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Buyers Packet Instructions: 

 
This packet was designed to aid you in your real estate efforts.  It contains the majority of forms that are 
commonly used in a real estate transaction where you represent the buyers.  Please read all forms carefully 
and thoughtfully consider the accuracy of all documentation as you advise your clients through the 
purchase process.  Not all forms required in every purchase are contained within this packet.  Please visit 
www.UtahRealEstate.com for all other forms that may be necessary to successfully and accurately protect 
and serve your clients best interests. 

 

Completed Buyers Packet: 

 
When the packet is fully completed with all necessary signatures and information please Email the entire 
packet (in one complete email) to your branch broker.  Once your packet has been reviewed and authorized 
by your branch broker your commission checks may then & only then be authorized by your broker and 
paid.  Without a completed & authorized buyer’s packet, you will not be paid any portion of your 
commissions.  It is in your best interest to send this packet to your Broker as soon as possible so that they 
have sufficient time to review your file and recommend any necessary revisions prior to your transaction 
closing.  Please send packet to jefflee.heritageutah@gmail.com. 

 

Direct Deposit Paychecks: 
 
Once your file has been approved by your branch Broker they will then authorize payroll to directly deposit 
your paycheck directly into your personal checking or savings account.  Note:  If heritage does not have 
your completed Direct Deposit Authorization Agreement with attached voided check, you will not be paid.  
Heritage does not cut paper checks, and will only authorize payment through means of direct deposit. (See 
“New Agent Packet”) 

 

Earnest Money Deposits: 

 
Heritage Real Estate as a policy does not hold Earnest money funds.  Please have all Earnest money funds 
deposited according to Utah state law (R162-4.2.1.2) within 3 days from acceptance.  For most efficient 
payment of commissions see that Earnest money deposits are made with the Title Office that is closing 
your client’s side of the transaction.  Note:  Your buyers must make the decision of where the earnest 
money is to be deposited, and an addendum MUST be written with the language of “EM to be deposited 
with (name) Title Company in accordance with Utah State Law”, or you may loose your license.  
Remember to ALWAYS get a receipt from the title office when you drop off the EM!  Remember to 
always sign the first page of the REPC when collecting EM from your client, and IMMEDIETLY  give it to 
the title company authorized by your client. 

 

Resources: 

Legal Hotline:                          (801) 266-1366             Mortgage Fraud Hotline:    (801) 303-0700 
W.F.R.M.L.S. Tech Support:  (801) 486-0390              Risco Keypad & Lockbox: (800) 929-0193 
SLC Board of Realtors:           (801) 486-4465              Utah Div. or Real Estate:   (801) 530-6749 
Technology Hotline:                (866)-829-1438 



 
 

Buyer File Checklist 

 
Please Initial Next To Each Completed Item (Or write N/A where Not Applicable) 

 

 Completed Buyer File Cover Page- (Give the Title Office a copy or you will not be paid.) 
 
 Completed Buyer File Checklist- (This page) 
 

 Completed Servicing the Buyer Checklist 

 

 Completed Utah State Regulatory Compliance Fee Form 

 

 Buyers Agency Agreement 

 

 Limited Agency Agreement and Agency Disclosure-(Only if you are representing both the Buyer and the 
Seller) 

 

 Buyer Due Diligence Checklist 

 

 Commission Reduction Form- (Only if you have agreed to reduce your commission) 
 
 Copy of the MLS Listing- (Photocopy of the Full MLS Listing) 

 

 Copy of Earnest Money Receipt From Title Company- (Give the Title Company a copy of the Buyer File 
Cover Page.) 

 

 Get A Home Inspection Form 

 

 REPC with ALL pages Initialed and Signed 

 

 All Addendums In Order- (An addendum must state “EM to be deposited with (name) Title Company in 
accordance with Utah State Law”) 

 

 Sellers Disclosures Signed By The Buyer 

 

 Lead Based Paint Addendum And Disclosures- (Only if the property was built prior to 1978) 
 

 Transaction Document Receipt 

 

 Copy of the HUD 1 Settlement statement from closing 

 

 By Signing here I am certifying that I have done each of the following: 

 
Faxed or Emailed to Heritage Real Estate all accepted, rejected, and cancelled offers for this client.  

Fulfilled my Full Fiduciary duty to my client by keeping their best interest in mind at all times, advised my 

clients to get a home inspection and warranty to protect them, and Disclosed everything to my client. 

Communicated in Writing all information as often as possible to protect your client, yourself, & Heritage. 

Reviewed this entire packet before submitting it to your Broker for complete accuracy and completion. 

 

Agent:___________________________      Date:___________________________ 



 

 

Title Officer Wire and Fee Instructions 
(Title Officer Please READ and FILL OUT the Fields Below) 

 

1. Utah State Regulatory Compliance Fee: 
The buyer or agent has agreed to pay Heritage Real Estate a $250, 3 year utah state regulatory 
compliance fee.  Please add this $250 fee to the HUD-1 statement as “Utah State Regulatory 
Compliance Fee”. 
 

2. Wire Information: 

Please complete the following information: 
 
Total Wire Amount (Commission + $250 fee) $:_____________ Date Wired:__________ 
Bank Wired From: __________________________________________________________ 
Wire Completed By:______________________________________________(Print Name)  
 

3. Utah State Regulatory Compliance Fee:  Wire Instructions: 
Heritage Real Estate accepts ONLY wire transfers for commission checks.  If you have more than one 
file for Heritage, Do Not combine commissions into one wire.  Please wire to the following account: 
 
Brokerage: Heritage Real Estate LLC  Bank:  Chase Bank 
Routing Number: 124001545                           Account Number:  903254324 
 

4. Fax: 
After the wire is complete please FAX this form & the HUDS to both 1-866-767-8748 and the Agent. 

 

 

 

Heritage Agent- You must give a copy of this completed form to the Title Office before the closing.  
Complete all the fields below.  To get your commission Heritage must have this form along with the HUDS 
faxed to us.  Heritage prohibits any alteration of the written instructions by anyone other than the principal 
broker. 
 
Client Name:                                         Client Source:                             Purchase Price:________________           
 
 Property Address:                                                            Total Purchase Price ($)______________________ 
 
Principal Broker:                                                              Total Commission Amt. ($)___________________ 
 
Associate Broker or Sales Agent: ___________________________________________________________ 
                                     
Commission Paid By Principal Broker to Associate Broker or Sales Agent ($)_______________________ 
 
Closing Date:                             Seller Name:                            ________    MLS #:____________________ 
 
Listing Agent:                              Brokerage:                                  _______   Phone:______________    ___ 



 
 

Servicing The Buyer Checklist 
 

 
Buyers Agent Checklist- Please Check each item below indicating that you have remedied 

and addressed that item as you have served your client as their buyers agent. 
 
Buyers Agent :___________________________ Buyer/s:_______________________________ 

 
 
 Delivered signed copies of all contracts & Addendums to Buyer 
 Fax or Email a complete Buyers Packet to Heritage.   
 Deliver Earnest money to Title Office 
 Verify your buyer has applied and been approved for a loan 
 Send copies of all paperwork to Loan Officer & Title Officer 
 Obtain the Sellers Disclosures and have your Buyer sign the Transaction Document 

Receipt Form!  Remember the Sellers Disclosures include all of the following: 
o Sellers Property Disclosure Form 
o PR 
o Leases pertinent to the property 
o C.C.&R’s 
o Any other Documents pertinent to the equitable rights of the Property i.e.  

Septic/Well certifications 
 Make regular contact with Buyer, Lender, Title Company, Listing Agent  
 Conduct all negations in Writing on a signed addendum. 
 If Applicable, Insure “Loan Denial” letter is faxed by deadline 
 Order Home Inspection 
 Order any other Inspections deemed necessary by the buyer. 
 Send copies of all Inspection reports to your buyer & the Listing Agent 
 Prepare and negotiate necessary repair addendums in Writing 
 Arrange walk through or secure a written waiver from your buyer 
 Eliminate all contingencies in writing 
 Obtain all deadline extensions in writing 
 Coordinate settlement with Buyer, Closing Officer, & Listing Agent 
 Remind buyer to bring to closing the following: 

o Any funds required by lender (Certified Funds/Checks) 
o Drivers License 
o Verification of Homeowners Insurance 

 Arrange for the delivery of keys to your buyer with/from the Listing Agent 
 Remind buyer to arrange for timely transfer of all utilities into their names 
 Attend Settlement 

 
Prepare follow up plan to maintain and enhance your working relationship 

with your buyer!  Remember the average homeowner moves every 7 yrs. 



 
 

Earnest Money Receipt 

 
 

This Form was developed to serve as PROOF that you delivered the Earnest Money to the Title 
Company within the timelines established law.  It will serve as a protection for you in the instance 
that questions arise to your handling of the Earnest monies. 
 
Purchased Property Address:____________________________________MLS#:_____________ 
 
Heritage Agent:                                                           Phone:______________________________                                  
Email:_____________________________________Fax:________________________________ 
 
Buyers Names:                                                             Phone:______________________________ 
 
Listing Agent:                                                          Phone:_______________________________                                   
Email:_____________________________________Fax:________________________________ 
 
Sellers Names:                                                              Phone:_____________________________ 
 
 
 
 

Title Office Receipt & Instructions: 
 

 
 The Buyer and Seller have agreed in writing to have the Earnest Money held in a State 

approved, non interest bearing, Real Estate Trust Account at your Title Office. 
 
 The accepted REPC addendum for this transaction states “EM to be deposited with  

(                                             )  Title Company in accordance with Utah State Law”. 
 

 The Earnest Money check from the Buyer is written out to your Title Company’s Real 
Estate Trust Account. 

 
I certify that I (                                      ___ ) (Heritage Real Estate Agent) delivered 
($___________________) earnest money for the transaction address listed above to 
(________________________)(Name of Escrow Officer) of 
(________________________) (Name of Title Company) on 
(________________________) (Date of Delivery). 
 
X_______________________________________ (Signature of Heritage R.E. Agent) 
 
X_______________________________________ (Signature of Title Officer) 
 

BE SURE TO GIVE COPIES TO TITLE, LISTING AGENT, LENDER & BUYER! 



 
 

Commission Reduction Form 

 
(Only required when you are reducing YOUR commission.  The form must be 

signed by the Listing Broker & Agent, and the Buyers Broker & Agent.) 

 
 

Property Address:_____________________________________________MLS#____________ 
 
Seller:_____________________________ 
 
Listing Broker:   ___         _____ Listing Agent:__________________________ 
 
Buyer:_____________________________ 
 
Buyers Broker:     Buyers Agent:__________________________ 
 
Total Commission to be paid by Seller at Closing: $____________________________________ 

 
OR 
 
Total Percentage of sales price:                 % 
 
 
Total Percentage to Selling Brokerage:________(%) OR Total Dollar Amount: ($)____________ 
 
Total Percentage to Listing Brokerage:________(%) OR Total Dollar Amount: ($)____________ 
 
 
Buyers Agent Signature:___________________________________Date:___________________ 
 
Buyers Broker Signature:___________________________________Date:__________________ 
 
 
Listing Agent Signature:___________________________________Date:___________________ 
 
Listing Broker Signature:___________________________________Date:__________________ 
 
 

 

 

 



 
 

Release of Earnest Money Form 

 
(Only the party that is Not receiving the Earnest Money should sign this document.  

There is no need for the party that is receiving the Earnest Money to sign the form.) 

 

 

 

 

I _________________________ (Print name) do hereby release the earnest money 

deposited in ____________________________ Trust Account in the sum of 

$___________________.  In connection with the Real Estate Purchase/sale of the 

property located at:____________________________________________________. 

This money is to be released to the ___________________________(Buyer or Seller) 

Whose name is ________________________________________________(Print name). 

 

 

 

 Signature of Buyer or Seller (Not) receiving the Earnest Money: 
_____________________________________ Date:__________ 

 
 
 Signature of Buyer or Seller (Not) receiving the Earnest Money: 

_____________________________________ Date:__________ 
 

 
 
 
 
 
 
 
 
 
 
 
 
 



 

 

 

$250 UTAH REAL ESTATE  

REGULATORY COMPLIANCE FEE 

 
 
 
Utah State Law requires that all Real Estate transactions be documented and stored 
for the period of 3 years for review and analysis by the Brokerage, and the State of 
Utah. 
 
All documentation associated with your Real Estate Transaction will be converted 
into a digital format and then electronically stored a period of 3 years for analysis, 
audit or investigation by the Utah Division of Real Estate.  During this time period 
Heritage Real Estate will provide full access to the digital files associated with your 
transaction.  After 3 years all digital copies stored for the above mentioned purposes 
will be destroyed.   
 
The 3 Year Utah Real Estate Regulatory Compliance Fee which entails the service 
and storage of your Real Estate Transaction carries with it a charge of $150.  This 
Compliance Fee will be clearly stated on your HUD-1 Settlement statement under 
your real estate fees section.  This fee is not included in your sales commission 
agreement.  By signing the form below you acknowledge that you have been 
informed of this service provided by Heritage Real Estate and its Brokers and agree to 
pay the $150 Utah State Regulatory Compliance Fee.   
 
 
 

Client Name (printed):_________________________________________________ 

 

 

Client Signature:_____________________________________Date:____________ 

 

 



form HUD-92564-CN (12/04)

U.S. Department of Housing  
and Urban Development  (HUD) 

Federal Housing Administration (FHA)

OMB Approval No: 2502-0538  
(exp. 06/30/2006)   

 For Your Protection:  Get a Home Inspection

Name of Buyer (s)  _________________________________________________________________________________________________________ 

Property Address _________________________________________________________________________________________________________ 

 _________________________________________________________________________________________________________ 

Why a Buyer Needs a Home Inspection 

A home inspection gives the buyer more detailed information 

about the overall condition of the home prior to purchase. In a 

home inspection, a qualified inspector takes an in-depth, 

unbiased look at your potential new home to:  

evaluate the physical condition: structure, construction, and 

mechanical systems; 

identify items that need to be repaired or replaced; and 

estimate the remaining useful life of the major systems, 

equipment, structure, and finishes.  

Appraisals are Different from Home 
Inspections

An appraisal is different from a home inspection. Appraisals 

are for lenders; home inspections are for buyers.   An 

appraisal is required to: 

estimate the market value of a house; 

make sure that the house meets FHA minimum property 

standards/requirements; and 

make sure that the house is marketable. 

FHA Does Not Guarantee the Value or 
Condition of your Potential New Home

If you find problems with your new home after closing, 

FHA can not give or lend you money for repairs, and FHA 

can not buy the home back from you. 

Radon Gas Testing

The United States Environmental Protection Agency and 

the Surgeon General of the United States have 

recommended that all houses should be tested for radon. 

For more information on radon testing, call the toll-free 

National Radon Information Line at 1-800-SOS-Radon 

or 1-800-767-7236.  As with a home inspection, if you 

decide to test for radon, you may do so before signing 

your contract, or you may do so after signing the contract 

as long as your contract states the sale of the home 

depends on your satisfaction with the results of the radon 

test.

Be an Informed Buyer

It is your responsibility to be an informed buyer. Be sure 

that what you buy is satisfactory in every respect. You 

have the right to carefully examine your potential new 

home with a qualified home inspector.  You may arrange 

to do so before signing your contract, or may do so after 

signing the contract as long as your contract states that 

the sale of the home depends on the inspection.  

I/we understand the importance of getting an independent home inspection.  I/we have considered this before signing a 

contract with the seller for a home.  Furthermore, I/we have carefully read this notice and fully understand that FHA 

will not perform a home inspection nor guarantee the price or condition of the property.  

______    I/We choose to have a home inspection performed. 

               I/We choose not to have a home inspection performed. 

X X 

Signature & Date Signature & Date
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