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	TRANSACTION COORDINATION
Agent Intake & Transaction Request
One clear handoff. One organized file. One calmer closing.


	Before submitting: Complete every applicable field and attach the fully executed contract package. Do not include passwords, full Social Security numbers, bank credentials or unnecessary sensitive information.


1. Agent and Brokerage Information
	Agent name
	Click or tap to enter
	License no.
	Click or tap to enter

	Agent email
	Click or tap to enter
	Mobile phone
	Click or tap to enter

	Brokerage
	Click or tap to enter
	Office/state
	Click or tap to enter

	Broker/compliance
	Click or tap to enter
	Contact email
	Click or tap to enter


Brokerage lane:   ☐ Dalton Wade / Dotloop     ☐ Outside brokerage
	Approved transaction platform
	Click or tap to enter

	Platform access/invitation details
	Click or tap to enter

	Brokerage instructions or checklist link
	Click or tap to enter


Outside brokerage setup confirmation on file:   ☐ Yes     ☐ Not applicable
2. Service Request and Property
Requested package:   ☐ Buyer-side — $395     ☐ Listing-side — $495     ☐ Dual-side — $890
	Property address
	Click or tap to enter
	City / ZIP
	Click or tap to enter

	County / state
	Click or tap to enter
	MLS no.
	Click or tap to enter

	Transaction type
	Click or tap to enter
	Occupancy
	Click or tap to enter

	Binding date
	Click or tap to enter
	Closing date
	Click or tap to enter


Property type:   ☐ Single-family   ☐ Condo/townhome   ☐ New construction   ☐ Land   ☐ Multifamily   ☐ Other
3. Client and Transaction Contacts
	Client name(s)
	Click or tap to enter
	Preferred contact
	Click or tap to enter

	Client email(s)
	Click or tap to enter
	Client phone(s)
	Click or tap to enter

	Cooperating agent
	Click or tap to enter
	Agent email/phone
	Click or tap to enter

	Lender / officer
	Click or tap to enter
	Lender contact
	Click or tap to enter

	Closing attorney/title
	Click or tap to enter
	Closing contact
	Click or tap to enter

	Inspector
	Click or tap to enter
	Inspector contact
	Click or tap to enter

	HOA/management
	Click or tap to enter
	HOA contact
	Click or tap to enter


4. Critical Dates and Financial Milestones
	Milestone
	Date / amount
	Notes / responsible party

	Earnest money due / amount
	Click or tap to enter
	Click or tap to enter

	Earnest money holder
	Click or tap to enter
	Click or tap to enter

	Due-diligence deadline
	Click or tap to enter
	Click or tap to enter

	Loan application deadline
	Click or tap to enter
	Click or tap to enter

	Financing contingency
	Click or tap to enter
	Click or tap to enter

	Appraisal deadline/status
	Click or tap to enter
	Click or tap to enter

	Title/HOA deadline
	Click or tap to enter
	Click or tap to enter

	Closing disclosure target
	Click or tap to enter
	Click or tap to enter

	Final walk-through
	Click or tap to enter
	Click or tap to enter

	Possession / key delivery
	Click or tap to enter
	Click or tap to enter


5. Contract Package and Supporting Documents
Attach all that apply:
☐ Fully executed purchase agreement and all exhibits/addenda
☐ Brokerage relationship disclosures and required compliance forms
☐ Seller property disclosure / community association disclosure
☐ MLS sheet, public record and MLS attachments
☐ Preapproval or proof of funds, if permitted for the transaction file
☐ Commission agreement, referral agreement or compensation documents
☐ Special stipulations, repair agreement or amendment already executed
☐ New-construction builder documents, incentives and lender/title instructions
	Document upload link/location
	Click or tap to enter

	Known missing documents
	Click or tap to enter


6. Coordination Preferences and Special Instructions
Routine updates preferred:   ☐ Email     ☐ Text for urgent items     ☐ Weekly summary     ☐ Other
Client communication authorized:   ☐ Yes     ☐ No     ☐ Only with agent copied
Introduction emails authorized:   ☐ Client   ☐ Cooperating agent   ☐ Lender   ☐ Closing office/title
	Agent’s preferred update day
	Click or tap to enter

	Known concerns / urgent issues
	Click or tap to enter

	Special instructions
	Click or tap to enter

	Parties who must be copied
	Click or tap to enter


7. Fee, Authorization and Agent Certification
	The Agent requests the selected transaction-coordination service, authorizes routine administrative communication and confirms that the applicable brokerage permits the use of RoJo Homes TC Services and the stated compensation arrangement. The coordination fee is due at closing through the brokerage-approved CDA or equivalent payment process. No fee is due if the transaction genuinely terminates before closing, subject to the 60-day replacement-contract provision in the Service Agreement.


	Agent signature
	Click or tap to enter
	Date
	Click or tap to enter

	Printed name
	Click or tap to enter
	File/reference
	Click or tap to enter

	TC acceptance
	Click or tap to enter
	Date
	Click or tap to enter
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