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Accepted Contract Check List
Upon accepting Purchase Agreement, Celebrity Homes will email their Sales Representative the ENTIRE ACCEPTED PURCHASE CONTRACT in PDF format.
Upon receiving Accepted Contract Sale Representative needs to forward copies accordingly
· Call the customer and congratulate them…Celebrity Homes has accepted their Purchase Agreement.
· MAIL Contract Addendum Pages (3) and Purchase Agreement Pages (4) with prepared letter to the buyer.
· Send copy of Purchase Agreement Pages (4) to LENDER  and REALTOR (if applicable) with prepared letter.  DO NOT send Contract Addendums.
· If the buyer has listed their home with a Preferred Realtor, either a Trade or “Seller’s Assistance Program”, CALL Realtor to inform them that Celebrity Homes has accepted the Purchase Agreement.
Floor plans are to be reviewed with the customer to DEMONSTRATE what their new home will look like.  The Specs (Description of Materials) DEMONSTRATES what will be in the home, finishes.  
These plans are also used for appraisal purposes (if applicable).
Upon receiving Plans
· Prepare the plans accordingly if being used for appraisal purposes (refer to Utility Site for instructions)
· Contact the customer and explain, “Need to review plans and specs”
· Meet with the customer are review plans and specs (Description of Materials, refer to Utility Site)  Buyer needs to sign each page of plans and page 6 of Description of Materials)
· Plans to be returned to Celebrity Homes within 48 hours of being received by Sales Representative 


Addendums for Floor Coverings 
· Upon receiving email with floor covering overages (if any) Sales Representative needs to meet with buyer and receive funds and sign appropriate addendum.
[bookmark: _GoBack]Construction Update Letters
· Prepared Construction Update Letters should be mailed out to customers
· If there is a Realtor involved, make certain they also receive update letters.  You may also want to include YOUR CARD, YOUR INVENTORY SHEETS, and call the realtor to verify that they received your information.
(prospect for another customer!)
Move-In Orientation / Closing Letter
· Upon receiving confirmation of Move-In Orientation and Closing from Celebrity Homes, you will want to mail out your prepared letter.  
· Mail a copy to lender
· Mail a copy to realtor (if applicable)
· Mail a copy to “Seller Assistance Program” / “Trade Program” Realtor (if applicable)
· Give a copy of the letter to Celebrity Homes for their file.
· You may also call the buyer and/or email them.  However, you still need to mail the letter and disburse accordingly.
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