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PACKAGE OVERVIEW

FULL-SERVICE CONTRACT MANAGEMENT 

COLLECT

Collect Buyer/Listing Agreement and Ratified 
Contract

CALL

Conduct welcome and closing call with Customer

VERIFY

Verify signatures, initials, and dates are complete 
on all documents

COMMUNICATION 

Send introductory email to Customer; Disperse 
contract to necessary parties; Continual 
communication with Customer, LA/BA, Lender, Title 
company, etc.

MLS

Check status of home in multiple listing service

EMD

Ensure earnest money deposit is delivered and 
deposited by assigned party, by date specified

CONTINGENCY DATES

Send calendar invites to Client for contingency 
dates/deadlines; Track all contingencies and 
contractual deadlines

ADDENDA

Generate addenda & notices – HICRA not included

HOA/CONDO

Order Resale Disclosure Package; Track receipt of 
documents; Obtain Buyer acknowledgement form; 
Check for violations; Collect cure letter.

DOCUMENT DELIVERY

Facilitate Document Delivery; this includes but is 
not limited to Resale Package, HICRA Repair 
Receipts, Inspection Invoices, etc.

HOME WARRANTY

Order home warranty through Clients preferred 
vendor; Obtain Invoice

INSPECTIONS

Schedule WDI, WQ, Well, & Septic; HI is to be 
scheduled by Client

SCHEDULE

Schedule walk-through and settlement

UTILITIES

Collect utility information

COMPLIANCE

Submit file for compliance review x2

TESTIMONIAL

Send online Client review request to Customer

AND MORE! 

$425/ file

*Contract Management services eligible for $50 
price reduction upon settlement of 6th contract, $100 
price reduction upon settlement of 11th contract in a 
1-month period. Ask me for more details!

*Don't see what services you're looking for? Give us 
a call, customization available.



Owner, Crystal Couch grew up in Northern VA. She acquired her education at 
George Mason University. While in school she worked as a Relocation 
Specialist for North American Van Lines, a highly reputable relocation 
company. Working in this field provided Crystal with invaluable knowledge 
that will assist with your clients' relocation needs & preferences. In 2012, 
Crystal made the decision to become a licensed Realtor, she joined her 
mother's Top Producer team at Keller Williams Realty. She was nominated 
for Rookie of the Year in 2013 & was a Top Producer agent in both 2013 & 
2014. She discovered her passion for transaction coordination in 2014 after 
her daughter was diagnosed with a rare medical condition. She took some 
time away from real estate to devote her time & attention towards her 
daughter's medical needs & recovery. During this time Crystal resolved to 
continue in the real estate field & stepped into the Transaction Coordination 
role. Her passion for providing best in class transaction coordination 
services coupled with her ability to assist top producing agents & leading 
brokerages are a few of the many reasons why Crystal has earned the 
reputation as a premier Transaction Coordinator. After her daughter's health 
improved, Crystal decided to take that newfound passion & open her own 
Real Estate Transaction Coordination company, which led to the 
establishment of Patriot Contracts. A company that aims to assist agents 
every step of the way, from contract to keys!

ABOUT ME



Patriot Contracts is the premier provider of transaction coordination and file 
management services for real estate agents in Virginia. We offer professional, 
proactive, and trusted services to agents as well as brokers. As highly 
experienced and efficient Transaction Coordinators, we understand that agents 
want to worry less about managing files, chasing buyers/sellers for signatures, 
and managing the administrative tasks. That’s precisely why we offer quick, 
simplified, and hassle-free transaction coordination services that leave you with 
more time for your clients, inspections, and property showings. We are 
committed to providing our clients with the best transaction administration as 
well as coordination services. We assist brokers and agents with their 
administrative responsibilities, allowing them to focus more on building 
relationships and driving business for their company. From tracking contractual 
timelines to providing a complete transaction file after closure, we assist clients 
at every step of their business.

OUR MISSION

Patriot Contracts strives to offer professional, well integrated, and high-quality 
transaction services that delivers excellence and enables agents to drive 
business growth and productivity. Because we know firsthand the importance of 
medical research, Crystal and Patriot Contracts are committed to giving back 
and assisting organizations such as the FOD Family Support Group in their 
mission to fund more research and find a cure for metabolic diseases. Patriot 
Contracts will donate 5% of each sale to the organization in honor of Crystal’s 
daughter, Madalyn diagnosed in 2014 with CPT2.
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