
Task / Role Compliance-Only Full-Service TC Personal Admin 

Input contract into
compliance system

Upload documents for
broker compliance

Monitor deadlines
(contingencies, etc.)

Coordinate with
title/lender parties

Open escrow / send intro
emails

Send addenda / send
disclosures

Schedule
inspections/appointments

Draft Repair Requests

Update CRM / Database

Handle agent’s email
inbox

Run errands / handle
personal tasks
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