






<Name>








<Date>

<Street>

<Town, State, Zip>
Re:
Closing of <Property Address>
Dear <Name >:

Thank you for contacting us with regard to your purchase of the above-referenced property. We are pleased to represent you in the closing of your transaction.  

Please let us know when you have received your mortgage approval letter and be sure to review it carefully.  It is important that you understand and comply with all of its terms and conditions.  When the lender's requirements (underwriting conditions) have been satisfied, we will receive authorization to schedule your loan closing at our office located at <Location>. 

Our standard fee to represent you for title services and closing agent services is $< > (included in GFE Block 4).  This includes legal fees, title search and examination, courier service and overnight mail, recording service fees, wire fees, travel, and release tracking. 
The lender customarily requires you to provide it with title insurance.  The cost for that is $<> (included in GFE Block 4).  Our standard procedure, unless you direct otherwise, is to also prepare an Expanded Owner’s Policy for your protection.  Enclosed please find a brochure that we hope will help to explain title insurance.  The cost for this coverage would be an additional $ <> (GFE Block 5).  
The amounts noted above do not include representing your personal interest at the closing (matters separate from the functions necessary to conduct  the closing, to provide title services or to issue the lender’s title insurance policy; for example, these separate matters may include preparation, review or negotiation of the purchase and sale agreement).  In addition, amounts identified in this letter may change if there are “changed circumstances” as defined in the RESPA Rules.  

Please feel free to call me if you have any questions about your closing.  We look forward to working with you.

Very truly yours,

<Firm>
Enclosures
Purchase Sample








