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Dear Future Client, 

 

Congratulations! You are about to embark on the exciting journey of 
finding your ideal home. Whether it is your first home or your tenth home, 
a retirement home, or an investment property, I will make your home-
buying experience fun and exciting. I can help you find the ideal home 
with the least amount of hassle; and I am devoted to using my expertise 
and the full resources of my office to achieve these results! 

 

Purchasing a home is a very important decision and a big undertaking in 
your life. In fact, most people only choose a few homes in their lifetime. I 
am going to make sure that you are well equipped and armed with up-to-
date information for your big decision. I am even prepared to guide you 
through every phase of the home-buying process. This packet gives you 
helpful information during and after your transaction. Use its reference 
pages, note pages and agency explanations, as an invaluable guide on 
your home-buying journey. 
 
Please keep this packet with you during your home-buying process. There 
are pages that contain important phone numbers and dates and areas for 
notes to help you stay organized.  
 
So let’s take an exciting journey together! I look forward to meeting your 
real estate needs every step of the way! 
 

 

Thankful Everyday, 

 

Shanna Wiley 

Dynasty Property Management & Sales 

Realtor / Property Management 
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I was born and raised in Wilson, North Carolina and graduated from NC 
A&T State University.  After obtaining 
my Bachelors in Computer Science, 
before launching my career in Real 
Estate in 2006, I spent years working 
in the IT field.  Coming from a Real 
Estate family – 2nd generation, I am a 
natural in my career as a Real Estate 
Agent and thrive to provide my clients 
with the best service, knowledge, and 
commitment possible. 

A LITTLE MORE ABOUT ME 

• Pescatarian  
• Mother of one 
• Dog Lover 
• IT Geek 
• Moved to Charlotte in 2001 

I am a real estate professional working 
with Homeowners to meet their real estate 
goals.  I strive to meet my customer’s 
specific needs and zero-in on the right 
neighborhood and area to fulfill their 
requirements.   

 

Put the power of Shanna’s experience and Dynasty Property 
Management and Sales behind you! 

 

	

 
Shanna Wiley, REALTOR 
Broker License #247090 

ABOUT ME 
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I pride myself on creating long lasting relationships with my clients. My 
utmost goal is to help my buyers make wise Real Estate purchasing 
decisions. In doing this I have to be honest, forthright, and sometimes 
point out negative things the buyer cannot see. This is all done to achieve 
the goal of making a wise Real Estate purchase and a wise Real Estate 
investment.  
 
I offer my clients the highest level of service by providing them an in-depth 
analysis of their needs, their wants, and of course what is realistic for 
them.  Communication is the key to our success working together as a 
team.  
 
Once I have completed the analysis I then provide my clients with ongoing 
research and information to give them the most options and choices that 
are available. I never rush my clients and I let them know from the 
beginning that this process may be quicker than they expected or take 
much longer than they expected. Either way, I am with them until they 
reach their goal.  
 
Once we have found the perfect home and have made an offer and even 
closed on that home that is when my true level of service shines through. I 
do not forget my clients after closing and I stay in touch with you for years 
to come providing you with up to day Real Estate reports, articles, 
information, and even an analysis of the home you purchased on an 
annual basis.  
	
	
	
	
	
 

The	key	to	my	success	is	your	success.	
	

	

HOW I WORK 
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My	services	and	commitments	for	buyers	include:		
 

1. Complete a Needs Analysis Interview.  !	

2. Arrange for a FREE pre-qualification meeting with the lender. !	

3. Search the MLS on a regular basis for homes that meet your 
criteria. 

!	

4. Represent you with any builder or developer of your choice.  !	

5. Arrange for home tours with a itinerary and listing details.  !	

6. Preview homes you may like and network with other top agents 
to see what upcoming homes are coming on the market.   

!	

7. Discuss the benefits and drawbacks of each home in relation to 
your specific needs. 

!	

8. Help you to compare homes and make a decision.  !	

9. Prepare an Offer to Purchase contract, present it and negotiate 
fiercely on your behalf.  

!	

10. Coordination with the Inspector, Appraiser, Lender, Title 
Company, and Closing Agent to make sure your accepted offer 
closes. 

!	

11. Coordinate and supervise the preparation of all closing 
documents and guide you through the closing process. 

 

!	

12. Help you resolve any closing or post closing issues. !	
 

MY SERVICES  
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No two clients are the same, and I don't expect everyone to like the same 
type of communication! Some buyers like to be communicated with daily, 
some weekly. Some via phone, some email and some in person.  After 
you receive a loan approval here is what communicating with me looks 
like:  
 
 
My phone communication plan:  
We’ll talk weekly (but also immediately if needed) when new listings come 
on the market (or have a price reduction). I’ll also email you the listings 
and then give you a call so we can make a plan to see the listings that 
appeal to you.  
 
My online communication plan:  
I will send you listings daily or weekly via email. You and I will 
communicate online about the ones you would be interested in looking at, 
and schedule an appointment to see them.  
 
My live communication plan:  
We’ll meet on a weekly basis—or perhaps more often-- if something 
comes on the market that I think fits your criteria to a "T". We will sit down 
and I will show you a preview of the homes that meet your needs, then we 
will make a plan to go out and tour them.  
 
 
 
 
 
 
 

CONSTANT 
COMMUNICATION  
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YES, because house hunting and home buying is hard work, and it’s just 
common sense that your real estate agent will make a stronger 
commitment to you if you have made a commitment to him or her.  
 
HOW A BUYERS AGENT IS PAID? 
 
Many first time buyers are surprised to learn that BUYER AGENT 
SERVICES ARE FREE TO THEM!  
 
In nearly all cases, the listing broker of the home you purchase pays the 
buyers agent. The listing broker negotiates a fee (typically 5-6%), to be 
paid out of the proceeds of the sale. If the listing broker sells the home to 
a buyer he finds himself, he is paid the entire fee. If another agent finds 
the buyer, that agent is paid a percentage of the above fee; typically close 
to half. Both agents split their share of the fee with their employing brokers 
to pay expenses such as support staff, office space, supplies, lights, etc. 
 
Just so you know, real estate agents are self-employed. We do not 
have company cars, expense accounts, salaries or draws. Our only 
income is the fee we receive when a home sells. You hire us to get 
you to the closing table and CLOSED!  
 
WHAT IS A BUYERS AGENT? 
 
A Buyer Agent is formally “hired” by a buyer to help the buyer find a home, 
negotiate a contract for it and get the transaction to closing. This involves 
more than just driving around on a Saturday afternoon looking at homes.  
 
A Buyer Agent contractually agrees to be an advocate for the buyer, to 
advise, to disclose all material information related to the property, to be 
reasonably available to the client to show homes and handle other 
matters, to disclose any confidential information learned about the seller 
or property and to keep ANY information shared by their client confidential 
 
 

DO I NEED A  
REALTOR? 
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THE ADVANTAGES OF ATHE ADVANTAGES OF A  
BUYER AGENCY AGREEMENTBUYER AGENCY AGREEMENT   

YOUR INTERESTS ARE PROFESSIONALLY REPRESENTED — 
Enlisting the services of a professional Buyer’s Agent is similar to using an accountant to help you with 
your taxes, a doctor to help you with your health care, or a mechanic to help you with your car.  If you 
had the time to devote to learning everything about accounting, medicine, and automotive mechanics, 
you could do these services yourself.  But who has the time?  This is why you allow other professionals 
to help you in their specific areas of expertise. 
We will take care of the hassles of everyday real estate transactions for you.  We let you concentrate on 
your full-time job, while we do our job.  We will guide you through the home-buying process and 
exclusively represent your interests as we help you find a home, present your contract offer, negotiate, 
and close on your home! 

 
YOU GET A PERSONAL SPECIALIST WHO KNOWS YOUR NEEDS — 
Just as your accountant, doctor, and mechanic understand your specific needs, your Buyer’s Agent 
gets to know your real estate needs and concerns.  This type of relationship is built through open 
communication at all times.  Your Buyer’s Agent will save you a lot of time by providing you all the 
details about any home before you see it.  In addition, your Buyer’s Agent will listen to your feedback 
and concerns about each home. 

 
YOU WILL QUICKLY AND CONVENIENTLY GET A GREAT HOME — 
The advantage to signing a Buyer’s Agency Agreement with me is that you will have a professional 
agent working to find and secure the ideal home for you.  It is nearly impossible to find a home that 
meets your needs, get a contract negotiated, and close the transaction without an experienced agent.  
You won’t need to spend endless evenings and weekends driving around looking for homes or trying to 
search computer networks by yourself.  When you tour homes with your professional Buyer’s  Agent, 
you will already know that the homes meet your criteria and are within your price range. 
 
WHAT IS THE BUYER’S AGENCY AGREEMENT — 
Entering into a Buyer’s Agency Agreement has countless advantages.  When you sign the agreement, 
you are simply agreeing to “hire” a personal representative who, by law, must represent your best 
interests to the best of his/her ability.  All of this personal service is available at absolutely NO COST 
TO YOU!  The Seller’s Agent is responsible for paying your Buyer’s Agent fee.  With me, you get a 
professional agent devoted to protecting your needs and to helping you make one of the most important 
investment decisions of your life –- and you don’t even have to pay the fee! 

AGENCY 
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UNDERSTANDING AGENCY…UNDERSTANDING AGENCY…   

Who Works for Whom?Who Works for Whom?   
	 SELLER AGENCY (SINGLE AGENCY)	

" Agent	will	represent	the	best	interests	of	the	seller	
" Agent	will	owe	the	seller	fiduciary	duties	
" Agent	must	give	the	buyer	all	material	facts	so	that	the	

buyer	can	make	an	educated	decision	
	

	

 BUYER AGENCY (SINGLE AGENCY)	

" Agent	will	represent	the	best	interests	of	the	buyer	
" Agent	will	owe	the	buyer	fiduciary	duties	
" Agent	must	give	the	seller	all	material	facts	so	that	the	

seller	can	make	an	educated	decision	
 
 
 

	 TRANSACTION BROKER (DUAL AGENCY)	

" Agent	represents	both	the	buyer	and	the	seller	equally	
" Agent’s	objective	is	to	get	a	mutually	satisfactory	

agreement	among	all	parties	
" Agent	gives	all	options	to	the	buyer	and	the	seller	
" Depending	on	the	local	market,	all	parties	may	be	present	

at	contract	presentation	to	negotiate	on	their	own	behalf	
" All	parties	have	confidentiality.		Agent	may	do	nothing	to	

the	detriment	of	either	the	buyer	or	the	seller	
" Both	the	buyer	and	the	seller	have	a	right	to	counsel.		

Before	making	any	decisions,	both	parties	have	the	right	to	
seek	family,	religious,	legal,	or	financial	counsel.		

	

	

 

Seller	

Buyer	

Seller	

Buyer	

Seller	Buyer	

In all relationships, as your Agent I have a duty to act 
honestly with both the buyer and the seller. 

	

AGENCY 
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HOME BUYING 
 PROCESS  
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BEFORE WE BEGIN…BEFORE WE BEGIN…  
PREPRE--QUALIFICATION AND PREQUALIFICATION AND PRE--APPROVALAPPROVAL 

 
Many buyers apply for a loan and obtain approval before they find the home they want to buy.  Why? 

Pre-qualifying will help you in the following ways: 

1. Generally, interest rates are locked in for a set period of time.  You will know in advance exactly what 
your payments will be on offers you choose to make.  

2. You won’t waste time considering homes you cannot afford. 

Pre-approval will help you in the following ways: 
1. A seller may choose to make concessions if they know that your financing is secured.  You are like a cash 

buyer, and this may make your offer more competitive.  
2. You can select the best loan package without being under pressure. 

 
HOW MUCH HOME CAN YOU AFFORD? 
There are three key factors to consider:   

#$ The down payment   
%$ Your ability to qualify for a mortgage  
&$ The closing costs associated with your transaction. 

 

DOWN PAYMENT REQUIREMENTS: 
Most loans today require a down payment of between 3.5% and 5.0% depending on the type and terms of the 
loan.  If you are able to come up with a 20-25% down payment, you may be eligible to take advantage of special 
fast-track programs and possibly eliminate mortgage insurance. 
 
CLOSING COSTS: 

You will be required to pay fees for loan processing and other closing costs.  These fees must be paid in full at the 
final settlement, unless you are able to include them in your financing.  Typically, total closing costs will range 
between 2-5% of your mortgage loan.   
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Select a Real Estate Agent 
Once you’re serious about buying a home, find a real estate agent.  A real 
estate agent has an incredibly efficient method of finding all the homes for 
sale and can sort through all the data to find what you’re looking for. And, 
in most cases, our services are FREE to buyers (we’re paid by the listing 
agent for helping sell the home).  
 
 
Obtain Financial Preapproval  
Preapprovals are recommended to show the seller how serious of a buyer 
you are.  You are welcome to either use a lender of your choice or I can 
send you a few lenders that I have had great experience with.  Be 
prepared for the lender to ask for ALOT of personal information from you 
such as pay stubs, tax returns, bank account statements and divorce 
documents.  You might get frustrated during this process but remember 
your ultimate goal. 
 
 
Buyer Consultation 
This is when I spend quality time with your discussing your “must haves”, 
your “would really like to haves”, and your “absolute no-no’s”. I will tell you 
upfront if you are being realistic or not.   
 
 
Select and View Properties 
I will make looking for a house easy and fun. We will set up a time to get 
together (about 2 hours) and decide on which available houses you want 
to see.  I will set appointments to show the houses to you and hopefully 
the sellers will leave during your showing to give you privacy.  
 
 
 
 

HOME BUYING 
 PROCESS  



	 13	

 
 
 
 
I will prepare an Offer to 
Purchase contract on the home 
you select.  The contract will 
outline the terms of your offer 
(price, financing, closing date, 
etc.).  You will need to write an 
earnest money check to present 
with the offer. Yes, it will be 
cashed if your offer is accepted.  
Also, the Pre-approval should be 
presented at the time of offer.  
 
 
 

 
 
I will immediately present your offer to the seller’s agent. Typically, the 
seller has 24 -48 hours to think it over and respond.  Be aware that there 
is no first-come-first-served law -the seller can entertain other offers that 
come in after yours, prior to acceptance of yours.  
 
When the offer has been mutually accepted, you will then be “Under 
Contract”.  The next two weeks will be busy, so be prepared to be 
distracted. You will need to have some flexibility in your schedule for the 
inspection and a meeting with your lender.  
 
 
 
 
 
 
 
 

OFFER TO 
PURCHASE  
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INSPECTIONS: 
The next step is to 
professionally inspect the 
house. The purpose of an 
inspection is to inspect the 
major systems in the house 
(heating, roof, electrical, 
plumbing, structural) to 
discover serious problems, 
and to educate you about 
maintaining a home.  
 
I can recommend a few good 
inspectors for you to hire, but 
the final decision is yours.  

The inspection will take 1 1⁄2 to 3 1⁄2 hours and you should try to be 
present. Typically the cost of the inspection is $350 (depending on the 
size) and is your responsibility.  
 
REMEMBER, the purpose of the inspection is to identify serious problems. 
Leaky faucets, cracked tile, or ugly carpet are not items that should scare 
you away from purchasing a home, nor are they items that you should 
expect the seller to fix.  
 
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. The lender will order 
the appraisal however you are responsible for the cost associated with it, 
which is typically $375 - $550. Usually, the appraisal will indicate a value 
very close to the purchase price.  
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TITLE SEARCH: 
The title company will search courthouse documents to ensure that when 
the property transfers to the new buyer that no liens transfer with it. They 
will make sure that the required signatures and releases are obtained  
before the closing. The title search will also identify any easements on the 
property. An easement is the right to use real property without actually 
owning it. The most common easements are for utilities.  
 
HOMEOWNERS INSURANCE: 
Buyers’ will need to shop for homeowners insurance as soon as the offer 
is accepted. In most cases the best rates will be available if you have a 
multi-policy with the company that issued your car insurance.  
 
FLOOD INSURANCE: 
You may be required to have flood insurance if the home you are buying 
is in a flood plain. Flood zone is determined by FEMA and may be subject 
to change.  
 
SURVEY: 
Is a precise and accurate determination of property lines and can be used 
to set property pins and to settle property disputes. It is much more 
expensive and usually only done with new parcels are being created, a 
new description of the parcel is required, or if there is a need to accurately 
know the exact location of a property line.  
 
LOAN APPROVAL: 
Loan approval means that you have provided all of the documentation 
required by the lender and that the lender is satisfied that you have the 
resources to purchase and make mortgage payments on your home.  
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It’s now time for “closing.” Closing is the 
ceremony where ownership of the home 
changes hands and you become a 
homeowner.  You may actually meet the 
seller and sign your paperwork together, or 
you may sign separately. Either way, the 
actual closing is usually rather anti-
climactic; you pretty much just sit at a table 
and sign dozens of documents.  
 
Certified Funds:  
Certified funds or money orders are 

required for all money collected at the closing. The closing agent will not 
accept personal checks and cash.  
 
Settlement Statement:  
A day or so prior to the closing, the title company will prepare the Closing 
Disclosure Statement and get it approved by the lender and the realtors. 
This form is the official accounting of all money and fees that were a part 
of the real estate transaction. This will show the final amount that will need 
to be collected from the buyer at closing. This form should be kept in a 
safe place, as it may be needed for your income taxes or even to get 
utilities on with some companies.  
 
Possession: 
Depending on your contract with the seller, you will either get possession 
of your new home immediately after closing, or a few days later. In some 
cases it is customary to allow the seller three days to move out after 
closing with a rental agreement because they may be purchasing another 
home with the proceeds of your sale. You will arrange for utilities to be 
placed in your name as of the date of move-in, not necessarily the date of 
closing.  
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How will you tell me about the newest homes available?  
The Multiple Listing Service Website provides up-to-date information for 
every home on the market. I constantly check the New on Market list so I 
can be on the lookout for my clients. I will get you this information right 
away, the way that is most convenient for you; by phone and/or email.  
 
Will you inform me of homes from all real estate companies or only 
Dynasty Properties?  
I will keep you informed of all homes. I want to help you find your dream 
home, which means I need to stay on top of every home that's available 
on the market.  
 
Can you help me find new construction homes?  
Yes! I can work with most builders and get you the information you need 
to make a decision. On your first visit with the builder, I will accompany 
you. By using my services with a new construction home purchase, you 
will receive the services I offer, as well as those provided by the builder, at 
no additional cost. If I cannot accompany you to the builder, please sign 
me in as your agent so I can continue to represent your interest with the 
developer.  
 
What if I find a property on my own?  
With the advent of the internet, many buyers have begun searching for – 
and often finding – properties of interest while working with an agent. If 
you have an agent, contact them with the address or the MLS number of 
the property in question. Your agent can then contact the agent of the 
property. It is never appropriate for you to contact the seller of the home 
directly if it is a listed property; you also should not contact the listing 
agent directly.  
 
Can I go to open houses without my agent?  
Yes. However, when meeting the agent hosting the open house it’s best if 
you immediately identify yourself as working with another agent. If you 
don’t, your agent might not be able to help you write an offer on that 
property in the future.  
 

FAQ’s 
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How does for sale by owner (FSBO) work?  
Homeowners trying to sell their home without agent representation are 
usually doing so in the hopes of saving the commission. If you see a 
FSBO and want the advantages of my services, let me contact the owner 
for you and make an appointment. Most times the homeowner will work 
with an agent, even though their home is not listed, since the agent is 
introducing a potential buyer to their property.  
 
Can we go back through our property again once an offer is made, 
but before possession?  
Usually, we can notify the seller and schedule a convenient time to visit 
the property again. Immediately before the closing, we will schedule a final 
walk- through and inspection of your new home.  
 
Once my offer is accepted, what should I do?  
Celebrate and focus on moving into your new home! You will want to 
schedule your move, pack items and notify businesses of your address 
change. I will provide you with a moving checklist to help you remember 
all the details. I will also give you a good faith estimate and Closing 
Disclosure statement, which will indicate the amount you will need to bring 
to closing.  
 
What if I am unhappy with my agent?  
Let your agent know that you’re unhappy, and the reasons why. It may be 
a simple misunderstanding that can be corrected. If the issues are more 
substantial, or the relationship simply isn’t the right “fit”, tell the agent you 
no longer wish to work with them. If you have a buyer agency agreement 
with your agent, you will need to provide a written cancellation of the 
agreement.  
Don’t let a less-than-perfect relationship keep you from finding another 
agent to work with. Buying and selling real estate are complex 
transactions, and it’s important that you have an agent to represent your 
interests.  
 
 

FAQ’s 
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Thank	You!		
	
 

Thank	you	for	taking	the	time	to	preview	my	qualifications	
and	resumes.	This	information	package	was	prepared	for	
you	to	answer	any	questions	you	may	have	and	to	prevent	
and	future	misunderstandings	between	my	clients	and	
myself.		
 

When	you	decide	to	hire	my	services,	please	keep	this	
binder	to	use	in	retaining	all	your	important	real	estate	
documents.		
 

I	look	forward	to	working	with	you	in	the	near	future	and	
feel	certain	that	you	will	be	happy	with	my	services.	 
 


