INTRODUCTION

In order to ensure a smooth sales process, we have assembled the following.
PURCHASE CONTRACTS

Before any sale becomes binding Celebrity Homes must review and accept all Purchase Contracts presented by Independent Real Estate Salesperson.  Set forth below are Celebrity Homes’ Purchase Contract considerations:

1. Agents must have a DEPOSITABLE earnest deposit check prior to sending out a sales report form. Earnest deposits may be split in half up to frame stage. The second deposit is due within thirty (30) days.  Buyers with VA, NIFA and Centris My First Home financing require an earnest deposit of $1,000.00. Buyers with CONV or FHA financing require an earnest deposit of $2,000. If financing, all upgrades that require a non-refundable deposit will have the initial earnest deposit required for financing waived.  All non-refundable deposits need to be paid in full at time of contract regardless of the stage. Buyers who will be paying cash require a $5,000 non-refundable deposit.  Upgrades that require a non-refundable deposit on a cash transaction need to be collected in addition to the initial $5,000 earnest deposit and is due at time of contract regardless of the stage. We do not waive the initial earnest deposit on cash transactions.
2. All checks must be deposited upon receipt of the Purchase Contract.  We will not hold any checks. A $30.00 charge for any returned checks will be charged to Independent Real Estate Salesperson.

3. Purchase Contracts need to be reviewed by the Independent Real Estate Salesperson before they are turned in to the main office.  The agent will initial and sign the cover sheet to verify the purchase price and contract is correct.  Any corrections need to be corrected and back in the office within 24 hours of being notified by Shawn or Christine.  If not returned in the 24 hours the sale will be cancelled and the house placed back on the market.  Agent to notify buyer of this policy at time of contract. 
4. Only original signatures are allowed for a Purchase Contract to be accepted, no faxed or scanned signatures allowed.  All parties listed on the purchase contract including co-signers will need to sign a contract.

5. Purchase Contract Information Sheet:
1. Fill in all yellow sections on purchase contract information page: Base Price, Elevation, Door Selection, Trim Selection, Appliance Color, Cabinet Selection, Cabinet Colors and Builder’s Buck’s.

2. Fill in red sections on purchase contract information page only when buyer upgrades.  Do not use the red section to make a selection that appears on the standard features pages.   Any upgrade selected in the red sections need to have the green and orange fields completed to appear on the addendum.
3. Exterior color selection form must be submitted at time of contract when the exterior colors have been selected by Celebrity Homes.  Buyer selections of exterior colors should be turned in with contract or shortly after contract acceptance as these are approved in order they were submitted.
a.) Celebrity Homes must approve all selections.

b.)  No changes are allowed to exterior color sections after original selections have been approved.

6. Changes in lenders must be submitted by addendum for consideration and approval.  Attached to the addendum when non-preferred lender: Full Mortgage Loan Commitment and Residential Loan Policies and Procedures.  Any changes, after a contract had been accepted, between preferred lenders or to an outside lender is only allowed after approved by Shawn and is only final approved once addendum has been accepted by Celebrity Homes. 
CONTRACT CONTINGENCIES
1. No Contingency – either renting or don’t need sale of home

2. Existing Home Sales are allowed at any stage of construction.  Independent Real Estate Salespersons should include a copy of the Buyer’s Purchase Contract on Buyers present home along with a Mortgage Loan Commitment on the Buyers of their existing home.  Celebrity Homes may accept or reject the proposed Purchase Contract at its discretion.  Celebrity may at its discretion not finish new home until existing home closes.
3. Sales Assistance Program:

a.) Buyers must use a preferred listing agent and will have 90 days to sell their home unless otherwise extended in writing by Celebrity Homes.

b.) Copy of listing agreement, net proceeds and CMA must be submitted with Purchase Contract 

c.) Celebrity Home can be no further than lot stage 

4. Contingent Sales:

d.) Buyers have 45 days to sell their home unless otherwise extended in writing by Celebrity Homes.

e.) Buyer’s home must be listed with a real estate company and a copy of the listing, net proceeds and CMA must be submitted with the Purchase Contract.  If necessary include a copy of your own market analysis to determine if priced for the current market conditions.

f.) Celebrity Home can be no further than frame stage 

5. Trade Program / Buyout:
a.)       Buyers must use preferred trade agent and will have no less than 90 days to sell their home.

b.)       Trade Program Acknowledgement, Trade Addendum and Net Proceeds Sheet to be turned in at time of contract.

BACK ON MARKET HOUSES

1. Please notify Celebrity Homes immediately of any Purchase Contract cancellations.

2. Buyer must request deposit refunds in writing to Celebrity Homes, including the Buyer’s explanation for requesting a cancellation when not cancelled for receiving a loan denial.  

3. Celebrity Homes will determine whether or not a refund will be granted and shall communicate this decision to its Independent Real Estate Salesperson.

4. If a non-contractual contingency is presented that precludes Buyer from proceeding with a sale, all earnest deposit(s) will be forfeited.

5. A signed release from the Buyer must be obtained within 24 hours of cancellation.  Any refunds will be delivered by the Independent Real Estate Salesperson for transmittal to the Buyer once the check has cleared and the release is signed.  
6. In all cases including when a contract has not been accepted, a signed release from the Buyer(s) is necessary. 
7. Interoffice procedure for BOM’s is as follows:

Complete all sections and Print the Lost Sale form   

Determine the costs incurred by Lender have been paid by the customer.

Call or Email Shawn ASAP to discuss the reason for the BOM. 

Make sure you email the Lost Sales Form out to EVERYONE WHO ALSO RECEIVED THE ORIGINAL SALE FORM AFTER TALKED WITH SHAWN.   Agents, Gale, Ryan, Loren and Chad
PLANS AND SPECIFICATIONS 

1. Building plans and specifications must be signed by Buyers and also by Celebrity Homes.  Independent Real Estate Salespersons must have signed plans and specifications to Celebrity Homes within 48 hours of receipt of plans and specs. 

2. Builder’s Certification form will be attached to Plans and Specs for FHA and VA loans by Celebrity Homes prior to sending to the lender.  Buyer does not sign this form.
3. Plans should be ready within three to five (3-5) days of Purchase Contract being written.  The plans will be put in your mailbox.  If this does not happen, please check with Celebrity Homes.   (Except of Pre-Sales they will be provided once the home has a start date on the Control Sheet.)
4. The Independent Salesperson will need to complete a Plans & Specs packet.  The cover sheet and specifications can be found on the website.  There are 6 pages of specifications per house style.  Page 6 is where any upgrades need to be hand written in red under 27 misc.  Please line thru any deleted appliances.  The customer signs all pages of the blueprints including the plot plan and page 6 of the specifications at the bottom of the page.  Fill in the cover sheet with information for the appraiser.  Each contract will require one complete set of plans and specs including cash sales.  Place the paperwork together in the following manner:  On the white side opposite the plot plan stack the cover sheet, VA Cover Sheet (if VA loan), Specs, Four pages of accepted purchase contract.  Paper clip to the blank side of the plans.     
CLOSINGS

1. Closings must occur on the date provided by Celebrity Homes.

a.) A per diem of $50 per day will be charged to Buyer or Independent Real Estate Salesperson if the closing date exceeds the original scheduled date.

b.) A finished house or a former model home must close within thirty (30) days of Purchase Contract acceptance.

2. No closings will be scheduled with lenders that use First American Title after 3:00 P.M. 
3. The scheduling of Buyer orientation and closing will be coordinated with both Celebrity Homes’ Construction Department and Closing Department.    The Construction Department provides the move in dates as they become available to the Closing Department. The Closing Department sets up the orientation and closing based on the availability of the Construction Department. The Closing Department will email the orientation and closing information to the agent. The agent will notify the customer and the lender using the closing letter and provide a copy of this letter to the closing department.
Please keep in mind that the day of completion will not necessarily be the day of closing. 
4. During the last two weeks before closing please keep in close contact with the lender and First American Title. 
5. Allow appraisers access to the home at the time of appraisal and again before the walk thru for a final inspection.

6.
Keys are to be given to the customer only after closing and upon verification of funds.  THEY SHOULD BE TAKEN to First American Title or First Mortgage Company after the walk thru is complete.  Transferring keys to the buyer is the responsibility of the Independent Real Estate Salesperson.
MISCELLANEOUS

1. Independent Real Estate Salespersons are responsible for using the loan tracking system to keep Celebrity Homes updated on the status of getting their Buyers’ loan commitments back from the lender within 15 days of the Purchase Contract written date.  Extensions based on Preferred Lender Recommendations may be approved by Celebrity Homes if loan commitment is not received in the 15 days. Independent Real Estate Salesperson is responsible for informing buyer of any extension.
2. Independent Real Estate Salespersons are responsible for making sure buyer’s interior selections are made with Imperial Tile within 15 days of writing the purchase contract or receipt of loan approval.  Diane will email a copy of interior selections once we have received them from Imperial Tile.
3. Independent Real Estate Salespersons are responsible for follow-up on all outstanding conditions on Buyer’s loan and should consider contacting the Buyer’s loan officer for updates.

4. Independent Real Estate Salespersons are responsible for tracking all loan approvals, appraisals and additional deposits as required.  Failure to do this may cause the house to go back on the market.

5. Celebrity Homes’ builder keys ARE NOT to be given out to prospects.

6. Buyers must be informed that all exterior improvements (e.g., fences, pools, etc.), subject to applicable subdivision covenants, must be approved in writing by Celebrity Homes.  Celebrity Homes will not approve sheds, dog runs, etc.

7. Celebrity Homes’ warranty information is contained in the Buyer’s Warranty Manual.  All buyers are to receive this manual at the time of contract. 

8. There will be a $500 administrative fee to anyone wishing to change lots or house styles after a contract has been submitted.  This is to be paid in cash on a separate addendum at the time the change is made.  This is a cash item addendum and is not refundable.
PREFERRED LENDER


Celebrity Homes has partnered with several local companies as their preferred lender.  Any purchaser of a Celebrity home is encouraged to make application with one of these lenders due to the following benefits that the customer may be eligible for:
If the purchaser uses a Preferred Lender as their lender, Celebrity Homes will pay all closing costs and their first year homeowners insurance (see chart below).  All closing costs include appraisal, credit report(s), flood insurance certificate, title insurance, recording fees, revenue stamps, final inspections and closing fee (First American Title only).  The lender is waiving any other closing fees.  
The buyer is only responsible for pre-paids which includes interest and taxes for escrow and can include discount points that the buyer has initiated.
These benefits do not apply if the buyer does not use the preferred loan officer with our Preferred Lender or a non-preferred loan company or is a cash sale.

These loan officers must be listed on the contract:
First Mortgage Company              Approved loan officers
First National Bank                       Loan Officer Diana Foral or Rod Larsen 
Wells Fargo                                  Loan Officer David Clauson or Joel Spaan 
US Bank                                       Loan Officer Paula Paulson 
Centris Federal Credit Union        Laura Longo
INSURANCE CHART

                             $120,000   TO    $149,999                $585

                  $150,000    TO    $179,999                $637
                  $180,000    TO    $199,999                $685

                  $200,000    TO     $239,999               $770

                  $240,000    AND   UP                         $874

THERE IS NO INSURANCE ALLOWANCE FOR CASH TRANSACTIONS.

CO-OP REALTORS

It is the policy of Celebrity Homes that in order for a cooperating real estate agent to be registered as a buyer’s agent, both the agent and the buyer must come in to one of our model home locations and sign our Realtor registration form. This specifies that the Realtor is then protected for a period of 30 days, unless the buyer should come in during that 30 day time period and re-register and buy a home with a different real estate agent.  Once signed, the registration is good at all Celebrity Home locations.

Absolutely no telephone, mail or faxed registrations.


Agent and buyer must be present to register.


Co-op registration automatically expires after 30 days.

Make sure all Realtor registrations are entered into the computer prospect database the same day that you met with them.  If not then the co-op is not protected if they write with another agent.
Once the co-op agent and buyer have signed the completed registration form, please fax it to the main office.  Celebrity Homes’ management will verify and initial it and leave a copy in your mailbox.  If a purchase contract is written, a copy of this registration that was signed by management should be included with your paperwork.

If a prospect has been in the database for more than six months without a return visit and then returns with a Realtor, you may register the buyer with the Realtor.
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