CLOSING FLOWCHART: RESIDENTIAL SALE
(Buyer obtains a new mortgage)
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Review contract and
determine base title

Obtain title information

A v

A v

Prepare the title
commitment(s)

Processing items

Review the signed real estate
contract.

Confirm names of the parties,
property address and legal
description.

Review terms, closing date,
deadlines and designation of title
agent. Set up timeline for
deadlines set forth in contract.

Order Fund branch product
from branch, on ATIDS;
www.thefund.com, or
E-Closing DT

A v

A-1 \4

b v

Fund branch product may be
delivered by email or
imported into E-Closing DT

Notify all parties of your
involvement in the transaction.
Request information about
Lender from Buyer. Request
Seller’s original survey, title
insurance policy and information
for obtaining estoppel and
prorated expenses. Confirm
receipt of deposits.

B OR

Retrieve ordered products
from The Fund via email o
E-Closing DT. Commitmen
from The Fund can be
imported into E-Closing D!

B v

A v

Search title utilizing ATIDS.

B-1

Determine Lender’s title policy
requirements including
endorsements and title chain
recitation. Check Lender’s
general and specific instructions.

c v

Run search on property legal
description(s).

B-2 \4

C v

Obtain base title information
from one of the following
sources:

Search names of all parties
having had an ownership
interest in the property
beginning with the base title.

C-1 v

Obtain prior title insurance policy
from Seller. If a Fund policy,
obtain an original from The Fund.
Other underwriters’ policies may
be used as a base as provided for
in The Fund Procedures

B-3 \4

Review the above searches to
determine which documents
need to be ordered for the title
examination. Order the
documents.

Use ATIDS to locate a prior Fund
or Old Republic policy issued
through The Fund. Always
obtain a true copy from The Fund
to insure accuracy.

c-3 OR

Fund Members can access Old
Republic’s prior policies through
Policy Locator.

C-4 OR

Order another form of title base
from The Fund. (See Chapter 6,
Finding Base Title, Fund
Procedures Handbook).

ATIDS, Manual Process, or
E-Closing DT (coming soon)

Handbook.
B-4 +
Retrieve selected property and
C-2 OR name documents via email or

ATIDS. Archive for future
reference.

Retrieve selected property and
name documents via email or
ATIDS. Archive for future
reference.

B-5 +

Run tax search on property to
determine taxes. Note if any
tax certificates.

Schedule A
effective date;
premium; proposed owner;
proposed owner amount;
proposed mortgagee;
proposed loan amount;
current owner;
legal description;
title agent signature;
Schedule B-1
(requirements)
warranty deed from
Seller to Buyer;
mortgage from Buyer to
Lender; satisfaction of Seller’s
mortgage(s);
estoppels; affidavits;
certificate(s) of approval;
corrective instrument(s);
other satisfaction(s);
releases
Schedule B-1T
(exceptions)
applicable references to:
plat;
condominium/HOA;
include recent title chain for
informational purposes if
required by Lender.
Review and include prior
policy/title base exceptions, as
necessary.

E-Closing DT
OR Manual Process

Order and Review:
survey;
city/county lien report;
estoppel information for
condominium or HOA;
inspection reports;
payoffs from Seller’s
Lender(s) (always obtain payoff
information directly from mortgage
holder; match property address on
payoff letter with the subject
property);
closing protection letter (CPL);
homeowners’ insurance policy
(confirm accuracy and compliance
with Lender’s requirements); title
insurance endorsements; Lender’s
closing package (verify Lender’s
requirements, accuracy and
completion of all Lender’s
documents including legal
description and parties’ names)

Confirm funding and disbursement
procedures and availability of
necessary persons.

Perform pre-closing
updates

The Closing:

Executing Closing Documents, Disbursing, Recording, and Issuing Policies and Endorsements

Verify recordation of
insured instruments

A v

Update all payoff information
and estoppels.

A

v

E

A v

B v

Obtain Identification

Review and copy Seller’s ID and Buyer’s

ID for file.

Order update of title product
from Fund branch on ATIDS,
www.thefund.com, or
E-Closing DT

v

OR

Update title search utilizing
ATIDS.

C-1 +

Update title search on the legal
description(s).

C-2 +

Update title search on the names.

c3 *

B v

Update commitment to reflect
additional requirements or
exceptions necessary based
upon review of documents

including survey. Provide any

updates to commitment to the
Lender and other interested
parties.

c v

c v

C-1 ¢

Prepare Closing Checklist:
Review POAs, trusts, entity
documents, resolutions, etc., to
confirm authorization of
signatories. Confirm homeowner’s
insurance and compliance with
Lender’s requirements (including
CPL) and all title requirements.
Review payoff and estoppel
instructions. Contact all parties
involved in the transaction to
confirm closing date and time
and/or mail away instructions.

Examine each of the
instruments in the chain of title
to determine validity and
priority.

D v

Place order for a city/county
lien search.

EMR
1.0 ¢

Obtain commitment jackets
through

E-Closing DT
OR ePolicyManager.

D v

Provide the completed title
insurance commitment to the
Lender and other interested
parties. Also send a preliminary
draft of the CD to the Lender.

E-Closing DT
OR Manual Process

D v

l Premium rating for policies and
endorsements using any of the
following:
www.thefund.com,
ATIDS,

E-Closing DT, or

L ePolicyManager

!

Law Offices of Evan M. Rosen, P.A.

(754) 400-5150
Closings@EvanMRosen.com

Prepare Closing Documents
warranty deed;
affidavits;
bill of sale; CD;
any escrow agreement for unpaid
bills;
other required documents

Complete loan package(s).
Confirm CD balances.
Obtain Lender approval for all
changes to loan docs.
Provide the CD to the Lender and
all
parties.

Once approved, export data to
check writing program/module.

E-Closing DT

Make sure no documents appear
in the chain of title that would
affect the property being
conveyed. Do this no more than
one business day before closing.

C-4 *

Order and examine documents,
if any found.

ATIDS OR Manual Process

D v

Update commitment to reflect
additional requirements or
exceptions necessary based upon
review of documents. Provide
any updates to commitment to the
Lender and other interested
parties.

E-Closing DT
OR Manual Process

Execute Documents
Seller:
warranty deed; bill of sale; Seller

affidavit(s)(no lien & gap); CD; 1099-S;

FIRPTA; corporate resolutions

(if any); escrow agreements (if any); tax

proration agreement; other Seller
documents
Buyer:

Mortgage; note; all riders to mortgage/note;

Buyer affidavit(s);

CD; loan application; errors and omissions

agreement; anti-coercion disclosure;

insurance affidavit; RESPA servicing

disclosure; W-9 and other IRS forms;
miscellaneous documents

eRecord if available; if not, promptly
deliver items for recording with
transmittal letter explaining recording
fees, doc stamps and taxes and
instructing order of recordation.
Include Check Payable to:
whoever records in your county (Clerk
of Court, County Commissioner, etc.)
for the recording of all documents and
the state documentary stamps, intangible
tax, (surtax in Miami-Dade County, if
applicable), and all other recording fees.
Note: Set calendar entry to monitor
recording of the satisfaction of Seller’s
mortgage(s). Is it to be recorded by the
Seller’s Lender or you (the title agent)
for recording? § 701.04(2) F.S. requires
recording within 60 days of receipt of
payoft.

Apply measures to verify
recordation of all insured deeds
and mortgages based upon any

combination of the following
methods for reasonable
confirmation:

v

F v

D-1 v

Retrieve selected property and
name documents via email or
ATIDS. Archive for future
reference.

E v

Update tax search
(if necessary).

Complete the Closing
Mark up title commitment. Obtain loan
funding number from Buyer’s Lender.
Confirm wire transfer to trust account.

Confirm receipt and collection of all funds

for closing and transaction is in balance
(receipts = disbursements). Verify all
documents are duly executed, notarized

(when necessary) and contain all addenda &
riders. Verify checks are correct and print or

wire disbursements.
Give keys to Buyer.
Distributions:
Seller(s); real estate brokers; mortgage

broker; surveyor; Seller’s Lender(s) (include
payoff letter notifying Lender of Seller’s
forwarding address to receive escrows); lien
search company; Clerk of Court; ATFS,
LLC; inspection companies; appraisers,

couriers, tax collector, ORNTIC, other
payees

v

Lender’s Loan Package:
Provide and deliver to Lender copies of
signed loan documents including
certified copies of originals sent for
recording in compliance with Lender’s
requirements, signed commitment and
loan policy with jackets and
endorsements, GLBA Privacy Notice
Disclosure, and copies of Schedule B-II
exceptions if required by Lender.
Buyer’s Closing Package:
Provide and deliver to Buyer copies of
signed documents, signed commitment
and owner’s policy with jackets and
endorsements, GLBA Privacy Notice
Disclosure, and copies of Schedule B-I1
exceptions, if appropriate. If applicable,
remind Buyer of deadline to apply for
homestead exemption.

Seller’s Closing Package:
Provide and deliver to Seller copies of
signed documents.

Al v

Verify that the satisfaction of
Seller’s mortgage(s) is/are
legally sufficient and has/have
been recorded

Send Seller’s
1099-S forms to the IRS

A v

A v

Apply reasonable measures to
confirm that the mortgages and
liens paid off at closing have
been satisfied on the record.
Methods of confirmation include
the following:

Clearance of the check or wire
payable to the Clerk of Court for
recordation in your trust account.

A2 v

Return of original or copy of the
recorded instrument bearing the
clerk’s stamp, including
recording book and page or
clerk’s document number.

~ 1

Review of clerk’s website for
insured deeds and mortgages
and the correct order of
recordation of multiple
mortgages.

A4 v

Update title search on the legal
description(s) using ATIDS,
focusing specifically on
confirmation of recordation of
insured deeds and mortgages,
and the correct order of multiple
mortgages.

A-S v

Order update of the title product
from Fund branch on ATIDS,
www.thefund.com, or
E-Closing DT .

Prepare Policies
Owner Policy

Schedule A

Insert premium.
Schedule B

Exceptions - see commitment. List any

mortgage(s).
Loan Policy
Schedule A

Insert premium and property address. Check
the boxes of any included endorsements.

Schedule B
Exceptions - see commitment
List subordinate exceptions in

Schedule B-II, Part II.

E-Closing DT OR Manual Process

G v

Send to Underwriter:

Copies of all policies; endorsements; title
policy calculation worksheet; a check
payable to ORNTIC for the underwriter’s
share of the title insurance premium; a
copy of the prior policy relied upon for
reissue rate if not a Fund or ORNTIC
policy, and pertinent policy information
if a Fund or ORNTIC policy.

G-1 v

D-1 v

E-Closing DT allows electronic transmittal
of premiums, policies, endorsements and
rating calculation to The Fund. (Include the
Policy Premium Invoice statement when
mailing in the underwriter’s share of the
title insurance premium check.)

Obtain policy jackets through
E-Closing DT OR ePolicyManager

G2 v

D-2 v

Record:

Warranty deed with any required approvals

attached; mortgage(s) (confirm legal
description attached as Exhibit A, if

needed), and riders; affidavits and other
recordable documents obtained pursuant to

commitment Schedule B-1
Note: If POA used, record ahead of

instrument for which it is given. Record
deed ahead of mortgage(s). Do not record

the promissory note.

Non- E-Closing DT users may upload
schedules for policies to remit policies
electronically and produce invoices using
ePolicyManager. Policies may be remitted
manually.

H v

Retain in File:
Copy of prior policy where there is a
reissue rate premium.

A-1 *

Return of the original or a copy of
the recorded satisfaction(s)
bearing the clerk’s stamp
including recording book and
page or clerk’s document number.

A2 v

Year End Reporting of 1099-
S for the IRS

Note: By obtaining an
electronic Transmission
Control Code Number from
the IRS (TCCH#), the 1099-S
forms can be electronically
transmitted to the IRS via IRS
FIRE system.

IRS Dept. 866.455.7438

Form 4419, application for
filing electronically
WWW.irs.gov/pub/irs-
pdf/f4419.pdf

Review of clerk’s website,
focusing specifically on
confirmation of recordation
satisfaction(s).

B v

A-3

Update title search on the
legal description(s) using
ATIDS, focusing specifically
on confirmation of
recordation of satisfaction(s).
Electronically pick up the
requested satisfaction
document. Examine, then
archive for future reference.

ATIDS

E-Closing DT
builds a file of 1099-S forms
electronically throughout the
year. After year end, generate an
annual 1099-S report.

Call The Fund’s Member
Support Center to assure proper
electronic filing of
1099-S using E-Closing DT

A4 *

Order update of title product
from Fund branch on ATIDS,
www.thefund.com, or
E-Closing DT

; v

Send to Seller:
the original recorded
satisfaction of Seller’s
mortgage if forwarded to you
for recording

c v

Review File:
Confirm all disbursements
have cleared trust account.

Verify any paid taxes or liens
were posted to correct
property account by proper
authority.

D v

| Close and store the file.
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(Owner obtains new mortgage and pays off existing one.)

CLOSING FLOWCHART: REFINANCE
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Review request for title
refinance order.

A

v

a

Review the order and confirm
Borrower name(s), property

ddress and legal description.
Set up timeline to meet

deadlines keeping in mind
expiration of rate lock.

B

v

Obtain information about current
mortgages, the original survey

Obtain title information

Prepare the title commitment

Processing items

v

Order Fund product from
branch; on-ATIDS;
www.thefund.com, or
E-Closing DT

A +

A-1

v

Fund branch products may b

delivered by email or

imported into E-Closing DT

Retrieve ordered products
from The Fund via email or
E-Closing DT. Commitment:
from The Fund can be
imported into E-Closing DT:

B v

Determine Lender’s title policy
requirements including
endorsements and title chain
recitation. Check Lender’s
general and specific instructions.

c v

Other underwriters’ policies may

and the Borrower’s owner’s title B OR
insurance policy. (Borrower to
receive reissue rate for the new Search title utilizing ATIDS.
Loan policy if currently insured
under an Owner policy.) B-1 Y
C i Run search on property legal
description(s).
Obtain base title information
from one of the following B2 v
sources:
Search names of all parties
¢ having had an ownership
e interest in the property
Borrower’s or any other original beginning with the base title.
Owner’s title insurance policy (to
minimize risk of alteration). B3 v

issued through The Fund.

Always obtain a true copy from
The Fund to insure accuracy.

C-3

OR

F

und Members can access Old

Republic’s prior policies through

Policy Locator.

be used as a title base as provided Review the above searches to
for in The Fund Procedures determine which documents
Handbook. need to be ordered for the title
examination. Order the
c2 OR documents.
Use ATIDS to locate an Owner’s B-4
Fund or Old Republic policy A

Retrieve selected property and
name documents via email or

ATIDS. Archive for future
reference.

B-5

v

Run tax search on property to
determine taxes. Note if any tax

from The Fund. (See Chapter 6,

Finding Base Title, Fund
Procedures Handbook).

ATIDS, Manual Process, or

E-Closing DT (coming:soon)

EMR
1. 0.0 ¢

certificates.
C-4 OR C ¢
Order another form of title base Examine each of the instruments

in the chain of title to determine

validity and priority.

D

v

Place order for a city/county lien

search.

Schedule A
effective date;
premium; proposed mortgagee;
proposed loan amount;
current owner;
legal description;
title agent signature;
Schedule B-1
(requirements)
mortgage from
Borrower to Lender;
satisfaction of existing
mortgage(s);
estoppels; affidavits;
corrective instrument(s);
other satisfaction(s);
releases
Schedule B-11
(exceptions)
applicable references to:
plat;
condominium/HOA;
include recent title chain for
informational purposes if
required by Lender.
Review and include prior
policy/title base exceptions, as
necessary.

E-Closing DT
OR Manual Process

Provide the completed title
insurance commitment to the
Lender and Borrower. Also send
a preliminary draft of the CD to
the Lender.

E-Closing DT
OR Manual Process

E v

If Borrower wishes to obtain or

increase owner’s title insurance

coverage, issue commitment for
owner’s policy.

E-Closing DT
OR Manual Process

Law Offices of Evan M. Rosen, P.A.

(754) 400-5150
Closings@EvanMRosen.com

A v

Perform pre-closing
updates

The Closing:
Executing Closing Documents, Disbursing, Recording, and Issuing Policies and Endorsements

Verify recordation of
insured instruments

A v

Order and Review:
survey; appraisal (only if Lender is
not ordering it);
city/county lien report;
estoppel information for
condominium or HOA;
payoff(s) from existing Borrower
lender(s) (always obtain payoff
information directly from mortgage
holder; match property address on
payoff letter with the subject
property);
closing protection letter (CPL);
Lender requirements related to the
homeowners’ insurance policies;
title insurance endorsements;
Lender’s closing package (verify
Lender’s requirements, accuracy
and completion of all Lender’s
documents including legal
description and parties’ names)

Confirm funding and disbursement
procedures and avai
necessary pers , -

Update commitment to reflect
additional requirements or
exceptions necessary based
upon review of documents
including survey. Provide any
updates to commitment to the
Lender.

E-Closing DT
OR Manual Process

Update all payoff information
and estoppels.

A v

B v

Obtain Identification
Review and copy Owner’s/Borrower’s ID for
file.

o v

A v

Order update of title product
from Fund branch on ATIDS,;
www.thefund:.com, or
E-Closing DT

B v

OR

Update title search utilizing
ATIDS.

C-1 +

Update title search on the legal
description(s).

C-2 +

Update title search on the names.

Execute Borrower Documents
Affidavits (no lien & gap); CD;
mortgage; note; all riders to note and mortgage;
owner’s affidavit; survey affidavit;
loan application; errors & omissions agreement;
anti-coercion disclosure;
insurance affidavit;

RESPA servicing disclosure;

W-9 form; notice of right to cancel (3 day right of
rescission); tax information sheet; miscellaneous
documents

Provide documents to Lender as required by
closing instructions.

Provide executed loan package to Borrower(s)
with each to receive copy of 3 day right of
rescission.

C-3 *

c v

Make sure no documents appear
in the chain of title that would
affect the property being
conveyed. Do this no more than
one business day before closing.

WAIT FOR
RESCISSION PERIOD
TO EXPIRE.

eRecord if available; if not,
promptly deliver items for recording with
transmittal letter.
Send Executed Documents to be Recorded at
Clerk’s Office.
mortgage (confirm legal description attached as
Exhibit A, if needed) and riders to mortgage
(do not include the note or riders to the note.);
affidavits and other recordable documents
required pursuant to commitment Schedule B-1
Include Check Payable to
whoever records in your county (Clerk of Court,
County Commissioner, etc.) for the recording of
all documents and the state documentary stamps,
intangible tax, (surtax in Miami-Dade County, if
applicable), and all other recording fees
Note:

Set calendar entry to monitor recording of the
satisfaction of Seller’s prior mortgage(s). Is it to
be recorded by the owner’s prior lender or to be

sent to you (the title agent) for recording?

§ 701.04(2) requires recording within 60 days of
receipt of payoff.

Apply measures to verify
recordation of all insured
mortgages based upon any
combination of the following
methods for reasonable
confirmation:

A-1 v

Clearance of the check or wire
payable to the Clerk of Court for
recordation in your trust account.

A2 v

Return of original or copy of the
recorded instrument bearing the
clerk’s stamp, including
recording book and page or
clerk’s document number.

s i

n v

Review of clerk’s website for
insured mortgage and the
correct order of recordation of
multiple mortgages.

V!

C-4 ¢

D v

Order and examine documents,
if any found.

ATIDS OR Manual Process

c v

b v

Prepare Closing Checklist:
Review POAs, trusts, entity
documents, resolutions, etc., to
confirm authorization of
signatories. Confirm homeowner’s
insurance; compliance with
Lender’s requirements (including
CPL); and all title requirements.
Review payoff and estoppel
instructions. Contact Borrower to
confirm closing date and time or
mail away instructions.

D v

endorsements using any of the
I following:
www.thefund.com,
ATIDS,
E-Closing DT, or
I ePolicyManager

Prepare Closing Documents
affidavits;

CD; any escrow agreement for
unpaid bills;
other required documents

Complete loan package(s).
Confirm CD balances.
Obtain Lender approval for all
changes to loan docs.
Provide the CD to the Lender and
Borrower.

Once approved export data to
check writing program/module.

E-Closing DT
OR Manual Process

Update commitment to reflect
additional requirements or
exceptions necessary based upon
review of documents. Provide any
updates to commitment to the
Lender and other interested
parties.

E-Closing DT OR Manual Process

Complete the Closing
Mark up title commitment.

Obtain loan funding number from Lender.
Confirm wire transfer to trust account.
Confirm receipt and collection of all funds for
closing, and balance transaction.

Verify all documents are duly executed and
notarized (if necessary) and contain all addenda
& riders.

Verify and initiate checks or wires.

£ v

D-1 \4

Retrieve selected property and
name documents via email or
ATIDS. Archive for future
reference.

Distribute Checks or Wires To:
mortgage broker; survey company (if any);
existing Lender; Clerk of Court;
title company/attorney; appraiser (if not
P.0.C); couriers;

Old Republic National Title Insurance
Company; Attorneys’ Title Fund Services;
other payees

F v

E v

Update tax search
(if necessary).

Prepare Policy
Schedule A

Insert premium and property address.
Check the boxes of any included
endorsements.

Schedule B
Exceptions - see commitment.
List subordinate exceptions in
Schedule B-II, Part II.

In most refinance transactions, no owner’s
policy is issued. However, if the
Borrower requests one or to increase
coverage for an existing one, prepare and
issue a new owner’s policy.

E-Closing DT OR Manual Process

F-1 ¢

Obtain policy jack
OR ePo

Send to Lender:

Make copies of signed loan documents, then
courier the package back to the Lender.
Include certified copies of originals sent for
recording, and comply with ordering and copy
requirements of Lender.

Include the signed commitment with jacket.
Send Lender copies of all Schedule B
exceptions, if required by Lender,
loan policy (in jacket), a GLBA Privacy
Notice Disclosure, the original recorded
mortgage and riders.

Include endorsements not identified by check
boxes on Schedule A.

Send to Underwriter:
copies of all policies, endorsements; the
policy calculation worksheet; a check to
ORNTIC for the underwriter’s share of the
title insurance premium;

a copy of the prior policy relied on for reissue
rate if not a Fund policy; pertinent policy
information if Fund policy
Retain in File:
copy of prior policy when
there is a reissue rate premium.

! v

E-Closing DT allows electronic transmittal of
premiums, policies, endorsements and rating
calculation to The Fund. (Include the Policy
Premium Invoice statement when mailing in
the underwriter’s share of the title insurance

premium check.)

] OR

Non E-Closing DT users may upload
schedules for policies to remit policies
electronically and produce invoices using
ePolicyManager. Policies may be remitted
manually.

Update title search on the legal
description(s) using ATIDS,
focusing specifically on
confirmation of recordation of
insured mortgage, and the
correct order of multiple
mortgages.

A5 v

Order update of the title product
from Fund branch on’ATIDS,
www.thefund.com,
or E-Closing DT

Verify that the satisfaction of

Borrower’s mortgage(s) is/are

legally sufficient and has/have
been recorded

A v

Apply reasonable measures to
confirm that the mortgages and
liens paid off at closing have
been satisfied on the record.
Methods of confirmation include
the following:

Al v

Return of the original or a copy of
the recorded satisfaction(s)
bearing the clerk’s stamp
including recording book and
page or clerk’s document number.

A2 v

Review of clerk’s website,
focusing specifically on
confirmation of recordation
satisfaction(s).

A-3

Update title search on the
legal description(s) using
ATIDS, focusing specifically
on confirmation of
recordation of satisfaction(s).
Electronically pick up the
requested satisfaction
document. Examine, then
archive for future reference.

ATIDS

A-4 *

Order update of title product
from Fund branch-on: ATIDS;
www.thefund.com; or
E-Closing DT.

B ¢

Send to Borrower:
the original recorded
satisfaction of Borrower’s
mortgage if forwarded to you
for recording

c v

Review File:
Confirm all disbursements
have cleared trust account.

Verify any paid taxes or liens
were posted to correct
property account by proper
authority.

D v

| Close and store the file.
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