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CLIENT INTAKE FORM (SALE) 

 
1. Full Name(s) of all Vendor(s): …………….…………………...………………………………… 
 

…………….…………………...………………………………… 
 
2. Contact (Phone and Email):  …………….…………………...………………………………… 
 
     …………….…………………...………………………………… 
 
3. Date of Birth for the Vendor(s): …………….…………………...………………………………… 
 
4. Spousal status for the Vendor(s):  …………….…………………...…………………………………  
 
5. Residency Status for the Vendor(s): …………….…………………...………………………………… 
(Canadian Citizen, Permanent Resident or Non-Resident) 

If you are a non- resident, then you will be required to obtain a Clearance Certificate from the Canada 
Revenue Agency in respect of the sale of your house. You can either have your accountant initiate the 
process once the deal firms up or you can retain our services in respect of the same. Kindly advise us 
immediately if you are a non-resident of Canada. 

 
6. Details of existing mortgage and/or mortgage number: ….…….…………………………………….….  
(Provide a copy of the most recent statement) 
 
7. Property Tax Bill and Customer Number: ...….…………………...…………………………………  
(Provide a copy of the most recent bill) 

We are required to confirm property taxes for the current year and the amount you have paid so far. If you 
do not have this information, please let us know as soon as possible so we may order a Tax Certificate from 
the relevant municipality. Additional Fees will apply.  

 
8. Details of rental items associated with the property: ...………………...………………………………… 
(Provide a copy of the contract with account number) 
 
9. Address for service after closing: ...………….………………………………………………………. 
 
10.  Do you have a survey to the property: ….…………………………………………………………...  
(Provide a copy. Not applicable if the property is a condo or townhouse) 
 
11. How were you referred to our office: …………….…………………...…………………………………  
 
 

 
CHECKLIST 

 
A. Insurance: Contact your home insurance provider to cancel or transfer coverage.  
 
B. Identification: Two (2) pieces of government-issued identification for each person (front and back, in colour) in 
accordance with Law Society of Ontario requirements. One of the IDs must be a Permanent Resident Card or 
Canadian Passport. Please note that a Health Card is not acceptable.  
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C. Void Cheque or Direct Deposit Form: Advise the names of all account holders, along with instructions for 
disbursement of any proceeds from the transaction.  
 
D. Signing: Documents may be signed in person or electronically.  
 

If virtual signing is permitted for this transaction, you may choose to either sign documents in-person or 
electronically. If documents are signed electronically, please note that a secondary ID verification process 
is mandatory. Additional fees will apply. 

 
If documents must be signed in person, our address is 5805 Whittle Road, Suite 212, Mississauga, Ontario 
L4Z 2J1. Free parking is available. 

 
E. Tax/Utilities: Contact utility providers (i.e. hydro, water, gas, hot water tank rental, air conditioner, tax, etc) and 
notify them of the sale transaction. Cancel all pre-authorized payments with utility companies. Arrange the 
disconnection of any telephone, cable, or internet services. For condos, ensure that the property management is 
notified.  
 
F. Keys: Please arrange with you realtor and advise our office as to how keys are to be delivered to the new 
homeowners on closing.  
 

** All information will be kept in the strictest of confidence. ** 
 

 
 
 

  
 

 
 

  
 


	1 Full Names of all Vendors 1: 
	1 Full Names of all Vendors 2: 
	1 Full Names of all Vendors 3: 
	1 Full Names of all Vendors 4: 
	3 Date of Birth for the Vendors: 
	4 Spousal status for the Vendors: 
	5 Residency Status for the Vendors: 
	6 Details of existing mortgage andor mortgage number: 
	7 Property Tax Bill and Customer Number: 
	8 Details of rental items associated with the property: 
	9 Address for service after closing: 
	10 Do you have a survey to the property: 
	11 How were you referred to our office: 


