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Q U I C K  R E F E R E N C E
Complete the following information as it becomes available. 
Utility companies my ask for your Escrow Number and the name of your Title Company. 
IMPORTANT: Do not cancel your current home insurance or disconnect utilities prior to 
the close of escrow

Escrow Number

New Address

City/State/Zip

Name

Other Team Members

Company

Address

City/State/Zip

Phone

Cell

Fax

Email

Website

REALTOR

Agent

Phone

Policy Number

Stop Date

Agent

Phone

Policy Number

Start Date

Home Warranty

Plan Number

Policy Number

Website

INSURANCE

Southwest Gas

Other

Start Date

GAS

Salt River Project

APS

Start Date

ELECTRIC

602.236.8888 - www.srpnet.com

602.371.7171 - www.aps.com

COX

Direct TV

Dish Network

Western Broadband

Century Link

Start Date

COMMUNICATIONS
INTERNET AND TELEVISION SERVICE

602.277.1000 - www.cox.com

1.888.777.2454 - www.directtv.com

1.800.823.4929 - www.dishnetwork.com

480.895.8084 - www.westernbroadband.net

1.800.366.8201 - www.centurylink.com

Escrow Officer

Phone

Fax

Email

Escrow Assistant

Phone

Email

Address

City/State/Zip

SECURITY TITLE AGENCY

AT&T

Verizon

New Phone Number

COMMUNICATIONS
PHONE SERVICE

1.800.222.0300 - www.att.com

1.800.922.0204 - www.connecttoverizon.com

Arizona Republic

The Tribune

NEWSPAPERS

602.444.1000 - www.azcentral.com

480.898.6500 - www.tribune.com

United Postal Service

MAIL

www.usps.com
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“

“D O U G L A S  A D A M S

Note: If you decide to sell your home in the future, new title insurance will be needed to protect your Buyer for the time prior to and during your 
ownership for any defects that may have occurred. See Security Title’s short-term, reduced-rate certificate.

Security Title Agency
REDUCED RATE CERTIFICATE

Owner:

Pol icy No. :

Real Estate Agent:

Recorded Sales Date:

To give real
service, you

must add
something

which cannot
be bought or

measured with
money, and that

is sincerity and
integrity.    

This certificate entitles you to reduced rates 

for an Owner’s Policy should you sell your 

property within three (3) years from the 

date the sale was recorded.

The offer is appl icable only i f  the pol icy is issued by Security Tit le.  To ensure your 

discount,  present this cert if icate to your real  estate agent when you l ist  your home for 

sale.  Three Year Reduced Rate offer expires on
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S E C U R I T Y  T I T L E

We hope you f ind this information beneficial  in 

making your transaction and experience a smooth 

and posit ive one!

S E C U R I T Y  T I T L E

We hope you f ind this information beneficial  in 

making your transaction and experience a smooth 

and posit ive one!

With over 160 years of history in the t it le 

industry, Security Tit le and our FNF 

family of t it le companies offers you the 

f inancial strength, experience and       

expertise needed to close your             

transactions with confidence and peace 

of mind.

This booklet has been prepared to give 

you an overview of the general process 

involved during the sel l  of a home and 

explain the various roles that we wil l  

play in helping to close your transaction.

We at Security Tit le
are proud to be able
to provide this  
helpful  guide to 
understanding the 
tit le and escrow 
process when sel l ing
a home in Ar izona
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S E R V I C E S

OPEN escrow and deposit your earnest money in a 
separate escrow account.

CONDUCT a title search to determine ownership and 
status of the subject property.

ISSUE a title commitment and begin the process to 
delete or record items to provide clear title to the 
property.

ASK you to complete a beneficiary’s statement if you 
are assuming the Seller’s loan.

MEET all deadlines as specified in the contract.

REQUEST payoff information for the Seller’s loans, 
other liens, homeowners association fees, etc.

PRORATE fees, such as property taxes, per the 
contract, and prepare the settlement statement.

SET separate appointments: Seller will sign documents; 
Buyer will sign documents and deposit funds.

REVIEW documents ensuring all conditions and legal 
requirements are fulfilled; request funds from lender.

When all funds are deposited, RECORD documents at 
the County Recorder to transfer the subject property to 
the buyer.

After recordation is confirmed, CLOSE escrow and 
disburse funds, including Seller’s proceeds, loan payoffs, 
REALTORS®, commissions, related fees for recording, 
etc.

PREPARE and send final documents to parties involved.

AS PART OF OUR SERVICE, SECURITY TITLE WILL:
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K E Y  P R O F E S S I O N A L S  I N V O LV E D

REALTOR® 

A REALTOR® is a licensed real estate agent and a 

member of the National Association of REALTORS®, 

a real estate trade association. REALTORS® also 

belong to their state and local Association of 

REALTORS®.

REAL ESTATE AGENT

A real estate agent is licensed by the state to 

represent parties in the transfer of real property. 

Every realtor is a real estate agent, but not every 

real estate agent has the professional

designation of a REALTOR®.

LISTING AGENT

A key role of the listing agent or broker is to

form a legal relationship with the homeowner

to sell the property and place the property in the

Multiple Listing Service.

BUYER’S AGENT

A key role of the buyer’s agent or broker is to work

with the buyer to locate a suitable property and

negotiate a successful home purchase. 
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P R I C I N G  Y O U R  H O M E    
Without a doubt, of all the mistakes that a seller can make, price is the most harmful and costly. Price the home too low and the home will 
sell quickly, but the seller will lose money that is rightfully theirs. Price the property too high and it will not sell. The home will continue to cost 
the seller money in the form of interest, repairs and upkeep.

PREPARING FOR THE MOVE:
There are four reasons that one must price a home correctly from day one of the l ist ing.

TIME

Chances are that your home wil l  ult imately sel l  at its fair market value. Pricing it      

properly at the onset simply increases the l ikel ihood of a t imely sale with less              

inconvenience and greater monetary return.

COMPETITION

Buyers educate themselves by viewing many properties and they wil l  always look at a 

range of homes priced competit ively.  They know, or learn quickly,  what is a fair price. 

If  your home is not competit ive in value with those they have seen in the same price 

range, it  s imply wil l  not sel l .

REPUTATION

Overpricing causes most homes to remain on the market too long. Buyers and agents 

become aware of the long exposure period and often are hesitant to make an offer 

because they fear something is wrong with the property. Clean, well-prepared homes 

that are on the market for a long period of t ime historical ly sel l  for less than their fair 

market value.

INCONVENIENCE

I f  overpricing keeps your home from sel l ing promptly,  you may end up owning two 

homes, the one your are trying to sel l  and the new home you have already purchased. 

Statist ical ly,  the typical activity that is generated on a property is generated in the f irst 

f ive weeks of the l ist ing period.
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S H O W I N G  Y O U R  H O M E

First impressions are the most important sales tool. Emotion plays a tremendous part in creating an interest in your home from a potential 
buyer. Make certain your home puts its “best foot forward” and that you follow the time-tested rules and behavior that will enhance the 
likelihood of a sale.

OUTSIDE ENTRY
The front door should be clean, fresh and invit ing. Make sure the landscaping is maintained.

WINDOWS
Clean windows make a home seem bigger and brighter and add tremendously to a home’s “show-abil ity”.

LIGHTS
Make certain al l  your l ight f ixtures are working and turn on al l  the l ights when showing the home (night or day).  It  
makes the home much more welcoming.

CLOSETS
Neat closets appear larger and keep buyers from wondering if  they might be too small .

BATHROOMS SELL HOMES!!!
Each one wil l  be closely inspected. Repair caulking, f ix leaks and make sure everything sparkles and smells clean.

BEDROOMS
Remove excess furniture and decorations and use attractive, freshly laundered bedspreads and window coverings to 
make these rooms more invit ing.

MINOR REPAIRS
Creaking doors,  loose handles,  st icking windows, dirty wallpaper,  worn woodwork, and faded walls al l  reduce buyer 
appeal .  A l itt le money spent in f ixing these things wil l  keep you from trying to convince the buyer how it could       
actual ly look, and result in a quicker sale at a higher price.

FLOORS
Keep the carpet vacuumed, the f loors washed and remove any clutter from the f loors and stairways. Your home wil l  
show better and there wil l  be no unfortunate accidents.

PETS
Keep them out of the way-outside is best.

BACKGROUND
Loud music or blaring televisions detract from everything you have done to make your home invit ing. Al low the 
agent and buyer to talk without competit ion.

ASSISTING THE POTENTIAL BUYER
Don’t have too many people present during a showing. A potential  buyer may feel l ike an intruder and hurry though 
the house. Be courteous, but don’t force conversation with the potential  buyer.  They want to inspect your home, not 
make fr iends. If  they have questions they wil l  ask.

ASSISTING YOUR REALTOR®

Show your home to prospective buyers by appointment through your agent.  Let your REALTOR® discuss price, terms, 
possession and the other detai ls with the buyer.  Your REALTOR® has negotiated many contracts.  Al low them to use 
their expertise to get the most favorable conclusion on your behalf.  I f  you are needed, your REALTOR® wil l  include 
you.
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E S C R O W  P R O C E S S

WHAT IS AN ESCROW
An escrow is a process wherein the Buyer and 
Seller deposit written instructions, documents, 
and funds with a neutral third party until certain 
conditions are fulfilled. In a real estate          
transaction, the Buyer does not pay the Seller 
directly for the property. The Buyer gives the 
funds to an escrow company who, acting as an 
intermediary, verifies that title to the property 
is clear and all written instructions in the      
contract have been met. Then the company 
transfers the ownership of the property to the 
Buyer through recordation and pays the Seller. 
This process protects all parties involved.

The State of Arizona licenses and regulates all 
title and escrow companies. The Department of 
Insurance and the Department of Financial 
Institutions can inspect a company’s records at 
any time, providing further oversight of the 
company’s management and qualification to 
act as an impartial third party to the              
transaction.

In Arizona, escrow services are generally        
provided by a title insurance company instead 
of an attorney. The stability, reliability and     
performance of your title and escrow company 
are vital to protect the interests of all parties to 
the transaction.

HOW IS AN ESCROW OPENED?
Once you have completed the contract (or    
Purchase Agreement), and the Seller has 
accepted the offer, your REALTOR® will open 
escrow. The earnest money deposit and the 
contract are placed in escrow. As a neutral 
party to the transaction, Security Title can 
respond only to those written instructions 
agreed to mutually by all “interested” parties 
(Seller and Buyer); Security Title cannot         
otherwise alter the contract or create                
instructions, and that protects all parties to the 
transaction.

You should inform your escrow officer and 
lender as soon as possible of how you wish to 
hold title to your home and exactly how your 
name(s) will appear on all documents. This 
allows your lender and Security Title to prepare 
all documents correctly. Changes later, such as 
adding or deleting an initial in your name, can 
delay your closing. You may wish to consult an 
attorney, accountant or other professional 
before deciding how to hold title.

HOW TO HOLD TITLE

WHAT HAPPENS AT SECURITY TITLE
During the escrow period, our title department begins researching 
and examining all historical records pertaining to the subject property. 
Barring any unusual circumstances, a commitment for title insurance 
is issued, indicating a clear title or listing any items which must be 
cleared prior to closing. The commitment is sent to you for review. 
Your escrow officer follows the instructions on your contract,             
coordinates deadlines, and gathers all necessary paperwork. For 
example, written requests for payoff information (called “demands”) 
are sent to the Seller’s mortgage company and any other lien holders.
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OTHER PARTIES IN AN ESCROW TRANSACTION
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In addition to the buyer, seller, lender and real estate agent(s), escrow may involve 
several other parties providing these services: Home Inspection, Termite/Pest 
Inspection, Appraisal and Home Warranty.

HOME INSPECTIONS
A home inspection is another component of the 
escrow process. It is a physical examination to 
identify material defects in the systems,      
structure and components of a building, such as 
foundations, basements and under-floor areas, 
exteriors, roof coverings, attic areas and roof 
framing, plumbing, electrical systems, heating 
and cooling systems, fireplaces and chimneys, 
and building exteriors.

Is Your Home Inspector Insured?
They should have: Professional Liability            
Insurance Coverage, General Liability and 
Workers Compensation.

How the Seller Should Prepare for a Home 
Inspection
The Seller should have the property fully          
accessible, including elimination of stored 
objects that may prevent the inspector from 
accessing key components of the home. Areas 
of special concern are attics, crawlspaces,       
electric panels, closets, garages, gates/yards, 
furnaces and water heaters. All utilities should 
be on, with functioning pilots lit.

Inspector’s Responsibility of the Homeowner
Respect the property. Leave the property as 
they found it. Answer questions about the 
report after the inspection is completed.        
Provide a copy of the report on site.

TERMITE/PEST INSPECTION
This report is prepared by a State Certified 
Inspector as evidence of the existence or 
absence of wood destroying organisms or pests 
which were visible and accessible on the date 
the inspection was made. In addition to looking 
for subterranean termites, the inspector is also 
looking for signs of activity from other wood 
organisms such as:
 • Carpenter ants 
 • Carpenter bees
 • Wood destroying fungus  
 • Dry wood termites
These conditions are easy to spot and in most 
cases are simple and inexpensive to correct.
If you aren’t certain about the condition of your 
property, seek assistance from a State-Certified 
Termite Inspector.
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OTHER PARTIES IN AN ESCROW TRANSACTION

APPRAISAL
If the Buyer is securing a new loan for the purchase, an appraisal will be required by the lender. An 
appraiser will:
 • Research the subject property as to year built, bedrooms, baths, lot size and square footage.

 • Compare data of recent sales in the subject’s neighborhood, typically within a one mile  
    radius. The appraiser usually locates at least three (and preferably more) similar homes that  
    have sold within the past six months. These homes are considered the Comparable 
    Properties” or “Comps” for short.

 • Field inspection is conducted in two parts: 
  (1) the inspection of the subject property, and 
  (2) the exterior inspection of the comparable properties.

The subject property inspection includes taking photos of the front and rear of the home (that may 
include portions of the yard) and photos of the street scene. The appraiser also makes an interior 
inspection for features and conditions which may detract from or add to the value of the home. A 
floor plan of the home is drawn and included while doing the inspection.

HOME WARRANTY
Home warranties offer advantages to both the Buyer and Seller. This policy protects the Buyer by 
paying for certain repairs and costs of major mechanical systems and major appliances in the home 
such as heating and air conditioning. There are a variety of plans available.

Benefits of Home Warranty Coverage to the Seller
 • Home may sell faster and at a higher price
 • Optional coverage during the listing period
 • Protection from legal disputes that occur after the sale increases the marketability of home

Benefits of Home Warranty Coverage to the Buyer
 • Warranty coverage for major systems and built-in appliances
 • Protects cash flow
 • Puts a complete network of qualified service technicians at the Buyer’s service
 • Low deductible

Most home warranty plans can be paid for at the close of escrow. A copy of the invoice is presented 
to the escrow company and it becomes part of the seller’s closing costs. FNF offers Home Warranty 
coverage at www.HomeWarranty. com or 1.800.862.6837
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W W W. S E C U R I T Y T I T L E .C O M

APPRAISAL PROCESS

PROPERTY SIZE
The appraiser will consider the overall size of your home.  A larger property is often more desirable to 
buyers because it gives them the possibility of building an addition to the home in the future.  A home 
with many bedrooms and bathrooms will also have extra value since a greater number of people can 
live in the home. 

EXTERIOR
Before even entering your home, the home appraiser will inspect the outside of your property.  This 
involves looking at the structure of your home and inspecting the foundation and roof to determine 
what materials they are made from and what condition they are in.  The appraiser will also look for any 
damage to your home, such as leaks, cracks or defects that may have gone unnoticed when the house 
was built. 

INTERIOR
As with the exterior, the appraiser will consider the materials used in the construction of your home; 
their condition is very important.  The main construction of your home, including the walls, flooring, 
windows, and doors, will be carefully inspected to determine quality and identify any damage or 
defects.  The condition of lighting fixtures, kitchen appliances and plumbing will also influence the 
appraiser’s estimate.

EXTRA FEATURES
Amenities that contribute to the comfort and safety of a home will greatly improve the appraised 
value. Appraisers will take into consideration all the extras that your home offers, such as air             
conditioning, fireplaces, security systems, or smoke detectors. Outdoor amenities, such as a swimming 
pool, garage or gazebo, could also lead to a higher appraisal.  

IMPROVEMENTS
Improvements that you have made since you took ownership will influence the appraised value of your 
home. While inspecting the interior of your home, the appraiser will pay attention to upgrades that 
you have made to your kitchen and bathrooms especially.  A new oven, stove, sink or bathtub is a big 
plus when determining your home’s value.  Because the appraiser might not notice all the upgrades 
that you’ve made, it is important to provide him or her with a list of improvements before the             
appraisal. 

WHAT APPRAISERS LOOK FOR DURING THE HOME APPRAISAL PROCESS

Knowing what an appraiser will look for during the appraisal process can help you better prepare your home for the appraisal.  Here are a few 
key features of your home that an appraiser will be interested in:
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W H Y YO U  N E E D  TITLE  INSURANCE
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What Title Insurance is and Why it is Important

Title insurance protects the interests of property owners and lenders against legit imate or false t it le claims 
by owners or l ien holders.  It  insures the t it le to the investment, unlocking its potential  as a f inancial asset for 
the owner.

At Security Tit le we access, assemble, analyze, and distr ibute t it le information, in addit ion to handling escrow 
and closing.

Tit le problems are discovered in more than one-third of residential  real estate transactions. These “defects” 
must be resolved prior to closing. The most common problems are existing l iens, unpaid mortgages, and 
recording errors of names, addresses or legal descriptions.

A homeowner ’s t it le insurance policy protects the owner for as long as he or she has an interest in the       
property or is l iable for a warranty; and the premium is paid only once, at closing.

Tit le insurance is different from other forms of insurance because it insures against events that occurred 
before the policy is issued, as opposed to insuring against events in the future, Tit le insurance is loss          
prevention insurance.

Security Tit le performs a thorough search of existing records to identify al l  possible defects in order to 
resolve them prior to issuing a pol icy. We perform intensive and extensive work up front to minimize claims. 
The better we do this,  the lower our rate of claims and the more secure your level of protection.

Researching tit les is extremely labor intensive. The industry invests a substantial  amount of t ime and expense 
to col lect and evaluate t it le records. As a result ,  the industry’s claims experience is low compared to other 
l ines of insurance.

Security Tit le’s impressive Claim Reserves gives you unquestionable security and peace of mind knowing that 
your pol icy is backed by a leader in the t it le insurance industry.

Dollar for dol lar,  t it le insurance is the best investment you can make to protect your interest in one of the 
most valuable assets you own: your home.

To get the best value, choose Security Tit le for al l  your Tit le and Escrow needs. Write us in on your next    
transaction and you’ l l  see why we are Worth the Money.
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SECURITY TITLE

LOAN DOCUMENTS
PREPARED BY LENDER
& SENT TO ESCROW

SECURITY TITLE

ADVISES SECURITY TITLE OF
HOME INSURANCE COMPANY

SECURITY TITLE ENSURES ALL
CONTRACT CONDITIONS

ARE MET

AFTER RECORDING
CONFIRMED,
SECURITY TITLE

DISBURSES FUNDS
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S I G N I N G  A P P O I N T M E N T
The escrow officer will contact you to arrange an appointment for you to sign all the necessary documents. Your appointment will take 
approximately 45 minutes. Your signature(s) will need to be notarized so make certain to bring either a passport or current driver’s license 
for identification purposes.

After Your Signing Appointment:
After the sel ler and the buyer have signed al l  the necessary instructions and documents, the escrow 

off icer wil l  return them to the lender for f inal review. The review general ly occurs within a day,          

al lowing the necessary work to be completed to record the close of escrow.

Closing Escrow:  Recording of the deed signif ies legal transfer of t it le to the property from the sel ler 

to the buyer and is the culmination of the transaction. Usual ly the Deed and Deed of Trust are           

recorded within one working day of the escrow’s receipt of loan funds. This completes the transaction 

and signif ies the “close of escrow.”

Your Proceeds:  A f inal settlement statement and check for any proceeds due wil l  be avai lable the day 

the sale is completed, documents are recorded and the escrow is closed.

After Escrow Closes:
After the loan has been f inal ized, the documents signed and recorded, and the f inancial settlement 

completed, there are sti l l  a few items that must be attended to in order to off icial ly complete the 

transaction.

Your existing loan is paid in ful l  from escrow. Your lender is required by law to issue a ful l  release and 

reconveyance of their loan. As soon as the Deed of Reconveyance removing the previous Deed of 

Trust is received, it  is recorded and the original is returned to you. This process can sometimes take 

several weeks.

Final ly,  in some cases, the escrow off icer wil l  be instructed to hold funds in escrow to pay off             

obl igations that may not be completed unti l  after escrow closes. For example, funds might be set 

aside for termite repair work or correction of a structural problem. Upon completion of the project 

and receipt of the proper documentation for release, the escrow off icer wil l  disburse the reserve 

funds as appropriate.
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RED FLAGS IN THE ESCROW/TITLE PROCESS

A “RED FLAG” is a signal to pay attention! Below are some of the items which may cause delay or other problems within a transaction 
and must be addressed well before the closing.

• Bankruptcies

• Business trusts

• Clearing liens and judgments, including child 
   or spousal support liens 

• Encroachments or off record easements

• Establishing fact of death— joint tenancy, trusts
 
• Foreclosures 

• Physical inspection results— Encroachments, or
   off-record easements

• Probates

• Power of Attorney—Use of, proper execution 

• Proper execution of documents

• Proper jurats, notary seals 

• Recent construction 

• Transfers or loans involving corporations or 
   partnerships 

• Last minute change in buyers 

• Last minute change in type of title insurance 
   coverage

RED FLAGS EXAMPLES
CC&R’S: These are standard. The CC&R’s should 
be provided to the buyer by escrow. The buyer 
should read these thoroughly, especially if 
improvements to the property are contemplated. 
RED FLAG: Some CC&R’s prohibit certain types of 
improvements.

EASEMENTS: These are also standard. Most    
easements in newer subdivisions (20 years or less) 
are contained in the streets. Some subdivisions 
have nonexclusive easements over portions of the 
property for such things as maintenance of side 
yards, access to common areas (like golf courses), 
etc.
RED FLAG: If improvements are contemplated 
(such as construction of a pool or spa) the buyer 
should request the easements be plotted on a map 
to determine if there will not be any interference 
to contemplated improvements. Easements are 
very difficult to get removed and your client may 
be better off with another property if an easement 
interferes with his future plans for the property.

AGREEMENTS: Theses commonly take the form 
of road maintenance agreements, mutual        
easement agreements (like a shared driveway) or 
improvement agreements, and will bind the 
owner to certain actions. A copy of the          
agreement should be requested from title and 
provided to the buyer. It is the buyer’s                  
responsibility to contact their own counsel if they 
do not understand how the agreement would 
affect them.

TRUST DEEDS: These are common. Escrow will 
order a demand from the lender(s) which will 
allow the title company to pay off existing loan(s) 
using the proceeds from the new buyer’s loan (or 
proceeds if all cash).
RED FLAG: Watch out for old deeds of trust from a 
previous owner (or sometimes the current owner if he 
has refinanced). If you find a deed of trust listed that 
has already been paid, or that looks like it was taken 
out by a previous owner, call your escrow officer 
immediately. Your escrow officer will research the 
deed of trust, and take the necessary steps to either 
remove it from the public record or by acquiring an 
“indemnity” from the title company who paid off the 
old loan. Old deeds of trust with private party               
beneficiaries (an individual acting as lender, such as an 
old seller carry-back) are difficult to get removed, 
especially if several years have gone by since the loan 
has been paid off.
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RED FLAGS EXAMPLES

ENCROACHMENTS: Sometimes a structure    
(commonly a fence or driveway) encroaches upon 
a property. This usually means that a client will 
have to take the property subject to the                
encroachment. Contact your title officer if you see 
encroachment language in your prelim. 
RED FLAG: The lender will usually not want to lend 
on a property where encroachments exist. In some 
circumstances, an endorsement to the lender’s 
policy (usually with an extra charge) can allow the 
lender to close. These are determined on a 
case-by-case basis. Again, contact your escrow 
officer.

NOTICE OF VIOLATION: These will sometimes be 
recorded by the fire department, the health 
department or the local zoning enforcement       
division in situations where the property violates a 
local statute.
RED FLAG: These are always a red flag. The lender 
will not accept these conditions. The violation will 
have to be eliminated and the local enforcement 
agency will have to issue a release before closing. 
The seller or the seller’s representative will have to 
deal directly with the appropriate agency to 
resolve these types of issues.

COURT ORDERS/JUDGMENTS: These are not a 
standard item. The most common type are      
support judgments. These are issued by the 
courts when child/spousal support is owed by the 
party named.
RED FLAG: Any order/judgment is a red flag. If 
you see an order or judgment, contact escrow 
immediately to verify that the demand has been 
ordered.

BANKRUPTCY: While not unusual, bankruptcies 
are not standard. 
RED FLAG: All open bankruptcies require the 
debtor to get permission from the court to sell or 
encumber an asset (the home) or to take on new 
debt. Chapter 7 and 13 bankruptcies against the 
seller are the most common found in a sale         
situation. A letter from the bankruptcy trustee 
will be required to close escrow. The trustee will 
sometimes require that a payment be made to 
the court at close. We sometimes find a Chapter 
13 against a buyer, which will also require a letter 
from the trustee allowing the debtor to take on 
more debt. An open Chapter 7 against the buyer 
is rare, and the buyer probably cannot get a loan 
as long as he is in a Chapter 7. NOTE: Chapter 7 is 
a complete washout of dischargeable debt, 
Chapter 13 is a reorganization of debt and      
Chapter 11 is a reorganization of debt for a     
company or corporation.

NOTICE OF PENDING ACTION: This is also 
known as a “lis pendens.” 
RED FLAG: This is a big red flag. This means that 
someone has a lawsuit pending that may affect 
the title to the property. These are often found in 
acrimonious divorce situations. A demand (the 
aggressing party usually wants money before 
releasing) and dismissal of the case and (a    
“withdrawal of lis pendens”) will be required 
before closing.
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STATEMENT OF INFORMATION:

Also known as a statement of facts, statement of 
identity, or an SI. This required document will be 
provided to the parties by escrow. It asks for 
information about the parties such as social 
security number, residence history, marital       
history, job history, aliases, etc. Please fill this 
out as completely as possible. The SI allows the 
company to eliminate things recorded in the GI 
(General Index) against the name (as opposed to 
the property) such as tax liens, judgments,      
welfare liens, support liens and lawsuits that may 
be filed against people that have the same name 
as you. These types of liens may attach to any 
real property owned by the debtor, and therefore 
make the property liable for any payment due 
under the lien. 
RED FLAG: If you have a common name (for 
example: Smith, Johnson, Garcia, Martinez, Lee, 
etc) it is important that the company receive the 
completed SI promptly in order to “clear” these 
items. Sometimes you may be unaware that a 
lien exists. More often, you may have resolved 
the situation but had never gotten the proper 
release documents recorded in order to remove 
it from the public record. We cannot close a file 
with unresolved liens against a seller. Contact 
your escrow officer if you find that this situation 
exists.

RED FLAGS IN THE ESCROW/TITLE PROCESS

NOTE: If you obtain a judgement against a party that awards money damages if you, it may be wise to 
record the judgement in any county where the debtor owns or may own property. Consult your attorney.

If you find something on your prelim that is not listed here, it is probably a red flag and you should     
contact your escrow officer. He (or she) will be happy to provide you with copies of recorded documents 
and advise you as to what is needed in order to remove the item (if necessary). Sometimes, though, 
removing an item is so time consuming, or costly, or both, that the buyer may elect to cancel a          
transaction. We cannot advise you regarding the risk in making such a decision. You should contact your 
own counsel if you have only concerns.
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ACKNOWLEDGEMENT:  A formal declaration made before an authorized off icial  (usual ly notary public) 
by the person who has executed (signed) a document by his or her own act and deed.  In most              
instances, documents must be ackowledged (notarized) before they can be accepted for recording.

AFFIDAVIT:  A sworn statement in writ ing, made before an authorized off icial .

AMENDMENT:  A change either to alter,  add to, or correct part of an agreement usual ly doesn’t change 
the principal idea or essence.

APPRAISAL: An estimate of value of property result ing from analysis of facts about the property; an      
opinion of value.

ASSESSMENTS: Specif ic and special taxes (in addit ion to normal taxes) imposed on real property for 
public improvements within a specif ic geographic area.

BENEFICIARY:  As used in a trust deed, the Lender is designated as the Beneficiary, i .e.  obtains the  
benefit of the security.

CC&Rs:  Covenants,  Conditions and Restrictions.  A document that controls the use, requirements and 
restricions of a property.

CLOSING DISCLOSURE: The f inancial disclosure statement that accounts for al l  of the funds received 
and disbursed at the closing, including deposits for taxes, hazard insurance and mortgage insurance.

CONTINGENCY: A condition that must be satisf ied before a contract can be completed.  For instance, 
a sales agreement may be contingent upon the buyer obtaining f inancing.

DEED OF TRUST: Written instrument by which t it le to land is transferred to a trustee as security for a 
debt or other obligation.  Used in place of mortgages in many states.  Also cal led Trust Deed.

EARNEST MONEY DEPOSIT: Down-payment made by a purchaser of real estate as evidence of good 
faith; a deposit or partial  payment.

EASEMENT:  A r ight,  privi lege or interest l imited to a specif ic purpose that one party has in the land or 
another.  

ESCROW:  A procedure in which a third party acts as a stakeholder for both the buyer and the sel ler,  
carrying out both parties’  instructions and assuming responsibi l ity for handling al l  of the paperwork 
and distr ibution of funds. 

FEE SIMPLE: An estate in which the owner has unrestricted power to dispose of the property as he or 
she wishes, including leaving by wil l  of inheritance. It  is the greatest interest a person can have in real 
estate.

GRANT: A transfer of real property from the grantor,  who makes the grant,  to the grantee.

HOMESTEAD EXEMPTION: Automatic in Arizona, it  al lows any resident of Arizona, 18 years or older,  to 
be exempt from attachment, execution or forced sale $150,000 of equity in a single dwell ing unit .  
Exceptions include: (1) a consensual l ien, i .e.  where a deed of trust or equity loan is foreclosed; (2) a 
forced sale result ing from a mechanic ’s l ien; and (3) any equity beyond the $150,000.  You should     
consult an attorney to determine if  this exemption offers you protection in the event of an attachment, 
execution, or forced sale.

IMPOUND ACCOUNT:  Funds retained by a lender to cover such items as taxes and hazard insurance   
premiums.
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LEGAL DESCRIPTION:  A description of land recognized by law, based on government surveys, spel l ing 
out exact boundaries of the entire piece of land. It  should so thoroughly identify a parcel of land that 
it  cannot be confused with any other.

LIEN: A form of encumbrance that usual ly makes a specif ic property the security for the payment of a 
debt or discharge of an obligation.  For example: judgements, taxes, mortgages, deeds of trust.

LOAN-TO-VALUE RATIO:  The relationship between the amount of the mortgage and the appraised 
value of the property, expressed as a percentage of the appraisal value.

PITI:  A payment that combines Principal ,  Interest,  Taxes, and Insurance.

PURCHASE AGREEMENT:  A written document in which the purchaser agrees to buy certain real estate 
and the sel ler agrees to sel l  under stated terms and conditions.  It  is usual ly completed by the real 
estate agent and signed by the Buyer and Sel ler.

QUIT-CLAIM DEED: A deed operating as a release, intending to pass any t it le,  interest or claim which 
the grantor may have in property, but not containing any warranty of a val id interest or t it le by the 
grantor.  

REAL PROPERTY: Land and bui ldings as opposed to personal property.

RECORDING: Fil ing documents affecting real property with the County Recorder to make them a matter 
of public record. 

REGULATION Z: The set of rules governing consumer lending issues by the Federal Reserve Board of 
Governors in accordance with the Consumer Protection Act.

TITLE: Evidence of a person’s r ight or the extent of his interest in property. 

TITLE INSURANCE POLICY: A policy that protects the puchaser,  mortgagee or other party against 
losses.

WARRANTY DEED: A document used to convey fee t it le to real property from the grantor (usual ly the 
Sel ler) to grantee (usual ly the Buyer).
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P L A N N I N G  Y O U R  M O V E

ABOUT 2 MONTHS BEFORE YOU MOVE

1 MONTH OUT

2 WEEKS BEFORE

 
 
 

Research your new city through the Chamber of Commerce and the 
city websites.

Start cleaning closets and storage areas and decide what goes with 
you, what goes to a charitable organization or garage sale, and 
what goes in the trash.

Talk with your accountant or an IRS advisor about any moving 
expenses that might be tax deductible and require records.

Contact moving companies for services and estimates.

Start a list of everyone you want to notify about your move. Keep it 
handy because names will pop into your mind unexpectedly. Along 
with friends and relatives, include schools, doctors, dentists, 
creditors, attorney, accountant, broker, and any recurring services 
such as maid, lawn, exterminator, water softener, diaper, internet 
provider, magazine subscriptions, etc.

Notify the post office of the move, and pick up a supply of change 
of address cards.

If possible, open bank accounts at the new location now so your 
checks can be printed, and you won’t have to rely on temporary 
checks which are not accepted everywhere.

Get serious about cleaning out the house; start accumulating boxes 
and begin packing.

Contact your insurance companies (health, auto, homeowners,
renters) and discuss coverage at the new location.

Contact utility companies and arrange to disconnect/connect at
your current home and at your new home.

Driving? Flying? How will you, your family, your pets, your plants,
extra cars, get to the new city? Arrange for that now.

Take pets to your veterinarian for check up and regular 
immunizations before the trip.

Contact your bank about closing your existing accounts when you
move.

If you’re driving your car, have it serviced.

Find out what you need to do to transfer records for doctors, 
dentists, veterinarians, etc. Be sure to get permanent records from 
schools, not copies. Get prescriptions for new pharmacies.

1 WEEK LEFT
Contact your local trash collector about proper disposal.

Gather odds and ends: dry cleaning, safe deposit box items,
prescriptions, anything you’ve loaned.

Return library books, anything borrowed.

A COUPLE OF DAYS 
Give away plants you’re not taking. 

Defrost the refrigerator and freezer.

Write out clear instructions—sketch a map, too, if you can—of 
your new home, and include your itinerary and emergency 
numbers.

Keep a copy yourself, and give copies to the moving company 
and your family or friends.

Complete packing. Be sure to set aside the items you want to 
take with you so the mover doesn’t accidentally load them onto 
the truck.

Pack local phone books. You’ll be glad you did.

Check with the utility companies to verify connect and 
disconnect dates after escrow closes.

Contact your REALTOR® and verify when and where keys to 
your new home will be available.

Disconnect appliances.

THE BIG DAY
If you can’t be there when the movers arrive, arrange for 
someone to meet them.

Check the movers’ bill of lading and inventory carefully before 
signing. 

Keep papers with you in a safe place.
Make one last trip through the house, double-checking closets, 
drawers and cabinets. Lock the windows.

Leave the garage remote control for the new owners.

Turn off all the lights, close and lock the door, and leave the keys 
as prearranged with your REALTOR® or new owner.

GOOD LUCK, 
AND ENJOY YOUR NEW HOME!
This is general advice and is not intended for any 
specific circumstances.
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