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Forward final packages to all  

interested parties 

Record documents, prepare  

statements and disburse funds 

Receive new loan funds 

Prepare recording package 

Send executed loan  

documents to lender 

Collect buyer’s funds for 

closing 

Prepare pre-audit settlement        

statement 

Obtain final signatures from 

sellers and buyers 

Order updated 

payoff/assumption 

information 

Coordinate closing with 

Buyer’s new lender 

Update parties on escrow 

status 

Clear title requirements Coordinate assumption if  

required 

Open Escrow 

Obtain contract and Earnest 

Money 

Order commitment, payoff 

and assumption statements 

Prepare instructions and 

documents 

Payoff/assumption prepared 

by lender 
Title commitments prepared 

in five business days 

Review payoff and  

assumption statements 

Review commitments and 

send to interested parties 


