Email to Seller’s Attorney 

October 20, 2015
Dear Attorney :
We represent the Buyer and the Buyer’s Lender, People’s United Bank, with regard to the purchase of _______________________________________, Connecticut.  We understand that you represent the Seller.  The Lender is preparing the Buyer’s Closing Disclosure and requires that our law firm prepare the Seller’s Closing Disclosure.  We are obligated to submit to the Lender all closing costs ____ business days prior to the closing date. 

In order to do so and avoid possible delays in the closing, we ask that you obtain and transmit to us the following information for the Closing Disclosures no later than ______________ business days (2 additional days to allow us to send the data to the Lender) before the closing:
1. All mortgage and lien payoff amounts.  [We realize that these amounts may change. However, should the Seller choose to make a mortgage payment after we receive a payoff figure from you, the Seller will receive a refund from the mortgagee along with any remaining escrow balance.]
2. Seller attorney fee for the closing 

3. Miscellaneous fees paid to you as Seller attorney 

4. Miscellaneous copy and overnight courier fees and release tracking fees

5. Recording costs for recording releases

6. Number of pages of the warranty deed

7. Real estate tax adjustment/payment

8. Fire district tax adjustment/payment

9. Sewer and water final payments/adjustments

10. Earnest money deposit held by the real estate agent

11. Real estate agents’ company names, addresses, license numbers and telephone numbers [for page 5 of the Closing Disclosure]
12. Real estate commissions and breakdowns

13. Closing cost credit to buyer (if any) 

14. Physical inspection credit to buyer (if any)

15. Fuel adjustment (oil and/or propane). [This item cannot be adjusted as a POC item.  If the closing is occurring in the winter months of November, December, January, February or March, we suggest that you reduce the number of gallons of oil or pounds of propane by 4 gallons/pounds per day for each day from the date of the fuel reading to date of closing to account for the number of days the Seller will remain in occupancy.]
16. State and town conveyance taxes

17. If the property is a condominium or other common interest community, monthly common charge payment/adjustment

18. Special assessments payment/credit

19. Smoke Detector credit to Buyer (if applicable)

20. Any other cost or expense you wish to be included on Closing Disclosures

Please email each item to our paralegal assigned to assist attorney _________:_____________.  Her email address is ________________________ and her phone number/extension is __________.

Our mutual goal is to meet the expectations of the Lender and all parties.  If we have all the required information in a timely manner, I am confident that the closing will occur without delay.

Sincerely,
