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Sale to Settlement Checklist 
Finance approval date __________________  Settlement date _________________

Sales information sheet prepared


Sales file prepared


Listing information


Copy of sales information


Copy of offer and acceptance

Documents sent to conveyancing agent(s)

Due dates have been put in the diary


Balance of deposit


Finance approval


Other conditions before settlement

Settlement


Deposit received


First instalment amount


Second instalment amount

Client is advised


Cash sale (if applicable)


Finance application lodged


Keys/access arranged for:


Bank/ building society    date: __________________

Valuer

   
date: __________________


Extension of finance arranged (if applicable)


Letter of approval received


Check any conditions of approval

Sent to conveyancing agents

Copy kept in office file

Sent to conjunctional agent (if applicable)




Client advised

Purchaser finance approved


Client advised to discharge mortgage

Termite inspection arranged


Pre-settlement inspection arranged


Keys for settlement arranged







