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2. PROOF OF INCOME—Gather your last two years of 

tax returns, W2s, pay stubs, and your year-to-date 

profit and loss statement if self-employed (this will 

be needed for anyone applying for the mortgage). 

3. CASH READY—The lender will want to see 1 or 2 

months (depending on the loan program)  of bank 

statements, all numbered pages for any money 

used for down payment, closing costs or post-

closing reserves (if required). 

4. GIFT MONEY—If the down payment and closing 

money are or will be a gift, ask the lender the best 

way to document. 

5. PAST REFERENCES—Some loans require verification 

of rent history. If you are paying the owner (as op-

posed to a management company) you may need 

to provide 12 months cancelled rent checks. 

6. IDENTIFICATION—Lender will verify your identity 

for eligibility for a loan (if you are not a US citizen—

driver’s license, passport, work visa, green card). 

7. FIXED OR OTHER INCOME—Provide proof of other 

income from all forms including Social Security, 

child support, or government assistance. 

8. FINANCIAL ASSETS—Provide proof of account bal-

ances for IRAs and retirement accounts. 

9. STOCK MARKET FUNDS—Disclose money held in 

the stock market. 

10. DIVORCE/CHILD SUPPORT  

DOCUMENTATION—If you are divorced, pay, or re-

ceive spousal support or child support that will be 

used for qualifying, the lender will need to see di-

STEP 1 

BEFORE YOU START 
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vorce decree, property settlement, and/or support 

agreements. 

11. DISCLOSE BANKRUPTCY OR  

FORECLOSURE—Be ready to disclose past financial 

issues like bankruptcy. Provide a written explana-

tion of what happened and what steps were taken 

to correct the situation. Additional paperwork may 

be required 

12. KEEP YOUR CREDIT SCORE—keep these in mind: 

• DO NOT apply for new credit 

• DO NOT take on new debts or make large pur-
chases on credit 

• DO NOT cancel any current credit accounts 

• DO NOT ask a creditor to lower your limit 

Correspondent lenders have their own mortgage underwriting 

staff and fund the loans with their own money. (This is in contrast 

to a mortgage broker, who doesn’t do any underwriting, loan ap-

proval or funding in-house which adds extra hoops to go through.) 

 

 

 

STEP 2 

SIGN BUYER AGENCY 
AGREEMENT 



 

4 

• Are there any other offers? 

• How long has it been on the market? 

• What have the recent comparable homes sold for in 
the neighborhood? 

• What contingencies do we want to include (we will 
go into more detail about those later)? 

• Are you going to ask for closing cost Assistance from 
the seller? 

STEP 3 



 

5 

1. The seller may prefer to not pay for closing  

 costs. 

2. The house would have to appraise at a higher  

 amount for your loan to go through. For  

 example: $500,000 instead of just $490,000  with 

no closing costs paid out. 

3. Your offer may not be as strong as the other  

 bidders. 
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STEP 4 

RATIFY A CONTRACT 
CONGRATULATIONS! WE NOW HAVE A RATIFIED 
CONTRACT.  

• First, the lender and title company/settlement office 
will need a copy of the contract. Your REALTOR® will 
help you get the documents where they need to go.  
The Lender will want all your personal documenta-
tion to process the official Loan Estimate.  The Loan 
Estimate, by the new CFPB rules, will contain all the 
loan charges the lender is aware of. Any and all 
changes to the buyer’s closing costs needs to be 
communicated ASAP. “Time is of the essence.”   

• 3-days prior to closing (either hand delivered in per-
son or actual date of receipt through email), the 
Closing Disclosure must be finalized and presented 
to the buyer. The Closing Disclosure is the final terms 
the lender is agreeing to give you in writing and this 
document will be signed at settlement.   

• Deposit your Earnest Money Deposit 

• Get a copy of the contract to the lender so they can 
start the formal process of getting you the official 
Loan Estimate—disclosure of charges 

• You will start the process of getting Homeowner’s 
Hazard Insurance 

• Start the inspection process, if any 

A couple important points to note: 

 

TITLE  
The title has to be free and clear.  This includes any 

judgements, liens or any violations by the state, county 

or HOA against the property. 

If the Title is not good and marketable, and insurable by 

a licensed title insurance company with no additional 

risk premium, on the settlement date, buyer may at 

buyer’s option declare the contract void in writing. 

 
TIME IS OF THE ESSENCE 

 (Important for the Buyer) 

“Time is of the essence” means that the dates and time 

frames agreed to by the parties must be met. Failure to 

meet the stated dates or time frames will result in waiv-

er of contractual rights or will be in default under the 

terms of the contract.  

If this contract is contingent on financing, any delay of 

the settlement date necessary to comply with the buy-

er’s lender’s regulatory obligations is not a default by 

buyer; but, seller may declare the contract void in 

writing. Nothing prevents the parties from agreeing in 

writing to mutually extend the settlement date.  
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STEP 5 

HOME INSPECTION 
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STEP 6 

PREPARING FOR THE 
SETTLEMENT CLOSING 

1. Look for that email from Cardinal Title Group 
through Qualia.  The earlier you give them the infor-
mation they need, the more time they have to work 
out any issues that pop up.   

2. We need to decide which location we would lie to 
close at and schedule the time.  I recommend pick-
ing a location near the home or your job.  Add that 
to your calendar along with their address and phone 
number.   
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3. Ask what you should expect at the closing? What 
do I need to bring? How much money do I pay at 
closing? How do I pay: Should I bring a cashier’s 
check or make a wire transfer? Cardinal Title Group 
only does wire transfers. We will provide you with 
the wiring instructions through the secure portal.  
Do not use any other instructions.   

4. Request your closing documents in advance.  Ac-
cording to CFPB rules, the Lender must provide 
them  three business days before closing. These are 
some of the documents you’ll see at closing: 

• Closing Disclosure 

• Promissory Note 

• Deed of Trust 

• Deed, document transfers property ownership 
(purchase only) 

• Right to cancel (refinance only) 

5. Set aside time to fully review the documents for 
errors.  Make sure you have a clear understanding 
of your loan terms.  Compare your Closing Disclo-
sure to your most recent Loan Estimate.  

Read the rest of your closing documents. Is your 
personal information (legal name) correct on all 
documents? What happens if I don’t pay my loan? 
Do the key numbers (loan amount, monthly pay-
ment, interest rate) match exactly across all of my  
documents? 

Plan to have your closing costs money ready in ad-
vance.  Plan to wire the funds to Cardinal Title the 

day before closing.   You may have to make an ap-
pointment with your bank to do the actual wire 
transfer depending on your bank’s policies.  Take 
into consideration traffic patterns, holidays and 
weather related events.
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• Know when and where you are closing 

• Funds - wired 2 days before settlement  

• Driver’s License or Govt Issued ID 

• Anyone who is signing on loan: Co-Borrower 

• Checkbook in case of any last minute funds 
needed 

2. Get answers to these questions at your closing. 

• How will I pay my property taxes and home-
owners insurance?  Is it included in monthly 
payments or do I pay on my own 

• Where do I send my monthly  
payments? 

• If I have Homeowners’ Association dues, how 
do I pay? 

• Who should I call if I have any questions after 
Closing? 

• If applicable, do you know your mailbox num-
ber, garage code, electronic lock code, parking 
space numbers, trash days? 

1. Save your closing packet—You should save the 

entire set of documents, exactly as you receive it. 

Copies of all signed documents will be in your 

Qualia portal so download them to your comput-

er.  You will receive your Owner’s Title Policy and 

copy of your deed approximately 4-6 weeks after 

settlement.  Save it forever-it’s a lifetime policy!  

You should save:    

• Closing Disclosure 

• Promissory Note 

• Mortgage/Security Instrument/Deed of Trust 

• Deed, document that transfers  
property ownership (purchase only) 

2. Change your address. 

• Bank accounts, investment accounts, and cred-
it card companies 

• Department of Motor Vehicles and car insur-
ance 

• Mortgage/Security Instrument/Deed of Trust 

• Cell phone company, health/life 
insurance, and other bills 

• U.S. Postal Service 

3. Set up auto-payments through your bank or 

through the servicer so you are not late on your 

mortgage payment or HOA dues. 

4. Revise your budget and plan for future expenses. 

• Include Homeowners’ Association (HOA) fees, 
and if you don’t have an escrow account, 
property taxes and homeowner’s hazard insur-
ance. 

• Settle into your new budget for a few months 
before making major  
unplanned or non-essential home repairs or 
renovations. 
 



 

13 

• Set aside money each month in an emergency 
fund to cover essential repairs or loss of in-
come. 

4. Review your homeowner’s hazard insurance eve-

ry year—Contact your insurance company with 

questions or changes. 

• Does it cover floods? Earthquakes? Other dis-
asters? 

• Could you get a discount for having smoke 
alarms or if you get your car insurance with 
the same company? 

• Could you save money by increasing your de-
ductible? 

• Large jumps in the value of your home could 
mean you are under insured 

5. Pay attention to the following: 

• Changes in your monthly payment. Even if you 
have a fixed rate loan, your total monthly pay-
ment can change if your taxes, mortgage in-
surance or homeowner’s insurance go up or 
down. 

• Servicing changes.  Many loans get sold or 
transferred at some point during the time you 
have the loan.  The “servicer” is where you 
send your mortgage payments.  When the 
loan is sold, your “servicer” changes as does 
where and to whom you send your payments.  
You will receive a letter (or email) from both 
your current and new servicers when this hap-
pens.  They will  both instruct you on where to 
send payments and give you your new ac-
count number.  Your loan terms will remain 
the same as what you agreed to at closing.  If 
you receive a notice and question it, contact 
your current servicer for confirmation. 

6. Watch out—Marketers often target new home-

owners. Give yourself a chance to adjust to your 

new budget before applying for new credit or 

making large purchases.  

• Offers for new credit cards or home equity 
lines of credit. If you want to opt-out of the 
offers, you can do so online or by calling 888-

567-8688. 

• Offers from home improvement contractors. 
Not only should you wait before making major 
investments, but scams are common. Re-
search a Contractor’s reputation and always 
get three quotes before choosing a contractor.  

• Offers for “mortgage protection (life) insur-
ance,” often sent in official-looking envelopes. 
Most home-owners are better off with stand-
ard life insurance, which is more flexible and 
usually cheaper.  

• Bi-weekly payment plans offered for a fee. A bi
-weekly payment plan can be smart for people 
who get paid bi-weekly—you’ll pay off your 
loan quicker and save money—but you don’t 
have to pay for this service. You can often set 
it up yourself.  

• Refinance offers that don’t save you money. 
Don’t refinance too often, or fees can really 
add up. When considering a refinance, make 
sure you’re saving money with a lower inter-
est rate.  

7. Act fast to avoid foreclosure if you are struggling 

to make your payments. If you are struggling to 

make your payments, talk to your mortgage ser-

vicer and call a housing counselor. Your mortgage 

servicer is required to explain what options are 

available to avoid foreclosure. HUD-approved  

counselors are trained professionals who will help 

you at little or no charge to you. 
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JOHN BOYCE 
REALTOR®  | SAMSON PROPERTIES 

703-425-JOHN (5646) 
SOLDBYJOHNBOYCE@GMAIL.COM 

Cardinal Title Group is your in-house real estate settlement services company for residential and commercial cli-
ents in Virginia, Maryland and the District of Columbia.  Cardinal Title has grown as Samson Properties has ex-
panded and has a team of almost 100 title professionals dedicated to client satisfaction.    Headquartered in Chan-
tilly Virginia, we perform closings in over 30 of the Samson Properties locations throughout the area. We strive to 
ensure your transaction is smooth and stress-free throughout the entire process and beyond.   Our average pro-
cessor has 10 years in the title industry and will make your transaction a seamless experience whether this is your 
first house or your fourteenth house.   

President & Attorney 

Carrie@CardinalTitleGroup.com Reid@CardinalTitleGroup.com 

You’re not just making an 
investment in your future. 
YOU’RE CHANGING YOUR 

LIFE.. 


