
CLOSING INFO SHEET – CHARTWELL REALTY 
(PLEASE FILL IN ALL APPLICABLE FIELDS) 

 
PROPERTY ADDRESS:                                                                   MLS #:        
City  __________________________   State _______   Zip _____________  County ____________________ 
CONTRACT PRICE:                             Net Price                                  CONTRACT STATUS:  Pending    
CONTRACT DATE:                                                                     Contingent   
CLOSING DATE:                                                                      Back-Ups   
SELLER NAME:                                                                  BUYER NAME:        
     Address            Address       
     Phone            Phone       
     Email            Email       
     Last 4 of Social Security #      
LISTING AGENT:                                                                  SELLING AGENT:        
     Company            Company       
     Address            Address       
     Phone            Phone       
     Fax             Fax        
     Email            Email       
 
REFERRAL LISTING AGENT:       REFERRAL SELLING AGENT:       
     Company            Company       
     Address            Address       
     City             City        
     Phone            Phone       
     Fax             Fax        
                
LISTING COMMISSION: $                                        % SELLING COMMISSION:  $                         ______%  
     Seller Trans Fee $                                  Buyer Trans Fee  $            
     Referral Fee  $                                  Referral Fee  $             
 TOTAL  $                              TOTAL  $   
 
Special Commission Instructions / Additional Information / Comments: 
 
 
 

   Opt out of insurance quote                                          Opt out of Client Follow Up Program 
LOAN INFORMATION 
Seller’s 1st Loan Company:       Buyer’s Loan Company:        
Loan Company Phone:        Buyer’s Loan Officer:        
Seller’s Loan Number:        Loan Company’s Phone:       
CLOSING TITLE COMPANY INFORMATION 
Earnest Amount:  $     Deposited with:         
Seller’s Title Co:        Buyer’s Title Co:        
Closer:         Closer:        
Address:         Address:         
Phone:       Fax:      Phone:      Fax:          
SOURCE OF BUSINESS 

Personal Referral Past Customer E-Leads Board Call Sign Print Ad Open House Mailing 

Expired FSBO RELO 



































 
 

 
COMPANY DISCLOSURE ADDENDUM 

 
SELLER:  ____________________________________________________ 
 
BUYER:  _____________________________________________________ 
 
PROPERTY: __________________________________________________ 
 

COMPANY DISCLOSURE STATEMENTS 
 

 Chartwell Realty LLC is an independent real estate sales brokerage company organized 
under the laws of the State of Missouri and is solely responsible for its own debts and liabilities. 
 
 Seller and Buyer are informed and understand that Chartwell Realty LLC has a shared 
interest in or may earn a financial benefit from First Federal Bank, Pulaski Bank, Chicago Title 
Company, Chartwell Insurance Services and/or Elliot Insurance Agency and may be 
recommending one or more of these companies for settlement, closing or escrow services, title 
insurance or loan origination sales or service.  Seller and Buyer are informed and agree that 
Chartwell Realty LLC may also recommend one of these or other companies for services such as 
home inspections, engineering services, pest control, electrical, mechanical or other contractors, 
from which Chartwell Realty LLC may or may not receive a financial benefit, as provided by 
law.  Seller and Buyer are further informed and understand that Chartwell Realty LLC may earn 
financial benefits from other companies such as HSA Home Warranty Company, AB May, Old 
Republic Home Protection, American Home Shield, HMS Home Warranty or other warranty 
companies. 
 
 Seller and Buyer are informed and agree that they are not required to use any particular 
provider of such services and may select their own provider if they so choose and have had 
sufficient opportunity to choose companies for the provision of necessary services related to the 
sale and purchase of a home.  Seller and Buyer are informed and agree that the selection of such 
providers described herein is an important decision and that they have considered such options 
and have decided to use the services of these or any other company after such careful 
deliberation.  
 
CAREFULLY READ THE TERMS AND STATEMENTS CONTAINED HEREIN BEFORE 
SIGNING.  WHEN SIGNED BY ALL PARTIES, THIS DOCUMENT BECOMES PART OF A 
LEGALLY BINDING CONTACT.  IF NOT UNDERSTOOD, CONSULT AN ATTORNEY 
BEFORE SIGNING. 
 
____________________________________ ____________________________________ 
Seller     Date  Buyer     Date 
 
____________________________________ ____________________________________ 
Seller     Date  Buyer     Date 





















SALES CONTRACT FILE CHECKLIST 

   AGENT ______________________________                       ADDRESS _____________________________________ 
   SELLER  _____________________________                        BUYER  _______________________________________ 
   DATE  ______________________________                 WHO AUDITED THE FILE?  ________________________ 

  Listing Side              Selling Side  
Agent  / Office            Agent  / Office 

____      ____  Closing Information Sheet/Commission Disbursement    ____      ____  
____      ____  Counter Offer signed and dated by Sellers/Buyers    ____      ____  
____      ____  Contract signed and dated by Sellers/Buyers     ____      ____   
                                If earnest money, title co. noted____; Financing ____; 
                                Certification signed ____; Date of Final Acceptance ____ 
____      ____  Earnest Deposit Receipt  from title company and/or seller   ____      ____  
____      ____  Condo Certificate (MO only) (if applicable)     ____      ____ 
 ____      ____  New Homes Contract signed and dated by Sellers/Buyers   ____      ____  
____      ____  Financing Addendum completed appropriately     ____      ____  
____      ____  Legal Description signed and dated by Sellers/Buyers    ____      ____  
____      ____  Company Disclosure signed and dated by Sellers/Buyers    ____      ____   
____      ____  Seller’s Disclosure signed and dated by Sellers/Buyers    ____      ____  
____      ____  Lead Based Paint signed and dated by Sellers/Buyers    ____      ____  
____      ____  Agency Disclosure Addendum completed, signed, and dated   ____      ____  
____      ____  Inspection Notice (where applicable) signed and dated    ____      ____  
____      ____  Resolution of Unacceptable (where applicable) signed and dated  ____      ____  
____      ____  If FSBO, Seller’s Permission to Show & Commission Agreement signed and dated ____      ____ 
____      ____  Home Warranty Confirmation (w/#), if your responsibility   ____      ____  
   Buyer’s Agency Agreement signed and dated by Buyer/Agent   ____      ____  
____      ____  Settlement Statement signed and dated etc (see file checklist)   ____      ____ 
 ____      ____                    Disclosure of Referral Business       ____      ____  
____      ____  MLS Printout         ____      ____ 
____      ____  Listing Agreement (check MLS history for changes) 

*If New Home Contract: 
____      ____   Lot Reservation (if applicable)      ____      ____ 
         ____ Agency Disclosure dated at time of reservation     
         ____ Copy of Check for lot hold/reservation      
         ____ Buyer Agency Contract in effect @ time if reserv.    
____      ____  KS Energy Efficiency Discl (KS)       ____      ____ 
____      ____  KS Right to Cure (if not in contract)      ____      ____ 
____      ____  New Home Allowance Add/New Home Pricing Add    ____      ____ 
____      ____  NH KBI Add (incl Sexual Offender registration lang)    ____      ____   
____      ____  New Home Warranty and Service Programs     ____      ____ 
____      ____  Fire Sprinkler Disclosure (MO)       ____      ____ 
 
*If Short Sale Contract: 
____      ____  Short Sale Listing Addendum       ____      ____ 
____      ____  Understanding Short Sales       ____      ____ 
____      ____  Short Sale Add to Sale Contract       ____      ____ 
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