
|   HOMEBUYER’S HANDBOOK

“We cannot thank you enough for your enthusiasm 
and encouragement.  We couldn’t be happier!  You 
of course ROCK!”  -- John and Whitney Miller 
(on Molly’s assistance in finding them their first home).



|   selecting your real estate agent

Once you are serious about buying a home, you need to find your real estate agent.  
While cruising Open Houses on a Sunday may be a fun way to spend your weekends, 
and useful in the process, it is not an incredibly efficient method of finding the right 
home for yourself. 

A Real Estate Agent has access to all available homes and can sort through the data 
to narrow down your search, based on your criteria.  And in most cases, our services 
are FREE to buyers as we are paid by the seller for bringing the buyer to their home.

In our area, there are thousands of real estate agents, so the choice is truly yours.  
Referrals from friends are a good way to find an agent — probably one of the best.  
Otherwise, be on the lookout at Open Houses or when inquiring about homes.  You 
can informally interview agents to find a good fit.  It’s very important that you have 
a good rapport with your agent, so make sure you will be comfortable spending 
time with this person.  House hunting can be a very emotional experience for a 
buyer so you need someone who can stay calm, help you to stay calm and who is 
knowledgeable about the process and familiar with the local market.  



|   WHAT IS A BUYERS AGENT?

Your Buyer’s Agent is someone selected by you to help you find the ideal home, 
negotiate a contract on it, and to get the contract to closing.  He or she agrees to be 
your advocate, to advise you, to disclose all known material information related to 
a property, to be reasonably available for showings and any other matters related to 
your home search, and to counsel you during the process.  Any information shared 
by you should be considered confidential (with a few exceptions).

|   How are agents paid?

Many first time buyers are surprised to learn that Buyer Agent services are FREE to 
them.  In nearly all cases, the agent for the buyer is paid through the Listing Broker 
of the home you purchase.  The Listing Agent negotiates a fee to be paid out of 
the proceeds of the sale.  If the Listing Agent sells the home to a buyer that he/she 
himself represents, this agent is paid the entire fee.  If another agent brings the buyer, 
then that agent is paid a pre-determined percentage of the listing fee.  All agents split 
their share of their fees with their employing brokers to pay for expenses such as 
support staff, office space, supplies, legal counsel, marketing, etc.

Just so you know, real estate agents are self-employed independent contractors.  We 
do not have company cars,  expense accounts, salaries or draws.  We pay for all of our 
professional fees, organization memberships, continuing education, taxes and many 
marketing/promotional overheads.  Our income comes solely from the commission 
we receive when closing on a home sale.  

|   Buyer’s agency



|   our first meeting

At our first meeting we will accomplish a number of objectives to better prepare both 
you and I for the process of finding your new home:

 •First and foremost, we will establish our relationship as we get   
 to know each other.  This will be a team effort and we must    
 establish an element of trust as soon as possible.
 
 •I will explain “Buyer Agency” to you and present state    
 required forms for your signatures.  

 •We will discuss your current housing situation and how that    
 might affect the home search, especially in terms of timing.
 
 •You will share with me your needs and wants for the new    
 home.  I will help you sort through what is realistic and what might be   
 unrealistic when balancing features with desired price.  

 •I will work with you to help you get pre-approved for a mortgage. Sellers  
 and their agents know that a pre-approved buyer is serious and prepared to  
 close on a property quickly.

 •We will formulate a plan of action to view homes with special    
 attention to schedules and means of communication.

 •We will set up a “Client Portal” search on the MLS to ensure    
 that any homes which meet your criteria are forwarded    
 promptly and directly to your email. 



|   Partners for a good cause - A Relationship Built on Trust 

No matter  where you find the homes that 
attracts your attention, I can represent 

you—the buyer!

In order for me to represent you as your Buyer’s Agent, it is essential that I should be 
with you whenever you go to look at a home.  Most importantly, I am looking out for 
your best interest and can negotiate any offers for you.  If you view a property with 
someone else, I may not be able to represent you.



I am willing and able to show you ANY home that is 
available, no matter where we find it:

 •In a local real estate magazine

 •Via the Internet

 •Other agents’ FOR SALE signs

 •Agents’ OPEN HOUSE

 •FOR SALE BY OWNER

 •Other agents exclusive listings

 •Multiple Listing Service (MLS)

 •Builders models, market homes and  
 “to be builts”

If you see a sign, or an Open House, or find a home 
while researching on our computer, or even just hear 
about a property, call me first and I will immediately 
provide you with all of the information on the prop-
erty and arrange for us to see it together.  

If visiting Open Houses, Builders Model Homes 
or For Sale By Owners, please ensure that you give 
them one of my business cards and inform the host/
owner/rep that you are working with me… 

Molly Blenk of Comey & Shepherd Realtors



Find a reputable lender to work with.  The lender you select can very well make the 
home buying process a dream, or a nightmare.  Receiving solid referrals for lending 
is a good approach.  Start with your Realtor and their success stories.  If time per-
mits, interview several lenders to ensure a good rapport.

THE LOAN PRE-APPROVAL NEEDS TO BE A PRIORITY!

With pre-approval, you can determine which loan program best fits your need and 
which programs you quality for.

You will know exactly the loan amount for which you qualify.   It’s no fun to find 
your ideal home and then find out you cannot afford it.

You will know your approximate monthly payment.  (The actual number will vary 
based on the property you eventually settle on).  This will allow you to budget your 
money prior to your actual purchase. It gives you a very good guide as to what your 
out-of pocket expenses will be. If you’re a first time buyer, you may qualify for any 
number of first time buyer programs which allow you to afford more home for your 
money.

Avoid Internet and 1-800 lenders.  It is vital that you have some control in the pro-
cess and you partner with a lender who is an individual person with a local phone 
number, easily accessible when you need him/her.

Getting pre-approved shows a seller you are serious and ready to buy a home.  This 
may also help with the negotiation part of the process by moving the decision mak-
ing processalong more efficiently.

|   Preapproval : an essential first step

PRE-APPROVED



|   be prepared for pre-approval

The Pre-Approval process starts with a 10 minute conversation with your lender; by 
phone or in person.  You will need to provide documentation to your Home Mort-
gage Consultant.  Typical items that will be requested include:

•2 years of tax returns and W-2’s
•Job history information
•Pay stubs for 30 days
•Asset statements for 60 days (includes 
checking, savings, investment, retirement)
•Current housing information 
(rent, landlord or property to sell)

These items along with your personal credit will allow your Home Mortgage Con-
sultant to deliver an automated underwriting decision.  Ideally you will receive a 
pre-approval letter to accompany your upcoming purchase contract. 

Types of Loans:
Conventional loans and Government loans are the most popular.  Conventional 
loans typically require at least 5% of your own money for a down payment.  These 
loans also require the borrower credit scores at 740 or above.  If you have lower 
scores, a higher interest rate may be required to obtain the loan and offset the risk.  
Conventional loans will offer the best rates and terms for buyers with high credit 
scores and 20% down.

FHA is a government loan option that only requires a 3.5% down payment.  Most 
guidelines are expanded for this loan option.  Credit scores can be as low as 600 
without any penalties.  The down payment can also be a gift from a relative.

If you qualify for a Conventional loan and pay less than 20% as a down payment 
OR you decide to use a FHA loan, you will also be required to pay Private Mortgage 
Insurance, also known as PMI.

If you are a Veteran, it is a good idea to pursue the option of a VA loan which re-
quires no down payment and is fully insured by the government.  

(In the current economic climate, loan programs and their requirements are con-
stantly being updated.  Contact your Home Mortgage Consultant for the most 
current and accurate requirements).  



|   Putting all the pIEces together

As a buyer, try to keep everything in perspective. Be picky, but don’t be unrealistic - 
there is no perfect home. Know this and set your expectations accordingly.

Do your homework before you start looking - decide specifically what features you 
want in a home and which are most important to you.  Be sure to communicate this 
to your agent.
Do drive bys - you will save time by doing drive-bys of potential homes.  Many 
homes can be eliminated because you don’t like the neighborhood, you don’t want a 
corner lot, you don’t like the cell phone tower in the backyard, the house is too close 
to the neighbors, or the yard backs up to the highway.
Urgency - be prepared to look at new listings on short notice.  Great homes, priced 
well, sell quickly.  
Don’t ask too many people for advice - it will drive you crazy!  Select one or two 
friends to turn to if you need to bounce off ideas.
Decide when you can move - when is your lease up?  Are you allowed to sub-let?  
Do your have to sell your current home first?
Think long-term - are you looking for a starter home with the idea of moving up 
in a few years, or you planning on staying in the home longer?  This decision will 
dictate what type of home you’ll buy as well as what type of mortgage  terms best suit 
you.
“Fixer Uppers” - they may not be the deal you think they will be.  There are hun-
dreds of investors out there looking for “wholesale homes.”  Typically they are strong, 
cash buyers willing to purchase with NO contingencies.  It’s difficult to compete with 
these buyers.
Be decisive - good homes sell quickly in any market!  If you see the home that you 
need to have, don’t wait too long.  Ask yourself, “How would I feel if this house was 
under contract tomorrow?”
Quality, not quantity - running around looking at 100 homes is  counterproductive.  
Select homes that meet your must-have criteria and don’t get distracted.                
Limit your HGTV watching  -  remember that “reality” television shows about 
homebuying are not real in any way.  Having this type of expectation will lead to 
certain  frustration.
     

    

Things tend to work out as they should. If you 
lose a home to another buyer, it was likely not 
meant to be. Stay strong!



|   Types of sellers

Only a few years ago the majority of homes were being sold by either regular home-
owners or by a corporation. Today there are many types of sellers and situations you 
need to be aware of;

Owners with equity — the traditional sale and what we would like to find in an ideal 
world.

Short Sale — a sale in which the lender, or lenders, will be asked to accept a payoff 
which is less than the outstanding loan amount.  Very difficult to get closed, although 
the process is supposed to be becoming more efficient.  You need a listing agent who 
knows what he/she is doing and has the time to devote to the process, a bank that 
is willing to negotiate in good faith and a buyer with the patience and the means to 
wait a long time, often 3-6 months, for answers and a closing.  There are some good 
deals to be had, but that is not always the case and there are factors which could rule 
you out.  For example, many of these homes are unsuitable for FHA loan programs.

REO/Bank Owned properties — this is a foreclosed property that the bank has 
acquired at a Sherriff ’s Sale.  Some banks and their agents are very easy to deal with 
and operate in good faith with efficient systems.  This is not always the norm, so be 
prepared for some “unorthodox” practices which you may find frustrating.  Again 
there are some good deals but there is competition for the good deals and you may 
be limited on the type of loan program you are able to use.

Corporate Owned Properties — in most cases you are dealing with the actual own-
ers because there are not nearly as many “buy outs” as part of relocation packages 
anymore.  When you do find an actual “corporate-owned” home, you will be dealing 
with a third party vendor (relocation office).

When dealing with Short Sales, REO or Corporate Owned Properties you will usually 
find that they have their own sales contracts for our use.  They are written FOR the 
seller’s benefit and should be reviewed very carefully by you and your agent to avoid 

potential problems or surprises.  



|   writing the contract

Okay, you’ve found your home.  What’s next?  Now is the time to write a Contract to 
Purchase.  Here’s a breakdown of the process.  

First of all we will review all of the paperwork together to ensure you understand 
exactly what we are doing.  I will then provide a comprehensive market evaluation of 
the properties in which you are interested.  It’s not a bad idea to have a plan “A” and a 
plan “B” just in case we are unable to agree to terms on your first choice.

Now we write the contract, but remember it’s not just about price.  There may be 
some other issues which are important to the seller which can make your offer more 
attractive.  We need to consider earnest money, strength of pre-approval, financing 
details, inspection contingencies, closing and occupancy dates, seller paid costs such 
as closing costs, pre-paids or title insurance, personal property and a home warranty.

At this point I will deliver your signed contract to the listing agent and we wait for an 
answer.  That waiting period might be two hours or several days depending on the 
circumstances of the seller.  The seller will typically respond in one of three ways:

 • Accept your offer as presented (Hooray!)

 • Counter your offer with changes to any of the terms you proposed.

 • Reject your offer



If they counter, which happens over 50% of the time, then we can respond in any of 
the same three ways and the parties continue to negotiate until both sides agree and 
we have an accepted contract.  

MULTIPLE OFFERS: If the seller receives more than one offer to purchase, 
he/she can do one three things:  

 •Accept one and reject the others.

 •Choose to negotiate one and keep the others on hold

 •Have the listing agent inform all buying parties that we are in a   
 “multiple offer” situation and ask each of the buyer’s agents to submit   
 a “highest and best” offer from the buying clients.  At this point, the   
 seller can accept, counter or reject any of them (but only one at a   
 time). 

Once we have an accepted contract, you can expect a brief flurry of activity as we 
work our way through the contingencies and the process.  Fasten your seat belt.  
We’ve got a few more rounds to go… before we are truly “home free”.

Be ready for
BUYER COSTS UP FRONT:

 •Earnest Money (rule of thumb: 1% of offer price)

 •Home Inspection (whole house, radon, termite, and whatever   
 else you may select.)

 •Lender’s Up Front Fees (ask your loan specialist for exact costs) Earnest  
 money could be held. Read the contract as it relates to earnest money  
 and ask questions if you do not understand.

There is some risk.  If the deal falls through, you will get the Earnest Money back 
and may be able to apply lender paid fees to your next contract.  Home inspection 

money is non-refundable.



|   the loan process meets the contract

The Purchase Contract contains a “Finance Contingency” and it will be our job as 
the buying side team to make a diligent effort to gain financing per the terms of the 
contract.  The process looks like this:

1. Prequalification Interview  

2. Order Documents (Credit Report, Verification of Employment, Mortgage or Rent 
Amounts, Landlord Ratings, Appraisal on Property, Funds to Close, Preliminary 

Title Reports)

3. Loan Submission (the loan package is assembled and submitted to the underwriter 
for approval)

4. Documentation (supporting documents come in, lender checks on any problems, 
request for any additional items is made)

5. Loan Approval (parties are notified of approval/commitment letter)

6. Documents are Drawn (loan documents are completed and sent to the title 
company, borrowers come in for final signatures)

7. Funding (lender reviews the loan package, funds are transferred by wire to the title 
company of choice)

8. Closing the Loan (the buyer and seller come together with the Title Agent to close 
on the property and transfer the deed from the seller to the buyer.)



The loan process starts with the accepted contract.  Locking an interest rate, ordering 
the appraisal and title reports will shortly follow.  Expect an up front fee to start the 
process.  This fee will cover the cost of your appraisal.  Once submitted to underwrit-
ing, the approval should follow.  Pre-closing conditions will need to be met.  Home-
owner’s insurance is a required expense prior to closing.  You will need to have this 
in place and then gather your funds for closing.

It is important to limit your big purchases during loan application time.  
Credit activity could affect your debt ratios an credit score.  Please keep 

a paper trail for all money deposits and transfers.  If you make good 
financial choices and have an experienced Home Mortgage Consultant 

on your side, the closing should be a joyous occasion.



|   the inspection contingency

The Purchase Contract contains an 
Inspection Contingency

We will be required to complete all of our inspections within a specific time period, 
usually 7-10 days.  The purpose of the inspection is to:
 
 •Inspect the major systems in the house such as HVAC, plumbing,      
 electrical, structural, roof, etc. to uncover any major problems.

 •Educate you about current and future maintenance issues regarding   
 the home.

Typically we recommend a Whole House Inspection, a Termite Inspection and a Ra-
don Inspection. If there are any specific concerns, you are entitled to have those areas 
inspected by a specialist.  Remember, an inspection is NOT a warranty.  Most home 
inspectors resemble a “jack of all trades” — not an expert in any one individual area.  

The cost of an inspection can be between $300 and $600 depending on what inspec-
tions you want and the size and price of the home.  A typical inspection will last 
about 1 1/2 to 3 hours.  

I can recommend home inspectors who have done a good job for some of my clients 
in the past.  There are some inspectors who have backgrounds that may be helpful in 
examining different types of homes with different types of characteristics:  structural   
engineers, older homes, electricians, etc.

Once the inspection is complete, we can do one of three things:

 •Accept the condition of the home “as-is.”

 •Request that the seller complete repairs or replace items which   
 have been deemed defective by the inspector.  (In Ohio there is no   
 definition of “material defect” so it is for us to decide rationally   
 what it is that constitutes a material defect, as opposed to a 
 “maintenance issue”).  

 •Withdraw our purchase contract without penalty.  



The seller will have the same three options he/she had when we submitted our offer.  
Accept, reject or counter-offer.  As long as both parties are reasonable, the inspection 
process does not have to be a difficult negotiation.

REMEMBER: the purpose of the inspection is to identify serious problems.  
Leaky faucets, slow draining sinks and peeling paint are not items that should scare 
you, nor are they items that you should expect a seller to  address.

After negotiating post inspection, there is a slight lull in activity.Things get a little 
hectic again as we reach the final stages of the purchase. Several things have to 
happen to ensure a smooth finish. 

THE APPRAISAL
The purpose of the appraisal is to prove to you and your lender that the house is 
worth what you have agreed to pay for it.  Typically, there are very few issues with his 
element of the transaction, but if the worst should happen and the house appraises 
for less than the agreed upon price, there are three ways to resolve the problem:

 •The seller can agree to a reduced price.

 •The buyer (you) can pay the difference between the appraised    
 value and the purchase price.  

 •You can back out of the contract without penalty.

THE LOAN APPROVAL
There should be frequent contact between you, me and your lender as the loan 
progressed.  Actual loan approval, or loan    commitment, means that you have 
provided all of the documentation required by the lender and that, after going 
through underwriting, the lender is satisfied that you have the resources to purchase 
and make mortgage payments on your new home. I will check in on this regularly to 
ensure we stay within contract deadlines.

THE TITLE COMPANY
This is a good time to talk about your title company.  The choice of Title Company 
rests between you and your lender.  Just as in the selection of a lender, it is able 
to have a local company with a good reputation to carry out this important role.  
It’s also critical to have a contact person who is both accountable and accessible.  
Remember that the Title Company is not only preparing your closing documents, 
they are also responsible for a title search to ensure that the title to the property is 
clear and free of encumbrances.  I highly recommend: 

OXFORD TITLE - 513-561-3313



|   the hud-1

The Title Company will prepare a HUD: 1 
Settlement Statement for you. We will have a chance 
to review it to ensure that the numbers are correct and that it is in line with the 
Good Faith Estimate that your lender would have provided early in the process.    
Ideally, we will receive the HUD-1 about 24 hours before closing, but it can be 
ready earlier or sometimes later. At closing, you will need a cashier’s check for your 
down payment/closing costs as reflected on the HUD-1 (made out to yourself).  No 
personal checks over $1000 are accepted at the closing table.  

THE FINAL WALK THROUGH: You are entitled to a walk-through up 
to 48 hours prior to the closing.  The purpose of this is to ensure that the property 
is in substantially the same condition as it was when we wrote the contract.  At this 
time, we will also check to ensure that any repairs that were agreed upon have been 
completed per the terms of the addendum.  

THE CLOSING: It’s now time for your closing.  The “closing” is the round-
table ceremony where ownership of the property changes hands and becomes yours.  
Typically, in our part of the country, all parties are at the table for the signing of the 
documents which is managed by a representative of the Title Company.  It is usually 
fairly anti-climactic as you listen to the explanations of the documents and sign a 
seemingly endless pile of papers.  In the event you are taking off from work for the 
closing, or arranging childcare, most closings last about one hour, not including 
travel time.

Be sure to bring your Driver’s License to the closing.  
It is a requirement!



|   Possession

Depending on the terms of our contract, you will either gain possession of the home 
immediately after closing, or a few days later.  In some markets it is customary to 
allow the seller 2-3 days to vacate the property without any form of rental agreement 
because they are often purchasing their next home with the proceeds of your sale.  

You will arrange for utilities to be transferred to your name based on the day of 
move-in (or occupancy) , not necessarily the date of the closing.  Call the utility 
company 2-3 days prior to your closing date to transfer utilities over into your name.  
Call me if you need the numbers.

Moving into a new house is one of life’s “stressful” moments..  No matter how hard 
your plan, there will always be some surprises.  Stay calm and try to enjoy the ride.



Molly Blenk

Dear Buyer,

Thank you for allowing me the opportunity to work with you!  I have 
prepared this Buyer’s Handbook to help guide you through the home 
buying process from start to finish. Keep it handy in the weeks and 
months to ahead.

My process consists of educating you the buyer, providing necessary 
information, and guiding you in your decision-making role. Remeber 
that you are the true buyer and my responsibility is to advise you to a 
positive and satisfactory outcome = YOUR NEW HOME!

In addition, I will help you through every step in the home buying 
process, including finding a reputable lender, getting pre-approved, 
writing the contract in your best interest, recommending inspectors, 
making sure   inspections are completed and negotiating post-inspec-
tion addendums.  I will ensure that we complete these items in a timely 
fashion, staying within the terms of the contract.  I will be available to 
answer any questions you may have along the way.  If I don’t know the 
answer, I have many resources available to me for finding it.  

Once you have completed the purchase of your new home, my exper-
tise does not end.  Please feel free to call me with any real estate needs 
or questions you may have.  I look forward to being your trusted real 
estate advisor for many years to come.

Cheers,

= Fantastic Team!



Client Bill of rights
1. As a client, you are entitled to be recognized as a singularly unique individual and treated 
with courtesy, forthrightness, empathy and respect.

2. As a client, you are entitled to be informed promptly of any activity relevant to the purchase 
of a home.

3. As a client, you are entitled, upon request, to a complete summary of my efforts to find your 
home.

4. As a client, you are entitles to have any questions answered personally by those whose ex-
pertise is necessary to provide you with knowledge and thorough response.

5. As a client, you are entitles to as quick a response as possible to all of your inquires from my 
partners, colleagues and associates.

6. As a client, you are entitled to the protection of your privacy.

7. As a client, you are entitled to be treated exactly as I want to be treated when I am someone 
else’s client.

8. As a client, you will be notified promptly if my services are not a match for your needs.

If any of your rights, as stated above, are violated, I give you the right to terminate our 
Agency Relationship.

________________________________________
Molly Blenk

See what my cleints are saying!

“Molly, Thank you so much for taking the time to show us around Cincinnati. It was a great 
visit, and Gregory and I are looking forward to the next one.” -Gail Corrado

“I just wanted to let you know how much I appreciate all you did in helping us find our new 
home! You were a blessing and wonderful to work with! Hopefully you’re still in the business 
when I buy my next house! Thanks again for everything!” -Erin & Joey”

(513) 218-3295 
mblenk@comey.com
www.comey.com


