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Prepare escrow instructions and pertinent documents 

Order title search Process financing Obtain signatures 

Request demands, 

request clarification of 

other liens (if any), 

review taxes on title 

report 

Receive and review 

preliminary report, send 

for approval if required 

Receive demands, enter into 

file, send copy to seller 

Review to determine that all conditions have been met and that all documents are correct and 

available for signatures.  Contact all agents regarding any remaining items needed prior to closing 

(termite inspection, contingencies releases, fire insurance ordered, 2nd trust deed drawn, etc.). 

Request beneficiary 

statement 

Receive beneficiary 

statement, review 

terms of transfer and 

current payments 

status, send to buyer 

and seller for 

approval 

Coordinate with 

lender 

Request loan 

documentation 

Receive loan 

approval, check for 

correct terms 

Forward documents 

to Title Company 

Return loan documents 

& request loan funds 

Figure file & obtain signatures on all documentation 

Receive title changes, balance file, receive confirmation of recording, prepare 

statements, disburse funds, send final papers to the proper parties 

Obtain funds from buyer Order recording 


