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The 7.0 Sales Contract is the main purchase contract we use in 

Illinois to write up an offer and execute a contract for the purchase 

of real estate.   

Knowing the contract, explaining it to clients, and understanding the 

complexities are required skills for all real estate agents.   

 

 

Objectives: 

• You will learn how to write up an offer to purchase real estate. 

o what is required.  

o what is optional. 

• This training will go over the contract section by section. 

• You will be shown how and when each section gets filled out.  

• You will gain an understanding of how to explain and present this contract to your buyers and 

sellers.   

• You will understand and review commonly used forms that can accompany the Sales Contract 

such as disclosures, FHA addendums, and Short Sale Addendum.  

• An overview of the funds used to purchase a property:  Mortgages and Cash.  

o loan pre-approvals.  

o Proof Of Funds (POF) for cash offers. 

 

Training Type:   

• In person  

• Video 

Self Study: 

• Practice filling out Contract Scenarios 



 

7.0 Sales Contract 
 

The 7.0 Multiboard Sales Contract is the most commonly used and most important document 

as an Illinois Real Estate Agent.   This document will be what you use to present an offer to a 

seller, and it becomes a legally binding contract once both parties agree to the terms and sign 

it.   

 

It is not only important to fully understand this Contract, but you need to know it well enough 

to be able to explain it to your clients as well.     

 

We will be going through each section of this contract and explaining the importance and key 

parts of them.   

 

 

 

So let’s take a look….. 

 

 

 

 



 

Grab your Popcorn 

 

Lynn Madison is a trainer for M.O.R.E./Mainstreet and has a video series explaining 

the contract.    

  

Logging In 

To start,  you need to log into the Star Home Hub. 

 

 

 

 

 

 

http://agent.bhgrestarhomes.com 

1. Click on Learn 

Scroll  down and click on 

the red button… 

7.0 contract explained 

This will take you to a 

Youtube playlist of the 

videos.   Please watch them 

all.  Take a break when you 

need to. 



Let’s take a break!!!! 

 

 

 

 

 

 

 

 

 

  



Money makes the world go round. 
What a buyer needs to buy a property  

 

Mortgages 
What Is a Mortgage? 

A mortgage is a type of loan used to 

purchase or maintain a home, land, or 

other types of real estate. The 

borrower agrees to pay 

the lender over time, typically in a 

series of regular payments that are 

divided into principal and interest. The property then serves as collateral to secure the loan. 

A borrower must apply for a mortgage through their preferred lender and ensure that they meet several 

requirements, including minimum credit scores and down payments. Mortgage applications go through 

a rigorous underwriting process before they reach the closing phase. Mortgage types vary based on the 

needs of the borrower, such as conventional, FHA, VA, adjustable rate, and fixed-rate loans. 

 

Mortgage process starts with a Pre- Approval 

Getting a loan for a home is not a simple process.  It takes 30-45 days to go through the entire process.   

Obviously, the sellers cannot wait that long to find out if a buyer can purchase the home.  Lenders will 

give a pre-approval letter saying that based on the buyer’s initial credit, debt, and income assessment, 

they can purchase this property. 

Note: Pre-approvals are good for a specific time, often between 60-120 days.  They can be renewed 

easily if needed. 

There are two levels:  

Pre-Qualified.  The lender will issue a pre-qualified letter after speaking with the buyers and getting their 

VERBAL confirmation of salary, debt, etc.   Credit scores are often not checked.  

 

Pre- Approval.  The lender ran a credit report, the buyer provided W2’s, tax returns, and check stubs to 

verify all information. 

 



Every pre-approval can look a little different.  Some differences include:  

• Stating the maximum approved  amount the buyer can purchase. 

• Stating the approved amount to match the purchase price of a 

particular property.   

• Some will include a maximum property amount.  Some will not. 

• They might say contingent on buyer selling their current home.  

• It might say a closing credit of $xxxx.xx amount is required. 

Cash 
A person might have enough money to purchase a home without needing a loan/mortgage.   They are 

paying with cash.  Cash buyers can avoid the entire mortgage process and are typically looked at as 

more secure buyers.   

Proof of Funds (POF)  

The seller of a home or piece of real estate will often request a Proof of Funds from the buyer in order to 

hold it for them while they wait for the transaction to close. The POF is required because without it 

there is no certainty that the buyer will be able to complete the transaction.  This poses a risk to the 

seller, as taking the house off the market and then having the deal fall through would be a major 

setback. 

Proof of Funds Letter 

A proof of funds letter may be required from a bank. The letter is used to verify that the party who 

claims to have the money actually has it. 

Items that must be included in a Proof of Funds Letter include: 

• Bank’s name and address 
• Official bank statement 
• Balance of funds in accounts 
• Signature of an authorized bank employee 

 

Other Proof of funds can include:  

• Most recent Bank statement (black out account numbers) 

o Money market, 401k, checking, savings, investment accounts 

• Certified cash flow statement signed off by an accountant 

• Home equity line of credit 

• Business line of credit (if applicable) 

NOTE:  You can use multiple accounts and sources as long as total covers price of the property. 



 

As a Realtor, we don’t want to take clients out to show homes until we have a pre-approval or proof of 

funds.  This is a for several reasons:  

• The Sellers have to clean the house, grab the kids, grab the pets, and leave for an hour or more 

while you show the home.  PLEASE don’t waste their time.  

• Don’t waste YOUR or your clients’ time showing homes that your clients might not be able to 

afford.  Your time is valuable.  **Even though you get all your money at the end of the 

transaction, think about the hourly time and money spent.  Make sure it isn’t wasted!** 

• Clients often don’t understand the rules, overlays, and guidelines to how much home they can 

afford.  What clients think they can afford, and what the governing financial bodies think are 

often times different. 

• Your clients might be looking at $300k houses only to find out later they only afford 200k.  Their 

enthusiasm will drop as the quality of home dropped.  They will not be happy with the homes 

they can afford after looking at ones out of their range.   

o This is a reality check that can avoided by getting a pre approval and showing homes in 

their price range.  

Making an Offer / Writing a Contract. 
Making an Offer consists of having a few things:    

• A pre-approval/ proof of funds. 

• The Multi-board Residential Real Estate Contract 7.0. 

• The properties Disclosures. 

• Any addendums that apply to the contract.    

 

You went through the contract line by line.  Let’s go over the contract as you would present it to a client. 

  

 

 

 

 

 



7.0 Sales Contract  Page 1.   

This Page states the legal parties involved, the legal property description, what’s included in the sale, 

and the purchase price offered. 

 

 

 

 

 

Section 1. 

“Who” is 

involved in 

the 

transaction. 

Section 2.   

“Where” This is a 

legal description of 

the property being 

bought/sold.   

Section 3. 

“What” is also 

included with 

the physical 

property. 

Section 4. 

How much?  

Price and pricing 

terms of the 

offer. 



Section 1 -  The “Who” section.  This is where the legal names of the buyers and sellers of the 

property go.  Only fill out the section that applies to your client.  You don’t know if the other party have 

a trust, an LLC, or other legal name they are using.  Let them fill out the line that applies to them. 

 

Section 2.  -  The “Where/what” section.  This is the section that describes the location and legal 

identification of the property being sold.   

Line 7:  You can put the lot dimensions, approx. square footage, or approx. acreage of the property.    

Line 10:  Permanent Index number. (PIN number) is a 14 digit numerical 

code for the legal description of a piece of land as it has been defined 

for the purposes of real estate taxation. Example: 05-13-206-180-0000. 

Each portion of the code sequentially narrows down to the parcel’s 

exact location on the county’s tax map.  It’s a 10-digit base that is 

modified for condominiums and leaseholds by adding a four-digit unit 

suffix.  

For our purposes it’s found on the MLS sheet or by searching the county 

assessor’s website (tax map). 

Lines 11-14 only apply to homes that have designated parking spots or storage areas.  Mostly condos. 

Section 3 – Fixtures and Personal Property.  These are the items the seller is leaving in the home and 

are part of the property.  Line 29  would include things like  a pool, hot tub, sauna, bar refrigerator, and 

extra freezer.  Line 30 could include the same items or living room curtains, garage refrigerator, etc.  

Line 32 would be where you put any fixtures that are not working and are being bought that way.  Such 

as “back burner of stove doesn’t work” or “pool heater needs service”.  If the home is being sold as-is, 

put “as-is”.  If no issues are known in advance of the offer,  use “no exceptions”, meaning the 

expectation is everything is in working order. 

Section 4  This is the price the buyers are offering for the property.   

4(A) Credit at closing.   This is when the buyer needs the seller to provide a credit back at the closing to 

help with fees and closing costs.  There are limits based on the type of mortgage.  Mortgage will typically 

tell you in advance if it’s needed and how much.   

4(b) Earnest money.   This is money the buyer is going to have put into an escrow account to be held.  

This shows they are serious about buying a house.  Can be referred to as “putting skin in the game”.  

This money is part of the buyer’s down payment/closing fees and is applied at the closing.  It can in used 

in part or full to mitigate losses if the contract is broken or breeched.   Typically 2-3 days is needed to 

submit the money.  A few days more if being mailed from another state. 

The basic PIN structure is: 

TT-SS-BBB-PPP-UUUU 

• TT is the TOWNSHIP number  
• SS is the SECTION number 
• BBB is the BLOCK number 
• PPP is the PARCEL number 
• UUUU is the UNIT number for 

condominiums and leaseholds 
(zeros in this portion of the 
PIN indicate non-condo and 
non-leasehold PINs) 

 



 

7.0 Sales Contract  Page 2.   

This Page can be explained as the when the property will be closed on, when change of possession 

occurs, and how the property will be paid for. 

 

 

Section 5. 

When the 

purchase will be 

closed on. 

Section 6. 

When 

possession is 

delivered. 

Section 7. 

How the purchase 

will be paid for.   

A. Loan/mortgage. 

B. Cash. 

C. Cash w/loan 

option. 



 

7.0 Sales Contract  Page 3.   

This Page contains acknowledgement of Disclosures, prorated items including property taxes and any 

HOA fees that apply to the property.   

 

Section 8. 

This shows if the 

buyers received 

and viewed the 

statutory 

disclosures 

provided by the 

seller. 

Section 9. 

This discusses any 

items that survive 

the closing and 

items that are 

prorated. 

HOA and property 

taxes need to be 

filled out. 



 

7.0 Sales Contract  Page 4.   

This page discusses the first week after acceptance, the attorney review period, and professional (home) 

inspections. 

 

 

Section 10. 

Attorney Review. 

Discusses time 

frame and abilities 

the attorneys have 

to affect/change 

the contract. 

Section 11. 

This is if the 

buyer wants to 

waive their home 

inspection rights. 

Section 12. 

This goes over 

inspection rights 

and what 

can/cannot be 

requested as 

repairs/credits. 



7.0 Sales Contract  Page 5.   

This Page discusses Homeowners and Flood Insurance, and Condo/HOA/Common interest associations 

(if applicable) and what is required by sellers and buyers. 

 

 

Section 13. 

Homeowners 

Insurance 

requirements. 

Section 15. 

Condo 

associations/ 

sellers HOA 

requirements in 

the purchase, 

and buyer’s 

rights. 

Section 14. 

Flood 

Insurance 

requirements. 



7.0 Sales Contract  Page 6.   

This Page discusses the seller’s obligations and requirements to provide the buyers at closing to prove 

the property ownership was transferred.  (key: seller provides) 

 

 

 

Section 16. 

This discusses 

that the seller will 

convey a good 

and clean title via 

warranty deed 

and pay to have it 

recordered. And 

release their 

homestead 

rights. 

Section 16. 

Seller pays for 

transfer taxes and 

government/state

/local taxes if 

applicable. 

Section 18. 

Seller provides 

clean title and 

title insurance. 

Section 19. 

Seller provides 

survey not older 

than 6 months.   



7.0 Sales Contract  Page 7.   

This Page discusses the physical property.  The condition at closing, if any damage occurs during the sale 

process, and seller representations of the property. 

 

Section 20. 

Discusses what 

happens if the 

home is 

damaged 

during the sale 

process. 

Section 21. 

Talks about 

the condition 

and removal 

of personal 

property at 

closing. 

Section 22. 

Seller 

represents 

possible issues 

that would 

survive the 

closing and go 

to the new 

owners 



7.0 Sales Contract  Page 8.   

This Page discusses the legal aspects and instructions of the contract.  (the lawyer page) 

 

 

 

Section 23. 

If there are 

improvements 

not taxed for a 

full year, an 

escrow can be 

held to cover any 

tax increases. 

Section 24. 

Defines 

business hours 

and days. 

Section 25. 

Defines and 

describes fax, 

e-signatures, 

and electronic 

transmission 

Section 26. 

Gives instructions 

to the party that 

holds the earnest 

money in escrow. 

(the escrowee) 

Section 27. 

Defines and 

describes how 

Notices on the 

transaction 

can be sent. 



7.0 Sales Contract  Page 9.   

After the Notices section,  this and the following pages are the optional parts of the contract that only 

take affect if initialed by both parties. Sections 29-39 

 

 

Section 27. 

Defines and 

describes how 

Notices on the 

transaction can 

be sent. 

 

Section 28. 

Performance. 

Allows legal 

remedies if 

parties cause 

delay in the 

completion of 

this contract.  

Section 29. 

Dual Agency.   

This allows you 

to represent 

the buyer and 

seller in the 

transaction. 

Section 30. 

This section is 

used when 

the buyer HAS 

to sell their 

current home 

to buy the 

one on the 

contract. 



7.0 Sales Contract  Page 10.   

This page continues the Sale of current real estate.  When the buyer needs to sell their current home to 

purchase the one on the contract.

 

 



7.0 Sales Contract  Page 11.   

Optional contingencies continued

 

 

Section 31. 

If either party is 

under contract, 

they need to 

cancel for this 

contract to stay 

in effect. 

 

Section 32. 

Seller to 

provide a 

home warranty 

to the buyer. 

Section 33. 

If the home is a 

Well and/or 

septic system. 

This requires 

seller to 

provide a test 

that they work. 

Section 35. 

Goes over if 

the seller stays 

after the 

closing. 

 

Section 34. 

REQUIRED for 

VA loans.   

Seller provides 

test for 

“termites”. 

 



7.0 Sales Contract  Page 12.   

Optional contingencies continued 

 

 

Section 36. 

As-Is means 

the seller is 

held harmless 

for the 

condition of 

the home.  

 

Section 37. 

When the 

contract needs 

approval by 

another party. 

Common with 

Guardianship 

and trusts.  

Section 39. 

Unique 

situations 

where 

additional 

agreements 

are used. 

 

 

Section 38. 

list additional 

documents 

that apply to 

the contract. 

To notify 

parties of 

those 

documents. 



7.0 Sales Contract  Page 13.   

This page provides final signatures, contact information, and additional information with agents, 

lawyers, loan officers, and HOA contact info. 

 



Disclosures 
The seller is obligated to provide disclosures on the property.   These are used to disclose information 

about the property to the buyers.   There are 3 REQUIRED disclosures.  

           Lead Paint Disclosure  Radon Disclosure          Sellers Property Disclosure 

   

*The Lead Paint Disclosure is only required on homes older than 1978 (when lead paint was banned).  

Often, homes built after 1978 don’t include one* 

These are used to have the seller disclose any defects in the property that they are aware of that are 

ongoing issues.   Please read them carefully and review with your sellers to discuss any issues. They 

should be provided in the MLS under Additional Information of the property.  

       

 

If they are not located there, reach out to the listing agent to obtain them.    

DON’T let it stop you from submitting an offer, get it submitted, deal with the disclosures after!! 



 

Additional Documents 
 

There are sometimes additional addendums or attachments that go along with an offer.  These are used 

in case-by-case scenarios.     

When you need to use one of these, there are two places in the contract where you make note of their 

existence and use.   Page 12 Section 38 and 39. 

 

You would type in any addendums that are needed in section 38.      

This is important as any additional documents, addendums, riders, etc. could get separated and by 

listing them in section 38 anyone involved is aware of their existence.   

 

Miscellaneous provisions, Section 39.    These addendums are not commonly used and are for specific 

instances.  When these occur, please consult with your management team or attorney for more details 

and assistance.   

 

 

 There are quite a few different addendums but the most common ones you will come across or need to 

use are:   

• FHA /VA addendum 

• Short Sale Addendum 

• Appraisal Shortfall Rider 

We will go over these. 

  



FHA / VA addendum:   

 This addendum is used when submitting an offer where the 

buyer is using either an FHA or VA mortgage.  This addendum is simple 

in nature.   It states that the home must appraise for the price on the 

contract or the buyer can cancel with earnest money returned. Or they 

can renegotiate.    

 

 

 

 

 

Appraisal shortfall addendum 

  This addendum is used to help alleviate issues if the property has 

appraisal problems.  It is mostly used when you are putting in an offer 

over list price.    

This is only used if the buyers agree and have extra money available.  

This is a “Put your money where you mouth is” scenario. 

Example:    A home is $400k.   

You put in an offer of $440k.   

If the home appraises less than $440k,   say at $420k, then  that is all 

the buyers can get a mortgage for.    They either need to pay 20k out 

of pocket or the sellers need to lower the price.  

 

The appraisal shortfall states the buyers are willing to pay $xxxx.xx amount of money out of pocket if the 

home doesn’t appraise for the purchase price.   

A $20,000 appraisal shortfall means the buyers will pay out of pocket up to the $20k difference in the 

purchase price and appraised price.    

With the above example: Offer price:          $440k 

    Apprasied price: $420k  -  maximum amount for the mortgage. 

    Shortfall amount: $20k  - buyer pays out of pocket. 

    Seller still makes $440k price.   



So it gives the sellers insurance the buyers will pay the stated difference if the appraisal is short. 

Short Sale addendum: 

The Short Sale Addendum is only used when the purchase is a “short sale”.   This addendum has 5 parts.   

• Part 1.    This states the addendum 

supersedes the contract if there are 

any conflicts.  So what the 

addendum says, goes. 

• Part 2.   This section says that the 

lien holder(s)  have to provide 

written approval that they will 

accept a payoff below the amount 

due to them.  And the contract is 

void if they don’t agree. 

• Part 3.  This states the closing date 

can be moved until a time when all 

approvals and payoffs are 

obtained. 

• Part 4.  This section allows the 

buyers and sellers to terminate the 

contract after a certain amount of 

days (to be filled in) if all parties 

haven’t agreed or approved the 

sale. 

• Part 5.  This section states that the 

property is being purchased in “AS IS” condition.   

 

 

  



Submitting an offer 
Once your clients decide on a home, it’s time to submit an offer!!!   

• You should already have the pre-approval/proof of funds but make sure you have that ready. 

So here are the steps to submit an offer on a home.   

• You fill out the Multi-Board Contract with your clients and have them sign it.   

o Also fill out and sign any addendums that might be needed (if applicable). 

• If you have the disclosures downloaded, have your clients acknowledge the information on the 

disclosures by having them signed. 

• Take a look at the listing in the MLS to make sure there are no special instructions in the private 

broker remarks you need to follow.  

• Example:  

 

• Submit the completed offer to the listing agent or as per the private remarks instructions.  This 

includes the buyer signed contract, disclosures, addendums, and pre approval/proof of funds. 

 

o Email or electronically submit the offer.  

o Ask for confirmation or receipt of offer. 

o Send a follow up text letting the agent know you submitted the offer. 

• There is no required timeline for a response.   It is often within a few hours but could be 

overnight, or a full day!  

• The listing agent will respond with:  

o Offer acceptance. 

o Offer declined. 

o A counter-offer, modifying terms of your original . 

• Once terms are agreed upon, the listing agent will have their clients sign the contract.    

 

The offer becomes an executed contract once both parties have signed it and the signed contract is 

delivered back to the buyers(agent).       

 A verbal acceptance does not count!    

 

 



 

Congratulations 

on 

completion!!! 

 

 

 

Homework:    

You will be sent 3 buyer offer scenarios.  Please fill out 

sales contracts for all 3 scenarios and we will review 

them!  


