STEPS FOR A SUCCESSFUL ESCROW

THE ESCROW FLOWCHART

Below is a rough outline of an escrow officer’s responsibilities to complete each escrow. Once the transaction
is in contract, the contract serves as instructions for the escrow officer. Escrow ensures that all title and lender
requirements have been met. Escrow includes depositing funds, documents and instructions necessary to

complete the transaction.

Prepare escrow instructions and pertinent documents.
I

' Obtain signatures. '

Order title search. Process financing.

Review taxes on preliminary title . ‘
report. Send for approval if Coordinate with the lender.

required. I
I

Receive demands. Receive loan approval and review
Request clarification of other liens. for correct terms.

Receive and document demands Request loan documents
before sending a copy to the seller. ‘

Review file to determine that all conditions have been met and that all documents are correct and available
for signature (i.e. termite inspection, contingencies released, fire insurance ordered, etc.)

|
| Obtain signatures. |

Forward final documents to title Return loan documents and then
company. request funds.

Release for recording. Obtain funds from buyer(s).

I
Close file, prepare statements and
disburse funds.
|
Complete closing. Forward final
documents to all parties.

This material is not intended to be relied upon as a statement of the law, and is not to be construed as legal, tax or investment advice. You are encouraged to consult your legal, tax or investment professional for
specific advice. The material is meant for general illustration and/or informational purposes only. Although the information has been gathered from sources believed to be reliable, no representation is made as
to its accuracy. Intended for distribution to only one per individual for marketing purposes only on behalf of our company. Not for reproduction.
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