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What does the Title Company Do?What does the Title Company Do?
Collects moneyCollects money
Collects data and informationCollects data and information
Produces documentsProduces documents
Gets everything properly executedGets everything properly executed
Disburses moneyDisburses money
Disburses documentsDisburses documents



Collecting the moneyCollecting the money

From the buyerFrom the buyer
Before Closing: Earnest Money DepositsBefore Closing: Earnest Money Deposits

AgentAgent’’s Delivery to the Title Companys Delivery to the Title Company
Get a receiptGet a receipt

Copy of check, signed, dated, Copy of check, signed, dated, ““subject to clearancesubject to clearance””
At Closing: The buyerAt Closing: The buyer’’s fundss funds

Line _____ of the HUDLine _____ of the HUD--11
Certified Funds or Wires requiredCertified Funds or Wires required

Under $500.00, may be a personal checkUnder $500.00, may be a personal check
Watch Watch ““OfficialOfficial”” or or ““BankBank”” checkschecks

From the LenderFrom the Lender
At closingAt closing
Usually wired inUsually wired in
““Funding ConditionsFunding Conditions””



Collecting Data & InformationCollecting Data & Information
From the SellerFrom the Seller’’s Agent:s Agent:
•• Must decide how much control YOU want over Must decide how much control YOU want over 

communications with your customercommunications with your customer
•• Payoff informationPayoff information

Get latest mortgage statement from seller at listing Get latest mortgage statement from seller at listing 
appointment (seller can print off online statement if appointment (seller can print off online statement if 
they want)they want)
Get signed authorization to release information to Get signed authorization to release information to 
title company from seller at listing appointment;title company from seller at listing appointment;

•• HomeownersHomeowners’’ Association InformationAssociation Information
Management Company Contact information (get at Management Company Contact information (get at 
listing appointment)listing appointment)

•• See form in pack for more informationSee form in pack for more information



Collecting Data & InformationCollecting Data & Information
From the BuyerFrom the Buyer’’s Agent:s Agent:
•• Again, decide how much control over customer Again, decide how much control over customer 

communications YOU wantcommunications YOU want
•• Contact information for BuyersContact information for Buyers
•• LenderLender’’ contact informationcontact information
From the LenderFrom the Lender
•• Loan TermsLoan Terms
•• Numbers, Numbers, NumbersNumbers, Numbers, Numbers
Almost all of this information is initially Almost all of this information is initially 
collected by REALTORs and conveyed to collected by REALTORs and conveyed to 
the title company.the title company.



Collecting Data & InformationCollecting Data & Information

Title informationTitle information
•• Title SearchTitle Search

Usually all performed by the title companyUsually all performed by the title company’’s s 
underwriterunderwriter

•• 30 year (at least) property search30 year (at least) property search
•• 2121--year judgment name searchyear judgment name search

•• Title ExamTitle Exam
Usually performed by the title company (the Usually performed by the title company (the 
agency)agency)
O&E Report vs. Title CommitmentO&E Report vs. Title Commitment



Document ProductionDocument Production

The Title CommitmentThe Title Commitment
–– Prior to closingPrior to closing

REALTOR should make sure that Buyer gets copy of REALTOR should make sure that Buyer gets copy of 
this within deadlines set forth in the contractthis within deadlines set forth in the contract
If have any questions, call title agent:If have any questions, call title agent:

–– Watch for (on BWatch for (on B--II)II)
Chap. 159 liens;Chap. 159 liens;
Oil, gas & mineral rightsOil, gas & mineral rights
Restrictive covenantsRestrictive covenants
EasementsEasements

Ask for it to be Ask for it to be ““Marked UpMarked Up”” at closing.at closing.

The Title PolicyThe Title Policy
–– After closingAfter closing



Document ProductionDocument Production

Closing AgreementsClosing Agreements
–– PostPost--closing seller occupancyclosing seller occupancy
–– PrePre--closing buyer occupancyclosing buyer occupancy
–– Tax ReTax Re--Proration AgreementProration Agreement
–– 10991099--S / NonS / Non--Reporting RepresentationsReporting Representations

AffidavitsAffidavits
–– Buyers (MortgageeBuyers (Mortgagee’’s)s)
–– Seller (FIRPTA, OwnerSeller (FIRPTA, Owner’’s)s)

Conveyance DocumentsConveyance Documents
–– DeedDeed
–– Bill of SaleBill of Sale



Document ProductionDocument Production

The HUDThe HUD--11
–– Purchase pricePurchase price
–– Earnest Money DepositEarnest Money Deposit
–– Tax and Assessment ProrationsTax and Assessment Prorations
–– CommissionsCommissions

Admin. FeesAdmin. Fees

–– Closing costsClosing costs
–– PayoffsPayoffs
–– BuyerBuyer’’s Cash to Closes Cash to Close
–– SellerSeller’’s Proceedss Proceeds



Conducting the SettlementConducting the Settlement

•• Closing Agent / Notary explains documents and Closing Agent / Notary explains documents and 
ensures they are executed properly by proper personsensures they are executed properly by proper persons
–– Bring picture identification and one other form of Bring picture identification and one other form of 

identification to closingidentification to closing
•• Both parties execute all Both parties execute all ““common documentscommon documents”” togethertogether
•• Seller may or may not leave room, depending on Seller may or may not leave room, depending on 

BuyerBuyer’’s wishes (Privacy Act)s wishes (Privacy Act)
•• Buyer executes all loan documentsBuyer executes all loan documents

–– Try to review the Note and TIL prior to closing and compare Try to review the Note and TIL prior to closing and compare 
to GFE to make sure no surprises at closing.to GFE to make sure no surprises at closing.



Disbursing MoneyDisbursing Money

After HUDAfter HUD--1 is approved and signed by all 1 is approved and signed by all 
partiesparties

ChecksChecks
WiresWires
The holy FUNDING NUMBERThe holy FUNDING NUMBER

The lenderThe lender’’s permission to disburses permission to disburse
Fax/EFax/E--mail docs to lendermail docs to lender
WAIT, WAIT, WAITWAIT, WAIT, WAIT
Just because the moneyJust because the money’’s in the account means nothings in the account means nothing



Disbursing DocumentsDisbursing Documents

PostPost--Closing / WarehousingClosing / Warehousing
HUDHUD--11’’s to everyone involveds to everyone involved
Pay the billsPay the bills
Documents to recordingDocuments to recording

May be electronic rather than physicalMay be electronic rather than physical

Original deed and title policy out to new Original deed and title policy out to new 
ownerowner



CaveatsCaveats

►►Watch the timelines in the contractWatch the timelines in the contract
►►Time is Time is ““of the essenceof the essence”” to:to:

Financing contingenciesFinancing contingencies
Inspection contingenciesInspection contingencies
Title contingenciesTitle contingencies
Closing dateClosing date
►►Use technology (Outlook meeting planners) to keep Use technology (Outlook meeting planners) to keep 

automatic track of deadlinesautomatic track of deadlines



CaveatsCaveats

►► Get it in writingGet it in writing
Extensions to the deadlines on contingenciesExtensions to the deadlines on contingencies
Waiver of financing contingencyWaiver of financing contingency
Changes in purchase priceChanges in purchase price
Repair credits Repair credits 
►►Must be Must be ““closing cost creditsclosing cost credits”” usuallyusually

►► DonDon’’t practice lawt practice law
DonDon’’t draft complicated addenda (watch closing costs t draft complicated addenda (watch closing costs 
credits), leases, occupancy agreements, etc.credits), leases, occupancy agreements, etc.
Call a lawyerCall a lawyer



CaveatsCaveats

►► DonDon’’t stick your head in the sand!t stick your head in the sand!
If thereIf there’’s a problem, face it heads a problem, face it head--on and earlyon and early
Communicate Communicate CommunicateCommunicate Communicate Communicate
Stay on top of the dealStay on top of the deal
►►Use eUse e--mail and the title companymail and the title company’’s transaction management s transaction management 

software to make sure deadlines are being metsoftware to make sure deadlines are being met

►► Stay on top of the lawStay on top of the law
Watch out for mortgage and property fraud. DonWatch out for mortgage and property fraud. Don’’t be t be 
sucked into it. If the title company tells you something sucked into it. If the title company tells you something 
is illegal, then it is.is illegal, then it is.




