
 

 

 
 

 
 

 
 

   

 
 

 
 
  

  

 
   
  

 
 

 
 

 
  

 

 
 

  

 
  

For Sale by Owner Process

Congratulations!  You sold your home…what’s next? The accomplished staff at ATA National Title Group have 
successfully handled thousands of transactions. We are experienced, we understand the title business, and we are 
proud of our ability to apply that experience on behalf of our clients.  At ATA National Title Group we pay attention 
to all of the details so our clients don’t have to.
The below information will take you through each step of the process with our office – from initiating the title 
order through closing the transaction.

 ORDER A TITLE COMMITMENT – Visit one of our offices to place your title order.  Our title professionals 
will complete a comprehensive examination of public records and prepare a title commitment for your 
property.  The title commitment lists the owner of record, any mortgages, liens, or other encumbrances on 
the property, taxes due, and title defects, if any.  It describes the terms (requirements) under which the title 
policy will be issued and exceptions to coverage.

Bring the following items with you (documents referenced below are included in the attached For Sale by 
Owner packet):

Required:
o Fully completed Information Sheet containing buyer, seller, and new lender (if any) contact

  information.  It is best to fill this out when you meet with the buyer to accept their offer, this way
  they can complete their contact information along with the lender information.

o Completed Purchase Agreement signed by buyer and seller.
o Deposit Check for $375 payable to ATA National Title Group, LLC.  This non-refundable deposit is  
applied towards the cost of the owner’s title premium at the time of closing.

Optional, if applicable:
o Completed Mortgage/Association Information Request & Release if you have a mortgage(s) on

  the property and/or pay association dues.
o Completed Earnest Money Deposit Escrow Agreement signed by buyer and seller, along with a

  cashiers check for the earnest money payable to ATA National Title Group, LLC, if ATA is to hold the
  earnest money in escrow.  The parties may instead choose to have the seller or another third party
  hold the earnest money deposit.

 TITLE REVIEW – An experienced Escrow Processor will be assigned to your file.  Once the title 
commitment is complete, the Processor will contact you to review any items that need to be addressed 
prior to or at closing.  This may include, but is not limited to, title defects, open mortgages/liens, taxes due, 
survey requirements, and association status letters.  The Processor will work with you to obtain all items 
necessary to satisfy the requirements on the title commitment.  The standard method of delivery for your 
sale proceeds is by check at the closing.  It is important to let your Processor know if you prefer to receive 
your sale proceeds via wire transfer after closing. Please note that we collect fees for preparation of 
documents and conducting the closing.  Please refer to our Master Fee Sheet for a schedule of fees.  Your 
Escrow Processor can confirm which fees are applicable to your transaction.



 

 

 
 CLEAR TO CLOSE – Once all requirements on the commitment are satisfied, we are ready for closing on our 

end.  If the buyer is obtaining a new mortgage, the closing can’t be scheduled until the lender informs the 
buyer and/or our company that they are “clear to close” on their end.  Essentially, this means the lender has 
satisfied all the requirements on their end to be able to issue the loan to the buyer.  If the buyer is not 
obtaining a mortgage, the closing can be scheduled as soon as the requirements are met on our end.
 

 SCHEDULE THE CLOSING – Contact our office to schedule a closing for a date and time that is agreeable to 
the buyer, seller, and lender.  The closing can take place at any of our locations, regardless of where your 
Escrow Processor is located.  Ideally, you should contact us to schedule the closing at least a week prior to 
your preferred closing date. 
 

 DOCUMENT REVIEW – Once the closing has been scheduled, closing documents will be prepared and sent 
to you for review at least 48 hours prior to closing.  Upon review, if you have any questions please contact 
our office.  Our team members are happy to address any questions, concerns, or changes needed prior to 
closing.  The final documents will indicate to the buyer and seller how much money is due from/to them at 
closing. 
 

 CLOSING DAY – Buyer and Seller should meet at the agreed upon location on the day and time of closing.  
All parties signing need to have valid, unexpired, photo identification with them.  Seller will also need to 
have the tax identification or social security number on hand for the entity/individual selling.  The closing 
will take approximately one hour, but can take more or less time depending on the type of transaction. 
 

 POST-CLOSING MATTERS – If there are funds being held in escrow at closing, there may be items we need 
from you after closing in order to disburse these funds. 
 
For example: 

o Water Escrows – It is typically the seller’s responsibility to order a final water bill and submit to us 
for payment from escrow funds. 

o Occupancy Escrows – When buyer and seller exchange keys, a Transfer of Keys form should be 
signed and submitted to us for disbursement of escrow funds. 

o Tax Escrows – Buyer or Seller may need to submit a tax bill for disbursement of a tax escrow 
o Miscellaneous Escrows – Escrows can be held for various other reasons.  The Escrow Agreement you 

sign at closing will detail what is needed after closing in order for us to release the funds. 
 
THE TRANSACTION IS NOW COMPLETE! 
 
Please contact one of our offices today or find more information at https://www.atatitle.com/ 

https://www.atatitle.com/


 
 

Thank you for choosing ATA National Title Group, LLC to satisfy your title needs and to provide an 
exceptional closing experience.  We appreciate your business. 
 

Please mark the branch location that you would like to place your order with: 
 2875 W. Liberty Rd • Ann Arbor, MI  48103 • Phone: 734-662-1050 • Fax: 734-662-3608 

 42651 Woodward Ave. • Bloomfield Hills, MI  48304 • Phone: 248-338-7135 • Fax: 248-338-3045 

 6751 Dixie Highway • Suite 106 • Clarkston, MI  48346 • Phone: 248-625-6100 • Fax: 248-625-8933 

 36800 Gratiot Avenue • Clinton Township, MI  48035 • Phone: 586-463-7200 • 800-462-1477•Fax: 586 469-2492 

 31440 Northwestern Highway • Suite 100 • Farmington Hills, MI  48334 • Phone: 248-594-3839 • Fax: 248-341-5080 

 20902 Mack Avenue, Suite 100 • Grosse Pointe Woods, MI  48236 • Phone: 313-343-0220 • Fax: 313-343-0042 

 17177 N. Laurel Park Dr., Suite 107 • Livonia, MI  48152 • Phone: 734-452-8300 • Fax: 248-368-9949 

 801 10th Ave, Suite B2 • Port Huron, MI  48060 • Phone: 810-987-2263 • Fax: 810-987-3290  

 45707 Village Blvd. • Shelby Township, MI  48315 • Phone: 586-412-5400 • Fax: 586-412-6650 

 110 S Third Street • St. Clair, MI  48079 • Phone: 810-326-3900 • Fax: 810-326-3906 
 

Date: ________________________________ Sales Associates: _______________________________________________________________ 

Anticipated Closing Date: _______________            PURCHASE            REFINANCE           SEARCH ONLY 

 

 

BUYER INFORMATION: ___________________________________________________________________________________________________ 

Address: ____________________________________________________________________________________________________________________ 

Phone:  __________________________________________    Email Address:  _______________________________________________________ 

Social Security Number:  XXX - _____   _____  -   _____    _____   _____   _____   (Just last 6 numbers required) 

SELLER INFORMATION: ___________________________________________________________________________________________________ 

Address: _____________________________________________________________________________________________________________________ 

Phone:  __________________________________________    Email Address:  ________________________________________________________ 

Social Security Number:  XXX - _____   _____  -   _____    _____   _____   _____   (Just last 6 numbers required) 

LENDER: ____________________________________________________________________________________________________________________ 

Address: _____________________________________________________________________________________________________________________ 

Loan Officer: ___________________________________________________ Phone: ____________________________________________________ 

PROPERTY ADDRESS: ______________________________________________________________________________________________________ 

Parcel Number: _____________________________________________________________________________________________________________ 

Legal Description: __________________________________________________________________________________________________________ 

 

RETURN COMMITMENT TO:   Send Via:    (Check one)       Fax Email 

Name:________________________________________________   Company:___________________________________________________________ 

Address: _________________________________________________________________  Phone: ___________________________________________ 

Fax: __________________________________________  Email: ________________________________________________________________________ 
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2. METHOD OF PAYMENT: All money (except earnest money) must be paid by cash or cashier’s check. 
The sale shall be completed by the following method: (mark one box; all unmarked paragraphs do not apply) 

A. CASH SALE. Delivery of a Warranty Deed conveying a marketable title. 
 

B. CASH SALE WITH NEW MORTGAGE. Delivery of a Warranty Deed conveying a marketable title. This agreement is 
contingent upon the purchaser being able to secure a ______________________ mortgage in the amount of $___________________________ 
and pay $ ________________________  down plus mortgage costs, prepaid items, and adjustments in cash. Purchaser agrees to apply 
for such mortgage within _________ calendar days from Seller’s acceptance of this agreement at his own expense Purchase further 
agrees that in connection with said application to lender, he will promptly comply with the lender’s request for necessary 
information required to process the loan application. If a firm commitment for such mortgage cannot be obtained within _________ 
calendar days from date of Seller’s acceptance, at the Seller’s option, this agreement can be declared null and void and the deposit 
shall be returned. 
 

APPLICABLE TO FHA OR VA SALES ONLY:  It is expressly agreed that, notwithstanding any other provisions of this agreement, 
the purchaser shall not be obligated to complete the purchase of the property described herein or to incur any penalty by 
forfeiture of any earnest money deposits or otherwise unless the mortgage has delivered to the purchaser a written statement 
issued by the Federal Housing Commissioner setting forth the appraised value of the property (excluding closing costs) of not 
less than $ ________________________ which statement the mortgage hereby agrees to deliver to the purchaser promptly after such 
appraised value statement is made available to the mortgage.  The purchaser shall, however, have the privilege and option of 
proceeding with the consummation of the agreement without regard to the amount of the appraised valuation made by the 
Federal Housing Commissioner.  The appraised valuation is arrived at to determine the maximum mortgage the Department of 
Housing and Urban Development will insure. HUD does not warrant the value or the condition of the property. The purchaser 
should satisfy himself/herself that the price and condition of the property are acceptable. It is further understood between 
purchaser and seller that the additional personal property listed herein has no value. Seller agrees to pay required mortgage 
discount, commonly called “points”, at the time of closing, not to exceed ______________ points.  The Seller agrees to pay for any 
repairs required by FHA/VA, not to exceed $ ______________ .  See attached Lead Paint Addendum made a part hereof. 
 

C. SALE TO EXISTING MORTGAGE:  See attached “ADDENDUM FOR SALE TO EXISTING MORTGAGE” made a part hereof. 
 

D. SALE ON LAND CONTRACT:  See attached “LAND CONTRACT SALE ADDENDUM” made a part hereof. 
 

  

PURCHASE AGREEMENT

1.  PROPERTY  DESCRIPTION  AND  PRICE: The  undersigned  Purchaser  hereby  offers  and  agrees  to  purchase  the  property
located in the city/township/village of ________________________________, County of ________________________________, Michigan,
legally described as ________________________________________________________________________________________________________________________ 
________________________________________________________________________________________________________________________________________________ 
and has a parcel ID number/tax ID number of _____________________________________________________________
also being commonly known as __________________________________________________________________________________________________________

The property described above shall include all fixtures, improvements and appurtenances including if now in or on the property, 
all  built-in  equipment,  shelving,  cabinets,  all  lighting  fixtures  and  their  shades,  attached  carpeting,  curtain  and  drapery 
hardware, window shades and blinds, attached mirrors, television antennas, satellite dish, and any accessories and complete 
rotor equipment, storm doors, storm windows, screens, awning, garage door opener(s) and transmitters, water softener (if not 
rented), attached humidifier, all landscaping and ________________________________________________________________________________________ 
_________________________________________________________________________________________________________________________________________________ 
and to pay therefore the sum of ___________________________________________________________________________________________________Dollars 
($ __________________________________).
Subject to the existing building and use restrictions, easements, and zoning ordinances, if any, upon the following conditions:
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PURCHASE AGREEMENT (continued)  

 
3. EARNEST MONEY: The deposit of _____________________________________________________________DOLLARS  
($ ___________________________________________) in the form of   CASH or   CHECK (check one) shall be held by one of the following 
and applied to the purchase price if the sale is consummated: 
 
Choose one of the following: 

Seller 
ATA National Title Group, LLC �� pursuant to a separate Earnest Money Deposit Escrow Agreement attached hereto 
Other: ________________________________________________________________________________________ 

 
4. CLOSING: If this agreement is accepted by the seller and if title can be conveyed in the condition required herein, the seller 
and purchaser agree to consummate the sale on or before __________________________________________________________. 
 
5. POSSESSION: The seller shall deliver and the purchaser shall accept possession of said property, subject to the rights of 
present tenants, if any. If the seller occupies the property it shall be vacated on or before ______________________ days after closing. 
From and including the date of closing through the date of vacating the property as agreed, SELLER SHALL PAY the sum of $ 
__________________________per day. 
 
6. GENERAL CONDITIONS: Purchaser acknowledges that they have read and understand all provisions of this agreement 
including the additional terms and conditions which appear in paragraphs 12 thru 34. Purchaser also acknowledges receipt of 
a copy of this agreement. 
 
7. ADDITIONAL CONDITIONS (if any):   
 
 
 
 
 
 
 

�z�ä���������������������ï���������
�����������������������������������������
���������������	�����������������ã  Purchaser acknowledges the receipt of a copy of this 

Purchase Agreement. 

 

In the presence of: 

_____________________________________________________________  ________________________________________________________________ 

WITNESS        PURCHASER 

 

_____________________________________________________________  ________________________________________________________________ 

DATE        PURCHASER 
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