Transaction Coordination Services
In accordance with the ‘Amendment to Independent Contractor Agreement’, transaction services is suggested, but not required.  You must indicate on the Escrow Worksheet for each transaction whether you want to use this service for that transaction.  If you choose not to use this service for that transaction, you will be expected to supply the Broker with all required documentation in a timely fashion.  The Broker’s duties for file maintenance are limited to making sure that a contract and earnest money receipt is submitted upon contract acceptance and checking the file when commission package is received to ensure that all the required documentation is in order before releasing the commission check. 

Summary of Transaction Coordination Services:
If you want to save several frustrating hours of administrative work on each transaction, we suggest you utilize the Transaction Coordination Services.

Sharon Carstens is our trusted Transaction Coordinator.  Below is a summary of services available, followed by an introductory letter from Sharon regarding her background and skill set.  
The Basic Package for Listing or Buyer transactions costs $200 per transaction and provides the following services:  

*Create and maintain all escrow files with up-to-date information. 

*Verify all required documentation is accounted for, signed, and reviewed.

*Inform Agents of missing paperwork.

*Track key contract requirements and deadlines, and inform the agents of contract compliance status.  

The Premium Listing Package costs $300 per transaction and the Premium Buyer Package costs $350 per transaction and provides the following services:

*Schedule termite inspections

*Schedule appraisals

*Schedule property inspections

*Schedule septic certification (if applicable)

*Input and update MLS listings

*Sending/receiving escrow documentation to lenders, title companies, clients, and cross-sale agents.

*Order virtual tours on new listings

*Send out buyer advisory package to prospective buyers, and other helpful buying info.

*Send out introductory package to client for new escrows (includes intro of transaction coordinator, thank you letter, copy of contract and other documentation).

*Send client thank you card at end of transaction.

Important Note: Transaction Coordinator CANNOT create addendums, contracts, etc. (escrow documentation)

Introductory Letter from Sharon Carstens:
Hello!  My name is Sharon Carstens.  I am a licensed agent and independent contract provider for Transaction Coordinating Services.                              

Whether you are a new agent who would like this service to help you with all the paperwork and deadlines that transactions entail, or a seasoned agent who needs to delegate phone calls and document retrieval, I am excited to help you achieve your goals and make life easier for you.  I have a great system that I implement and continue to enhance as needed to help you with your needs.
As an agent myself, I am familiar with the importance of timely paperwork and communication.  In addition to the Re-Sale market, my background includes Homebuilding (New Homes Sales & Marketing) and even HOAs (which is great training in conflict resolution().   I am also a certified facilitator of FranklinCovey's "7 Habits of Highly Effective People" and have a deep passion for that material.  When I live what I teach, it helps me to stay organized and effectively manage the many responsibilities we are given as we take transactions from Contract to Close.  

Please let me know if you have any questions and how I can be of service to you.  I have various packages to meet your needs for your buyers or listings.  My contact information is below and I look forward to working with you!

Sincerely,
Sharon Carstens
sharoncarstens@remax.net

(480)628-9053 Mobile

(480)503-8132 Fax


