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Instructions for Executive Board (EB) Liaison for
Sales/Transfer of Property
When Property Listed
1. Seller submits completed form on The Hammocks website alerting EB Liaison that property is for sale or will be transferred. 
https://www.thehha.org/p/EB-Liaison-Contact-Form-for-Sales
2. Once form is submitted, EB Liaison contacts Seller and requests the following information:
Date property to be publicly listed:	
Name of Listing Agent and Real Estate Company:	
	
Email of Listing Agent:	
Phone Number for Listing Agent:	
Name of Seller’s Attorney and Firm, if known:	
	
Email of Seller’s Attorney:	
Phone Number for Seller’s Attorney:	
3. Request Seller to review What to Know Before You Sell and inform Seller to share with the Listing Agent.
Optional: EB Liaison to contact Seller’s Listing Agent to ensure that Agent is informed that this is an age restricted community, limit to occupancy, etc. 
4. Request that Seller informs EB Liaison when a contract for sale or transfer has been signed.

When Contract is Signed
5. Liaison requests from Seller payment of $185 for preparation of Resale Package either by check or through Zelle to The Hammocks Homeowners’ Association. 
6. Request Seller to review Steps for Sale or Transfer of Home and inform Seller to share with Listing Agent and/or Attorney. 
7. Request Seller to provide to EB Liaison:
Date of Closing:	
Name of Buyers:	
Name of Buyer’s Listing Agent and Real Estate Company:	
Email of Buyer’s Listing Agent:	
Phone Number of Buyer’s Listing Agent:	
Name of Buyer’s Attorney and Firm, if known:	
Email of Buyer’s Attorney:	
Phone Number of Buyer’s Attorney:	
8. Complete information in HHA Resale Certificate (see most recent monthly financial statement posted on The Hammocks website to complete financial information required in the form.)
9. Submit HHA Resale Certificate to Seller within in ten (10) business days of receiving notice from Seller of a signed contract. 
10. Follow up with Buyer’s Attorney prior to closing date to ensure that the form When Contract is Signed is being prepared and returned to Hammocks Homeowners’ Association with check for $2,000 representing the capital contribution required from Buyer at closing.
When Contract is Signed form can be found:
chrome-extension://efaidnbmnnnibpcajpcglclefindmkaj/https://www.thehha.org/file/document-page/3038723557/MKOJqjqNNCtn8yxu.pdf
11. Upon receipt of When Contract is Signed form, advise webmaster/EB President to send out welcome email with information for new resident on how to register on The Hammocks HOA website. Residents assigned as “Greeters” are given contact information for new resident so they can reach out to welcome them. 
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