Private Money Loan Transaction Checklist
Project Name:  ________________________________          Project Close Date: ____________

Private Lender Name: ___________________________         Lender Phone: ________________

NOTE: Check the box next to each step as completed.  Update checklist as you see fit for each particular private lending transaction as not all transactions are the same.  Include this completed checklist in the private lenders file. 
(  Match Investor with Right Property

(  Define the Offer  (terms, rate, etc.)
· Interest Rate: _______ %     

⁯   Loan Term: _______ months
· Interest Payments?            

⁯   Points? ________ (don’t mention points  
                                                                                                                                      unless they bring it up)    

(  Practice Follow Up Script

(  Deliver Investment Package To Lender (only provide what lender deems necessary)

⁯   Loan Offering Sheet


⁯   Appraisal/CMA


⁯   Disclosure




⁯   Title Report


⁯   Pre-Prepared Promissory Note

⁯   Other _______________________
                    With Lenders Info Inserted Already
Define Private Investor Loan Details

(  How Will Funds be Delivered to Closing?  

⁯   Wire Transfer?


If yes, does lender have wire instructions?



⁯   Check To Attorney/Title Company

(  Name Investor Would Like to Invest In      __________________________________
(  Get Tax Information
Investor Paperwork

(  Give Attorney/Title Company Info
(  Insurance
Closing Time

(  Have Funds Arrived?
(  Define Who Needs To Be At Closing
(  Investor’s Post Close Paperwork Package (welcome letter, note, mortgage/deed of trust, insurance policy)
Cultivating Your Investor Relations
(  Set Up Investor File
(  Investor Information Worksheet
(  Investor Profile Worksheet

Paying Off an Investor

(  Create Loan Payoff Schedule

(  Satisfying the Documents Properly

(  Get a Testimonial
(  Set Them Up for Reinvestment
(  Take Picture of Lender For Testimonial
(  Begin Lender Follow Up and “Referral Getting”

Prepared by: ______________________ / ___________

