
 

✅ Buyer’s Agent Checklist for Writing a Home Offer 
 
1. Initial Client Consultation 

●​ Confirm Buyer’s Criteria: Review the buyer's preferences (e.g., location, price range, 
number of bedrooms, amenities, etc.). 

●​ Budget Review: Ensure your client’s budget aligns with available financing and their 
pre-approval letter. 

●​ Discuss Offer Strategy: Set expectations regarding offer price, terms, and potential 
negotiation room. 

●​ Pre-Approval Letter: Confirm that the buyer has an updated mortgage pre-approval letter 
from a lender. 

●​ Securing Buyer Representation documents? The Offer Team can handle it for you—free 
of charge. Buyer Rep Request 

 
 
2. Research the Property 

●​ Study the MLS Listing: Examine all the details about the property (e.g., asking price, 
square footage, condition, age, and features). 

●​ Review Comparable Sales (Comps): Compare the property’s asking price with recent 
sales of similar homes in the area to determine market value. 

●​ Days on Market (DOM): Consider how long the home has been on the market to gauge 
seller motivation. 

●​ Seller’s Motivation: Research if the seller is highly motivated (e.g., relocation, financial 
urgency, or time constraints). 

●​ Property History: Check the home’s sale history, including past sales prices, price 
reductions, and any previous offers. 

●​ HOA & Community Rules: Review if the property is part of a homeowners association 
(HOA) and the associated fees/rules. 

●​ If you are not requesting an inspection, now is the time to conduct your due diligence. 
This includes calling the city for permits, checking the local crime rate, searching the 
predatory offender registry, verifying water pressure, and ensuring cell phone signal 
strength during the showing.  

 
 
3. Assess the Market 

●​ Market Type: Determine if it’s a seller’s market, buyer’s market, or balanced market to 
guide your offer strategy. 

●​ Competition: Consider whether multiple offers are likely and strategize accordingly (e.g., 
bidding wars, escalation clauses). 

●​ Recent Sales Trends: Analyze local real estate pricing and demand trends to inform your 
offer price decision. 
 
 

 

https://form.jotform.com/241553658137158


 

4. Consult with Your Client 
●​ Offer Price: Discuss the target offer price with your client based on market research and 

budget. 
●​ Contingencies: Discuss and decide on necessary contingencies, such as: 
●​ Financing Contingency: Protects the buyer if the loan is not approved. 
●​ Inspection Contingency: Allows the buyer to back out or renegotiate if issues are found 

during the inspection. 
●​ Appraisal Contingency: Protects the buyer if the home doesn’t appraise at or above the 

offer price. 
●​ Title Contingency: Ensures there are no issues with the property’s title (e.g., liens or 

claims). 
●​ Sale of Buyer’s Property: If applicable, ensure the offer includes a contingency on the 

sale of the buyer’s current home. 
●​  Earnest Money: Advise the buyer on an appropriate earnest money deposit amount 

(typically 1-3% of the offer price) to show commitment. 
●​  Closing Date: Decide on a preferred closing date that works for the buyer. 
●​  Inclusions/Exclusions: Clarify any personal property that the buyer expects to be 

included in the sale (e.g., appliances, outdoor furniture). 
 
 

5. Prepare the Offer Letter 
●​ Formal Written Offer: Draft the official offer document, including: 
●​ Offer price 
●​ Buyer’s name and contact information 
●​ Property address and description 
●​ Closing date 
●​ Contingencies (financing, inspection, etc.) 
●​ Earnest money amount 
●​ Inclusions/exclusions (e.g., appliances, fixtures) 
●​ Personalized Offer Letter: If appropriate, include a heartfelt personal letter from your 

client to the seller, explaining why they love the home and why they’d be a great buyer. 
●​ Offer Expiration: Include a specific expiration date for the offer (typically 24-48 hours). 

 
 
 
6. Review the Seller’s Disclosures and Reports 

●​  Seller’s Disclosure Statement: Ensure that you and your client review the seller’s 
disclosure documents thoroughly. Look for potential red flags (e.g., prior water damage, 
foundation issues). 

●​  Past Inspection Reports: If available, review any past inspection reports to identify any 
ongoing issues or major repairs. 

●​  Check for Red Flags: Make note of any issues that might need additional investigation 
or could affect the offer. 
 

 



 

 
7. Consult with Professionals 

●​  Lender Coordination: Confirm that the buyer’s lender is aware of the offer details and 
that financing is secure. 

●​  Home Inspector: If not already done, recommend a reliable home inspector in case an 
inspection is required after the offer is accepted. 

●​ Title Company: Ensure the buyer has a title company selected and is ready for escrow 
once the offer is accepted. 

●​  Attorney (if applicable): In some states, an attorney is needed for the closing process. 
Make sure your buyer’s attorney is informed if necessary. 

 
 
8. Submit the Offer 

 
●​ Offer Delivery Method: Confirm with the listing agent the preferred method for submitting 

the offer (e.g., email, digital platform, in person). 
●​  Provide Required Documents: Ensure that the following documents are included with 

the offer: 
●​ Pre-approval letter 
●​ Formal offer letter 
●​ Earnest money deposit (if required at submission) 
●​ Any additional documents (e.g., buyer’s identification, proof of funds, etc.) 
●​ Confirm Offer Receipt: Follow up with the listing agent to confirm receipt of the offer and 

inquire about the seller’s timeline for response. 
●​ Keep Client Informed: Update your client once the offer is submitted and let them know 

when to expect a response. 
●​ Here is the link for the Offer Writing Form 

 
 
9. Prepare for Counteroffers or Negotiations 

●​ Review Seller’s Response: If the seller counters the offer, carefully review their 
counteroffer with your client and strategize the next steps. 

●​ Prepare for Multiple Rounds of Negotiation: Be prepared to negotiate on price, 
contingencies, and other terms, especially in a competitive market. 

●​ Keep Communication Open: Maintain strong communication with the listing agent to 
smooth the negotiation process. 
 
 

10. Finalize the Agreement 
●​  Confirm Offer Acceptance: Once the offer is accepted, ensure that the buyer’s 

agreement is finalized and all details are correct. 
●​  Review Contract: Double-check the contract to ensure that it reflects the agreed-upon 

terms. 

 

https://form.jotform.com/250154825528458


 

●​  Schedule Inspections: Once the offer is accepted, schedule a home inspection and any 
other necessary evaluations (e.g., pest inspection, radon testing). 

●​  Title Search and Review: Confirm that a title search will be completed and that any 
issues with the title will be resolved before closing. 

 
 
 
11. Post-Offer Follow-Up 

●​ Monitor Deadlines: Keep track of deadlines for contingencies, inspections, and 
responses from the seller. 

●​ Coordinate Closing Details: Once the inspection and appraisal are completed, work with 
the lender, title company, and the buyer to prepare for closing. 

●​ Ensure All Paperwork is Complete: Double-check that all necessary documentation is in 
order for closing day (e.g., proof of insurance, title documents, loan paperwork). 

●​ Leave the details to our amazing TCs—they’ll handle everything for you! Submit your 
new file using this link. New Under Contract 
​  
 

 
Bonus Tips: 

●​ Be Aware of Deadlines: Timely follow-ups are crucial in a fast-paced market. If the seller 
has a short deadline for offer review, be prepared to act quickly. 
 

●​ Escalation Clauses: In competitive markets, consider advising the buyer to include an 
escalation clause, automatically increasing their offer up to a certain limit if competing 
offers are received. 
 

●​ Seller’s Motivation: Tailor the offer based on the seller’s situation. For example, if the 
seller is in a hurry to sell, a flexible closing date or larger earnest money deposit could 
help. 

 

 

https://form.jotform.com/250926020796459

