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 Buying or selling your home is like taking an airline flight across the country. When you 

start on your trip you have no idea how the trip will go. Neither does the pilot! You could run 

into 10 different types of turbulence or you could have a smooth sailing flight!  

Certainly, the pilot will try to utilize his or her experience to navigate around storms and go for 

the smoothest flight plan, but if they’re honest, they can’t promise a turbulence-free trip. Their 

job is simply to get you to your destination in the least time and with the least amount of 

aggravation, while keeping you informed throughout your journey.  

As you Real Estate Consultant, I am the pilot of your plane. My job is to assist you in buying or 

selling your home. I can’t promise you there will not be any turbulence, but I can promise that I 

will utilize my experience and expertise to take you on the smoothest flight possible. And if we 

do hit turbulence, I won’t bail out on you!  

Enclosed is a break down from A-Z on your Real Estate transaction! This break down is to help 

you and I as a team avoid any turbulence.  I look forward to a safe and timely landing!  

If you have any friends or family looking to buy or sell please have them give me a call. 

I promise to give them to same First Class Service I gave to you! 
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1.   We are hand and hand through this exciting 

process! 

 You tell me what you are looking for. 

 You tell me what you want to pay monthly. 

 I will provide you my App and Website so you’ll have access to all available homes 

on the market. 

 You get pre-approved for your loan. 

 You select the home you want. 

 You buy when you’re ready to buy. 

 I negotiate to get you the best price. 

 My commission is paid by the seller. 

 You just buy through my services! 
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Quick Overview of the Process  

Remember We Are Hand and Hand!  
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2. What can you expect from me as your Buyer’s 

Representative? 
 

What Is a Real Estate Buyer’s Representative? 

A buyer representative represents the consumer who is purchasing the property in the real estate 

transaction, not the seller unless otherwise stated. With a buyer agency contract, the buyer representative 

works for the buyer clients and has the client’s best interests in mind through the entire real estate 

transaction. As the Buyer Representative, my commission is paid by the seller. I am only paid if the 

transaction closes which means I am going to work extra hard for you!   

Why should I use one? 

A Real Estate Buyer’s Representative: 

 Is responsible for protecting their clients’ best interests and guiding the buyer through an 

educated purchase. 

 Fully discloses to the buyer all facts known to the agent that might affect or influence the buyer’s 

decision to tender an offer to purchase. 

 Keeps the buyer’s motivations for buying confidential. 

 Presents all offers on behalf of the buyer. 

 Discloses to buyer all information known to the buyer’s agent about the willingness of the seller 

to complete the sale or to accept a lower price. 

My main function is not finding you the home but rather… 

 Providing professional advice. 

 Educating my clients on market conditions and the process. 

 Problem solving before, during and after the transaction. 

 Providing a market analysis prior to submitting an offer to determine current market values. 

 Negotiating on your behalf to save you money. 

 Providing a directory of resources for trade services and professionals to help you during your 

purchase and after the closing. 

Not all Realtors provide the above services! 
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3. My Expectations of You 
The Ten Commandments of Home Buying… 

 

1. Thou Shall Become Pre-Approved: You’re competing with another buyer for the home. They’re pre-

approved. You’re not. Guess who gets to call the movers? Unsure what a Pre-Approval is? Check out my 

Guide To Finance  

 

2. Thou Shall Work With One Realtor only: Mrs. Buyers calls on an ad. The savvy Realtor gives 

information while asking qualifying questions. One of the questions is “Are you working with more than 

one Realtor?” Guess what? If the answer is “yes” Mrs. Buyers name and number go in the wastebasket.  

 

3. Thou Shall sign a Buyer Agency Agreement: Commitment is a two-way street! You give it, you get it. In 

a buyer agency relationship your agent has made a written promise to look out for your best interests. All 

we ask for is honesty and loyalty. The seller pays our commissions and we work in your best interests 

 

4. Thou Shall throw away all Newspapers & Home Guides: Stop wasting time. You’re looking at old 

news! Those homes have already been on the market for weeks and if you haven’t been told about them 

already, they most likely do not fall with the parameters of your search (price range, # of bedrooms, 

location, schools, etc.) Let me do my job. With my free App and Website, my computers are programmed 

to search day and night to find the best homes in any area you want to live in, which meets your exact 

needs.  

 

5. Thou Shall make time for Looking at Homes: People think nothing of taking the day off to wait for the 

phone guy or repair service. They will take the afternoon off to shop for cars. Yet when it comes to the 

largest investment they’ve made in their lives they try to hurry up and cram it into one evening after work 

or on a Sunday afternoon. If you want the best deal on the hottest new listing you have to be able and 

willing to POUNCE! You can’t afford to hesitate. You have to move swiftly. So prepare your employers. 

Let them know that if possible, you may need flexibility in your schedule during your home buying 

process. 

 

6. Thou Shall drive by & preview the exterior of any home, prior to setting up an appointment to view 

the interior: This will prevent you from wasting time, eliminate undesirable areas, and make our time 

together more effective.  

 

7. Thou Shall employ professional Home Inspectors: Yes, your uncle used to be in construction. Leave him 

alone. Home Inspectors are serious business. You’ve got a ton of money riding on the deal. Hire a pro that 

is licensed and insured. The “Top Guns” carry what is known as error and omissions insurance.  
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8. Thou Shall not linger in homes that don’t interest you: You walk in and immediately HATE the house. 

There’s absolutely no reason to go looking in the closets and under the stairs. Time is our most precious 

gift. Why waste a moment? Don’t worry about hurting another homeowner’s feelings. They shouldn’t even 

be home. The well-trained home seller has a lockbox on the door and is not present during showings!  

 

9. Thou Shall be prepared for the invasive nature of the mortgage company: It’s like having your life put 

under a microscope. Just when you think you’ve given them everything they need they will request one 

more document. They want PERSONAL STUFF! They demand copies of divorce decree. They want proof 

of child support letters. They want copies of income tax reports. They want letters of explanations. They 

want social security numbers. They want nice letters from your landlord, employers and bankers.  

10. Thou Shall refer everyone you know to me: Most Realtors spend the majority of their workday searching 

for new business. I devote the majority of my professional time educating my clients, focusing on their 

needs and working with referrals from my clients and associates. My intentions are to build strong lifelong 

relationships one client at a time and remain your Professional Real Estate Consultant…For Life. Your 

satisfaction and subsequent referrals are the bases of my future business. I rely on your heartfelt 

endorsements to your family, friends, co-workers and associates-You’re my most valuable asset. 
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I know you have goals and expectations of me, and you can count on me to tell you if I can’t fulfill them 

for you. If we decide to work together, it’s a team effort…therefore my business also has certain goals 

and expectations of you and I need to be able to count on you to tell me if you can’t fulfill them. 

My business is built on long-term relationships and referrals. I’m looking for a relationship not just a 

“transaction”. I will not take you for granted…and I will provide you with the world-class service you 

expect and deserve. In return would you become my loyal advocate for life?  When friends, relatives or 

business associates are looking to buy or sell real estate, please call me with their phone number, so I may 

take care of them-the way I’ll take care of you. 

Being your Real Estate Consultant for Life is my business philosophy, but also a lifelong commitment to 

provide you with personalized service beyond your expectations. It is my philosophy to listen, hear and 

truly understand your needs, as a quality of business conduct seems to have been forgotten in today’s 

highly automated society. 

As your Real Estate Consultant for Life it is my job to not only understand your needs, but respond to 

them promptly, professionally and with integrity. It is my pledge to provide you with sound real estate 

advice, helping you to understand the strategies of decision-making and future implications of the 

decisions you make.  

1. Hire a conventional salesperson that does not rely on your recommendations and endorsements 

and constantly searches for business. If they don’t rely on your referrals, it doesn’t matter what 

kind of job they’ll do for you. 

2. Work with a “BY REFERRAL ONLY” Real Estate Consultant who is in it for life. I’m not a 

salesperson, giving you my opinion. I will provide you with information to make a decision based 

on your options and provide a clear vision to accomplish our goals. 

Your home is perhaps the most important financial and emotional investment that you will make in your 

life. Make a careful decision when choosing an agent to represent you in your investment. The real estate 

industry is filled with salespeople who are selfishly focused on making a quick sale and getting onto the 

next one-rather than providing attentive and caring service that consciously seeks to build a lifetime client 

relationship.  

If you are genuinely pleased with the EXTRA service and caring I have provided you, I rely on you 

to tell your family, friends and associates about us so I can be of service to them too! 

I look forward to working with you in the future. Thank you immensely in advance for your support!  

 

 

It is more than just a sale. It is building our relationship. 
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4. Buyer’s Solution 
 

 Finding a Realtor 

 Finding a Lender 

 Finding a Home 

 Negotiating the Contract 

 Home Inspection 

 Appraisal 

 Closing 

 Occupancy 

 After the Sale Service 
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5. Benefits of a Pre-Approved Loan 
You Gain Significant Negotiating Leverage When Your Loan is Pre-Approved! 

Benefits of a Pre-Approved Loan 

1. You beat the other buyers! 

2. You get the absolute lowest price. 

3. You get the best financial terms. 

4. You get the best possession terms. 

5. You get the best seller concessions. 

 

You eliminate wasted time, frustration and stress! 

 You are pre-approved for your loan in advance 

 All you need to do is find the home you want 

 You will know exactly what your monthly payment will be 

 You will know exactly how much money you need to purchase your home 

 There is NEVER any sales pressure to buy! 

 

Here’s how the mortgage pre-approval works: 

 You fill out basic personal, residential, employment and bank account 

information ect. 

 Your loan officer will pull a mortgage “tri-merge” credit report 

 In addition, your loan officer may need to verify: 

o Employment in writing or via paystubs 

o Bank account information 

o Rental / mortgage payment history 

 Once Pre-Approved you will receive a Pre-Approval Letter 

 Be sure I receive a copy! 
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6. We Negotiate On Your Behalf to 

Save You Thousands of Dollars! 

Preferred Buyer Service Checklist: 

 Analyze the price of the home. 

 Prepare a competitive market analysis (CMA Report) 

 Determine if the price is fair and reasonable. 

 Select the target price to offer for the home. 

 Prepare your offer to purchase. 

 Present the offer on your behalf. 

 Purchase the home at the lowest price possible! 

 Negotiate to have the seller pay all allowable costs. 

 Negotiate to have appliances included in the sale. 

 Negotiate to have repairs paid for by the seller. 

 Request a homeowner’s warranty to be paid by the seller. 

 Coordinate with lender and Title Company to complete financing. 

 Prepare and finalize all paperwork for closing. 

 Help you with the sale of your previous home if needed. 

 Help you get comfortably settled into your new home. 

 Follow-up to make sure you’re happy with your home! 
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7. Home Inspection Checklist! 
Do NOT Buy a Home without Getting a Thorough Home Inspection 

 Roof 

 Foundation 

 Structure 

 Stairways 

 Driveways 

 Sidewalks 

 Garage/Carport 

 Exterior Siding 

 Windows 

 Insulation 

 Attics 

 Chimneys 

 Fireplaces 

 Heating 

 Air Conditioning 

 Plumbing 

 Electrical 

 Water Heater 

 Heat Pump 

 Well and Septic System 

 Water in Basement 

 

 

 

 

Get a Home Inspection!!! 
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8. Peace of Mind Counts! 
 

A Home Warranty Provides You With Protection If Your 

Home Needs Repairs! 

 

 
 

Home Warranty:  protects you from the high cost of unexpected failures to the major 
systems and appliances in your home by repairing or replacing covered items that break 
down due to normal wear and tear. A home warranty fills in valuable coverage where 
your homeowners insurance doesn't apply. 

 

Every Home Warranty Is Different! Do Your Research To Find The Best Fit! 

 

A Good Home Warranty Can Save You Thousands of Dollars in Unexpected 

Surprises! 
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9. After The Sale 
 

Documents you may need to keep handy: 

 HUD statement for following year taxes 

 Title insurance policy for future 

 Home Warranty information (If you purchased a Home Warranty) 

 

 

Digital Storage of Transactions: 

 I store all of the documents relating to your home purchase. 

 This information is stored digitally and can be accessed at any time. 

 I can retrieve your information for you and reprint or send you any documents you may need. 

 

Need a Referral: 

 From Plumbers to House Keepers: I have you covered; Call or email me! I do not stop at Closing! 

 

A good Realtor gets you through a transaction. A GREAT Realtor never leaves 

your side!  
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10. Preferred Buyer House Hunting 

Guide 
 

1. Ads in Press or Magazines: If you see an advertisement for a home that looks interesting, call me with the 

address. If you come across agent regarding a property you are interested , tell the agent that you are 

working with Kelly Kehoe with Huff and are interested in seeing their listing. Remember that they’re 

representing the seller and should give you information that will allow the home they are representing to 

sell. 

 

2. For Sale Signs: If you see a For Sale sign by another company on a home and you want to know the price, 

call me with the address. If you call the number on the sign, tell the person that you are working with Kelly 

Kehoe with Huff and would like to know the price of the home. If you get a receptionist ask if you can be 

connected to the listing agent or get the address or MLS number. Contact me and tell me the address or 

MLS number. I can use the address or MLS number to look up the property information. Do not schedule 

an appointment for a showing, I will do that.  

 

3. For Sale By Owners: If you like what you see (you’ve driven by the home) call our office with the seller’s 

phone number, so we may obtain additional information for you. If you do speak with the owners, tell them 

you are working with Kelly Kehoe with Huff and request whatever information they have available on the 

home. Same procedure if you have attended their Open house. Then, call me for additional information.  

 

4. Open Houses: On weekends you may visit open houses held by other Realtors. When you walk in the 

door, tell them immediately that you are working with Kelly Kehoe with Huff; I will be sure you have my 

card to leave.  Remember, they are representing the seller and exposing the property to the public will 

allow the home they are representing to sell. They should be happy to show you through the home. 

 

5. Do your homework: Study the listings that we give you. Drive by the property and check out the 

neighborhoods. I invite you to talk to neighbors then call me to make arrangements to show you any homes 

that you would like to view inside. 
a. Call me for Appointments: Never call the owner of a listed property directly. We must work 

through the listing Realtor or ShowingTime. Never look at a house with another Realtor, except at 

an Open house (and remember to tell the agent when you walk through that you already are 

working through Kelly Kehoe with Huff). Remember it is customary to give the seller at least 24 

hours’ notice for a showing because they need time to prepare the home and be “out of the 

way”. 

 

6. What to Say: Always tell the other agents that you’re working with Kelly Kehoe with Huff. You will then 

be given the information without having to answer a lot of questions and they will not pester you.  

Keep My Card On You!  
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11. Who Pays My Commission?  

When Do I Get Paid? 

My commission is most likely paid by the seller. Unlike other professions, I don’t get paid until I’m 

100% successful on closing your transaction. It’s a big commitment on my part. Here’s what I ask for in 

return… I need your loyalty and your future referrals. 

THE BENEFIT TO YOU: I am committed to serving my clients at the deepest level and exceeding their 

expectations. Because of that, I’ve been able to build a core database of high-referring clients; people who 

are happy with my services and are advocates for my business. When I help you meet personal or 

professional real estate goals, you will know how well I serve my clients. When you refer your friends 

and loved ones to me, you can be assured that I will provide the same high quality service. By assisting 

me in building my business with preferred clients like yourself, it allows me to devote my full attention to 

serving my client’s needs and not waste time prospecting for new business. 

When you think of the next person who would benefit from the services I provide, please give them my 

card and me their name/ number ; I’ll take great care of them! 
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Your Honesty, Fairness & Referrals Allow 

Huff to Keep Our Fees Nominal 
I provide our entire professional home buyer services for a  

nominal $199 processing fee-  

Due at closing, all commissions will be paid by the seller. 

 

 

ALL I Require Is Your Loyalty & Referrals 

To Your Family & Friends! 
 

 

Honesty and Fairness; that’s all I ask! 
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12. They Accepted Our Offer…Now 

What? 
 

Remember, you haven’t “Purchased” your home until we attend a closing and you receive the deed to 

your new property. At this time, you have an “offer” on your potential property. Purchasing a home can 

be very exciting and stressful. I strive to make it as painless as possible. Here’s what you can expect 

following the seller’s acceptance of your offer… 

The Home Inspection: If you desire to have a home inspection (which I HIGHLY recommend), the 

inspection is usually completed within 10 days after all parties accept and sign the contract. The buyer 

pays for the home inspection. The cost is usually around $250.00 - $400.00 dollars depending on the size 

of the home. 

4 Outcomes to the Home Inspection: 

1. Everything is OK and we proceed with an appraisal. 

2. The buyer is unhappy with the inspection and elects to terminate the offer. 

3. Buyer is unhappy with the inspection, however would like to proceed if certain repairs are made. 

At this point it is up to the seller to agree to make the repairs or the seller may elect to terminate 

the offer. 

4. Seller may agree to lower sales price and in return, buyer would complete necessary repairs at 

their expense. 

The Appraisal - If all goes well with your home inspection, your lending institution will send their 

appraiser to your potential home and determine its value. The appraisal is based on the sales price-not the 

mortgage amount. The written appraisal along with the entire file is submitted to an “underwriting 

committee” for review. After the underwriting committee approves the file, we’ll usually close your home 

the following week.  
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13. The Closing & Occupancy 

 

What Happens at Closing? 
Closing documents are signed and in most cases, ownership of the property is transferred. Attendees at 

closing may include you, the title company, the seller, the bank’s agent and real estate agents representing 

you or the seller.  

 

When do I receive occupancy? 
Your occupancy was negotiated in your purchase agreement when you originally signed your contract.  

You may take occupancy at closer or after pending on our agreed contract. 

Schedule your moving company, if you know when the sellers are moving out. Keep in mind, the sellers 

can stay in the home for as long as we agreed upon in your contract, even if they say they are moving 

sooner. Plans do change! You’re unable to move your possessions into your new home until the seller 

vacates the premises. 

If you know when you’re moving, call the appropriate utility companies and provide them with your 

name and your moving date, so the utilities can be transferred into your name and not shut off. This will 

eliminate frozen pipes in the winter and reconnect fees.  
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14. Home Buyer’s Glossary  
A-Z 

Adjustable Rate Mortgage (ARM) - A mortgage that permits the lender to adjust the interest rate periodically on the basis of 

changes in a specified index. 

Amortization schedule - A timetable schedule showing the amount of each payment applied to interest and principal and the 

remaining balance after each payment is made. 

Annual percentage rate (APR) - The cost of a mortgage stated as a yearly rate; includes such items as interest, mortgage, and 

loan origination fee (points). 

Appraisal - A written analysis of the estimate value of a property prepared by a qualified appraiser. 

Biweekly payment mortgage - A mortgage requiring payments every two weeks instead of the standard monthly payment. The 

result for the borrower is a substantial savings in interest. 

Broker - A person who, for a commission or a fee, brings parties together and assists in negotiating contracts between them. 

Closing - A meeting at which a sale of a property is finalized by the buyer signing the mortgage documents paying closing costs. 

Collateral - An asset (such as a car or home) that guarantees the repayment of a loan. 

Commission - The fee charged by a broker or agent for providing services related to a real estate transaction such as procuring 

the property, bringing the parties together, and negotiating a purchase contract or loan. 

Deed - The legal document conveying the title to a property. 

Deed Restriction - The legal document that restricts the way in which a property can be used. They are usually aimed at ensuring 

aesthetic uniformity in the neighborhood. 

Earnest money deposit - A deposit made by the potential home buyer to show that he or she is serious about buying the house. 

Equity - A homeowner’s financial interest in a property. 

Exclusive listing - A written contract that gives a licensed real estate agent the exclusive right to sell a property for a specified 

time, but reserving the owner’s right to sell the property himself without the payment of a commission, including the annual 

percentage rate and other charges. 

Home Inspection - A thorough inspection that evaluates the structural and mechanical condition of a property. 

Homeowner’s Association - A corporation formed by a real estate developer for the purpose of marketing, managing, and 

selling of homes and lots in a residential subdivision. HOA’s may take care of development parks, signage, street signs, etc. 

There usually is a fee which must be paid either monthly, quarterly, or annually. 

Homeowner’s Insurance - Insurance providing the homeowner liability coverage and protection in the event of fire, vandalism, 

etc. Your lending institution will be named as additional insured, if you have a mortgage. 

Lien - The legal claim against a property that must be satisfied before the property may be sold. 
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Lock in - A written agreement in which the lender guarantees a specific interest rate if a mortgage goes to closing 

within a set period of time. 

Mortgage - A legal document that pledges a property to the lender as security for a payment of debt. 

Net worth-The value of all of a person’s assets, including cash, minus all liabilities. 

Prime rate - The interest that banks charge to their preferred customers. 

Principal - The amount borrowed or remaining unpaid. 

Realtor - A registered collective membership mark which identifies real estate professionals who are a member of 

the National Association of Realtors and subscribe to its strict Code of Ethics. 

Survey - A drawing or map showing the precise legal boundaries of a property, the location of improvements, 

easements, right of way, encroachment, and other physical features.  

Title search - A check of the title of records to unsure that the seller is the legal owner of the property and that there 

are no outstanding liens or other claims. 

Title insurance - Insurance that covers the buyer and provides maximum protection in case there’s a claim against 

your home, aka an “owner’s title policy.” 

Truth in Lending - A federal law that requires lender to fully disclose, in writing, the terms and conditions of a 

mortgage.  

Underwriting - The process of evaluating a loan application to determine the risk involved for a loan for a client 

based on information such as employment history, credit history, salary and financial statements. 

  

PLEASE DO NOT EVER HESITATE IF YOU NEED FURTHER EXPLAINATION! I AM HAPPY TO ANSWER 

QUESTIONS AND EDUCATE!  

 

 


