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Instructions for requesting account status (“closing letter”) information: 
 
 

1. Print form, or complete online and email to manager@dgfmgmt.com . 

2. Complete all requested information. 

3. Email completed form to DGF Management, Inc. at manager@dgfmgmt.com 

(preferred) or by fax to 404-389-0091. 

4. Submit invoice for processing fee (for closing letter) and transfer fee (for establishment 

of new account for new Unit owner) for payment to DGF Management at closing.  The 

privilege of payment of the processing fees at closing will be withdrawn for any 

requesting party who has an overdue account for previously requested documents. 

a. Processing fee:   $50 by the requesting party payable to DGF Management. 

b. Expedite fee:   $50 additional if request is made within two business days 

of closing (exceptions are made for extraordinary circumstances). 

c. Transfer fee:  $100 payable to DGF Management, Inc. 

d. Processing fee includes one update free-of-charge if closing date changes. 

e. The processing fee is $25 for current homeowners who refinance their mortgage 

(this reduced fee is available as often as once every two years). 

5. After the closing, note on the check stub the name of the owner and the unit number and 

a. Send the checks collected at the closing to 

Association Name 

C/o DGF Management, Inc. 

675 Seminole Ave, Suite 109 

Atlanta, GA 30307 

b. Submit a copy of the settlement statement with the checks.  This is required by 

the condominium documents to ascertain ownership, set-up utility accounts, etc. 

 

 

 

http://www.dgfmanagement.com/
mailto:manager@dgfmgmt.com
mailto:manager@dgfmgmt.com


D G F  M A N A G E M E N T  I N C  
Metro Atlanta’s residential specialist 

675 Seminole Ave, Suite 109, Atlanta, GA 30307 
404-389-0090 (p)               404-389-0091 (f)          www.dgfmanagement.com  

 

 

A c c o u n t  S t a t u s  I n f o r m a t i o n  
**Disclaimer: if any fees/fines/liens are not paid on or before closing, the new homeowner will be responsible. 

 
Today’s Date:        Date of Closing:  _______  
 
Person Requesting Information:  ______   ________________________________ 
 
Closing Attorney/Company/Address:    ________________________________ 
 
Phone Number: _______Fax Number: ___  Email:  ___     
 
NAME OF ASSOCIATION:           
 
Mailing Address:   
       
     
 
CURRENT OWNER:        UNIT NO:   
 
NAME OF NEW OWNER:  ___          
 
New Owner Phone:     Email address:       
 
- - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - - -  

The following information will be completed by the Management Company: 
 

Monthly HOA Assessment:    Due Date:      
 
Late Fee Amount:     Late after this date:     

 
CURRENT ACCOUNT STATUS 

 
Monthly Assessments Due      
 
Late Fees Due        
 
Special Assessments Due      
 
Other (ex: fines, unpaid utilities)     
 
Total amount due from seller:**     
 
Make this check payable to:    Association listed above—mail to address above. 
 
Processing Fee for Closing Statement $50.00 (non-rush); $100.00 (rush, less than 48 hr) 
Transfer/account establishment fee for new Unit owner  $100.00 
 
Total amount due from buyer:   _____________  
 
Make this check payable to:    DGF Management, Inc—mail to address above. 

c/o DGF Management, Inc. 
675 Seminole Ave, Suite 109 
Atlanta, GA 30307 
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