
CONGRATULATIONS …take a deep breath… your home is sold!

Now that your home has been sold, there are a few more things that need to be taken care of, leading up to you 
possession or closing day. The following is not all-encompassing list, buy will get you started in the right 
direction, to help you experience a smooth transition between now and when possession or closing day arrives.

Our conveyancing department will send all your purchase contract paperwork to your lawyer. Your lawyer 
should contact you 7-10 days before possession date to book and appointment for you to come in and sign 
paperwork at their office.  If you have not heard from your lawyer a week before your possession date give 
them a call to set up the appointment. 

IMPORTANT Document Storage 

Gather your purchase contract documents and keep them in a file folder, in a safe place. Other information to 
keep in this file are your Real Property Report and Proof of Home Insurance for the home you're selling, and if 
applicable, the new home you're purchasing. Take the file with you when you meet your lawyer to sign 
paperwork.

ORGANIZE Your Property Tax Details  
Your lawyer can help your organize your property tax details, but make sure this item is on your ‘to do list’. If 
you paid your taxes through TIPS, this will need to be cancelled. Ask your lawyer if they can cancel TIPS or if 
this is something only you can do. Every town, city, municipality has different guidelines.

CANCEL or TRANSFER your insurance policy (2-3 weeks prior to visiting Lawyer)

Wait until the Title transfer has formally occurred before you cancel your insurance policy on the home 

you’re selling. Most insurance companies overlap a policy by a few hours or days, to ensure coverage is 

in place. Explain to your insurance companies what your situation is, give them the possession date, etc. 

and they will be able to best advise what should be done. 
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 Also, when you meet with your lawyer you may ask them about how long you should leave your 

coverage in place. You should receive a refund from a prepaid home-owner’s insurance premium.

Utility/ Service providers and newspaper cancellations 

Be sure to setup/transfer Utilities, Newspapers, and other services 30 days before closing day, or as soon as 

your purchase is firm. Some Utility companies need a lot of lead time to ensure your ︎request is fulfilled. Have 

your CURRENT and NEW address ready for them. Make up a list of service providers, their phone numbers 

and payment frequency – not every utility is always paid monthly, some are paid quarterly. The process to 

switch all services can take hours on the phone, so be prepared to be patient. We have included a list of 

common service providers (at the end of document) and other possible contacts that you may want to call 

and update about you upcoming move. 

Assemble appliance manuals, receipts and warranties 

As you are packing, you may come across user manuals for the HVAC, security or sprinkler system or 

appliances. Make sure to set these aside in a file folder or envelope. If you have receipts for contractors or 

warranties, add these to the envelope  and leave them in a drawer with any manuals, along with the code 

for the security system or the garage opener keypad. The Buyer of your home will really appreciate this. 

Packing and moving tips 

We will send you a document called ‘Moving Tips’ which contains some great information like planning 
your move, packing materials, and organizing your moving day. We know you have a lot going on during 
this time, and we encourage you to read these moving tips to help make the moving process as stress free as 
possible.  

Cleaning the House and Property 

The home should be in the same condition as when the buyers saw/bought it. If you do not have time to clean or 
cleaning is not your forte, then hire a professional cleaning service. The buyer and their realtor will likely do a 
walk through prior to possession (usually 24 hours before possession date)and if they find damage or missing 
items, that were to remain as part of the purchase contract, there may be a hold back of proceeds from the sale. 
Here are things to clean prior to possession day: 
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Your home should be CLEAN - rugs cleaned, floors mopped, cupboards wiped out, bathrooms cleaned 
including, tub and or shower, toilets, sinks and medicine cabinets, appliances cleaned inside and out, all 
items including unwanted items/garbage should be removed from the house, garage, sheds, storage, etc.

Ensure items that were part of the purchase contract are left in the home (ie. Microwave, washer, dryer, tv 
mounts window coverings, other special items) Other items to leave behind are appliances manuals, 
mailbox keys, alarm codes, garage door remotes.

Cut the lawn, clean up any pet feces in yard and repair any damage that may have occurred during the 
moving process.We recommend leaving these items in a kitchen drawer. Refer to the terms in the purchase 
contract. 

Check again - cabinets drawers and storage 

Everything has been moved out of the home, garage and storage sheds. Do one last check to give yourself 
peace of mind. Open all drawers, look to the back of cabinets, closets, closet shelves, under the stairs, and 
possibly attic (if you stowed items there) or rafters of the garage. Do a walk around the perimeter of the 
home, the back yard and even in the lane behind your home and eves for Christmas lights. 

Leave a welcome note 

There are many idiosyncrasies that only Seller know about their home… and you could pass on these tips 
to the new buyer. It is a nice gesture and very appreciated by the new buyer if you could write a note 
informing them of things like 

• which light switch operates certain light and or fans 

• where a door sticks 

• Security system access code 

• Garage door key pad code 

• Mailbox keys and corresponding mailbox number 

• How to clean the pond or pool 

You could leave this note on the counter or in the same envelope as the manuals that you have put aside 
for the new buyer.
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House key, remotes, gate and mail box keys as well as pass codes  

There is a good chance the buyer will change the locks on the house, but its beneficial to you and the 

buyer to round up every house key and leave it behind. Other items to gather include :

• fan remotes 

• tv remotes (if tvs are included in the contracts) Garage door remotes

• Garage door key pad code 

• Mailbox keys (and corresponding mailbox number)

• Secured building / pool access keys 

• Security gate remotes and or security gate pass-code (if gated communities) 

Turn off ‘Shut off’ valves

For example if you have to disconnect washer please ensure the shut off valve is completely turned off- 

even a small drip can cause water damage. Some sellers shut off the valves to all water sources such as 

sinks, toilets and dishwasher. If you plan on doing this please note this on your welcome note to the new 

buyer so they don't unnecessarily call a plumber when the water does not turn on.

UPDATE with your Realtor 

Approximately 1 week before closing day, have a conversation with your Realtor, and organize a date 
and time for doing pre possession walk-through (if this was part of your contract) and decide how keys 
will be exchanged on possession day.

Closing up the house 

Close the window coverings, turn the lights off and LOCK the door. You would be amazed at how many 

people forget to close up the house. If nobody can see inside, the odds of the break-in decrease 
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Phone Notes 

Gst Tax Credit 

Internet/ Cable/ Satellite 

Medical Records 

Newspaper/magazine Subscription  

Personal Insurance/ Investment agencies 

School Records 

Vehicle and home insurance Co.

Bank/ Financial Institution  

Canada Post 

Child tax benefit 

Credit card companies 

Dental records 

Suggestions of others to notify with change of address 
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Phone Website 

Action Insurance Agency 403-934-2125 www.actioninsurancegroup.com 

Alberta Health Care 403-310-0000 www.health.gov.ab.ca 

ATCO Gas 403-245-7888 www.atcogas.com 

City of Calgary 403-268-2489 www.calgary.ca

Direct Energy 1-866-374-6299 www.directenergy.com

Enmax 403-310-2010 www.enmax.com 

Epcor 403-310-4300 www.epcor.ca

Gold Key Insurance 403-934-5959 www.goldkey-insurance.com 

Rockyview County 403-230-1401 www.rockyview.ca 

Rosebud Gas Co-Op Ltd. 403-533-3882

SHAW 1-888-472-2222 www.shaw.ca

Telus 403-310-2255 www.telus.net 

Town of Strathmore 403-934-3133 www.strathmore.ca

Village of Hussar 403-787-3766 www.villageofhussar.ca

Village of Rockyford 403-533-3950 www.rockyford.ca 
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