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CORRESPONDENCE CLOCKHOURS

INSTRUCTIONS:
1. Print out the class.
2. Read the class booklet.
3. At the end of the material there is a quiz (all the answers are in the material that you
have read).
4. Answer the questions.
5. Return to me the Quiz, evaluation and a check for the class payable to
CLOCKHOURS BY ANGIE, or complete your credit/debit card information on the
sheet provided.
6. Upon receipt, I will email you a certificate.

Disclaimer: I try very hard to have the latest known information on a subject in these classes, but,
the real estate industry is forever changing with new updates all the time. The class materials are
not to be used for legal advice. In our State, some items are handled different in the different
regions. If you have any concerns, please do not hesitate to contact me at 509-216-3220 or at
clockhoursbyangie@gmail.com

Copyright@clockhoursbyangie 11-16, 3-17

2

ESCROW, ESCROW OR ESCROW?
CURRICULUM
Session/hours

Topics

Method of instruction

1st hour

What is Escrow?
Review of PSA
Review of title
Docs are coming!
Docs are here!

Read material, take test

2nd hour

Actual Purchasers signing
Actual sellers signing

Read material, take test

3rd hour

Process docs back to
Lender
Funding& Recording
Final steps

Read material, take test
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ESCROW, ESCROW OR ESCROW?
This 3-clock hour class will focus on the entire “closing” process from the purchase
and sale agreement to the keys.

COURSE OBJECTIVES:
As a result of taking this class, the agent will be able to:
1. Know what happens once the Purchase and Sale Agreement arrives at the
closing office.
2. Understand what it means “docs are out”.
3. Be able to sit through a seller’s signing appointment and understand what the
client will be signing.
4. Be able to sit through a purchaser’s signing appointment and understand what
the clients will be signing.
5. Have a clear understanding of the recording and funding process.
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WHAT IS ESCROW?
Under the Washington Escrow Agent Registration Act (RCW 18:44), escrow is
formally defined as:
“Escrow means any transaction, except the acts of a
qualified intermediary in facilitating an exchange under
section 1031 of the Internal Revenue Code, wherein any
person or persons, for the purpose of effecting and
closing the sale, purchase, exchange, transfer,
encumbrance, or lease of real or personal property to
another person or persons, delivers any written
instrument, money, evidence of title to real or personal
property, or other thing of value to a third person to be
held by such third person until the happening of a
specified event or the performance of a prescribed
condition or conditions, when it is then to be delivered by such third person, in
compliance with instructions under which he or she is to act, to a grantee,
grantor, promise, promisor, obligee, obligor, lessee, lessor, bailee, bailor, or any
agent or employee thereof.”
From Wikipedia, the free encyclopedia:
An escrow is:
An arrangement where an independent trusted third-party receives and disburses
money and/or documents for two or more transacting parties, with the timing of
such disbursement by the third-party dependent on the performance by the parties
of agreed-upon contractual provisions, or an account established by a broker,
under the provisions of license law, for the purpose of holding funds on behalf of
the broker’s principal or some other person until the consummation or
termination of a transaction, or, A trust account held in the borrower’s name to
pay obligations such as property taxes and insurance premiums.
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The word derives from the Old French word escroue, meaning a scrap of paper or a
roll of parchment which indicated the deed that a third party held until a transaction
was completed.
NOW, IN SIMPLE TERMS:
1. ESCROW COLLECTIONS: There are escrow collection companies that handle
the “long-term” escrow collections for the “seller financed” contracts, notes and
trust deeds, mortgage, leases, etc. These companies can be a “true” escrow
collection company. They hold the original documents along with the release
documents and they accept and process the payments and keep tract of the
accounting thereof. Or, they can be just a collection company, not holding the
original fulfillment documents and only being responsible for the accounting and
handling of the money.
2. ESCROW RESERVES: Lenders and escrow collection companies, will hold
“reserve accounts” for taxes, insurance, assessments, condo dues, etc., where they
will collect monthly for said items and hold the funds in their account until such a
time that they are due and remit the payments from said “Escrow Reserve” account
on behalf of the parties.
3. ESCROW: A real estate closing is also called an “Escrow”. Commonly you hear
“docs have been sent to escrow”. It seems that different parts of the country either
use the word “closing” or “escrow”.
In the NWMLS form 21 there is a definition of Closing:
Line 70-71:
“Closing” means the date on which all documents are recorded and the sale
proceeds are available to the Seller.”
There are typically two ways settlement (closing) is done in the United States:
1. Closing in escrow usually occurs in states in the western half of the United States.
A title company, attorney or independent party holds the money, the signed deed
and arranges for the transfer. This is primarily so the seller can give up ownership
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of the property and the buyer can hand over the payment without both parties
having to be present at the same time. Escrow ensures an orderly transaction, or
if something goes wrong, an orderly termination of the agreement. This is the
typical transaction in the State of Washington.
2. On the eastern side of the United States, settlement (as closing is called) takes place
on a specified date and time during which ALL parties (usually including the agents
involved) meet at a settlement company presided over or supervised by a lawyer or
settlement agent. At that time, the settlement agent disburses all funds listed on
the settlement statement (in the form of certified or wired funds) and the property
exchange takes place and the deed is recorded by the company

Who can “close” in Washington State?
1. Attorneys
2. Title Companies (with LPO’s)
3. Independents (who would have two licenses) An
Escrow Officer’s License from State of Washington,
Department of Financial Institutions (DFI) and a
Limited Practice Officer’s License (LPO) from
Washington State Bar Association
4. Real Estate Brokers (yes, RCW 18:85 allows this)
Washington State is the only state in the United States that
has a license called a LIMITED PRACTICE OFFICER’S LICENSE (LPO), issued
by the Administrator for the Courts, Washington State Bar Association. This limited
license gives an individual the right to prepare certain closing documents that are on
an “approved list” of documents, and perform routine closing functions under the
rules approved.

Copyright@clockhoursbyangie 11-16, 3-17

7

NWMLS FORM 21
RESIDENTIAL REAL ESTATE PURCHASE AND SALE AGREEMENT
Page 3 of 5, lines 96-107 under CLOSING COSTS AND PRORATIONS AND
CHARGES AND ASSESSMENTS gives the closer very clear instructions for the
charges to be made on the closing statement.
Here is a review of that paragraph:
 Seller and Buyer shall each pay one-half of the escrow fees unless otherwise
required by applicable FHA or VA regulations.
 Taxes for the current year, rent, interest and lienable homeowner’s association
dues shall be pro-rated as of Closing.

NOTE: If there is rent to pro-rate or damage deposit please remember to give
that information to your closer ahead of time so that those charges/credits can be
on the closing statement.
 Buyer shall pay Buyer’s loan costs, including credit report, appraisal charge and
lender’s title insurance, unless provided otherwise in this Agreement.
 If any payments are delinquent on encumbrances which will remain after Closing,
Closing Agent is instructed to pay such delinquencies at Closing from money due,
or to be paid by Seller.
 Buyer shall pay for remaining fuel in the fuel tank if, prior to Closing, Seller obtains
a written statement from the supplier as to the quantity and current price and
provides such statement to the Closing Agent.
NOTE: This is an item that is commonly missed at closing and causes problems
after closing. If you know that the heat source is “oil or propane” please be sure
to get this information to the closer prior to the signing appointment.
Also, at the time of the preparation of the closing
statement by the closer, the utility company is
contacted to see how much is owing at that time and
what they will estimate the new charges to be up to
the projected closing date so the closer will
holdback enough funds from the seller to satisfy the
amount owing on the final bill.
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 Seller shall pay all utility charges, including unbilled charges. Unless waived in
Specific Tern No 14, Seller and Buyer request the services of Closing Agent in
disbursing funds necessary to satisfy unpaid utility charges in accordance with
RCW 60.80 and Seller shall provide the names and addresses of all utilities
providing service to the Property and having lien rights (attach Form 22K
Identification of Utilities or equivalent).
NOTE: SEE FLYER ON FORM 22 K INFORMATION
 Buyer is advised to verify the existence and amount of any local improvement
district, capacity or impact charges or other assessments that may be charged
against the Property before or after Closing.
 Seller will pay such charges that are or become due on or before Closing. Charges
levied before Closing, but becoming due after Closing shall be paid as agreed in
Specific Term No. 13.
NOTE: Your Closer will refer to the Purchase and Sale Agreement whenever there
is a question regarding who will pay for what. The default language will be relied
on unless there is “written” language on some other document that will supersede
the default language.

Copyright@clockhoursbyangie 11-16, 3-17

9

Purchase and Sale Agreement Arrives
at the Closing Office
After many hours, days, weeks or whatever, spent with the purchaser or the seller, you
now have a signed around Purchase and Sale Agreement. The Purchasers have
written a check for their earnest money deposit and depending on your office policy,
you will do one of the following two:
1. Deposit the check into your company trust account
2. Deliver the check to the designated closer, closing agent, Title Company or
attorney.

Who sends or delivers the Purchase and
Sale Agreement to the closer?

Answer: Everyone!

check and a copy of the Agreement.

The closer will receive numerous copies
of the Purchase and Sale Agreement.
Usually the selling agent will email or
deliver it to the closer. Sometimes it will
be both agents. There are times the seller
will drop off a copy or email, or the
Purchaser will deliver the earnest money

And, most of the time, once the Purchasers have met with the lender of their choice,
the lender will email or fax over a copy of the Agreement to the closer with the
instructions to add the lender to the title, the amount of the loan, and how they want
their name to read on the policy the purchaser will be buying for the lender.
And, you will be surprised, no, maybe you won’t be, but of the 2-5 copies of the
Purchase and Sale Agreement the closer receives from the various parties, the
number of pages is never the same! NEVER! Sometimes it is just the 5-page Form
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21, and sometimes it is 29 pages of ALL the pages signed with the agent. Many are
not even needed by the closing agent in order to prepare the closing, but they are
sent anyway Especially the Seller Disclosure Statement that is not part of the PSA.
The closer will sort all the various pages received to make sure they do have all the
documents necessary to prepare the closing papers.
Your closer would rather have extras or unneeded copies than to have one missing
that could make a big difference in following the instructions.
WHAT IS NEXT?
 Closing agent will read the Purchase and Sale Agreement and any addendums
and then call the agents if any questions.
 If the title report was not opened as a “listing preliminary”, it is opened now with
instructions for copies to be sent to both agents, lender, purchaser and seller.
If title was previously opened, then the title company will do a supplemental
adding the purchasers, sales price, lender and loan amount
 Payoffs, if any, are then ordered. The
closer will review the title report to see
what liens need to be paid off at closing
in order for the title to be clear. Usually
YouTube Break
the closer will need loan information
(loan number and social security
Listing Broker, Hosting Broker, and
number of the seller) in order to obtain
Open House By Annie
a payoff.
Fitzsimmons of The Washington
 Closing instructions are created by the
Realtor Legal Hotline Lawyer
closer or the closers assistant and a
“closing packet” will be mailed to both
the purchaser and seller with
instructions to read and sign certain
Double click the icon about to open video
documents and return.
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See HANDOUT #1 BUYER’S & SELLER’S OPENING PACKAGE
PURCHASER WILL RECEIVE:
Closing Instructions – usually 4-5 pages of setting out who the parties are, the
address of the property and then setting out the terms of what the responsibilities
1. APR 12 form setting out who the closer is that will prepare the documents and

perform the duties of the transaction.
2. Directions to the closing office.
3. Wiring instructions to help the purchaser set up ahead of time with their bank to
wire the balance needed for closing into the Closer’s trust account at time of the
actual signing appointment.
4. Insurance information – the purchaser must have homeowner’s insurance in
place (if applicable) and this form will be a reminder for them to start searching
and pricing an agent. Or, if they already have an agent lined up they normally
just enter the name, address and phone number of the agent.
SELLER WILL RECEIVE:
1. Closing instructions (as described above)
2. Directions to the closing office
3. Payoff request information – this form will allow the seller to enter all the
information about who the payoff would be obtained from and also is signed by
the sellers so the closer has permission to obtain the payoff from the lender. Many
lenders require this authorization before they will issue a payoff.
4. Information sheet on any utilities that may need to be contacted.
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NEW CHANGES TO THE INDUSTRY EFFECTIVE 10/3/15
For more than 30 years, the federal law has required all lenders to provide two
disclosure forms to consumers when they apply for a mortgage and two additional
short forms before they close on the home loan. These forms were developed by
different federal agencies under the Truth in Lending Act (TILA) and the Real Estate
Settlement Procedures Act (RESPA). To help simplify matters and avoid the
confusing situations consumers have often faced when purchasing or
refinancing a home in the past, the Dodd-Frank Act provided for the creation of the
Consumer Financial Protection Bureau (CFPB) and charged the bureau with
integrating the mortgage loan disclosures under the TILA and RESPA. It’s important
to remember that these changes are being done to empower the consumer to make
the best financial decisions.
“The goal of these new forms is to increase consumer understanding. They didn’t
think consumers had a very good idea of what they were getting into, especially
first-time homebuyers. They don’t understand the terms; they don’t understand
how a mortgage works or how payments can change. The CFPB really tried to
make the consumer aware of what is going on. They want them to know that
when a consumer sits down to sign for a loan, they understand all sides of that
loan.”

“It’s important to understand that this new regulator’s (CFPB) primary obligation and
mission is consumer protection.”
“It’s a very different reality with them
today than with regulators of the past.
It’s the right thing and our industry is
supportive of it, we simply have to be
aware that the focus isn’t going to be on
the ease or facilitation of industry
operational concerns.
Accountability to consumers is the
singular lenses through which all topics
are viewed.”
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The Bureau has now finalized a rule with new, integrated disclosure – Integrated
Mortgage Disclosures under the Real Estate Procedures Act (Regulation X) and the
Truth in Lending Act (Regulation Z). The TILA-RESPA rule also provides a detailed
explanation of how the forms should be filled out and used.
FIRST, the Good Faith Estimate (GFE) and the initial Truth-in-lending disclosure
(initial TIL) have been combined into a new form the LOAN ESTIMATE. Similar
to those forms, the new loan estimate form is designed to provide disclosures that will
be helpful to consumers in understanding the key features, costs and risks of the
mortgage loan for which they are applying and must be provided to consumers no
later than the third business day after they submit a loan application.
SECOND, the HUD-1 and the final Truth-in-lending disclosure (final TIL and,
together with the Initial TIL, the Truth-in-lending forms) have been combined into
another new form The CLOSING DISCLOSURE, which is designed to provide
disclosures that will be helpful to consumers in understanding all of the costs of the
transaction. This form must be provided to consumers at least three business days
before consummation of the loan. The forms use clear language and design it to make
it easier for consumers to locate key information such as:






Interest rate
Monthly payments
Costs to close the loan
Whether they can afford the loan
Comparisons of the cost of different loan offers

What transaction types are affected?
The new rules and the new forms apply to all closed-end consumer credit transactions
secured by real property, other than reverse mortgages, which include the following
types of loans:
 Purchase money
 Refinance
 25 acres
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 Vacant land
 Construction only
 Timeshare
What transaction types are exempt?
Consumer loans exempted from the new rules and the new forms are as follows:
 Home equity lines of credit (HELOCS)
 Reverse mortgages
 Mortgages secured by a mobile home or by a dwelling that is not attached to real
property
 Loans made by persons who are not considered “creditors”, because they make
five or fewer mortgages in a year. (An example would be seller financed
transactions) Creditors will be required to issue a TILA disclosure and Good Faith
Estimate (GFE) on these types of loans. Settlement agents will be required to use
a 2010 HUD-1 settlement statement to close these types of loans.

WORKING WITH THE SETTLEMENT INDUSTRY:
The rule states that the lenders are responsible
for the production and delivery of the Closing
Disclosure, something that has always been
completed by the settlement industry. It does
say that lenders may choose to use settlement
agents to provide these forms; however, each
company must determine for themselves how
they want to proceed.
“For many years, the way the industry has worked is the title companies and
attorneys have handled the preparation of the HUD-1 and acted as the third-party
intermediary that holds the funds and prepares the report, the HUD-1, which tells
everybody what they owe, what they are getting, etc.” Brashier said. “The CFPB
(Consumer Financial Protection Bureau) said no longer is that the case. You still
close at a title company or attorney, but all the data that the title company or
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attorney typically has been putting together on the form is now going to be
prepared by the lender and you cannot have any changes within three days of the
date the purchase goes through.”
Most lenders have made their decision and informed the closing agents they work with
that although they still will be working closely with settlement agents to close
transactions and gather necessary information, they will be creating and providing the
Closing Disclosure to their customers. All agree that regardless of who provides the
forms, lenders and settlement agents will need to work closely together to gather the
information necessary to complete the Closing Disclosure.
Remember, the lender is responsible for compliance. Therefore, many lenders will
want to control the generation and delivery of the borrower’s Closing Disclosure to
consistently meet internal compliance and regulator expectations.
The lender will send the closer by way of email documents that need to be completed
and returned back to the lender. They will request certain fees that only the closer
can produce such as title fee, closing fee, and recording fees.
The lender will send the closer a statement of the purchaser’s costs or a preliminary
copy of the closing disclosure so the closer can “mirror” these costs into their own
system and then prepare the sellers closing disclosure. This needs to be done so the
closer will be able to balance with then just like they did with a HUD-1 for funding.
NO MATTER WHO PREPARES THE “CLOSING DISCLOSURE” THE
BORROWER MUST RECEIVE THIS DOCUMENT 3 DAYS PRIOR TO THE
SIGNING APPOINTMENT. THE CONSUMER FINANCIAL PROTECTION
BUREAU PLACED THIS RULE INTO EFFECT SO WE WOULD
HAVE”BETTER INFORMED CONSUMERS”.
Delivery of the “CD” to the borrower can be many various ways:
1. Emailed to the borrower by the lender for review
2. Emailed to borrower by lender and then contacted to arrange a time for a person
working for the lender to review the “CD” line by line on the phone
3. The loan officer or another person employed by lender arranges to meet the
borrower to review the “CD” in person.
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4. The broker contacts the closer and arranges a time for the borrower to review the
“CD” with the closer 3 days prior to signing appointment.
5. Some lenders are complying with the 3-day rule, and there are some that are getting
the “CD” out to the borrower 10-14 days prior to the signing appointment.
Some lenders require the
borrower to sign the “CD” and
scan the signature page to them
prior to the signing appointment
so they will have proof in their
file.
Once this is done, then the
lender will deliver loan documents to the closer. Some lenders will send all the closing
documents to the closer when the “CD” is ready so they have it ahead of time and can
arrange to have the seller execute their documents.
OR, IF THE TRANSACTION IS “EXEMPT” FROM THE “CLOSING
DISCLOSURE”, THE HUD-1 WOULD BE USED OR A CLOSING
STATEMENT.
1. Closing disclosure (FHA, VA or Conv after 10/3/15)
2. Hud-1 (see exempt list)
3. Settlement closing statement (cash or seller financed)
DOCS ARE OUT!
Once the lenders documents are received by the closer, the closer is ready to proceed.
The closer will have the following on their desk necessary to prepare the closing:
1.
2.
3.
4.

Purchase and Sale Agreement and any addendums
Preliminary title report and any supplementals
Payoffs
Lenders Instructions
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5. Closing Disclosure for Purchaser prepared usually by the lender, unless it is an
exempt transaction, then it would be a HUD1 or a settlement statement that the
closer will prepare for both purchaser and seller.
A very important item to understand at this time is the closer will need to input all
the information the lender has in the closing disclosure and will adjust any items that
may have been estimate. Usually the items are pro-rates and recording fees.
The closer will then send their adjusted ‘CD’ to the lender to approve prior to
setting the appointment for the borrower.
Many lenders tell their borrower’s not to get their cashier’s check or arrange their
wire until they hear from the settlement agent.
The closer will read the lenders instructions and prepare the balance of the
documents.

IF THE TRANSACTION IS A HUD-1
OR SETTLEMENT STATEMENT
After the closer has prepared the HUD
settlement statement, the closer will email
or fax to the lender for their approval.
Many times, lenders will have the closer
move an item or two around on the HUD
on another line, which could result in
different amounts required for the bottom
line for the purchasers to bring to closing.
This could go back and forth between the
closer and the lender a few times until final
approval is put on the HUD by the lender.
The closer can then schedule appointments and inform the purchaser or their agent
how much money they will need to bring to their signing appointment. Funds must
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be in a cashier’s check payable to the closing agent or attorney or wired funds into
their trust account.
Now, let’s review an actual HUD-1:
SEE HANDOUT # 2 HUD SETTLEMENT STATEMENT
Page 1 of 5:
The first one third of the page will have names and addresses of the borrower, seller
and lender. Then, it will list the property location, settlement agent.
You will note that there are 5 different areas for dates:
1.
2.
3.
4.
5.

Settlement date
Pro-ration date
Funding date
Disbursement date
Signing date

(Five does seem a little bit much, huh?) But it was decided that all these dates were
needed based on certain requirements of the lenders.)
The left side of the page will list all the borrowers’ charges/credits and the right side
will be the seller’s charges/credits.
Pages 1 and 2
At closing, most closers, when presenting the document to the purchaser or seller will
typically start with page 2 as the bottom line numbers are carried to the front so it
makes sense.
Let’s start with a review of the purchaser’s side:
Lines 700-1305 will list all the charges. Many times the purchaser will bring along a
copy of their good faith estimate and compare the charges on that document with the
HUD-1.
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The charges are broken down into three groups:
1. Lines 800-808: These amounts must be exactly as quoted on the good faith
estimate.
2. Lines 1100 – 1206 – These amounts can change by up to 10% without causing the
lender to have to re-do the good faith estimate and wait the required number of
days to close or agree to credit the purchaser for the difference it is off which is
called a “tolerance”
3. 1300-1305 – these charges are for services that the seller or purchaser can shop
for, therefore can be subject to change and the lender will only be able to give an
estimate on the good faith estimate that they are not responsible for.
Line numbers 900-1007 are all based on interest, taxes, insurance and assessments.
Any of these can change based on actual amounts of the policies or the amounts of
record and then are subject to pro-rate dates then are subject to change based on
funding date.
Now, the total amount that is on line 1400 is then carried forward to page 1 under
103.
The closer will now review the first page with the purchaser. We start out with sales
price, and then add the settlement charges from page 2, then pro-rates to a total on
line 120. Starting with line 200, the loan amount is listing, any deposits the purchaser
may have and the credit for the seller’s owner’s policy, with a total of that section on
line 220. Then line 301, gross amount due from borrower is subtracted from line
302, less amount paid by/for borrower and on line 303 it will show how much money
the purchaser will bring to closing or receive back.
Now, we will review the seller’s side:
Line 700-1305 will list the charges, for a total on line 1400 that is then carried forward
onto the first page under line #502. We then review page 1 starting out with the sales
price and then any pro-rates for a total on line 420; Then from lines 500-519 charges
to the seller, and a total online 520. We then take the total amount due to seller, line
601 and subtract line 602 for a net to the seller on line 603 which would be the
proceeds or the amount they would need to bring to the closing table.
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Page 3:
This page is the page we call the “lender’s” section. It will break down for the
purchasers what the “three” different categories of charges there are.
1. Charges that Cannot change
2. Charges that in total cannot increase more than 10%
3. Charges that can change
Page 4:
This is a separate page to put any payoff information on, if any
Page 5:
This is the signature page for the seller, purchaser and the closer

IF THE TRANSACTION IS A “CLOSING DISCLOSURE”
HANDOUT #3 – CLOSING DISCLOSURE FOR PURCHASER
Page 1
 The loan term table
 The projected payments table
 The costs due at time of signing
Page 2
 The loans costs
 And other costs
Page 3
 Calculating Cash to close table
 Summaries of transactions tables
For transactions without a seller (refinance) Payoffs and Payment tables may be
substituted for the Summaries of Transactions table and placed before the alternative
calculating Cash to close.
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Page 4
 Loan disclosures
 Adjustable payment
 Adjustable interest rate (AIR)
Page 5
 Loan Calculations
 Other disclosures
 Questions notice
 Contact information
 Confirm receipt
This closing disclosure must be received by the purchaser, reviewed and
acknowledged and return to the lender at least three days prior to the signing
appointment.
Many times, this closing disclosure is not
sent to the settlement agent at the same time.
The closer may not get a copy of it until the
day the balance of the loan documents are
sent, which could be the day of signing. The
closer will then input all the charges/credits
the lender has on that document and they
will adjust some of the items the lender
estimated such as the recording fees, prorates, and HOA’s. Then the lender will send
this corrected copy to the lender for approval. After that is done, the closer will send
a copy of a settlement statement to each real estate agent for review and approval,
hopefully prior to the signing appointment!
One of the things I like to point out in this class is the form from the Spokane
Association of Realtors Form SAR SA 10/15:
LENDER RELEASE OF CONSUMER DISCLOSURE INFORMATION. Each buyer
acknowledges that the listing real estate brokerage firm and its assigned broker
(s), selling real estate brokerage firm and its assigned broker(s), and the Closing
Agent may be able to assist in identifying and correcting information contained
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in any Disclosure Statement or similar document provided to Buyer(s) in
connection with any loan being obtained for the purchase of the Property.
Accordingly, each Buyer consents to disclosure of any Disclosure Statement or
similar document to all of the above and directs the lender(s) involved in this
transaction to provide full disclosure of such Disclosure Statement or similar
document to each of the above at the same time such information is disclosed to
Buyer(s).
SCHEDULE OF THE SELLERS APPOINTMENT
The closer will contact the real estate listing agent to coordinate the seller’s signing
appointment or will contact the seller directly to line up the appointment, whatever
the instructions of the agent are. The seller’s appointment usually lasts between 15-20
minutes, depending on the questions and the review of the documents by the sellers.
The sellers must bring acceptable valid
picture ID to the closing and the closer will
need to take a copy of the ID to keep in the
closing file so they are able to notarize their
signatures. Depending of the type of loan the
purchasers are getting, there may be
documents in the closing that would require
the signature of the sellers, also.
REVIEW OF COMMON DOCUMENTS SIGNED BY SELLER:
1. All terms and conditions form: This form merely says that all terms and conditions
have been met. There are no “side agreements” or “verbal” agreements at this
time.
2. Closing statement: This is a one page document that lists the debits and credits
and the bottom line shows what the sellers net proceeds will be
3. HUD Settlement Statement or Closing Disclosure: Generally this document is 46 pages long. It will list everything about the closing on certain line items and it will
end up on page 2 at the bottom with the net proceeds to the seller identical to the
“closing statement” listed under 2 above.
4. Addendum to Closing Disclosure: This document is used if there is a Closing
Disclosure. The seller has to sign a statement that says “I have carefully reviewed
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5.

6.

7.
8.

9.

the Closing Disclosure and to the best of my knowledge and belief, it is a true and
accurate statement of all receipts and disbursements made on my account or by
me in this transaction. I further confirm that I have received a copy of the Closing
Disclosure.”
Warranty deed: This document is margin sensitive. When the seller signs, this
document the closer will be sure to point out that the signature cannot go in the 1”
margin on any of the three sides or the required 3” margin at the top. This is
because when that document goes to the Courthouse to be recorded in the
recorder’s office it fits in a “templet” prior to recording and if anything is in the
required margins, they reject it and it does not record. They then ask for either a
new deed signed AGAIN by the seller or authorization to put a cover page on the
document but that costs an additional $50.00; the deed is the document that
conveys the seller’s interest to the new purchasers. The closer will be sure to have
the purchaser acknowledge a copy of this document to be sure they have the
purchasers name spelled correctly as this is how it will be entered in the County.
Excise tax affidavit: This document sets out many important items for the County
records. It will show the seller, the purchaser and who the future taxpayer will be.
Many times the purchaser establishes a reserve account to handle future taxes and
this is where the lender or servicing company’s name and address will be so the
Treasurer is informed of whom to send the future tax bills to. Also included on
this form sets out the type of land and whether it is classified and if so whether it
will continue to remain in classification or not. Of course further down shows the
sales price and finally how much excise tax is due to the County. In Spokane
County we have 3 tax rates based on where the property is: 1.78%, 1.53% or 1.28
%. Both seller and purchaser acknowledge this document. It comes in 4 identical
copies, but they only need to sign the first page.
SEE HANDOUT # 4 – real estate excise tax rates for the State
Utility holdback agreement: This document will set out how much the closer has
decided to hold back from the seller in order to pay any lienable utility charges due
at closing.
Notice regarding closing services (APR12): If your closer is a Limited Practice
Officer, this document is required. It set outs who your LPO is and the number
they were assigned when they became an LPO from the Washington Bar
Association. It also states that the LPO cannot give legal advice and must refer you
to an attorney.
Certification of reporting – IRS 1099 reporting form: This document will need to
have the seller insert their current mailing address, whether they are an individual
or a corporation and insert their Taxpayer Identification number. Next will be
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whether this is their primary residence or not; and, one more thing, whether they
used any part of the home for business purposes. Based on what they enter on
this form will determine whether the closer will report the sales price to the IRS or
not.
10.FIRPTA form: The seller will state whether they are foreign citizens or not. They
will need to enter their TIN; If they do not have one, then at this time the closer
will have to determine whether the seller is subject to 10% of the sales price
holdback until the IRS sends the necessary documents to the closer to remit the
money directly to the IRS or refund back to the seller.
11.Closing Instructions: These are the documents that are sent to the seller at the
open of escrow and if the seller did not sign and return them, then they are now
signed
12.Supplemental Instructions: These are a continuation of the Closing Instructions,
as to what document was prepared by the closer. Then it continues with a separate
page as to if the seller is receiving funds at closing, then how do they want to receive
them. The choices are: wired, deposited into a bank account of their choice,
picked up or mailed.
13. Misc. documents: Based on the type of loan the purchaser has obtained (FHA,
VA, and USDA) the lender may have additional documents for the seller to sign.

SCHEDULE OF APPOINTMENT WITH PURCHASERS
The purchaser’s closing appointment is
usually 45-60 minutes, once again depending
on the time they need to read and sign (and
understand) the documents. The amount of
documents placed in front of them is usually
intimidating in size, but there are only 3
things that the purchasers are interested in
and they are normally addressed up front to
make the process seem less intimidating:
1. Amount of money to close
2. Interest rate
3. Payment amount
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The following is an example of the types of documents that will need to be signed at
signing appointment, based on the lenders requirements:
1. All Terms and Conditions – same as sellers
2. Review of preliminary title: this is where the purchaser will have a chance to review
the title report one more time to be sure they have an understanding of what will
remain on the title once the deed is recorded to them.
3. Closing Statement – same as sellers but instead it has the purchaser’s debits and
credits
4. HUD-1 OR Closing disclosure– same as sellers;
5. Borrower’s certification: This is a lender document which states that the purchaser
has not incurred any additional debt, changes in employment, or marital status
since making application.
6. If an FHA or VA loan, Amendatory Clause: This document states what the
appraised value is and is the “escape clause” for the purchaser if the appraisal did
not meet the sales price.
7. Promissory note: This document will set out the loan amount, the interest rate,
the length of time of the note and the principal and interest portion of the payment.
Also, included is the late charge terminology.
8. Deed of trust: This is a margin sensitive document. When it is sent to the
recorder’s office to be recorded it must go into a template and there cannot be any
writing in the 3” at the top of the page, nor anything in the 1” margin on the two
sides or the bottom. So when the purchaser signs this document the closer will be
sure to disclose this ahead of time so that the document is not rejected at the
courthouse which will delay recording AND, we don’t want that! This is the
document that the purchaser signs giving the lender a beneficial interest in the
property for the amount of the loan and the terms.
9. First Payment Letter: The lender will set out on this form when the first payment
is, what the total amount is, what the amount will be if it is late and where it is
remitted to.
10.Address certification: The purchaser signs and certifies that the address of the
property is correct and where do they want the correspondence from the lender to
be sent to. If the purchaser wants to use a PO Box or different address, this would
be the form to put that information on.
11.Reserve Account Disclosure: This will set out what the reserve account will be for
one year and how much will be collected towards the insurance, taxes or
assessments.
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12.Federal truth in lending: This document will set out how much the purchaser will
pay in principal and interest over the term of the loan and then set out the APR
rate.
13.Quality Control Release: This document will inform the purchaser that the lender
may contact the purchaser sometime in the future to ask how they did during the
loan process. Were all their needs and questions answered?
14. Borrower’s income certification: Once
again the purchaser will certify there have
been no changes in income, debt or marital
status since making application.
15. Occupancy certification:
This
document will state that it is the purchaser’s
intent to use this home as their primary
residence and intent to occupy the home
within a certain number of days.
16. Flood insurance certification: This
document will let the purchaser know if they are in a flood district or not. If they
are they will have already been informed by the lender and flood insurance would
be required.
17.Signature affidavit: The purchaser will sign their name as their “true and exact
signature” Sometimes on credit the borrowers name is shortened or spelled wrong
and this would be the time they would acknowledge that they are one and the same.
18.Hazard insurance authorization: This document sets out who the insurance agent
is and what the coverage is that they understand they must keep the property
insured at all times or the lender will place their own insurance.
19.Certificate of loans to one borrower: This document is where the purchaser
certifies that they have not signed any other paperwork at another lenders office
that would encumber the property they are purchasing. Appraisal acknowledged:
The purchaser will state that they received a copy of the appraisal prior to the
signing appointment.
20.Certification of conditions met: This document will state that if there were any
conditions, they have been met to the purchaser’s satisfaction prior to the signing
appointment.
21.Request for transcript of tax return: The purchaser will enter in their social security
number and give permission for the lender to obtain a copy of a certain year’s tax
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returns in a specified amount of time if needed by the lender or a lender who will
be assigned the loan.
22.Request for taxpayer ID: The purchaser will be required to certify that the social
security number on the form is their number.
23.Escrow Instructions from the lender: Many times the lender will want the
purchaser to acknowledge the escrow instructions that were sent to the closer to
prepare the documents.
24.Copy of warranty deed: The purchasers will acknowledge a copy of the deed that
the sellers will be executing to them.
25.Excise tax affidavit: This form requires a signature from only one of the purchasers
at the bottom. It contains both purchasers and sellers name and address, sales
price and how much excise tax the seller is required to pay for this sale to the State.
26.Notice regarding closing services (APR12) same as sellers
27.Closing instructions – Same as sellers
28.Supplemental closing instructions – same as sellers
The above are the most commonly used documents required when a lender is
involved in a transaction. There are many more documents included in the loan
packet that say almost the same thing as some of the documents, but presented in a
different format. Typically, most purchasers have anywhere from the above 29
documents up to somewhere around 50-60 documents.
NOTE: If a cash transaction, the number of documents to be signed would be right
around 10!

NOW THE CLOSERS WORK CONTINUES…….
After the purchaser and seller have both signed documents and the purchaser has
either had the funds due to close wired or brought in a cashier’s check, the closer will
process the documents to the lender and the title company for recording.
In the lenders instructions, it will state what documents must be returned to the lender.
Normally the lender will receive the original signed and dated documents of all their
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documents except the deed of trust. The lender will request 2 copies of the deed of
trust and the warranty deed and will stamp them “this is a true and exact copy of the
original” and will sign it.
The Title Company will need the recordable documents and the excise tax affidavit.
On a normal purchase, the closer will send the original warranty deed, excise tax
affidavit and the original deed of trust along with a check payable to the County
Treasurer for the excise tax with a letter that states they are to HOLD the documents
until they get approval to release for recording.
 Balancing with the lender: Once the lender
has reviewed the documents that have been
returned to them, they will then be in a position to
“balance” with the closer. The lender calls the
closer and tells them they want to balance. The
closer will go to their computer screen to that
particular transaction to the lender screen and at
the bottom it will state how much money the
lender will wire to the closer after their charges.
This is the amount the lender will “balance” with
the closer and if it matches, they authorize the closer to contact the title company
and “release” the recording. The funds are then wired to the closers trust account.
If the amount the lender states they are sending and the amount that is on the net
of the closers screen are different, then they review all the entries until they find
which one is incorrect and will require correction.
 Recording and funding: When the closer gets the approval to record the
documents from the lender, the closer will call the title company and authorize
them to record the documents that were previously “on hold”. The title company
usually has 3 or 4 runs a day to the courthouse to record the documents. Once
the documents are recorded, the recording department will call the closer, and any
other parties listed on the recording instructions, with the recording numbers of
the documents. The closer is ready to fund the loan once the money is in their
trust account. The closer will print all the checks, make copies of the Final HUD
and letters. The payoff, if any, shall be overnighted or wired to the lender. The
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seller is contacted that the transaction is completed and their money is ready for
pick up or has been mailed or wired. And all the other checks are either delivered
or mailed out to the parties.
Here is a brief rundown of what Recording does for you and your transaction:
When the closer sends to the recording department the packet with the warranty deed,
deed of trust, excise tax affidavit and check for excise tax, the following must happen.
When recording comes in, recording pulls the file and reviews the closers instructions.
Files are reviewed in the order received, unless bumped by a rush.





Check to see if all the documents mentioned in the instructions were received.
Runs the names through the GI and PI
Verifies the policy exceptions on the instructions
Reviews all documents for correct parcel number, legal description, (long and
abbreviated), loan amount, (looking for a change in the premium), notaries, and
margins (the return address must be in the three-inch margin at the top, not below
it)
 Reviews the excise tax affidavit for vesting, addresses, legal, WAC code, reason for
WAC code, assessment amount, correct amount collected for tax (any changes
made to this document must be made 4x’s!)
 Will mark the preliminary title up for the final policy department per the recording
instructions. It is extremely beneficial for the final policy department to receive
clear instructions as to how taxes should be shown on the final policy.
 Then adds the documents to the “board” for the next run (when recording has
been released to record.)
This whole process takes anywhere from 15-30 minutes, depending upon if there
are unusual things to review, such as trust documents, etc. (Anything unusual is
taken to a title officer for review, so recording has to wait for the file to return
before review can be completed). Times this by the 30-50 recordings the
department is handling per day and you can see how stressful this job can become.
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 Completion of the file: After the loan is funded, escrow will:
1. Order final utilities
2. Print final documents for the file
3. Input the 1099 information and print for yearend reporting to IRS and seller.
The File will be kept open until certain exceptions on the preliminary title are
cleared, if any. The closer may be waiting for a Satisfaction of Lien, Full
Reconveyance, Fulfillment warranty deed, or other items to release certain
exceptions of title. Once the preliminary title has all the documents to release the
necessary exceptions, the final policy can be issued to the purchaser.
Once final title is issued, the file is ready to be scanned and placed in storage and
held there for 7 years according to the law.

THE PURCHASERS WANT THEIR KEYS AND THE SELLERS NEED
THEIR MONEY……..MOST LIKELY TO BE A PURCHASER OF A NEW
HOME!
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Quiz for Escrow, Escrow or Escrow?
1
2
3
4
5
6
7
8
9
10
11
12
13
14
15
16
17
18
19
20
21
22
23
24
25

The word “escrow” has 3 or more meanings.
There is more than one entity that can handle a real estate closing.
Limited Practice Officers are only in the State of Washington.
Many times the “closer” will receive numerous copies of the PSA.
Only the real estate closer can hold the earnest money in their trust account.
Closing instructions are sent to both the seller and purchaser prior to closing.
The new lender keeps in constant contact with the closer.
A title report is never opened until the purchaser has been approved for the
loan.
Normally, the listing agent will order a copy of the payoff, if any.
The seller will need to sign an authorization in order for a payoff to be ordered.
The closer will receive the closing documents from the lender 7 days ahead of
the projected closing date in order to have everything reviewed timely by all.
The lender does not review the settlement statement until all the loan
documents are signed and returned to the lender.
At time of closing, the purchaser can write a personal check for the amount
due to close.
The closer will set up an appointment for both the seller and purchaser to
come in to sign at the same time.
At time of closing, a picture ID that is current will be needed by both the
purchaser and seller if a notary is needed on any document.
The closer will have the seller pay any final utility bills outside of escrow.
The seller will pay any payoffs due outside of escrow from their proceeds
check.
If the seller is a foreign citizen, there may be a holdback of funds.
The purchasers signing appointment averages 45 – 60 minutes.
The sellers signing appointment averages 15-20 minutes.
Normally the lender will wire funds when the documents are sent to closer.
The closer will order all the final utility bills upon funding of the loan.
Most closers will have the closing file “scanned” prior to placing in storage.
The final title policy will be mailed to the purchaser by the title company.
The closer will input any IRS 1099 reporting information prior to putting the file
in storage so they are ready to do the necessary filing at year end.
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I attest that I have read the materials and have answered the questions.

X_________________________________________
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MANDATORY EVALUATION FOR:
ESCROW, ESCROW OR ESCROW?
Please fill out the following form and return
with your completed clock hour class quiz.
Name/ Company: ______________________________________________________________________
Address:_____________________________________________________________
City, State, Zip: ________________________________________________________________________
Phone: (personal) ___________________________________(work)_____________________________
Email: _______________________________________________________________________________
License Renewal Date: __________________________________________________________________
Signature: __________________________________________Date: _____________________________
1. What are 3 things that you learned from this course?
1. ______________________________________________________________________________
2. ______________________________________________________________________________
3. _____________________________________________________________________________
2. Do you feel the clock hour material was easy to follow?______________________________________
3. Did the material give you information to help you in your profession? __________________________
4. Will the material help you with future transactions? ________________________________________
5. Why did you choose to take this course? Topic __ Time __ Cost __ Ease __ Other__
6. How long did this class take you to complete? ______________________ (a “clock hour” is 50 minute)
Payment method: ______cash ______check_______credit card ______________________________
3 digits on back_______ exp. Date_______zip code of where bill is sent__________
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