
FREQUENTLY ASKED QUESTIONS (FAQS)

 Agent Responsibilities vs. TPS Responsibilities
 Does the Transactions Team write purchase offers?
✘ No. Agents are responsible for writing and negotiating contracts to avoid any miscommunication between the client, agent, and Transactions Team.

 Does the Transactions Team write the request for repairs?
✘ No. The agent is responsible for preparing the request for repairs and sending it to the client for signature.

 Does the Transactions Team write addendums?
 It depends. We can send directive-based addendums (e.g., close date changes), but we do not write or negotiate custom language. That remains the

agent’s responsibility.

 Client Communication
 Will the Transactions Team communicate with my client?
 Yes. We send emails to your client at the start of the transaction and at key milestones. You’ll always be CC’d. Most communication is one-way and

informational.

 Will the Transactions Team answer client questions?
 Yes, when appropriate (e.g., “Who is our escrow officer?” or “What’s our closing date?”). We do not explain contract terms and will refer those questions

to the agent or appropriate party.

 Will the Transactions Team send documents to my client?
 Yes. We’ll send documents as needed to ensure compliance (e.g., Affiliated Business Disclosure) or at your direction (e.g., addenda needing seller

signature).

 Compliance & Platforms
 Is the Transactions Team proficient in my brokerage’s compliance system?
 Yes. We work with a wide range of brokerage platforms, including but not limited to Skyslope, reZEN, Back Office, ZipForms, Glide, DocuSign,

Command, and more.

 Will I need to do anything with transaction documents in my brokerage’s compliance system?
✘ No. We handle all broker compliance tasks in the broker portal.

 Scheduling & Inspections
 Will the Transactions Team schedule the home inspection?
✘ No. The buyer and their agent are responsible for scheduling home inspections.
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 Commission & Payments
 Will the Transactions Team generate my CDA?

✘ No. The agent and broker are responsible for approving commission splits and generating the CDA.

 How does TPS get paid?
 TPS is typically paid at closing per the CDA. If your company does not provide a CDA, TPS will send an invoice to escrow.

 What happens if TPS does not get paid at closing?
 If TPS is not paid through escrow, the agent is responsible for paying the TC fee directly to TPS.

 Availability & Support
 Does TPS work weekends?

✘ No. Like escrow offices and lenders, TPS operates Monday through Friday, 9:00 AM – 5:00 PM.

 What happens if there’s an urgent task after hours?
 A TPS team member is on call for urgent requests outside of business hours. They can be reached at 310-340-3533.

 Visibility & Tools
 How do I monitor what tasks the Transactions Team is doing?
 You’ll have access to the Agent Portal, where you can view tasks, transaction timelines, participant info, contract docs, and more.

 Agent Reminders
Communication is key: Always forward relevant info via email or text, and CC us on communication involving your file.
Use the Agent Portal: You can log in anytime to view tasks, timelines, and contact info for your transactions.
Our Office Hours: Monday to Friday, 9:00 AM – 5:00 PM.
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