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California Real Estate Transaction
Coordinator Checklist

California real estate transaction coordinator checklist Navigating the complex world of real estate
transactions in California requires meticulous planning, organization, and adherence to legal and contractual
obligations. A comprehensive transaction coordinator checklist ensures that every step of the process is managed
efficiently, reducing the risk of errors, delays, or legal complications. Whether you're a seasoned real estate
professional or new to the industry, understanding the essential tasks involved in a California real estate transaction
is vital for providing exceptional service to clients and closing deals smoothly. This article provides a detailed, SEO-
structured California real estate transaction coordinator checklist to streamline your workflow and enhance your
success in the California real estate market.

Understanding the Role of a Transaction Coordinator in California
Real Estate

Before diving into the detailed checklist, it's important to understand the critical role a transaction coordinator (TC)
plays in California real estate transactions. The TC is responsible for managing the administrative and procedural
aspects of a property sale or lease, ensuring all documentation is complete, deadlines are met, and parties are
coordinated effectively. Key responsibilities include: - Managing transaction timelines - Communicating with buyers,
sellers, agents, and escrow officers - Coordinating inspections, appraisals, and disclosures - Ensuring compliance
with California real estate laws and regulations A well-organized transaction coordinator minimizes risks and helps
facilitate a seamless closing process.

Pre-Contract Phase Checklist

The pre-contract phase involves activities before an offer is accepted. Proper preparation during this stage sets the
foundation for a successful transaction.

1. Client Consultation and Needs Assessment

- Gather client preferences and financial details - Explain the transaction process and legal requirements in
California - Provide disclosure about agency relationships and duties

2. Property Research and Market Analysis

- Conduct comparative market analysis (CMA) - Review property history and disclosures - Verify property zoning
and permitted uses



3. Listing Preparation (For Sellers)

- Prepare the property for showings - Gather existing disclosures and reports - Coordinate professional photography
and marketing materials

4. Buyer Qualification

- Obtain pre-approval or pre-qualification letter from a lender - Review buyer’s financial documentation - Confirm
earnest money deposit readiness

5. Drafting and Presenting the Offer

- Prepare California Residential Purchase Agreement and Joint Escrow Instructions (RPA-CA) - Include necessary
disclosures and addenda - Present offer to the seller and negotiate terms

Post-Offer Acceptance and Escrow Opening

Once the offer is accepted, the transaction moves into the escrow phase, requiring diligent coordination.

1. Open Escrow

- Submit accepted purchase agreement to escrow officer - Deposit earnest money into escrow account - Obtain
escrow instructions signed by all parties

2. Schedule and Coordinate Inspections

- Arrange property inspections (home, roof, pest, etc.) - Ensure inspection reports are received and reviewed -
Communicate findings to all parties

3. Appraisal Process

- Order appraisal through the lender - Ensure appraisal report is received and reviewed - Address any appraisal
discrepancies

4. Review and Manage Disclosures

- Ensure seller provides all required disclosures (Natural Hazard Disclosure, lead-based paint, etc.) - Confirm receipt
of all disclosures by the buyer - Clarify any issues or questions arising from disclosures

5. Contingency Management

- Monitor deadlines for financing, inspections, and appraisal contingencies - Ensure contingencies are waived or
removed on time - Communicate contingency status to all parties
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During the Due Diligence Period

This phase involves thorough investigation and verification to protect the buyer’s interests.

1. Inspection Follow-Up

- Review inspection reports and negotiate repairs if necessary - Coordinate with contractors or service providers for
repairs or estimates

2. Title Search and Insurance

- Order preliminary title report - Review title exceptions and resolve issues - Obtain title insurance policy

3. Final Walk-Through

- Schedule and conduct buyer’s final walk-through - Confirm property condition and repair completion - Verify that all
contractual obligations are satisfied

4. Loan Approval and Documentation

- Confirm loan approval status with lender - Submit any additional documentation required - Ensure all financing
conditions are met

Closing Phase Checklist

The final steps involve preparing for closing and ensuring all documents are in order.

1. Finalize Documents

- Review and sign closing disclosure (CD) - Prepare deed, settlement statement, and other closing documents -
Obtain signatures from all relevant parties

2. Funding and Recording

- Confirm that the lender wires funds to escrow - Verify that all conditions for funding are met - Escrow officer records
the deed and transfer documents

3. Disbursement of Funds and Closing

- Distribute funds to seller, agents, and other stakeholders - Provide keys, warranties, and possession documents to
the buyer - Ensure all contractual obligations are fulfilled



4. Post-Closing Tasks

- Send thank-you notes or client follow-up - File and store transaction records securely - Update MLS and listing
status as sold

California-Specific Legal and Regulatory Considerations

California has unique laws and requirements that impact real estate transactions. The transaction coordinator must
stay informed about these to ensure compliance.

1. Disclosures and Disclaimers

- Natural Hazard Disclosure (NHD) Statement - Lead-Based Paint Disclosure (for homes built before 1978) -
Transfer Disclosure Statement (TDS) - Seller Property Questionnaire (SPQ)

2. Fair Housing Laws

- Ensure compliance with federal and California fair housing regulations - Avoid discriminatory practices or language

3. Escrow and Title Regulations

- Work with licensed escrow and title companies - Verify escrow instructions comply with California law

4. Record Keeping and Documentation

- Maintain accurate records of all transaction documents - Comply with California Department of Real Estate (DRE)
record retention requirements

Tools and Resources for a California Transaction Coordinator

Utilizing the right tools can streamline your workflow and improve accuracy. Recommended tools include: -
Transaction management software (e.g., Dotloop, Skyslope) - California-specific legal and disclosure forms -
Calendar and deadline tracking apps - Communication platforms (email, messaging apps) - Checklists tailored for
California real estate laws

Conclusion

A well-structured California real estate transaction coordinator checklist is essential for managing the intricacies of
property transactions in the state. By systematically covering each phase—from pre-contract preparations to post-
closing activities—and ensuring compliance with California laws, transaction coordinators can provide exceptional
support to clients and agents alike. Staying organized, leveraging the right tools, and understanding legal obligations
will lead to smoother closings, satisfied clients, and a successful real estate career in California. Remember:
Regularly update your checklist to reflect changes in laws, market conditions, and best practices to stay ahead in the



© qr-qa.cbsnorthstar.com California Real Estate Transaction Coordinator Checklist 5

dynamic California real estate landscape.

California real estate transaction coordinator checklist: A Comprehensive Guide for Success Navigating the intricate
landscape of California real estate transactions requires meticulous organization, thorough documentation, and
seamless coordination. A well-crafted California real estate transaction coordinator checklist serves as an essential
tool for agents, brokers, and transaction coordinators (TCs) alike, ensuring that every detail is addressed, deadlines
are met, and all parties stay informed. This guide aims to provide an in-depth examination of the key components,
best practices, and practical tips to optimize your transaction management process in California.

Understanding the Role of a California Real Estate Transaction
Coordinator

Before diving into the checklist, it’s important to grasp the scope of a transaction coordinator’s responsibilities within
California’s unique real estate environment. What Does a Transaction Coordinator Do? - Acts as the central point of
contact for all transaction-related activities. - Manages documentation, deadlines, and communication among
buyers, sellers, agents, lenders, escrow officers, and attorneys. - Ensures compliance with California real estate laws
and regulations. - Coordinates inspections, disclosures, appraisals, and contingencies. - Facilitates smooth transfer
of ownership from contract acceptance to closing. Why a Checklist Matters Given the complexity of California real
estate transactions—characterized by strict disclosure requirements, multiple contingencies, and local
regulations—a detailed checklist is critical to prevent overlooked items, delays, and compliance issues.

Core Components of the California Real Estate Transaction
Checklist

A comprehensive checklist should encompass all phases of the transaction process, from initial contract to closing.
Below is a breakdown organized into key stages. 1. Pre-Contract Preparation This foundational phase ensures the
agent is equipped with all necessary information and documents before presenting an offer. - Property Information
Collection - Verify property details (MLS data, tax records) - Gather existing disclosures and reports - Buyer Pre-
Qualification - Confirm pre-approval letter from lender - Review buyer’s financial documentation - Market Analysis -
Conduct Comparative Market Analysis (CMA) - Determine appropriate offer price - Offer Preparation - Draft
purchase agreement aligned with California standard forms - Include contingencies (inspection, appraisal, financing)
- Prepare disclosures and addendums 2. Offer Submission & Acceptance Once the offer is submitted: - Receipt &
Review - Confirm receipt of signed offer - Review all terms for accuracy - Counteroffers & Negotiations - Document
counteroffers and amendments - Ensure all parties sign revisions - Earnest Money Deposit - Provide instructions for
deposit - Confirm receipt and proper documentation 3. Due Diligence & Contingency Periods This phase involves
critical inspections, disclosures, and appraisals. - Inspections - Schedule and confirm inspections (home, pest, roof,
sewer, etc.) - Distribute inspection reports to buyer and seller - Disclosures & Disclaimers - Ensure seller provides
required seller’s disclosures (Transfer Disclosure Statement, Natural Hazard Disclosure, etc.) - Review and confirm
receipt - Appraisal & Loan Approval - Coordinate with appraiser - Confirm lender’s approval status - Track appraisal
report delivery - Contingency Management - Monitor deadlines for inspections, disclosures, financing, and appraisal
- Communicate extensions or waivers if applicable 4. Loan & Escrow Coordination As the transaction progresses: -



Loan Processing - Confirm lender's documentation requirements - Track loan approval status - Obtain and review
the Loan Commitment Letter - Escrow Setup - Select and coordinate with escrow company - Provide escrow with
necessary documents - Confirm escrow instructions are accurate and signed - Title Search & Insurance - Order
preliminary title report - Resolve any title issues - Obtain title insurance commitment 5. Final Preparations & Closing
As the closing date approaches: - Final Walk-Through - Schedule and confirm walkthrough - Verify property
condition, repairs, and inclusions - Final Documents & Signatures - Coordinate signing of escrow documents, loan
docs, and disclosures - Ensure all signatures are obtained - Funding & Recording - Confirm all funds are available -
Coordinate with escrow to record the deed - Transfer of Possession - Confirm possession date - Hand over keys and
necessary codes

Essential Documentation Checklist

Ensuring all paperwork is accurate, complete, and delivered timely is pivotal. Critical Documents for California
Transactions - Purchase Agreement (California Association of REALTORS® forms) - Seller’s Disclosures - Transfer
Disclosure Statement - Natural Hazard Disclosure Statement - Lead-Based Paint Disclosure (if applicable) -
Inspection Reports - Home inspection - Pest inspection - Roof and sewer inspections - Loan Documents - Pre-
approval letter - Loan application and approval documents - Loan commitment - Escrow & Title Documents - Escrow
instructions - Preliminary title report - Title insurance policy - Appraisal Report - Settlement Statement (HUD-1 or
Closing Disclosure) - Deed & Transfer Documents - Grant deed - Recorded deed - Miscellaneous - Warranties and
manuals - HOA documents (if applicable) - Receipts for repairs or concessions

California-Specific Regulations & Compliance Considerations

California's real estate laws impose specific requirements that a transaction coordinator must diligently adhere to.
Key Legal & Regulatory Aspects - Disclosure Laws - Mandatory disclosures (Natural Hazard, Lead-Based Paint,
Earthquake Hazards) - Timely delivery and acknowledgment - Fair Housing & Anti-Discrimination - Ensure equitable
treatment throughout the process - Environmental Regulations - Compliance with California Environmental Quality
Act (CEQA) - Trust Fund Handling - Proper documentation and safeguarding of earnest money - Recordkeeping &
Retention - Maintain transaction files for at least 3 years Best Practices for Legal Compliance - Use California-
specific forms and disclosures - Keep detailed records of all communications - Confirm receipt and understanding of
disclosures - Stay updated on changing laws via CA Department of Real Estate (DRE)

Tools & Software to Support Your Checklist

Effective transaction management is bolstered by the right technological tools. Recommended Tools - Transaction
Management Platforms - Dotloop - Skyslope - TransactionDesk - Document Storage & Sharing - Dropbox - Google
Drive - Communication & Reminders - Email automation tools - Calendar alerts (Google Calendar, Outlook) - E-
Signature Platforms - DocuSign - Dotloop Sign Tips for Using Technology Effectively - Automate reminders for
deadlines - Maintain organized digital folders - Use checklists within platforms for real-time updates - Regularly back
up records to ensure safety
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Best Practices & Tips for a Successful Transaction Coordinator in
California

- Stay Proactive: Anticipate potential delays and address them promptly. - Communicate Clearly: Keep all parties
informed with regular updates. - Double-Check Deadlines: Use calendar alerts to prevent missing critical dates. -
Verify Documentation: Confirm all documents are properly signed, dated, and delivered. - Maintain Confidentiality:
Respect client privacy and sensitive information. - Continuously Educate: Keep current with California real estate
laws and market trends. - Build Relationships: Establish trust with escrow officers, inspectors, lenders, and
attorneys.

Conclusion

A California real estate transaction coordinator checklist is more than just a list—it’s a strategic tool that can
significantly streamline your transaction process, minimize errors, and ensure compliance with state-specific
regulations. By paying close attention to each phase, maintaining thorough documentation, and leveraging modern
tools, transaction coordinators and real estate professionals can deliver a smooth, professional experience for
clients and all involved parties. Implementing a detailed, well-organized checklist tailored to California’s unique legal
landscape empowers agents to close deals efficiently while safeguarding against common pitfalls. Whether you're a
seasoned agent or new to the California market, mastering this checklist is an investment in your professionalism
and success. Remember: The key to a successful transaction lies in preparation, organization, and communication.
Your comprehensive California real estate transaction coordinator checklist is your roadmap to smooth closings and
satisfied clients.

Questions & Answers About california real estate transaction
coordinator checklist

No Question Answer

1 What are the essential components of
a California real estate transaction
coordinator checklist?

A comprehensive California real estate transaction coordinator
checklist should include document management, deadline tracking,
communication with all parties, compliance with state laws, review
of disclosures, coordination of inspections and appraisals, and final
closing procedures.

2 How does a transaction coordinator
ensure compliance with California real
estate laws?

The coordinator reviews all documents for legal requirements,
ensures timely delivery of disclosures, verifies licensing and
licensing status, and stays updated on California real estate
regulations to maintain compliance throughout the transaction.

3 What documents should a transaction
coordinator manage during a
California real estate deal?

Key documents include the purchase agreement, disclosures (like
the Transfer Disclosure Statement), inspection reports, financing
documents, title reports, escrow instructions, and closing
statements.



4 How can a transaction coordinator
effectively track deadlines in a
California real estate transaction?

By utilizing digital tracking tools or transaction management
software, setting reminders for key dates (inspection deadlines,
contingency periods, escrow deadlines), and maintaining a detailed
timeline to ensure all milestones are met on time.

5 What communication strategies
should a transaction coordinator use
during a California real estate
transaction?

Regular updates via email or phone, clear documentation of all
communications, coordinating between buyers, sellers, agents, and
escrow, and promptly addressing any issues or delays to keep the
transaction on track.

6 Are there specific California forms or
disclosures a transaction coordinator
must ensure are completed?

Yes, forms such as the California Disclosure Package, Seller’s
Property Questionnaire, Lead-Based Paint Disclosure (if
applicable), and the Natural Hazard Disclosure are essential and
must be completed accurately.

7 What best practices can a transaction
coordinator implement to streamline
California real estate transactions?

Implementing standardized checklists, using transaction
management software, maintaining organized digital files, ensuring
clear communication, staying current with legal requirements, and
conducting regular reviews of transaction progress can improve
efficiency.

California real estate transaction coordinator, transaction checklist, real estate closing process, escrow checklist,
buyer and seller documents, contingency removal, earnest money deposit, title and escrow coordination, transaction
timeline, legal compliance in California
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