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THE B A S I C S

C O M M I T M E N T  I S  A  T W O - W A Y  S T R E E T

W H O  A N D  W H A T  Y O U  N E E D  T O  K N O W  F O R  T H E  
H O M E  S E L L I N G  P R O C E S S

Your Realtor® will make a commitment to spend valuable hours finding the right home for you:
researching listings, previewing properties, visiting homes with you, and negotiating your contract.
Honor that commitment by staying with the Realtor® you’ve selected until you purchase your home.
Be sure your Realtor® accompanies you on your first visit to all new homes and open houses, too.

REALTOR®
A Realtor® is a licensed real estate agent and a
member of the National Association of
Realtors®, a real estate trade association.
Realtors® also belong to their state and local
Association of Realtors®.

BUYER ’S  AGENT
A key role of the buyer’s agent OR broker is to
work with the buyer to locate a suitable
property and negotiate a successful home
purchase.

REAL  ESTATE  AGENT
A real estate agent is licensed by the state to
represent parties in the transfer of property.
Every Realtor® is a real estate agent, but not
every real estate agent has the professional
designation of a Realtor®.

LENDER
The lender works with the buyer to arrange
financing for the purchase of a home.

APPRAISER
Inspects the property and determines
comparable price of the home.

HOME INSPECTOR
Inspects the property and works directly for the
buyer.

ESCROW OFFICER
A disinterested 3rd party that handles funds,
title insurance and signing of loan documents.

MULTIPLE  L IST ING SERVICE
(MLS)
The MLS is a database of properties listed for
sale by Realtors® who are members of the
local Association of Realtors®. Information on
an MLS property is available to thousands of
Realtors®.

A key role of the listing agent or broker is to
form a legal relationship with the
homeowner to sell the property and place
the property in the Multiple Listing Service.

the 

LISTING AGENT
(for  SELLER)
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COMMON T E R M S

R E A L  E S T A T E  T E R M I N O L O G Y

PPRA

COMMISS ION
A percent of the sale price of the home that is paid
to agents. Seller and Buyer agent commissions are
negotiable.

COLLATERAL
Something of value (in this case your home) that is held
to ensure repayment of a mortgage or loan.

CLOSING COSTS
The buyer and seller have expenses associated with the
transaction other than that of the actual cost of the
home. For example, the buyer has a variety of fees due
for obtaining a new loan.

BALLOON MORTGAGE
When the new title to the property is officially recorded
by the County Recorder’s Office and ownership of the
property transfers to the new buyer.

CLOSING D ISCLOSURE
A form that provides the final details about the
mortgage loan. It includes loan terms, projected
monthly payments, and how much the extra fees will
be.

ASSOCIAT ION FEE/HOA FEE
In addition to a mortgage, certain housing communities
such as town homes have a monthly fee associated
with maintaining the common areas and amenities.

ANNUAL PERCENTAGE RATE
(APR)
The percent of interest that will be charged on a home
loan.

ADJUSTABLE RATE MORTGAGE
(ARM)
The interest rate is tied to a financial index making the
monthly mortgage payment go up or down over time.

FHA
A mortgage that is financed through a private lender
and insured by the Federal Housing Administration,
often requiring a lower down payment and income to
qualify.

EQUITY
The difference in the market value of a home versus
what is owed on the home.

ESCROW
This term has multiple meanings; earnest money is
typical held by a third party until closing in “escrow.” It
can also be referred to as the time period from when
the contract is written and accepted by the seller to
when the home sale actually closes.

COMPARABLES
Homes in the area of interest that have recently sold
that have similar features.

COUNTEROFFER
The response from the seller in regard to an offer.

CONTINGENCIES
Conditions which must be met in order to close.
Contingencies are typically tied to a date, referred to as
a deadline. If the contingency is not satisfied the
contract may be canceled.

DOWN PAYMENT
A percent of the cost of the property that is paid up
front as a part of the mortgage.

EARNEST  MONEY
The deposit made from the buyer to the seller when
submitting an offer. This deposit is typically held in
trust by a third party. Upon closing, the money will
generally be applied to the down payment or closing
costs.

DEBT  TO INCOME RATIO
A lender will evaluate whether a borrower’s income is
large enough to handle their payments on existing
debts plus their new mortgage payments.

A report highlighting the estimated value of the
property completed by a qualified 3rd party. This is
typically done for the benefit of the buyer or the buyer’s
lender to ensure the property is worth the purchase
price.

A ISAL

Sellers Guide | 6



HYBRID
A loan that starts with a fixed rate period, then converts
to an adjustable rate.

PRINCIPAL
The underlying amount of the loan which is actually
borrowed.

F IXED RATE
The interest rate will remain the same for the entire life
of the mortgage.

PRE-APPROVAL
The process in which a lender makes an initial
evaluation of how much money a buyer might be
qualified to borrow based on the preliminary financial
information provided. This gives the seller more
confidence in the buyer’s ability to close escrow, but is
not a guarantee that the loan will be approved.

MORTGAGE NOTE
A promise to pay a sum of money at a standard interest
rate during a specific term that is secured by a mortgage.

HOME INSPECTION
The process in which a professional inspects the
seller’s home for issues that may not be readily
apparent, and then creates a report for the buyer to
review.

MORTGAGE INSURANCE
Insurance written in connection with a mortgage loan
that protects the lender in the event the borrower
cannot repay their loan. This is usually not required if
the borrower has 20% or more for the down payment.

HOME PROTECTION PLAN
A one-year service that covers the cost of repairs or
replacements to items covered in the plan (such as
stoves, dishwashers, A/C, heaters, etc.).

MULTIPLE  L IST ING SERVICE
(MLS)
Homes in the area of interest that have recently sold
that have similar features.

HOME EQUITY  L INE  OF  CREDIT
A loan or line of credit that your lender may offer using
the equity in your home as collateral.

REO
Real estate owned properties or foreclosed properties
currently owned by a financial institution such as the
bank that made the loan to the previous owner.

T ITLE
A legal document proving current and proper ownership
of the property. Also referred to as a Title Deed, this
document highlights the history of property ownership
and transfers.

VA LOAN
Special no down payment loans that are available to
Americans who have served in the Armed Forces.
These loans are issued by private lenders and are
guaranteed by the Department of Veterans Affairs.

SHORT  SALE
A situation when the seller’s lender is willing to accept
an offer and allows the sale to be completed for an
amount less than the mortgage amount owed by the
seller.

UNDERWRIT ING
The process in which the potential home buyer is
evaluated for their financial ability to obtain and repay a
loan. This normally includes a credit check and an
appraisal of the property.

PROPERTY  TAXES
These are the taxes that are enforced by the city, town,
county, and state government entities. Sometimes they
are included in the total monthly mortgage payment
paid to the lender and sometimes they are paid directly
by the home owner.

REVERSE  MORTGAGE
This is specifically for seniors and it allows them to
convert the equity in their home to cash.
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ADVANTAGES OF S E L L I N G  W I T H  A  R E A L T O R ®

R E A L T O R S ®  a r e  m e m b e r s  o f  t h e  n a t i o n a l  a s s o c i a t i o n  o f
R E A L T O R S ®  a n d  s u b s c r i b e  t o  i t ’ s  s t r i c t  c o d e  o f  e t h i c s .  W h e n  

y o u ’ r e  s e l l i n g  a  h o m e ,  h e r e ’ s  w h a t  a  R E A L T O R ®  c a n  d o  f o r  y o u :

PRIC ING
By providing valuable information on local market conditions, your REALTOR®
will help you price your property realistically and fairly. You will also be
informed of changes in the market that may affect the sale of your property.

SCREENING
Finding the right buyer is the ultimate goal of selling a property. Hence, the real
estate professional will only show your property to serious, qualified buyers.

A REALTOR® has the expertise to research and investigate all potential buyers, 
exclusively managing the time-consuming aspects of selling a home like fielding 
constant telephone inquiries, setting up appointments, and holding open

houses.

ADVERTIS ING
Exposure of your property is key to obtaining a quick sale in today’s market.
When you use an agent, he OR she will aggressively market your home through
highly targeted advertising, aiming to reach as many potential buyers as
possible.

By utilizing a variety of marketing tools, including Multiple Listing Services, 
advertisement in trade magazines, internet, and national referral networks, your 
REALTOR® will ensure that your home is sold expediently.

NEGOTIAT ION
A REALTOR® can help you get top dollar for your home because negotiating is
one of their areas of expertise.

Negotiating for the best terms & price, acting as a mediator to smooth over any 
potential conflicts between the buyer and the seller, and drawing up a legally 
binding contract is what you can expect from your trained professional.

PROFESS IONALISM
Think of a REALTOR® as a trained professional who has the ability to sell your
property quickly and cost-effectively.

CLOSING OR SETTLEMENT
Not only will your REALTOR® guide you through the complexity of paperwork
that ensues during a home sale, but they will also keep you informed of
everything from the escrow process to inspection procedures.

Your agent can monitor your transaction while it is in escrow and handle any 
problems that may arise.
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OFFERS AND 
NEGOTIAT ION

MEET WITH A
REAL ESTATE 

PROFESSIONAL

ESCROW OPENED

PREPARE HOME 
FOR SALE

ESTABLISH  A  PR I

HOME INSPECTION

LIST ING THE  HOUSE
When everything is in place your
agent will put your home on the 

CHOOSING AN OFFER
Your agent will present the benefits 

CLOSING

STRATEGIC  PR IC I

HOME SHOWINGS

UNDER CONTRACT

Earnest money is deposited by
Buyer. Buyer will work with their
mortgage provider to finalize the

loan. Magnus Title Agency begins 
processing final purchase details.

If everything goes well, a Buyer
and (most often the agent who

represents them) will present your 
agent with an offer.

View your home through the eyes
of the Buyer and ask yourself what
you’d expect. Your agent will offer 

some useful suggestions.

There’s no commitment required
on your part for the initial meeting.
It will be educational and help you 

identify your next steps.

Buyers usually perform a physical 
inspection and may ask you to
make some repairs. Your agent 
will explain all of your inspection

options.

open market. It’s critical you make
it as easy as possible for potential
Buyers to view your home.

Your agent will provide a market 
analysis, which will help you set an

asking price.

and risks of each offer. You will have 
the opportunity to either accept 
OR counter any offer based on its

merits.

As difficult as it may be, it’s
important to review the market

analysis and consider your home 
price objectively.

At this point, you and the Buyer
have agreed to all of the terms of
the offer and both parties have 

signed the agreements.

Potential Buyers may ask to see
your home on short notice.

It’s best to accommodate these
requests, you never want to miss a 

potential sale.

This is the transfer of funds and
ownership. Depending on when the
Buyer moves into the home you will
need to be all packed up and ready 

to move.

THE HOME SELLING P R O C E S S

A  Q U I C K  1 2 - S T E P  O V E R V I E W  O F  T H E  
E N T I R E  H O M E  S E L L I N G  P R O C E S S

CE NG 
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CONTRACT T I M E L I N E

• Arrange 
for Home
Inspection

• Buyers loan 
application
submitted to
lender

• Research 
and schedule
moving
company

• Contract and 
earnest money
received by
Escrow

• Title Search 
completed by

• HOA ordered if 
applicable

• Contact Insurance 
Agent regarding
homeowner’s insurance
options for subject
property

• Lender orders 
appraisal and
receives results
of full-blown
credit report

• Pick up moving boxes

• Begin packing items 
not needed in the 
30 days

• Home Inspection completed 
per Buyer request

• Start to negotiate completion 
of home inspection items

• Buyers to 
provide all
requested
information to
Lender

• Contact 
Insurance
Agent to
discuss policies

• Magnus Title • Escrow • Escrow prepares 
Agency may
require additional
information from
Seller and/or
Buyer to clear title
requirements

completes and
provides title
request to lender
if applicable

documents for
closing

• HOA documents 
due back from 
HOA company if 
applicable

• Follow-up with 
Insurance Agent to
ensure policy will be
in effect on date of
property possession

• Once all 
requirements
are met title is
clear and ready
to move to the
closing

• Appraisal • Lender submits 
complete

• Lender may 
loan package 
to underwriting 
for approvalrequest additional 

information

• Begin setting • Change utilities,
water, etc. (after
loan is approved)
effective on date of
possession

up telephone,
cable, etc. at new
property address

• Loan Approved

• Lender docs 
sent to escrow.

• Finalize 
Settlement
Statement/
Final balancing
with Lender

LENDER PROCESS

MOVING PROCESS

HOME INSPECTION

INSURANCE PROCESS

TITLE /  ESCROW PROCESS

5 10 14 18 21 - 27 28 - 30 DAYS  DAYS  DAYS  DAYS  DAYS  DAYS

next 

Y O U R  R E F E R E N C E  F O R  I M P O R T A N T  P O I N T S  
D U R I N G  T H E  P U R C H A S I N G  C O N T R A C T  P R O C E S S
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THE HOME I N S P E C T I O N

CONTRACTUAL  R IGHTS
The AAR Residential Resale Real Estate Purchase Contract gives
the Buyer the right to conduct physical, environmental, and
other types of inspections, including tests, surveys, and other
studies, of the premises at the Buyer’s expense to determine the
value and condition of the premises. The Buyer must have any
inspections, test, surveys, etc., and investigate any material
matters that are a concern during the inspection period. The
Contract also states that the Buyer shall provide Seller, upon
request and at no cost to the Seller, copies of all reports
concerning the premises.

PROFESS IONAL  HOME INSPECTION
In a home inspection, a qualified inspector takes an in-depth,
unbiased look at the premises: (1) to evaluate the physical
condition, i.e., structure, construction, and mechanical
systems; (2) to identify items that need to be repaired OR
replaced; and (3) to estimate the remaining useful life of the
major systems, equipment, and structure. The inspection
gives a detailed report on the condition of the structural
components, exterior, roofing, plumbing, electrical, heating
insulation and ventilation, air conditioning, and interiors.

WOOD INFESTATION REPORT  (WIR)
As a protective measure, lending institutions require that homes
be inspected for damage from termites OR other wood-
destroying insects before closing the sale of the home. A WIR is
a document prepared by a licensed pest control company that
informs the Buyer and lending institution of the results of the
inspection. For more information, contact the Arizona Structural
Pest Control Commission (www.sb.state.az.us) at 602-255-
3664.

INSPECTION NOTES
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 Complete a deep clean of the home, including the floors, baseboards, windows, appliances, 
bathrooms, counters, and more.

 Set the temperature to a comfortable level depending on the season and weather.

 Open all curtains and blinds to let light in.

 Air out the house and ensure there are no lingering odors.

 Bake fresh bread or cookies 20 to 30 minutes before showing or Open House.

 Rearrange furniture to improve foot traffic and flow throughout the house, if necessary.

 Sweep and power wash your driveway, walkways, and steps.

 Mow the lawn, trim hedges and trees, pull weeks and rake leaves.

 Simplify decor and keep it neutral.

 De-clutter bedrooms, living room, kitchen, and bathrooms to help rooms look larger.

 Remove bulky furniture to open up the room.

 Add a few healthy potted plants throughout the house.

 Remove about half the items from closets and drawers and straighten up the remaining 
items to help display storage area and closet capacity.

Remove personal items like photos, kid’s drawings, notes, and mementos from around 
the house.

 Add colorful throws or pillows to furniture to brighten up a room.

 Lock up or entirely remove any private effects or valuables.

 Check for leaks under all sinks and repair.

 Remove personal toiletries, hang fresh towels, and close toilet lids in all bathrooms.

 Arrange for pets to be out of the house or boarded.

HOME SHOWING C H E C K L I S T

Sellers Guide | 13



MOVING C H E C K L I S T
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ESCROW & T I T L E



WHAT IS  

WHAT IS  TITLE 

E S C R O W ?

I N S U R A N C E ?

As an escrow holder, Magnus Title Agency’s duty is to act as the neutral third party. We hold all documents and
all funds, pursuant to the purchase contract and escrow instructions, until all terms have been met and the
property is in insurable condition. We do not work for the seller OR for the buyer; rather, we are employed by
ALL parties and act only upon Mutual Written Instruction.

A contract where by the Insurer, for valuable consideration, agrees to indemnify the Insured for a specified
amount against loss through defect of title to real estate wherein the latter has an interest either as a purchaser
OR otherwise.

Occurs when your REALTOR® brings in a fully executed contract with your earnest money deposit. Your Escrow

Officer reviews the contract, receipts in the earnest money, orders the commitment for title insurance, 
and prepares the documents required to close escrow (payoffs, HOAs, etc.) All of the documents are double 
checked by your Escrow Officer.

Title insurance services are designed to afford real property owners, lenders, and others with interest in real
estate, the maximum degree of protection from adverse title claims OR risks. The financial assurance
offered by a title insurance policy from the title company is, of course, the primary aspect of title protection.
The policy affords protection both in satisfying valid claims against the title as insured and in defraying the
expenses incurred in defending such claims.

Occurs when your REALTOR® brings in a fully executed contract with your earnest money deposit.

Your Escrow Officer reviews the contract, receipts in the earnest money, orders the commitment for title
insurance, 
and prepares the documents required to close escrow (payoffs, HOAs, etc.) All of the documents are double 
checked by your Escrow Officer.

PURPOSE

DEFIN IT ION

OPENING ESCROW
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LIFE OF AN E S C R O W

Lenders Funds

Execution of Documents
Buyer and Seller meet with 

Recordation

Processing the Escrow

Disbursement of Funds

ESCROW CLOSING PREPARATION

• Termite Report
• Buyer’s Hazard Insurance
• Payoff Information
• HOA Documents 

Agency

• Home Protection Plan
• New Loan Package
• Repair Bills
• Septic (if Applicable)

Title Examination

Policies Issued

Magnus 
• 

• 

• 

• 

• 

• 

After all parties have executed 
the necessary documents, 
Escrow returns the loan 
package to the new Lender for 
review and funding
Lender funds the loan and 
Lenders’ check OR wired 
funds are sent to Escrow for 
processing

Escrow Officer+ and execute all 
documents

+

• 

• 
• 

• 

• 

• 

• 

• 

• 

• 

• 

Escrow deposits earnest money
funds
Escrow orders preliminary title 
report from title department
Escrow requests payoff OR 
assumption information, 
homeowner’s association 
information, etc.

After Escrow receives all funds
needed and have ascertained
that conditions are met, original
documents are recorded
Once documents are recorded, 
Escrow notifies Agents
Agents will make arrangements 
for you to receive your keys

All disbursements are made in
accordance with the settlement
statement

• 

• 

• 

• 

Preliminary title report received by Escrow Officer and is reviewed for any surprises, i.e. tax liens, judgments,
unknown liens of record, discrepancies in legal description, delinquent taxes, access problems, etc.
Escrow informs Agents if additional information is needed to clear any surprises revealed by the Preliminary Title 
Report
Escrow follows-up on receipt of the following 

if needed, per purchase contract �
(Warranties)

Loan documents are received and the Escrow Officer processes the file to reflect
closing and advises Agents of funds that are needed for closing
Closing appointment times are set for Buyer and Seller with Escrow Officer
Inform all parties executing documents to bring a valid government issued
picture I.D. (drivers license, passport, etc.)
Inform Buyer to bring in a cashier’s check OR wired funds for closing

Property and parties are
researched by the Title
Examiner
Preliminary Title Report is typed 
and sent to Escrow Officer, 
Agents, Seller, Buyer and Lender

Purchaser receives Owner’s Title 
Insurance Policy from 
Title Agency
New Lender receives ALTA 
Loan Policy from Magnus Title 

 Optional hired professional
mobile notary upon request

5

1

6

4

2

7

8

3

9

Opening the Escrow
ITEMS NEEDED TO OPEN ESCROW:

• 

• 
• 
• 
• 
• 
• 

Contact info for Buyer, Seller, 
Agents and Title Company
Fully executed Purchase Contract
Earnest money deposit
Copy of listing
New Lender information
Existing loan payoff information
HOA Information
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According to the FBI, wire fraud
losses increased from $3.31

billion in 2022 to $4.57 billion in 
2023, a 38% increase.

It is estimated there are
4,000 HACK ATTEMPTS
per day nationwide. - FBI

IF YOU THINK YOU
MIGHT BE A VICTIM:
1. Using a previously known phone number, call
the supposed sender of the email to
authenticate the change request - don’t call the
number on the email.

F R A U D

Every day, hackers try to steal your money by emailing fake wire instructions.
Criminals will use similar email address and steal a logo and other info to make
it look like the email came from your real estate agent or title company. You can 

protect yourself and your money by following these steps:

2. If you suspect fraud, immediately notify 
the financial institutions and escrow agent 
involved in the transaction.

3. Contact your local law enforcement 
authorities and file a complaint with the 

at FBI’s Internet Crime Complain Center
bec.ic3.gov.

• Be suspicious: 

• Call, don’t email: 

• Verify immediately:

• Confirm everything:

• Immediately

• Report 

• Call 

• Detecting 

 Ask your bank to 
confirm the name on the account before
sending a wire.

 Within four to eight 
hours, call the title company or real estate 
agent to confirm they received you money

Confirm your wiring 
instructions by phone using a known
number before transferring funds. Don’t use
phone numbers or links from an email.

It’s uncommon for the title 
companies to change wiring instructions 
and payment info by email.

 call your bank and ask them to 
issue a recall notice for your wire

the crime to www.IC3.gov

your regional FBI office and police

that you sent money to the 
wrong account within 24 hours is the best 
chance of recovering your money.

This is for informational purposes only and should
be considered legal advice.

For more information about the 
home closing process please visit:

HOMECLOSING101.ORG

Be Vigilant

Protect Your Money

What to do if you’ve
been targeted

AVOID WIRE 

Beware of Wire Fraud When
Buying a Home
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CLOSING C O S T S

A  C H A R T  I N D I C A T I N G  W H O  C U S T O M A R I L Y  
P A Y S  W H A T  C O S T S

1. Down Payment

2. REALTORS® Commissions 

3. Existing Loan Payoff

4. Loan Pre-Payment Penalty (If Any)

5. Taxes

6. Termite/Wood Infestation Inspection

7. Property Inspection (If Requested by Buyer)

8. Property Repairs (If Any)   �

9. Homeowner Assoc. (HOA) Transfer Fee �
10. HOA Capital Improvement 

11. HOA Disclosure Fee

�

12. Home Warranty Premium 

13. New Loan Origination Fee

�

14. Discount Points

15. Documents Preparation / Lending Fee

16. Credit Report

17. Appraisal 

18. Tax Transcripts

�

19. Pre-Paid Interest (Approx. 30 Days)

20. Impound Account

21. FHA/MIP/VA, Funding Fee, PMG Premium

22. Fire/Hazard Insurance (If Any)

23. Flood Insurance (If Any)

24. Escrow Fee

25. Homeowners Title Policy

26. Lenders Title Policy and Endorsements

27. Processing Fee SPLIT

BUYER

BUYER

SELLER

SPLIT

SELLER

SELLER

SELLER

PRORATE

BUYER

BUYER

SELLER

BUYER BUYER

NEGOTIABLE

SELLER SELLER

SELLER SELLER

PRORATE PRORATE

BUYER SELLER

BUYER BUYER

SELLER SELLER

NEGOTIABLE

NEGOTIABLE

SELLER SELLER

NEGOTIABLE

BUYER BUYER

BUYER BUYER

BUYER BUYER

BUYER BUYER

BUYER BUYER

BUYER BUYER

BUYER BUYER

BUYER BUYER

BUYER BUYER

BUYER BUYER

BUYER BUYER

SPLIT SPLIT

SELLER SELLER

BUYER BUYER

SPLIT SPLIT

BUYER

SELLER

BUYER

BUYER

BUYER

BUYER

BUYER

BUYER

BUYER

BUYER

BUYER

BUYER

BUYER

SPLIT

SELLER

BUYER

SPLIT

SELLER

SELLER

PRORATE

BUYER

BUYER

SELLERNegotiable

Negotiable

Negotiable

Negotiable

Negotiable

LOAN TYPE > CASH

 > 

FHA VA CONV

LOAN TERMS FHA - Federal Housing Administration

VA - U.S. Department of Veterans Affairs

CONV - Conventional
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TAKING T I T L E

C O M M O N  W A Y S  O F  H O L D I N G  T I T L E  T O  
R E A L  P R O P E R T Y  I N  A R I Z O N A

TRUST
A trust is a fiduciary arrangement that allows a third party, or trustee, to hold assets on behalf of a
beneficiary or beneficiaries. You must provide us with the name of the trust, date of the trust, and
Trustee names as referenced in your Trust Agreement.

CORPORATION
Title may be taken in the name of a corporation provided that the corporation is duly formed and in
good standing in the state of its incorporation.

SOLE AND SEPARATE
Real property owned by a spouse before marriage OR any acquired after marriage by gift, descent
OR specific intent. If a married person acquires title as sole and separate property, his/her spouse
must execute a Disclaimer Deed.

TENANTS IN COMMON
A method of co-ownership where parties do not have survivorship rights and each owns a specific
undivided interest in the entire title.

LIMITED PARTNERSHIP
A partnership formed by two OR more persons under the laws of Arizona OR another state and
having one OR more general partners and one OR more limited partners. A certificate of limited
partnership must be filed in the Office of the Secretary of State, a certified copy of which must be
recorded.

GENERAL PARTNERSHIP
Title may be taken in the name of a general partnership duly formed under the laws of the state of
the formation of the partnership. A partnership is defined as a voluntary association of two OR
more persons as co-owners in a business for profit.

COMMUNITY  PROPERTY
Arizona is a community property state. This is a statutory presumption that all property acquired by a
married couple is community property. Community property is a method of co-ownership for married
persons only. Upon death of one of the spouses, the deceased spouse’s interest will pass by either a
will OR intestate succession.

JOINT TENANTS WITH RIGHT OF SURVIVORSHIP
Joint tenancy with right of survivorship is a method of co-ownership that gives title to the real
property to the last survivor. Title to real property can be acquired by two OR more individuals either
married OR unmarried. If a married couple acquires title as joint tenants with right of survivorship,
they must specifically accept the joint tenancy to avoid the presumption of community property.

COMMUNITY  PROPERTY  WITH  R IGHT  OF  SURVIVORSHIP
A version of holding title between married persons that vests the title to real property in the surviving
spouse when it is expressly declared in the Deed. This vesting has the tax benefits of holding title as
“community property” and the probate avoidance features of “survivorship rights”.

This guide is provided by Magnus Title Agency as a complimentary resource for real estate consumers. The Escrow Agent
is not in a position to give legal advice. If you have questions or would like opinions on which way to hold title would best
benefit you, then you should obtain the assistance of an Attorney or other qualified professional.Sellers Guide | 20



CLOSING 101

Whether you are purchasing a home OR selling a house, knowing what to expect and being prepared at the
closing can help eliminate stress and results in a pleasant experience. We understand how important this
transaction is to you, and we are committed to consistently providing a level of service that prepares you for
this final step in your real estate transaction.

Although the settlement process can vary from state to state, here are some common items that may be 
required at closing to help the process go as smoothly and quickly as possible.

T I P S  F O R  A  S T R E S S - F R E E  S I G N I N G

VALID PHOTO IDENTIFICATION

ALL PERSONS MUST ATTEND CLOSING
All persons who hold title to the property or who will be purchasing the
property must attend closing to sign documents. State-specific laws
may require the spouse of the parties in title, even though their name
does not appear on the deed, to sign certain documents when obtaining
a mortgage. If anyone is unable to attend signing, please contact your
local MAGNUS TITLE AGENCY office to arrange a Power of Attorney OR
signing by mail. We also offer mobile notary and Remote Online Notary
(RON) options.

CASHIER’S CHECK OR WIRE TRANSFER
Payable To: MAGNUS TITLE AGENCY
In the event you are required to bring funds to close escrow, we cannot
accept personal checks OR cash. If you prefer to wire your funds, please
contact us for bank routing instructions. If you will be bringing a proceeds
check from another settlement, please contact us to verify acceptance of
those funds -- we do not automatically accept checks from all title
companies and attorneys.

Valid driver’s license OR non-driver I.D. issued by any state
Current United States OR Foreign Passport (with accompanying visa 
and/or other valid documentation)
Valid United States Military I.D.

� � 

� 
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AFTER THE C L O S I N G

602-506-8511

602-506-3406
Maricopa County Treasurer

 will mail your policy to you after closing.

 will mail the original deed to you after closing.

8 8 8 - 4 31-1311

520-509-3555
Pinal County Treasurer

You should receive your loan coupon book before your first payment is due. If you don’t receive your book,
OR if you have questions about your tax and insurance impounds, contact your mortgage company.

If you have a home warranty policy, call your home warranty company directly for repairs. Have your policy
number available when you call.

You may not receive a tax statement for the current year on the home you buy. However, it is your
obligation to make sure the taxes are paid when due. Check with your mortgage company to find out if taxes
are included with your payment. For more information on your Maricopa County property taxes, contact:

We recommend you keep all records pertaining to your home together in a safe place, including all
purchase documents, insurance, maintenance and improvements.

RECORDED DEED
MAGNUS TITLE AGENCY

PROPERTY TAXES

TITLE INSURANCE POLICY

HOME WARRANTY REPAIRS

LOAN PAYMENTS AND IMPOUNDS

MAGNUS TITLE AGENCY

I M P O R T A N T  R E C O R D  K E E P I N G

� 

� 

� 

� 

Maricopa County Tax Assessor Pinal County Tax Assessor
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CONTRACTS AND FORMS



CONTRACTS AND F O R M S

COUNTER OFFER 

LISTING CONTRACT ADDENDUM 

ESTIMATED CLOSING COST SHEET 

UNREPRESENTED BUYER DISCLOSURE 

SELLER COMPENSATION ADDENDUM 

RESIDENTIAL REAL ESTATE PURCHASE CONTRACT 

HOA CONDO/PLANNED COMMUNITY ADDENDUM 

REAL ESTATE AGENCY DISCLOSURE AND ELECTION 

BUYER’S INSPECTION AND SELLER’S RESPONSE (BINSR) 

RESIDENTIAL SELLER’S PROPERTY DISCLOSURE STATEMENT (SPDS) 

RESIDENTIAL LISTING CONTRACT - EXCLUSIVE RIGHT TO SELL/RENT 25

48

61

65

65

38

59

60

62

33 

35 

T H I S  S E C T I O N  P R O V I D E S  C U R R E N T  S A M P L E S  O F
T H E  D O C U M E N T S  Y O U  W I L L  E N C O U N T E R
D U R I N G  T H E  H O M E  S E L L I N G  P R O C E S S .

Sample forms are provided by Magnus Title Agency as a complimentary resource for real estate consumers.
These samples are not intended for legal use and are not substitutes for legally enforceable contracts.
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ESTIMATED CLOSING COST SHEET
Purchase Price:
Property Address:
Seller:
Estimate Prepared On:

COE Date:

Buyer:
Prepared By:

www.magnustitle.com Page 1

THIS INFORMATION IS PROVIDED AS A COURTESY AND IS ONLY AS ESTIMATE. MAGNUS TITLE AGENCY IS RELEASED FROM ANY AND ALL LIABILITY AS TO THE ACCURACY OF THE ESTIMATED COST SHEET.

Line
1 2 3
4 5 6
7 8

9
10
11
12
13
14
15
16
17
18
19
20
21
22
23

24
25
26
27
28

29
30
31
32
33
34
35
36
37
38
39
40
41
42
43
44

Item
Down Payment
Escrow Fee
New Loan Escrow Fee
ALTA Homeowners Title Policy
ALTA Loan Policy
ALTA Loan Endorsements (i.e. 8.1, PUD, etc.)
Processing Fee
Closing Protection Letter

Appraisal
Application Fee (i.e. credit report, etc.)
Origination / Processing Fee
VA Funding Fee 
Loan Discount Points
FHA/VA Loan Costs

Total Estimated Costs

Seller

Seller(s)

ESTIMATED PROCEEDS DUE SELLER

Purchase Price

Less Present Loan Balance

Less Estimated Costs

ESTIMATED NET AMOUNT

Less Owner Financing

ESTIMATED PROCEEDS AT COE

Proceeds shall be paid after recordation.

Date

Payoff Penalty - Existing Loan(s)

Brokerage Fee
Home Warranty Policy
Property Inspection Fee(s)
Mobile Notary
Environmental Inspection Fee(s)
HOA
HOA Transfer/Inspection/Certification Fee(s)
HOA Master
Real Estate Tax Proration
Septic Certification/Dye Test/Perc Test
Survey
Assessments
Earnest Money

USDA Guarantee Fee
Miscellaneous Loan Costs / Underwriting
Flood Certification
Prepaid Interest (2 days)
Tax Impound
Hazard Insurance (1st year + 2 mo. impound)
MIP / PMI Premium (3 mo. impound)
Flood Insurance (1st year + 2 mp. impound)
Assumption Processing/Transfer Fee(s)

Loan Payment Due (existing loans) Interest
Adjustment (existing loans) S A

M
P L

E

Sellers Guide | 66



ESTIMATED COSTS EXPLANATION

www.magnustitle.com Page 2

1. Down Payment - The difference between the purchase price and that portion of the purchase price being
financed. Most lenders require the down payment to be paid from the buyer's own funds.
2. Escrow Fee - A fee charged by the escrow company as a neutral third party to carry out the procedures
necessary to transfer ownership of property.
3. New Loan Escrow Fee - A fee charged by the escrow company to carry out the additional procedures
necessary when a new loan is created by a lender in connection with a purchase.
4. ALTA Homeowners Title Policy - Owner title insurance premium charged by the title company to insure
the buyer that the title is free from defects up to the date the conveying instrument is recorded. Buyer is the
insured.
5. ALTA Loan Policy - An insurance premium charged by the title company to insure lender that
encumbrance is a first lien on the property. Fee based on loan amount.
6. ALTA Loan Endorsements (i.e. 8.1, PUD, etc.) - Additional insurance premium(s) charged by the title
company to provide additional coverage(s) as required by lender. Most common are the 8.1 (Environmental
protection liens), PUD (certain violations of HOA covenants & encroachments), 102.5 (Foundation), 103.5
(Water rights) and 6.0 (variable interest rate mortgage).
7. Processing Fee - The following services are included in the Processing Fee: 1. Electronic Doc Charges, 2.
Local Delivery Service, 3. Overnight Delivery Service, 4. Reconveyance Tracking Service, 5. Wire
Transfer/Service Fee, 6. Checks for installment/Creditor payments, 7. Recording Fee
8. Closing Protection Letter - A Closing Protection Letter (CPL) is added protection for the Insured Party
(usually the lender/buyer) against actual loss of funds incurred within a specific transaction due to misconduct
by the closing agent. The CPL explains the requirements for qualifying, the conditions that must be met, and
what situations are excluded from coverage.
9. Appraisal - A fee charged by an appraiser to render an opinion of value as of a specific date. Required by
most lenders to obtain a loan.
10. Application Fee (i.e. credit report, etc.) - A fee charged by the lender to start the formal loan
application. This may include charges such as a credit report, submission fee, etc.
11. Origination / Processing Fee - A loan processing fee charged by the lender for originating a new loan.
12. VA Funding Fee ({VFF}) - A fee charged by the Veteran’s Administration to guarantee the loan of a
qualified veteran.
13. Loan Discount Points - A fee charged by the lender to make a loan at a given interest rate. One point
equals one percent of the total loan amount and fluctuates depending on the interest rate and availability of
money for loans.
14. FHA/VA Loan Costs - To be used only in conjunction with the lines in the Financing area of the Contract
under “Other Loan Costs”. Fees charged by the lender that cannot be paid by the buyer to process an
FHA/VA loan. These costs could include, but are not limited to: tax service, document preparation,
underwriting, bringdown endorsement, warehousing, assignment fees, etc. VERIFY COSTS WITH LENDER.
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ESTIMATED COSTS EXPLANATION
15. USDA Guarantee Fee - USDA Guarantee Fee.
16. Miscellaneous Loan Costs / Underwriting - Fees charged by the lender to process the loan. See #19
above for examples.
17. Flood Certification - A fee charged by the lender to certify the flood plain status of the property.
Normally, this report will determine if the lender will require flood insurance to obtain a loan on the property.
18. Prepaid Interest ({PI} days) - The amount of interest to cover the period from close of escrow until the
beginning of the first payment.
19. Tax Impound - An amount for taxes required and collected by the lender/account servicing agent and
held in the impound account to ensure adequate funds are available to pay the taxes. The amount varies
according to the closing month.
20. Hazard Insurance (1st year + 2 mo. impound) - The first annual premium, plus 2 months, for fire and
extended coverage insurance to cover loss of the property. Usually called Homeowner’s Insurance.
21. MIP / PMI Premium (3 mo. impound) - An insurance premium to protect the lender against loss incurred
by loan default, thus enabling the lender to lend a higher percentage of the sale price.
22. Flood Insurance (1st year + 2 mp. impound) - The first annual premium, plus 2 months, for a form of
hazard insurance that may be required by the lender as a condition of making the loan.
23. Assumption Processing/Transfer Fee(s) - All fees, including any assumption, transfer and/or
processing fees charged by the lender to process the records of the existing loan into the buyer’s name.
24. Loan Payment Due (existing loans) - The payment amount due from the seller at close of escrow
and/or in the case of an assumption of the existing loan, the next payment due from the buyer.
25. Interest Adjustment (existing loans) - An estimated amount of interest due at closing. Interest is
collected in arrears and therefore must be collected from the last monthly loan payment to closing or payoff.
27. Payoff Penalty - Existing Loan(s) - A prepayment penalty under a Promissory Note imposed by the
lender when the loan is paid off before it is due.
29. Brokerage Fee - A fee paid to a real estate broker as compensation for services rendered.
30. Home Warranty Policy - A fee charged by a private company to cover specified defects. Coverage and
deductibles vary with the provider and plan. Both new and resale homes may be warranted.
31. Property Inspection Fee(s) - Fee(s) charged by a private company(s) or individual(s) to examine and
report on the condition of a property.
32. Mobile Notary - Third party service that travels to the customer's location to perform notarizations.
33. Environmental Inspection Fee(s) - Fee(s) charged by a qualified entity to inspect and tender a report
addressing potential environmental issues, i.e. lead-based paint, water quality, hazardous waste, radon,
asbestos, etc.
34. HOA - charged by the HOA to transfer ownership records and/or bond.
35. HOA Transfer/Inspection/Certification Fee(s) - Fee(s) charged by the HOA to transfer ownership
records and/or bond.
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ESTIMATED COSTS EXPLANATION
36. HOA Master - 
37. Real Estate Tax Proration - 

38. Septic Certification/Dye Test/Perc Test -
39. Survey -
40. Assessments -
41. Earnest Money - 

An amount due for taxes accrued but not yet due and payable. Taxes are
generally prorated to the day of closing. Verification for paid/unpaid taxes can be made through the County
Treasurer’s Office.
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SELLER N O T E S
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AHWATUKEE
3930 E. Chandler Blvd., Suite #2
Phoenix, AZ 85048
Escrow
480.385.4300 phone
480.682.3345 fax
Marketing
602.792.7320 phone
480.682.3345 fax

NORTHSIGHT
13845 N. Northsight Blvd, Suite #100
Scottsdale, AZ 85260
Phoenician Branch
480.682.0200 phone
480.385.6862 fax
Scottsdale Branch 
480.682.0230 phone 480.682.0231
fax
Scottsdale Kierland Branch 
480.748.2100 phone
480.682.3330 fax TEMPE

WARNER
2077 E. Warner Road, Suite #103
Tempe, AZ 85284
480.339.7030 phone
480.682.3395 fax

CHANDLER
2425 S. Stearman Dr., Suite #105
Chandler, AZ 85286
480.339.7000 phone
480.682.3350 fax
ACCOUNT SERVICING
13845 N. Northsight Blvd, Suite #100
Scottsdale, AZ 85260
602.792.7350 phone
Fax: 602.748.2795 fax
ARROWHEAD
19420 N. 59th Ave., Suite B233
Glendale, AZ 85308
623.385.3500 phone
623.792.1855 fax
POWER ROAD
7400 S. Power Rd., Bldg. 1, Suite #102
Gilbert, AZ 85297
480.339.7010 phone
480.682.3340 fax

GILBERT
830 S Higley Rd., Suites 22A & 23A
Gilbert AZ 85296
480.339.7020 phone
480.682.7703 fax

EAST VALLEY
4913 S. Alma School, Suite #2
Chandler, AZ 85248
480.682.0220 phone
480.682.3380 fax
QUEEN CREEK
20852 E. Ocotillo Rd., Suite #101
Queen Creek, AZ 85142
480.339.7050 phone
480.682.3335 fax

2077 E. Warner Road, Suite #103
Tempe, AZ 85284 602.792.7310
phone 602.748.2700 fax 

13845 N. Northsight Blvd, Suite #200
Scottsdale, AZ 85260
602.792.7300 phone
602.748.2750 fax

3920 S. Rural Rd., Suite #101
Tempe, AZ 85282
480.455.3700 phone
480.682.3377 fax

Rev. 8/24
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Locally owned and operated, Magnus Title Agency has been serving Maricopa County since 2004.
Our Company is proudly women-owned and was built on a philosophy of integrity, a focus on
innovation, and a compassion for our clients and our employees.

Our experienced senior management team leads our organization of outstanding title and escrow 
professionals. Our commitment is to consistently deliver solutions that make sense for each client, 
in every transaction. With Magnus, you matter!

This guide is provided by Magnus Title Agency as a complimentary resource for real estate consumers.


