




Have Buyer(s) sign, date and initial the Property Inspection Notice/Waiver 
at the time the offer is written.  Also have Buyer(s) initial the cover page of 
the contract (Buyer Attachment). 

SUGGESTIONS FOR PAGE ONE (1) 

1. Line 1: Type full names of purchasing parties exactly how they wish 
to be shown on the title  (Do not indicate relationship of the parties)

2. Line 2:Type legal owner’s name as it appears on the tax records

3. Line 7: Fill in the legal description

4. Line 11:  Describe the earnest money (If agent does NOT have the 
earnest money, indicate when earnest money will be delivered)

5. Lines 11-16:  Amounts should always add up to the amount shown 
on line 10

6. Lines 17-18:  Both lines must be completed (always check “Escrow 
Company” on line 18)
Note:  If you are NOT in possession of earnest money, see clause in 
Section 8a of this sample contract

7. Lines 19-20:  If all CASH sale, proof of funds must be provided with 
offer

8. Line 24:  Check the calendar and select a closing date that has a 
business day before and after it.  DO NOT USE “ON OR BEFORE”

9. Lines 36-38:  Make sure to check all that apply. Don't forget to include 
the Seller Compensation Addendum if Buyer is asking Seller to pay 
the Buyer Broker compensation. 

Remember to have Buyer(s) initial at the bottom of this page.  





SUGGESTIONS FOR PAGE TWO (2)

1. Lines 56-62:  Remember to check the boxes for personal property 
included in the sale (refrigerator, washer and dryer).  Also include a 
detailed description of the personal property 

Remember to have the Buyer(s) initial at the bottom of this page. 





SUGGESTIONS FOR PAGE THREE (3) 

1. Lines 97-101:  Complete all that apply if buyer is financing

2. Line 111:  One box MUST be checked if buyer is financing

3. Line 112:  Complete this line only if buyer is asking the seller to
pay the initial appraisal fee and there are seller concessions on
lines 100 or 101

4. Lines 117-19:  Type only the Escrow Company’s name, physical
address, email address and office phone number.  Do NOT write
in the escrow officer’s name

Remember to have the Buyer(s) initial at the bottom of this page. 





SUGGESTIONS FOR PAGE FOUR (4)

1. Line 173 or 175:  If property was built prior to 1978, one of these
boxes MUST be checked

2. Line 181:  Buyer must initial this line if property was built prior to
1978

3. Line 182:  If property was built in 1978 or later, buyer must initial this
line

Remember to have the Buyer(s) initial at the bottom of this page. 





SUGGESTIONS FOR PAGE FIVE (5) 

1. Line 211:  Always type “NONE” on this line

Remember to have the Buyer(s) initial at the bottom of this page. 





SUGGESTIONS FOR PAGE SIX (6) 

1. Line 242:  One box MUST be checked

2. Lines 246, 251 & 259:  Buyer(s) MUST initial all three lines

Remember to have the Buyer(s) initial at the bottom of this page. 





SUGGESTIONS FOR PAGE SEVEN (7) 

1. Section 6k:  This section MUST always be completed

a. If buyer wants a home warranty - you must indicate “buyer” or
seller” on line 293 and also on line 295.  Line 295 must also
contain the maximum cost allowed for  the home warranty

b. If the buyer declines a home warranty -  line 296 MUST be
checked

c. Buyer(s) MUST initial line 297

Remember to have the Buyer(s) initial at the bottom of this page. 





SUGGESTIONS FOR PAGE EIGHT (8) 

1. Before adding any clauses or contingencies in this section,
always refer to the Additional Clause Addendum, other contract
addenda and Award Realty legal clauses for the verbiage.
Agents should avoid adding additional terms and conditions
without first consulting with the Designated Broker or Associate
Broker/Manager

Remember to have the Buyer(s) initial at the bottom of this page. 





SUGGESTIONS FOR PAGE NINE (9) 

1. Line 434:  Buyer(s) MUST initial this line

2. Line 437:  Allow Seller(s) at least 24 hours to consider the offer 

Remember to have the Buyer(s) initial at the bottom of this page. 





SUGGESTIONS FOR PAGE TEN (10) 

1. Lines 444-448: Always complete these lines

2. Line 450: If the listing is NOT an Award Realty listing, check “Buyer”. 
If the listing is an Award Realty listing, and you're working with an 
Unrepresented Buyer, check “Seller”.  Contact the Designated 
Broker or Associate Broker/Manager if you have questions 
about this section

3. Line 453: Make sure the buyer writes in the current date next to their 
signature

4. Lines 455-456: Make sure to get the buyer’s current address

5. Line 464: Always check “Seller”

6. Line 467:  If the seller is countering the offer, don’t forget to check 
this box

7. Line 469: Make sure there are dates next to all signatures

8. Line 473: If Seller(s) rejects the entire offer, Seller(s) MUST place 
initials and date on this line
Note:  For rejected offers Seller(s) do not initial any other page and do 
not sign line 469, but the seller does have to initial Line 473 

Remember to have the Buyer(s) initial at the bottom of this page. 



Counter Offers & Addendums 

Counter Offer – A counter offer is utilized to negotiate terms by which the Buyer will 
buy and the Seller will sell.  A counter offer can be initiated by the Buyer or the Seller 
and must be numbered in sequence to assure that all parties, including the escrow 
officer, can understand and follow the process.   All counter offers must be signed AND 
DATED on the appropriate lines by all parties.  Counter offers should be written with 
simple concise, easily understood language with reference to specific section, sub-
section or lines being countered to avoid any misunderstandings.  Any counter offer 
terms or conditions that has been previously accepted on one counter offer and is not 
addressed on a subsequent counter offer remains as a change to the terms and 
conditions of the original purchase contract. 

Never use a counter offer to amend the terms of an accepted contract. Once a 
contract is accepted, all changes must be made with an addendum. 

Example counter offer language addressing purchase price: 

Line 10 of purchase contract shall read:     $410,000 Full purchase price 

Lines 11 through 14 of purchase contract to be adjusted accordingly 

All other terms and conditions to remain the same. 

Addendums – Addendums are utilized to add or to amend terms and conditions of the 
accepted contract. 

TransactionDesk contains several addendums which add conditions to the purchase 
contract and are presented to the Seller with the purchase offer.  Some examples of these 
are the HOA Addendum, Buyer Contingency Addendum, etc.  The Additional Clause 
Addendum covers many possible situations (i.e. Back-Up Contract, 1031 Exchange and 
others) .

Once a contract has been agreed to and accepted the terms can only be amended 
utilizing the Addendum.  These Addendums must be numbered in succession and must 
be signed by all parties to be valid. 
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