
Dear Property Owner: 
STEPS THAT YOU CAN TAKE NOW  TO COMPLY W I TH YOUR CONTRACT AND 

TO AVOI D DELAYS AT CLOSI NG LATER.  

1. Locate your Owner’s Tit le I nsurance Policy. Be prepared to deliver a copy of it  to your

list ing agent , and to your designated t it le com pany. This not  only creates efficiencies,

but  also m inim izes the risk of t it le object ions. Your policy m ay also qualify for a re-  

issue credit  discount !  The Cont ract  for Sale and Purchase also contains a provision

regarding the Seller providing their exist ing t it le policy (  )  Completed.

2. I f you have them , locate your property Survey and Flood Elevat ion Cert ificate and

deliver it  to your list ing agent  and to your designated t it le company. Have you made

im provem ents not  reflected on this survey? (  )  Com pleted.

3. Locate your m ortgage statem ent  (s)  for loan inform at ion and bank contact

informat ion. This includes credit  lines. See at tached worksheet . (   )  Completed.

4. I f applicable, have Condom inium  and Hom eowner’s Associat ion contact  inform at ion at

hand. I f your property is a condom inium , be prepared to order the Declarat ion of

Condom inium , including Quest ion and Answer Sheet , Governance Form , Current  Year

End Financial I nform at ion and any recorded Am endm ents. These items are required

under the cont ract  to be delivered to your purchaser and typically carry a fee payable

to the m anagem ent  com pany.  (   )   Com pleted. I f  you are in arrears on

associat ion paym ents, ask for  a  pr int  out  of the balance due and provide to

list ing agent . (    )  Com pleted.

5. Find out  if there are any open or expired perm its on your hom e. They m ay exist  pr ior

to you purchasing your property, but  MUST be closed out  with the m unicipality prior

to closing. Contact  the City or County to obtain a perm it  history. Disclose any

structures or  repairs m ade w ithout  perm its,  or any other uncorrected building,

environm ental or safety code violat ion. I f Selling “AS I S” , you will st ill need to disclose

the status. (  )  Com pleted.

6. I f any part ies to the t ransact ion are not  local and accessible, not ify your list ing agent

so that  arrangem ents can be m ade in advance to properly execute docum ents for

closing before a notary public.

7. All part ies that  are on the t it le (deed)  to the property, and those added on

subsequent ly by quit  claim  deed are necessary part ies to sign the list ing agreement ,

sales cont ract , and t ransfer docum ents. Also, on hom estead property, if you are

m arr ied, but  your spouse is a non- t it le holder, he or she m ust  sign the list ing

agreement , and the deed at  closing as well.

8. I f you have any cert ified court  judgm ents against  you or another t it le holder, or any

federal, state, or local tax liens, provide copies to list ing agent  and designated t it le

agent . I f they const itute t it le object ions, they m ust  be paid at  closing to deliver

m arketable t it le to the buyer.

Please call any one of our Flor ida Tit le & Guarantee offices or Tit le Representat ives to answer 

any other t it le related quest ions. I t ’s never too early to be properly prepared for  a  

sm ooth sailing closing later! I t  would be our pleasure to assist  you. For your convenience, 

we have also at tached a form  to assist  you in com plet ing your closing requirem ents. 
Warm  Regards, 

Jeff Hall 
Florida Title & Guarantee Agency 
Division Vice President
Licensed Title Agent 
Direct 954.509.1426 
Mobile 231.290.0955  
jeffhall@ftgagency.com 
www.FTGAgency.com  



Dear Property Owner, 
The items below are typically requested by the title agent handling your closing. This information allows for the 
processing of your transaction. Having it ready will expedite the closing process. 

 ABOUT YOUR TITLE: PLEASE “X” ONE BOX: 

(   ) My Owner’s Title Insurance Policy is enclosed. 

(   ) I do not have an Owner’s Title Insurance Policy. 

ABOUT YOUR EXISTING MORTGAGE (S): 

Mortgage Company Name:  
Address:
City/State/Zip Code:  
Loan Number:  Phone Number: 
PrePayment Penalty?     Yes  No 

2nd MORTGAGE/CREDIT LINE/EQUITY LINE, ETC. (IF ANY) 

Mortgage Company Name:  
Address:
City/State/Zip Code:  
Loan Number:  Phone Number:  

ABOUT YOUR HOMEOWNERS OR CONDOMINIUM ASSOCIATION, RECREATION LEASE OR 
RECREATION MORTGAGE: 

Name of Association/Management 
Company:
Address:
Phone No.:  Account No:  

(If there is more than one Association, please note same) 

Name of Association/Management 
Company:
Address:
Phone No.:  Account No:  

(If there are more than two Associations, please note same) 

Do you have a recreation lease or mortgage?          No      Yes. If yes, please provide: 

Name of Association/Management for recreation lease or mortgage: 
Company:
Address:
Phone No.:  Account No:  

Do you know of any special assessments?  

FORWARDING ADDRESS: 

TELEPHONE NO: FAX NO: 
EMAIL ADDRESS:    

Other than the information contained herein, I/we hereby certify and affirm that there are no other 
homeowner/condominium associations that affect our property. We also certify and affirm that this form includes the 
full and complete information with regard to any mortgages, home equity loans, lines of credit, etc that may be secured 
by the subject property.  IS AUTHORIZED TO OBTAIN INFORMATION 
REGARDNG THESE ITEMS ON MY/OUR BEHALF. 

Seller: 
Date: 

Seller: 
Date: 


