
Purchase Agreement
Training Step-by-step



Pg 1 (½)
Buyer Name

Property Address

Parcel Number (Can be found on MLS or county 
auditor’s website)

Single Family Home/Duplex/Apartment/etc, 
legal description as stated on auditor site 
(lot 4, etc)

Select all that apply and add 
extras in the “also included” 
section. This is where you 
would include chattel such 
as furniture that is being left 
etc

If the sellers are taking anything with 
them such as window treatments, larger 
items such as a hot tub, or a chandelier 
fixture it would go here

Full price of home being offered by the buyer
Title Co. or office if not ORT Amount of earnest 

money being 
depositedSometimes EM is deposited 

through wire, money order, etc 
so make sure to mark the 
correct one

If more than one way, add additional here (ex. part check and part wire)

Down payment for mortgage or total price if 
cash

All



Pg 1 (2/2)
Balance of purchase price minus down payment

Other forms may be cash, Hard 
Money Loan, etc

You should always try and send the 
Pre-application for a loan or proof of 
funds when sending in your offer. 
The buyer should meet with the loan 
office within 3-5 days after accepted 
offer. 

Put in the date that official loan 
application will be accepted and 
buyer is approved. You can ask 
the lender for an estimate if you 
are not sure what to put. Typically 
it is 30 days for conventional and 
45 for FHA or VA.

This is how long you estimate it will 
be before closing occurs. If the 
date passes before the deal is 
closed, you will need to get an 
extension or you could be 
considered to be out of contract.

Normally, we put “title transfer” here, meaning 
that upon the title transferring to the new buyer 
the seller will give them access to their new 
property.

Make sure both 
parties initial and 
date the bottom of 
this page.

If buyer is asking for seller to pay closing costs, it 
would go here. Usually we write “seler to pay x% or 
$x for buyer’s closing costs, points, or pre-paids.”

Buyer can also offer to pay part of 
seller’s closing costs for a stronger 
offer.

3-5
30 or 45

Actual date from line 30 (No 
holidays or weekends since 
title closed)

Same as line 38

0



Pg 2 (½)
The address should be on each page of the purchase 
agreement, so make sure to add it here on each page.

Sometimes the seller needs more time to 
move out of the home after title transfers. 
If the buyer allows this, an agreement is 
made to have the seller pay the buyer 
daily for occupying the property as agreed 
in this section. Possible amount per diem 
(daily rate) is new mortgage amount 
divided by 30 days.  If this does not apply, 
just ignore or cross out.

This section discusses that the 
seller should be giving the buyer a 
clean title with no easements, 
conditions, etc. and if it is not clean 
they need to fix it or buyer can be 
released from the deal if they do 
not want to take care of it after the 
sale themselves. 

Normally the seller box is checked 
here

This section discusses that the 
buyer’s responsibility for taxes, 
assessments, etc only start when 
title is transferred, not before 
when they did not own the home. 
They pay a pro-rated amount. The 
seller also is agreeing to disclose 
any proposed taxes or 
assessments they know of.

Mostly used for farm land



Pg 2 (2/2)
Seller is agreeing to pay 
these fees listed, and any 
additional ones listed in “h”. 
You should always add 
“final utilities” in case they 
owe so the buyer is not 
responsible.

Normally, we write in around $200

This is not a waivable fee. If the 
buyer does not pay, the amount 
will be taken from the agent’s 
commission. 

Make sure both parties initial and date the bottom 
of this page.

If multi-family, per 
unit amount



Pg 3 (½)
Make sure to fill this in

Seller may offer a home warranty 
on the listing, but if not, buyer can 
elect to get a home warranty. If 
they do so, mark who is expected 
to pay for the warranty and the 
estimated price. If on the purchase 
agreement, the amount is usually 
paid to the warranty company at 
closing by title, usually somewhere 
around $500. 

Inspections are very important 
and should always be 
recommended to buyers! They 
can, however, waive the 
inspections if that is their 
choice. If they do waive them, 
they initial the box here AND 
sign the separate “buyer’s 
waiver of inspections” form as 
well. If they are not waiving 
them, leave this blank. Initials here apply 

to lines 118-124



Pg. 3 (2/2)
Make sure to mark all that apply or 
may apply. The buyer can decide not 
to do any of these later, but trying to 
add new ones after the agreement is 
signed can cause problems. In the 
“other” section, we always like to write 
in “anything deemed necessary by the 
inspector” in case they find something 
they are worried about that was not 
considered before such as mold, 
radon, or pests. 

Estimate how many days from the 
offer being accepted it will take to 
have the home inspected (it can be 
anywhere from 3-7 depending on if 
the inspector they choose is 
backed up with jobs) Make sure both parties initial and date 

the bottom of this page.



Pg. 4 (½)
Make sure to fill this out

If the seller is aware of any sexual offendors in 
the area, they are required to disclose the 
information to the buyer. The buyer has a 
responsibility to check themselves as well since 
the seller may not be aware.

This section talks about how the seller must disclose any 
issues they know about the home and supply them with the 
residential property disclosure or exemption form filled out to 
the best of their ability. They are not responsible for fixing any 
issues that arise unless they pose health risks such as a gas 
leak, although the buyer can try to ask if something comes up 
during an inspection. The seller is allowed to deny this 
request and a release can happen if the parties cannot agree. 
The seller is not responsible to fix things found in the 
inspections, unless they break city code or laws, but if the 
buyer is unhappy with an inspection they may back out of the 
deal. Normally buyer and seller try to work out an agreement 
such as putting money in escrow for repairs or lowering the 
sales price. If FHA, repairs need ot be done before closing. 

If the property disclosure was not available in the MLS and 
not included in the offer, the seller must get it to the buyer 
within 3 days from acceptance. They MUST fill out one of 
the forms fully, whichever applies to them. If they have no 
knowledge but do not qualify for one of the reason on the 
exemption form, they must complete the regular form to the 
best of their ability even if they have to write “unknown” for 
each section. They cannot leave areas blank or crossed 
out.



Pg. 4 (2/2)
This section talks about how the 
brokers and agents involved are not 
liable for any mistakes the seller 
makes on the property disclosure. 
They have no obligation to do 
research to verify things disclosed or 
not disclosed. Measurements, tax 
amounts, assessments, etc provided 
by the agent are not guaranteed and 
should be confirmed by the buyer. 
This section is normally marked 
“none.”

If the home is damaged during the process 
of the deal, for example a hurricane or 
tornado damages the home or someone 
puts a giant hole in the wall, if the damage 
is more than 10% of the purchase price 
agreed upon, the buyer may accept 
insurance money to fix the damage or 
terminate the agreement altogether getting 
back any deposits they made (earnest 
money, etc). If the damage is less than 
10%, the seller must restore the property 
to the condition it was in when the offer 
was accepted by buyer.

Make sure both parties initial and date the bottom 
of this page.



Pg. 5 (½)
Make sure to fill this out

Make sure to mark off any 
that apply that you are 
sending over to the list agent 
with your offer. 

Anything not already discussed in the agreement would go here.

This section discusses that the 
earnest money cannot co-mingle 
with other funds by a brokerage 
and how it must be kept until title 
gives instructions otherwise. The 
earnest money is usually used as 
commission; the title company 
sends the amount owed minus the 
earnest money being held already. 
If title has all funds, they send the 
entire commission amount. If the 
title company sends more money 
than the commission, the 
brokerage returns the money to title 
to disperse accordingly. 



Pg. 5 (2/2)

This just explains that the purchase 
agreement is a binding agreement that 
both buyer and seller are complying 
with. Any changes should be made on 
addendums or counter offers, not on this 
form directly. Agreements in writing, 
even electronically, are binding as well 
in relation to the agreement.

Make sure to have buyer sign and date this line, and print 
name below. All buyers must sign.

Make sure both parties initial and date the 
bottom of this page.



Pg 6
Fill out the address

Your commission amount goes here. If 
you are unsure, feel free to call the office. 
Only worry about your commission, not 
the other agent. You can put a dollar 
amount or percentage.

Make sure seller signs and dates, and 
prints name here. All sellers must sign.

Your info goes here. Insert which side 
applies to you.

Other brokerage info goes 
here.

Make sure both parties initial and date the 
bottom of this page.


