
 

✍️ Checklist to Write an Offer 
This guide helps ensure every offer sent through our team is clean, compliant, and ready to 
present. Use it to review before submission or when you’re drafting independently. 

1️⃣ Property & Buyer Information 

●​ Confirm MLS number, address, and legal description match exactly.​
 

●​ Ensure buyer names are spelled correctly and match IDs or lender documentation.​
 

●​ Verify contact details for buyers (email and phone) for signing.​
 

●​ Include the listing agent’s name and contact to ensure delivery accuracy. 
●​ Need help securing your Buyer Rep documents? The Offer Team’s got you covered—at 

no cost to you. Simply click the link. Buyer Rep Request​
 

2️⃣ Offer Price and Financial Terms 

●​ Double-check the offer price for typos or incorrect digits.​
 

●​ Confirm earnest money amount and the deposit holder (title/escrow).​
 

●​ Include financing details — type of loan, down payment, and lender contact info.​
 

●​ Verify proof of funds or pre-approval is attached and current.​
 

●​ If using an escalation clause, define:​
 

○​ Maximum purchase price​
 

○​ Increment amount​
 

○​ Verification method for competing offers​
 

3️⃣ Closing, Possession, and Timelines 

●​ Confirm the closing date works for the buyer, seller, lender, and title.​
 

●​ Specify possession terms (at closing, X days after, or rent-back).​
 

https://form.jotform.com/241553658137158


 

●​ Ensure inspection and contingency periods comply with state norms.​
 

●​ Add any financing, appraisal, or sale contingencies as needed.​
 

●​ Review expiration date/time of the offer (to ensure it’s enforceable).​
 

4️⃣ Included/Excluded Items 

●​ Review MLS notes for what’s included (appliances, window treatments, etc.).​
 

●​ Clearly list any excluded items.​
 

●​ Ensure consistency between contract and MLS remarks.​
 

5️⃣ Disclosures & Addenda 

●​ Attach state-required disclosures (Lead-Based Paint, Seller’s Disclosure, etc.).​
 

●​ Include addenda or exhibits required by your brokerage.​
 

●​ Double-check for missing initials or signature fields on each page.​
 

6️⃣ Signature Verification 

●​ Confirm all buyer signatures and initials are complete.​
 

●​ Verify agent and brokerage information fields are filled.​
 

●​ If applicable, confirm broker signatures and license numbers.​
 

●​ Check your DocuSign / Dotloop / Authentisign routing for accuracy.​
 

7️⃣ Final Review Before Sending 

●​ Review all contract fields for accuracy.​
 

●​ Make sure attachments are labeled clearly (e.g., “Pre-Approval – Smith.pdf”).​
 

●​ Write a professional email or cover letter summarizing key offer points.​
 



 

●​ Send the completed file to offers@profiletm.com or through our Offer Writing Form. 
●​ Expect acknowledgment — our Offer Team typically sends out offers within 1 hour. 

 

https://form.jotform.com/250154825528458
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