
 Legal Description is required – Street Address 
alone is not a sufficient legal description (per 
License Law)

 Parties must get a copy of everything they 
sign (per License Law)

 Make sure Closing Attorneys & Lenders & 
Brokers get copies of ALL Exhibits & 
Amendments
◦ Note: Lenders do not need “Bill of Sale – it is not an 

Exhibit nor Amendment to the Contract
 Do not leave any blanks
 Use “N/A” or “$0” or “N/C” on Counter Offer
 Do NOT use “TBD” – does not reflect “Meeting 

of the Minds” which is required for 
enforceability

 If contract is subject to financing, all the 
terms of the financing MUST be completed 
(per License Law)
◦ Note: All monetary contributions to Buyer (from 

Seller or either Broker) MUST be approved by 
Lender
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 As an Agent, do not hold Earnest Money –
must get to Broker “as soon after receipt as 
practically possible” (per License Law)

 Complete Brokerage address on signature 
page – may be your Branch Office or 
Corporate Address – check with your Broker

 Complete your License Number & Firm 
License Number (per License Law)
◦ Note: If you are a Buyer’s or Seller’s Agent on a 

TEAM, you MUST also include the License Number 
of the Team Leader

 Complete Agency Representation Disclosures 
in contract (per License Law)

 Follow up on Earnest Money DEPOSIT –
request proof of deposit – regardless of who 
is named Holder is in the contract & of which 
side you represent

Presentation by Dana Sparks, Qualifying Broker, Maximum One Greater 
Atlanta, REALTORS 9



 All Buyer & Seller Signatures Required 
 Do not miss any initial spaces
 Include Contact Information for Customers –

Email or Address or Fax
 Limit Special Stipulations 

◦ Use the pre-printed Stipulations available from 
GAR in the Special Stipulation library

◦ Consult with the Special Stipulation Library in the 
RE Forms contract package as well

◦ Do Not write/use a Special Stipulation for an 
issue already addressed elsewhere in the contract

◦ Consult with your Broker &/or an Attorney before 
writing any Special Stipulations on your own

 Peruse the GAR Library for Other Useful 
Forms & Special Stipulations
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