-338-0201

Jessica Delano
Transaction Coordinator

j.delano@kw.com
951-338-0333

Sarah Northup
Transaction Coordinator Asst

sarahnorthup@kw.com
951-338-0253

Dave Clark
Broker of Record

dave@kwcorona.com
951-283-8787

Jesse Ramirez
Market Center Tech Trainer

jesseramirez54@kw.com
951-382-2398
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