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North American Title Company

The Partner You Can Trust

Making many parts mesh to run Like Clockwork ® is the job of every real estate professional, and

it has been a North American Title Company traditio n for more than 50 years.

That history of performance is part of your assuran ce that North American Title will deliver

what you need on time, every time.

North American Title’s nationwide network of office s gives us insight into local conditions and

situations, and provides the base for personalized service that is responsive, capable, and

flexible.  Our size enables us to put customized sy stems and personnel to work on your behalf;

our local presence lets you work with someone who k nows you and the challenges of your

area.

Our premier status in the industry enables us to at tract associates whose capabilities and

commitment help us set the standard against which a ll others are measured.  As we continue

our rapid growth throughout the country, we invest the time and effort needed to attract and

retain the human resources that are the foundation of our success.  Our associates have the

company support, the ability, the knowledge, and th e attitude that results in better service for

you.  We hire only the best associates, because we are uncompromising in our intent to deliver

only the best service.  Our people add value to eve ry North American Title transaction.  Our

commitment to you is a commitment from every associ ate at North American Title.

We combine a carefully chosen team, superior resour ces, and an unyielding commitment to

quality.  The result for you - Like Clockwork ®.
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The Sellers
Question & Answer Guide

What is an Escrow?

When opening an escrow, the Buyer and Seller of a piece of property establish terms and conditions for the

transfer of ownership of that property. These terms and conditions are given to a third, disinterested party

known as the Escrow Holder. The Escrow Holder in turn has the responsibility of seeing that the terms of the es-

crow are carried out. The escrow is an independent neutral account and the vehicle by which the interest of all

parties to the transaction are protected.

How Does the Escrow Process Work?

The escrow is a depository for all monies, instructions and documents necessary for the sale of your home. This

includes the Buyer providing funds for a down payment with the Escrow Holder and the Seller depositing the

Deed and any other necessary papers with the Escrow Holder.  The Buyer instructs the Escrow Holder to deliver

the money to the Seller when the Escrow Holder:

� Records the deed

� Delivers to the Buyer a policy of title insurance which shows title to the

property signed over to the Buyer

The Escrow Holder is authorized to deliver the Deed to the Buyer when the Buyer has deposited the agreed

upon purchase price and fulfilled any other conditions specified in the escrow instructions. The Escrow Holder

effects the proration and adjustment on any fire/hazard insurance, real estate taxes, rents, interest, etcetera,

based on the escrow instructions of both parties.

The Escrow Holder thus acts for both parties and protects the interest of each within the authority of the es-

crow instructions. Escrow cannot be completed until the instructions have been fully satisfied and all parties

have signed escrow documents. The Escrow Holder takes instructions based on the terms of the purchase

agreement and the Lender’s requirements.

How Do I Open An Escrow?

Generally, the Buyer’s Real Estate Agent will open the escrow. As soon as you execute the purchase agreement,

the Selling Agent will place the Buyer’s initial deposit, if any, into the escrow account at North American Title

Company or into The Real Estate Broker’s trust account.
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What Information Will I Have To Provide

You may be asked to complete a Statement of Identity as part of the necessary paper work.

Because many people have the same name, the Statement of Identity is used to identify the

specific person in the transaction through such information as date of birth, social security

number, etcetera. This information is kept confidential.

What Do I Need  To Do  Before My Appointment To Sig n Escrow Papers?

All parties signing the documents must bring proper identification. Please bring either your valid

driver’s license, identification card, or current passport with you to the title company. This item is

needed to verify your identity by a notary public.  This is a routine, but necessary, step for your 

protection.

When Do I Sign Escrow Instructions And Where Do I D o This?

Your Escrow Officer or Real Estate Agent will contact you to make the appointment for you to sign

your escrow instructions, Grant Deed, and final papers. At this time, the Escrow Officer will also tell

you the approximate amount of proceeds you will receive for the sale of your home.

What’s The Next Step After I’ve Signed The Closing Escrow Papers?

After both parties have signed all the necessary instructions and documents, the Escrow Officer

will return the Buyer’s Loan documents to the Lender for a final review. This review usually occurs

within a few days of execution of the documents. After the lender review is complete, they will in-

form the Escrow Officer to fund the Buyer’s Loan.

How Long Is An Escrow?

The length of an escrow is determined by the terms of the purchase agreement and can range

from a few days to several months. An escrow often averages 30 to 45 days.

What Is An “Escrow Closing”?

An escrow closing is the culmination of the transaction. It signifies legal transfer of title from the

Seller to the Buyer.

Generally the Grant Deed and Deed of Trust are recorded within one working day of the Escrow

Holder’s receipt of loan funds. This completes the transaction and signifies the “close of escrow”.

Once all the conditions of the escrow have been satisfied, the Escrow Officer informs you or your

Agent of the date escrow will close and takes care of the technical and financial details.

Do I Continue To Pay My Monthly Mortgage Payment?

Yes, your mortgage payment(s) must be kept current throughout the course of the escrow transac-

tion. If the payments are not kept current, the Lender(s) can/will assess and collect late charge(s).

When And Where Do I Get My Final Proceeds Check?

The proceeds check is disbursed upon  close of escrow, when the Escrow officer is able to verify

with the County Recorders Office that the documents have recorded and legal transfer has oc-

curred. The proceeds check can be delivered to your Real Estate Agent or picked up from any

North American Title Company Office.
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The Escrow Flowchart
Escrow opens when North American is contacted to open an order.  The parties provide instructions for the

escrow officer which may include the contract.  Escrow assures that the lender releases the home purchase

funds at or about the same time that the deed is recorded to reflect new ownership.  Escrow includes 

depositing, with North American Title Company, funds, documents and instructions necessary to complete

the transfer.  Below is a rough outline of the work an escrow officer does in each escrow.

Order title search

Receive and review
preliminary title report

Prepare escrow instructions
and pertinent documents

Obtain signatures

Configure file and request 
signatures on all remaining docs

Obtain funds from buyers

Request loan funds
and then fund

Order recording

Close file and prepare state-
ments and disburse funds

Complete closing. Forward
final documents to all parties

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

Review taxes on preliminary
title report

Request beneficiary statement
and enter into file

Receive demands. Request
clarification of other liens

Review terms of transfer and
current payment status

Confirm all seller’s paperwork
is in order

Confirm all buyer’s paperwork
is in order
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Escrow Instructions
Escrow instructions define all conditions that must occur before the transaction can be finalized.

The escrow instructions represent your written statement to the escrow holder protecting your 

interests and specify, in a debit and credit format, the disposition of the sales proceeds and the

conditions under which the Grant Deed may be recorded in favor of the new buyer.

A Grant Deed is the document which legally transfers your title to the property to the new owner.

You will sign the Grant Deed as part of the escrow instructions and the deed will be notarized by

your escrow officer or another qualified notary public. Proper identification is needed for this 

procedure. The Grant Deed is recorded at the time escrow closes.

Your escrow officer or real estate agent will contact you for an appointment to sign your escrow

instructions and Grant Deed. At this time, the escrow officer will inform you of the amount of 

proceeds you will receive from the sale of your home. If you are also purchasing another home,

arrangements can be made to transfer funds to your purchase escrow.

Usually you will sign your escrow instructions at the title company office. However, you may go to

your real estate agent’s office or some other location agreed upon by all parties.

Your Appointment
An appointment is required for the sign-off. Please call your escrow officer to arrange a 

convenient time, please expect the escrow signing process to take approximately one hour.

There are several acceptable forms of identificatio n which may be used

during the escrow process.  These include:

� A Current Driver’s License

� Passport

� State of California Department of Motor Vehicles ID  Card

continued...
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One of these forms of identification must be presented at the signing of escrow in order for the signature to be

notarized.  On rare occasions, funds are insufficient to close escrow and you, the seller or buyer, must deposit

money into the escrow. Should this situation occur, you will need to obtain a cashier’s check, certified check or

wire issued by a California financial institution that is made payable to the title company in the amount

indicated to you by your escrow officer or escrow assistant. 

Paying Off Your Existing  Loans

Unless the buyer takes over your existing loan(s) on the property, the loan(s) will be paid off at the close of 

escrow. You will need to furnish complete information to your escrow officer and real estate agent on each loan

against your property. Please be prepared to provide the name of each lender. Your escrow officer will need this

information to order the loan payoff demands so the loan(s) may be paid off correctly at the close of escrow.

Homeowners Association information may also be required if you are selling a condominium, townhouse or

property located in a planned unit development. All of this information will help to insure the timely 

closing of your escrow.

Disclosures And Contingencies

During the process of selling your property, you will be asked to fill out a property disclosure form which is now

required by law. In this document, you will inform the buyer of any significant facts you have about the 

conditions of the property. If you are moving out of California, other disclosures may be necessary. Your real 

estate agent or escrow officer will assist you with these.

There will be various contingency dates in your real estate sales contract. You should be very aware of these

and be sure that the actions required are performed in a timely manner. Such contingencies include the buyer’s

loan approval, approval of the Preliminary Title Report, approval of structural pest control and other inspections.

Stay closely in touch with your real estate agent regarding these important dates.

What’s next after the buyer’s loan is approved?

When the loan is approved and the loan documents are sent to the escrow officer or the escrow assistant 

handling your transaction, the escrow instructions and Grant Deed will be prepared.
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After the Sign–0ff
What is next after completion of the sign–off?

After you and the buyer have signed all the necessary instructions and documents, the escrow 

officer will return them to the new lender for a final  review. Following the review, which usually

occurs within a few days, the lender is ready to fund the buyer’s loan, and advises the escrow 

officer, so that the necessary work can be completed to record the documents and “close” the 

escrow.

What is “Close of Escrow”?

It signifies the legal transfer of title to the property from the seller to the buyer and is the 

culmination of the transaction. Usually, the Grant Deed and Deed of Trust are recorded within one

working day of the escrows receipt of loan funds. This completes the transaction and signifies the

“close” of escrow. Once all the conditions of the escrow have been  satisfied, the escrow officer

advises you of the closing date and takes care of the technical and financial details, including 

paying off your loan.

When do I receive proceeds from the sale?

A final settlement statement and a check for the proceeds will be available to you the day the sale

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

After the Close
What happens after the Escrow closes?

After the loan has been finalized, the documents signed and recorded, and the financial settle-

ment completed, there are still steps which must be accomplished to complete the transaction.

Your existing loan is being paid in full from the escrow. Your lender is required by law to issue a

full reconveyance of their loan. Your lender is required by law to issue a full reconveyance 

removing the previous Deed of Trust from the property, it will be recorded and the original 

returned to you. This may take several weeks. However, you need not be concerned by this delay

since it is normal.

What happens to funds held in escrow?

In some cases the escrow company will be instructed to hold funds in escrow to pay-off 

obligations which may not yet been completed, even after the close of escrow. An example might

be a set-aside of funds to correct a structural problem, remodeling or termite repair work. Upon

completion of the project and receipt of the proper documentation and/or releases, the escrow 

officer will disburse the reserved funds.
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The following items represent a
typical list of what an escrow
holder does and does not do:

The Escrow Holder:
• Serves as the neutral "stake holder" and the communications link to all parties in the 

transaction

• Prepares escrow instructions

• Requests a preliminary title search to determine the present condition of title to the property

• Requests a beneficiary's statement if debt or obligation is to be taken over by the buyer

• Complies with lender's requirements, specified in the escrow agreement

• Receives purchase funds from the buyer

• Prepares or secures the deed or other documents related to escrow

• Prorates taxes, interest, insurance, and rents according to the instructions

• Secures releases of all contingencies or other conditions as imposed on any particular escrow

• Records deeds and any other documents as instructed

• Requests issuance of the title insurance policy

• Closes escrow when all the instructions of buyer and seller have been carried out

• Disburses funds as authorized by instructions, including charges for title insurance, recording 

fees, real estate commissions, and loan payoffs

• Prepares final statements for the parties accounting for the disposition of all funds deposited in 

escrow. (These are useful in the preparation of tax returns)

The Escrow Holder Does Not:
• Offer legal advice

• Negotiate the transaction

• Offer investment advice

North American Title Company will be happy to provi de additional 

information regarding our title and escrow services .  Please contact your 

account manager today to learn more.



Title Insurance
Where Does Your Dollar Go?

TITLE INSURERS, unlike property or casualty insurance companies, operate under the theory of risk elimination. Title 

companies spend a high percentage of their operating income each year collecting, storing, maintaining and

analyzing official records for information that affects title to real property. Their technical experts are trained to

identify the rights others may have in your property, such as recorded liens, legal actions, disputed interests, rights of

way or other encumbrances on your title. Before closing your transaction, the title company will proceed to “clear”

those encumbrances.

This theory is different from that of most other insurance where, for example, rates of anticipated losses are based on 

actuarial studies and premiums are pooled on the assumption that a certain number of claims will be made. The distinction

is important: title insurance premiums are paid to identify and eliminate potential risks and claims before they happen.

Medical and casualty insurance premiums, for example, are paid to insure against an unpredictable future event, knowing

that risks exist and claims will occur. Furthermore, title insurance involves a one-time premium paid when you close the

real estate transaction, while property, casualty and medical insurance require regular renewal premiums.

The goal of title companies is to conduct such a thorough search and evaluation of public records that no claims will ever

arise. Of course, this is impossible – we live in an imperfect world, where human error and changing legal interpretations

make 100 percent risk elimination impossible. When claims arise, professional claims personnel are assigned to handle

them according to the terms of the title insurance policy.

Title companies’ rates are filed with the California Department of Insurance, and each company is required to publicly post

its schedule of fees. As in all competitive business environments, rates vary from company to company, so you should make

a comparison before deciding on a particular title company. Your real estate professional can help you do this. In addition,

there are many helpful customer services provided by title companies which you and your real estate professional may find

helpful to your transaction.

The issuance of a title insurance policy is highly labor intensive. It is based upon the maintenance of a title “plant”, or 

library of title records, in many cases dating back over a hundred years. Each day, recorded documents affecting real 

property and property owners are posted to these title plants so that when a title search on a particular parcel is 

requested, the information is already organized for rapid and accurate retrieval. In California, most of the large counties

have been converted to computer based title plant systems which provide retrieval from remote locations, further speeding

the process of delivering the title search to the customer. This investment in skilled personnel and advanced data 

processing represents  a major part of the title insurance premium dollar.

Proper title plant maintenance, research, evaluation, and legal interpretation, are the foundations upon which a title policy

rests. That is where most of your dollar goes, and that is the source of your  protection and peace of mind to a homeowner

in California.
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Seller’s Cost Sheet

Sales Price $

Est. Balance 1st Loan $

Interest (1st loan) $

Prepayment Penalty (if any) $

Est. Balance 2nd Loan $

Interest (2nd loan) $

Prepayment Penalty $

Termite Inspection (+ Repairs if any) $

Recon. Fees $

Drawing, Recording & Notary Fees $

Document Preparation Fees $

Homeowners Assoc. Dues (if any) $

Buyer’s Closing Cost Credit(s)  (if any) $

Taxes $

Selling Commission $

Miscellaneous $

Total Charges $

Est. Total Net (proceeds) $
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2nd Installment

January 1 - June 30

After July 1st,

One or Both Installments

Delinquent Penalties

ADD 10% + $10.00 Fee

1st Installment

July 1 - December 30

After July 1st,

One or Both Installments

Delinquent Penalties

ADD 10% Penalty

ADD $10.00 Fee

ADD $15.00 Redemption Charge

ADD 1.5% Per Month

December 10 to April 10

1st Installment

Delinquent Penalties

ADD 10%

January
January 1 � Assessment Date

February
February 1 � 2nd Installment Due

March
March 1 � Taxes on Unsecured Roll Due

April
April 10 � 2nd Installment Delinquent
April 15 � Last Day to File Homeowners, 

Veterans and Senior Citizens Exemptions

May

June
June 8 � Publication Date for Delinquent Taxes

July
July 1 � Beginning of Fiscal Year to July 1 of Following Year
July 1 � Owners to be Informed of New Values
July (first Monday) � Assessment Appeal Board

July 30 � Last Day to Advise Owners of New Values

August
August (late) � Sale Numbers Assigned for Delinquent Taxes

September
September (mid) � Tax Rates Set

October
October (last week) � Tax Rates Set

November
November 1 � First Installment Due

December
December 10 � First Installment Delinquent

Tax Calendar - Important Dates



Glossary for the Seller
These definitions are to acquaint the Seller with terms commonly used in real estate transactions. These

terms are intended to be general and brief and are not complete and fully accurate when applied to all

possible uses of the term. Please consult your Real Estate Agent for more information regarding these

terms.

Agent: One who is authorized to act for or represent another (principal),  usually in business matters. 

Authority may be expressed or implied.

Amortization: Payment of debt in regular, periodic installments of principal and interest, as opposed to 

interest only payments.

Appraisal Report: A written report by an Appraiser containing his/her opinion as to value of the property

and the reasoning leading to this opinion. The factual data supporting the opinion, such as comparable, 

appraisal formulas, and qualifications of the Appraiser, will also be set forth.

“As-Is” Condition: Premises accepted by Buyer of the condition existing at the time of the sale, including

all physical defects.

Asking Price: The price at which the Seller is offering the property for sale. The eventual selling price may be

less after negotiation with the Buyer.

Assumption of Mortgage: A Buyer’s agreement to assume the liability under an existing note that is 

secured by a Mortgage or Deed of Trust.  The Lender must approve the Buyer in order to assume the loan.

Beneficiary’s Demand: Written instructions by a beneficiary under Deed of Trust stating and demanding

the amount necessary for issuance of reconveyance, whether a full or partial amount.

Closing Statement: The Statement which lists the final financial  settlement between Buyer and Seller and

the costs each must pay. A separate statement for Buyer and Seller are generally prepared.

Commission: An amount, usually as a percentage, paid to an Agent (Real Estate Broker) as compensation

for his/her services. The amount to a Real Estate Broker is generally a percentage of the sale price.

Earnest Money: The portion of the down payment delivered to the Seller or Escrow Agent by the Buyer

with a written offer as evidence of good faith.

Grant Deed: One of the many types of deeds used to transfer real property. Contains warranties against

prior conveyances or encumbrances. When title insurance is purchased, warranties in a deed are of little 

practical significance.
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Listing: An agreement between an Owner of real property and Real Estate Agent, where by the

Agent agrees to secure a Buyer for specific property at a certain price and terms in return for a

fee or commission.

Listing Agent: A Real Estate Agent obtaining a listing as opposed to the Selling Agent.

Owner Will Carry Mortgage: A term used to indicate that the Seller is willing to take

back a purchase money mortgage. (Can also be called a Seller Carry Back).

Pro Rate: To divide in proportionate shares, such as taxes, insurance, rent or other items which

Buyer and Seller share as of the time of closing or other agreed upon time.

Purchase Agreement: A written document which the Purchaser agrees to buy certain real

estate and the Seller agrees to sell under stated terms and conditions. Also called Sales Contract,

Earnest Money Contract or Agreement for Sale.

Realtor: A designation given to a Real Estate Broker or Sales-Associate who is a member of a

board associated with the National Association of Real Estate Boards.

Reconveyance: An instrument used to transfer title from a Trustee to the equitable Owner 

of real estate, when title is held as collateral security for a debt. Most commonly used upon 

payment in full of a Trust Deed. Also called a Deed of reconveyance or Release.

Selling Agent: The Real Estate Agent obtaining the Buyer rather than listing the property. 

The Listing and Selling Agent may be the same person or company.
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To do listNotes
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