
TRANSACTION
COORDINATION

CONVEYANCING
ONLY

Order/Intro to title

Weekly Email Updates

Receive and review title

Escrow Release Request

Order Mortgage Payoff(s)

Send AOS/intro to Lender

Request and Review ALTA
(internal only, TMTC does not review ALTA items with clients)

Order Tax Certs/Utilities Certs

MLS reminders (to pend, settle)

Schedule settlement/deed package

Request tax abatement, warranty docs

Deposit reminders to client/coop agent

Compliance/Commission Support

Coordinate Home Inspections (buyers)

Order U&O/CO, coordinate municipal inspection(s)

Intro emails to client(s), co-op agent(s) & their team

Send contingency deadline reminders (internal only)

Agent portal access for important dates/file info

Send Settlement Notice/ Utilities Info Email to client(s)

Reminders to lender for mortgage commitment, appraisal

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

X

$445
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$300

(usually ordered 5-7 days prior to closing depending on brokerage requirements)

X

X

Termination Support:  $150 For deals that terminate, create/track down fully executed termination
docs, submit for escrow release, coordinate return of escrow

T A K E M E T O C L O S I N G . C O M  



GOLD LISTING SERVICE
$125/PER LISTING

PLATINUM LISTING SERVICE
$225/PER LISTING

Listing Input
    Coordination Services & 

T A K E M E T O C L O S I N G . C O M  

Enter listing into any Multiple Listing Services
Upload photos to any Multiple Listing Services
Disclosures uploaded to any Multiple Listing Services
Add virtual tour link to any Multiple Listing Services
Sync Lockbox
Set up ShowingTime
Documents submitted to your office

*Once we receive all photos and listing info, we will
have you live within 24 hours, Monday-Friday

All listings are entered during business hours,
Monday - Friday from 9am – 5pm ET

Enter listing into any Multiple Listing Services
Upload photos to any Multiple Listing Services
Disclosures uploaded to any Multiple Listing Services
Add virtual tour link to any Multiple Listing Services
Sync Lockbox
Set up ShowingTime
Documents submitted to your office
Create flyer(front/back) or brochure
Create Social Media Image
Post open house and brokers open at time of listing

*Once we receive all photos and listing info, we will
have you live within 24 hours, Monday-Friday
All listings are entered during business hours,
Monday - Friday from 9am – 5pm ET


