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Handouts
1. Check Please 2022 PPT — PowerPoint (PDF)

Forms (Word) ‘

Communications (letters) (Word)

Checklist (Word) ﬂ

RTP — Ready To Print PDF(Avery 5168)
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Organization

* Forms

* Checklist

« Communications

Disclaimer:
These materials are for educational use in Fund Seminars.
They should not be relied on without first considering the law
and facts of a matter. Legal documents for others can only
be prepared by an attorney after consultation with the client.
These materials are intended to be modified to follow your

office’s best practices and are not a complete set of all items
required for a closing.
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Fund Home  InfoCenter  Sofware

Welcome

W Webinar: Check Please!

Now

W Vendor Marketplace Spotlight

Vendor
Marketplace
SPOTLIGH

Join us Tuesday, March 15 (12:00 PM - 1:00 PM) Check Pleasel Is a review of data
collection forms, checklists and communications for use in a real estate transaction. New,
dynamic forms and checklists will be presented with suggested use of each. Register

Looking for banking or funds-management solutions for your transactional practice?
Learn how Fifth Third Bank and Paymints.io could help. Vistt the Vendor Marke

MARKETPLACE

Services  Education  Resources  Supporl

Contact

[ My Account (inmon) | LOG OUT |
Us
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© Launch
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New! Get Giariza

RATING
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Our Newest Resources

&)

CONNECTOR
by The Fund

Boost your firm's social media presence and
connect with important audiences in no time at
all. Search the massive content library by category,
topic or target. Share direetly to your social media
accounts now or later. Engage realtors, lenders,
buyers, sellers with content they care about.

Vendor Marketplace

Your Purchasing Decisions Just Got Easier.
This online directory makes it €asy and convenient
to connect with a select group of trusted vendors
who stand ready to provide the top-notch
customer service you expect and deserve

General Counsel Blog

Your source for important updates and
recent changes that are impaciing the
Real Estate ingustry in Florida.

T

The Fund Real
Estate Forum

The Fund's Real Estate Forum is for you!
Interested in the kinds of issues Fund lMembers
across the state are dealing with... or have a
question to pose to 2 group of Fund Members?
This incredible resource is FREE to join too.

Get Started

Explore The Fund's Resources

Information
Title Now Podcast
Melissa Jay Murphy hosts a podcast with
in depth discussions including special
guests, engaging conversation and
different perspectives on the Real Estate
Industry in Florida.

Helpful Links
I For your convenience, e provide these
P

links 50 you can access commonly
requested information.
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Forms

2006 ALTA Forms Schedules &
Endorsements available for download and
ordering online.

me
0
o
+
<0

Closing Flowcharts A
Use these flowcharts 1o help organize and
execute your real estate closings.

(l

Mortgage Release Certificate

A combination Appointment and Morigage
Release Ceriificate for your use based on
section 701.041 of the Florida Statutes.

(Il

Print Shop

Order your firm’s stationery from us and
we'll provide you with the same quick
service & quality products that you've
come to know and trust from The Fund

K

Get More Done

Paradigms, Charts and Other Tools
Designed to assist you with the analysis of
specific litle complications as well as
guidance on how to deal with challenging
issues.

Worksheets
Rating spreadsheets to help you calculate
promulgated rates and Fund remitiances

Fund App

Take the power of The Fund with you
everywhere in one easy and convenient to
use format. Access powerful features for
popular Fund tools

Mortgage Foreclosure Checklist

Use this checklist to help you prepare for
a foreclosure.

Calculators by The Fund

Power Up Your Practicel Take advantage
of our Real Estate Calculators designed to
make estimating your premium
transactions and closing costs easier and
more efficient.

Fund Shop

A convenient, one-stop shopping resource
where you can order digital, printed,
downloadable materials and resources to
build your brand and share with clients.
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Contract

* Review
* Confirm involvement
 Contact parties

Fifd

Review contract and
determine base title

v

Review the signed real estate

Confirm names of the parties,
property address and legal

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

contract.

description.

v

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

v

Obtain base title information
from one of the following

sources:
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Intake Form

Intake form Buyers Intake form Seller
Confirm how they are taking Title to [0 | Do they have an attorney
the property 0 | Prior Owner's Policy
Are the persons in the contract also O | Survey
obtaining the financing (or just one 0 | If they have a mortgage on the
or th_em) - property, phone number, loan
O | Their legal name (how their ID number, and social security
reads) and r_narltal status (are they number so we can obtain payoff
legally married) information
[0 | Do they have an attorney 0 | If there is an HOA or
O | Are we doing the closing Condominium, the phone number
O | Contact for lender or mortgage for the management company and
broker account number
[0 | Their Real Estate Broker [0 | Their Real Estate Broker
information information
O | If we are not holding the Escrow O | Confirm the seller have Social
Deposit, who is Security, and this is not a FIRPTA
[0 | What is the best way to contact [ | What is the best way to contact
them (cell and email address) them (cell and email address)
O | Will they attend the closing in O | Will they attend the closing in
person person
O 0
d ] 14
] ] JThe
Fund
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About Handouts T T
O | Confirm how they are taking Title to
the property
* Word — e T
. . | b | Cut
* Tables (right click) {7 |
53 Copy
[ ]
Add or merge [, Paste Options: |
* Columns =5 |
* Rows 1
Insert L
» Cells 1 ﬁ Insert Columns to the Left I
Delete Cells... il Insert Columns to the Right ||
Select » B Insert KS Above
B split Cells... B Insert Rdlws Below
& U
IO EBorders and Shading... g Insert Cells...
1ol |
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About Handouts

 Legacy Tools
* Older versions of Word

T

—1i
Legacy
Tools ~

Legacy Tools

16

215
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About Handouts

» Developer controls

B R |8 B
EI:;\T Hacres A\ Macro Security Ai:j AudDr’d s
> File
Options (at bottom left)
Custom Ribbon (dropdown)

Main Tab
Developer - ADD

17

215
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About Handouts

» Developer controls
* File
Options (at bottom left)
Custom Ribbon
(dropdown)
Main Tab
Developer - ADD

18

215

Word Options

General

Display
Prosfing

Save

Language

Ease of Access
Advanced

Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Eg General options for working with Word,

User Interface options
When using multiple displays: ©)
®) Optimize for best appearance

Optimize for compatibility (application restort required)

<

Show Mini Toolbar on selection
1 Enable Live Preview ®

! Update document content while dragging ©
Collapse the ribbon automatically ©

Collapse the Microsoft Search box by defoult @

ScreenTip style: | Show feture descriptions in ScreenTips ~

Personalize your copy of Microsoft Office

r name: [Linda Monaco |
Initals: [tm ]

Alweys use these values regardless of sign in to Office.

Office Background
Office Theme:

Privacy Settings

Privocy Settings.. |

Linkedin Features

Use Linkedin fetures in Office to stay connected with your professional network and keep up to date in your industry.
! Enable LinkedIn features in my Office applications:

| About linkedln Festures LA Linked! -]

o Gancel

18

About Handouts

» Developer controls
* File
Options (at bottom left)
Custom Ribbon
(dropdown)
Main Tab
Developer - ADD

19

Fifd

Word Options ? X
Genesal mize the Ribbon and keyboard shortcuts,
Display
ChoW¥e commands from: @ Customize the Ribbor: @

Fraoi, Main Tabs Main Tabs -
Save
f— [MainTabs Main Tabs

Blog Post log Post
Ease of Access Insert (Blog Post) sert (Blog Post)

Outlinin tining

Advanced
Customize Ribbon
Quick Access Toolbar
Add-ins

Trust Center

Background Removal

dd>> |

EIE

[ Developer
dd-ins
el

Keyboard shortcuts: | Custornize

19
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About Handouts - Locking

* Check boxes will not work unless document is
locked

* Need to unlock to change document

Review View Nuance PDF

Restrict Editi.. ~ %

1. Formatting restrictions

[ Limit formatting to a selection
of styles

Settings...
2. Editing restrictions

/] Allow only this type of editing
in the document:

Filling in forms
Select sections.

3. Start enforcement

Are you ready to apply these
settings? [You can turn them off

File Home Insert Design Layout Developer References Mailings Help ater]
= . = N Yes, Start Enforcing Protection
njﬁ] [@ Record Macro x g@ [ Design Mode @ % “Iﬂ 2 9 |
@®lipa o tie -
Visual Macros ord COM XML Mapping Restrict | Document
Basic A Macro Security i Add-ins Add-ins F Pane E«frﬁng Template
Code Add-ins Mapping tect Templates
L R ' 1 i 2 3 1y P4
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- \ CLOSING INFORMATION |

Date File Opened:cick or tap o enter = [ File:Click or tap here to enter text
Property Address:Click or tap here to enter text

CONTRACT INFORMATION
Purchase price: $Click or fap here o enter texi | Deposit amount: $Click or tap here to enter text
D t lick or 1ap here to enter

BUYERS' | BORROWERS' INFORMATION

| Laqgal name: Click or tap here to enter fext SN/EIN #:
| Legal name: Click or tap here fo enter fext. | SSN/EIN #
Legal name: Click or tap here to enter text | SSN/EIN #
Mailing address: Click or tap here o enler fexi
Gl cosim s | HOMB: Cikarinian warmre | EMaIL Click or tap here to enter text

| Paraleqal: Click or tap here to enter text
| Emall Click or tap here fo enter fext

FRAUD WARNING

Attorney: Click or tap here to enter text
Phone’ o wa Fax cuwormen
Other: Click or tap here to enter fexi
Attending closing in persor

Cash to close wire? -

INSURANCE INFORMATION
Master policy (CondalCo-Op): Click or 1ap here fo enter faxt
Ag ient: Click or tap here to enter taxt
one: Click or tap here to enter text

Halard policy: Click or tap here fo enter fext
| Agent: Click or tap here to enter iext

Phone: Click or tap here to enter text

\Wind policy: Click or iap here 1o enter texi
|Agent: Click or iap here to enter text

Phone: Click or tap here to enter text Email: Click or tap here io enter texi

Flood policy: Click or tap here to enter text
[Agent: Click or lap here to enler ext
Phone: Click or fap here 1o enter text

Email: Click or tap here o enter text

['Email: Click or tap here to enter text

| Email: Click or tap here fo enter fext

FINANCING INFORMATION
1% Lender: Click or Iap here o enter lext

Loan amount: Click or tap here o enter lext
Contact person: Click or tap here to enter text.
Phone: Click or tap here to enter texi

2" | ender: Click or tap here to enter text
Loan amount: Click or iap hers 1o enter texi

Contact person: Click or tap here to enter fext
Phone: Click or tap here to enter texi Email: Click or tap here to enter text.
Morigage Broker: Click or fap here o enler lexi.
Contact person: Click or iap here io enfer exi.
Address: Click or tap here io enter text
Phone: Click or tap here to enter text.

[ Loan number: Click or tap here to enter lext.

| Email: Click or tap here 1o enter fext.

Loan number: Click or tap here lo enier lexi

[ Email: Click or tap here fo enter text

‘OUTSTANDING MORTGAGES

1st Click or tap here to enter text

Mailing Address: Click or lap here fo enier fexl

Phane: Click or tap here io enter text. [ Email: Click or tap here to enter fext

Account number: Click or tap here to enter text. | Wire verification: Click or fap here to enfer fext

2" mortgage: Click or lap here (o enter text

Mailing address: Click or lap here io enter lexl

Phone: Click or tap here to enter text | tap here io enter

Account number Click or iap here fo enfer texi Click or fap here &

CONDOMINIUM/HOMEOWNER'S ASSOCIATION & MAINTENANCE

1"Assoclatmn name: Click or 1ap here io enter fext

1ce Company: Ciick o tap hers o entertxt. | Contact: Click or tap here to enter text

Address: Click or tap here to enter text.

Phone: Click or tap here to enter text | Email: Click or tap here 1o enter text

2nd Association name: Click or iap here to enter texi

Maintenance Company: Giick or tap here to enter texdt Contact: Click or tap here to enter text
Address: Click or tap here io enter text

Phone: Click or tap here to enter text | Email: Click or tap here io enter texi

3“’Assoc|auon name: Cl

or tap here to enter text

1ce Compant to enter text Contact: Click or 1ap here to enter text.

- Click or ta
Address: Click or tap here 1o enter fext
Phane: Click or tap here io enter texi Email- Click or tap here io enter texi

SELLERS’ INFORMATION

| Legal name: Click or tap here fo enter fext SSN/EIN #: Click or tap hare to enter text
| Legal name: Click or tap here fo enter iext SSN/EIN # Click or tap here io enter text
eqal name: Click or tap here fo enter text SSN/EIN #: Click or tap here fo enter text

g address: Click or tap here fo enter texi.
Cell: ‘s v . [HOME: Sl o rms vt Email: Click or tap here o enter texi.
Attomey. Chck or tap here 1o enter Iext Paralegal: Click or tap here to enter text.
Phone: ... [ Fax: Email- Click or tap here to enter text
Any seller fmemn?_nm)p an i - Ci ap here to enter text
Attend closing in 7 oo | How to recei eEroceEds” .| NO CHANGES
—

REAL ESTATE AGENT INFORMATION

(S) Listing Broker: Click or tap here [o enfer texi. | License no.: Click or fap here fo enter fext

Agent Click or tap here to enter text License no : Click or tap here to enter fext
Address: Click or tap here 1o enter text

Phone: Click or tap here to enter text Email: Click or tap here to enter text

Other: Click or tap here lo enter text. Commission: Click or tap here to enfer fext
Processing fee: Click or tap here fo enter fext DBuyer ‘ DSeller

(B) Selling Broker: Ciick or iap here fo enfer text License no - Click or tap here fo enter fext
Agent: Click or iap here o enfer texi License no - Click or tap here io enter fexi

Address: Click or tap here io enter fext.

Phaone: Click or tap here to enter text | Emali Clrok or tap here to enter text
Oths i

or tap here fo enter texi. : Click or tap here to enter text.

fee: Click or tap here 1o enter text :|E|u er | TSeller
CLOSING FLOWCHART “RESIDENTIAL SALE™ I'T;'ﬁ%j ir::.fé:f,.‘;.‘:”:i;fﬁ.”.';i.ﬁ o
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Introductory Letters

* Representation
* Non-representation
* For both

» Charges

* What is included
* What is not included

+ Additional charges for necessary items (FIRPTA)

24

il
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* Establishes no representation

» Establishes settlement fee &
* What is included in the fee

* Allows for collection of upfront
costs

25

Fifd

Non-Representation Letter

ATTORNEY NON-REPRESENTATION STATEMENT
TO: Click or tap here o eater text (the “Buyer”) the “Seller”)
FROM: Your firm name
RE:Click or tap here to enter text_(the “Property”)
Your firm name (*The Finm") has agreed to act solely as settlement agent in
this transaction, which means that The Firm does not represent any of the parties fo the
transaction.

As settlement agent, The Firm's duties are to:

Prepare the necessary documents that will consummate the transaction as contemplated
by the contract:

Ensure that applicable settlement documents are properly executed;

Ensure that costs and expenses are allocated between the parties pursuant to the terms.
of the contract;

Arrange for the payment and disbursement of closi
Arrange for the recording of appropriate document
‘Arrange for the issuance of the tile insurance com
Overnight executed lender's documents to lender

proceeds and costs;
the public records;
ment and policy(ies), and

Our fees and costs payable are as follows
Settlement Agent Fees: § Click or tap here (o eater fext

Our Setlement Agent Fees include up to two ovemight packages and up 1o three electronic
Aditionial csenlght pack: : ing will be ch

recorde
at their actual cost.

‘The Setilement Agent Fee does not include third-party charges and expenses such as:file search
fee, municipal lien search fee, recording fees, documentary stamps, intangible taxes, tile
insurance premiums and other third-party costs and expenses associated with the closing. We
expect to advance an your behalf certain of these third-party costs; accordingly, we request
payment of a cost deposit in the amount of §. This deposit will be erecitec! to you on the
final closing statement with any unused amounts to be refunded to you.

Please keep us informed of your progress in obtaining a mortgage loan commitment. Your
ines and time limit You must remain vigilant as to all time

limitations.

By executing below you acknowledge that: i) you have read and understand all of the documents
executed by you on behalf of the Buyer/Seller; (i) you understand that The Firm does not
represent the Buyer/Seller in any aspect of ths ransaction, and (i) you have had the opportunity
10 employ counsel of your choice in connection with this transaction.

Dated: Click or tap to enter a date.

ACKNOWLEDGED:

By: By
Printed:Click or tap here to eater text. Printed:Click or tap here o enter text.

25
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Fraud Warnings!

» Wire fraud contact
information

 Checklist to give out

*1n 2020

 $4.2B lost in cybercrime,

of which

+ $1.9B BEC

E

Your firm name & address

: Click or tap here fo enter text.

Address: Click or tap here to enter text.
Closing date: Click or tap to enter a date.

Closer: Click or tap here fo enter text.

Contact Information

DO NOT WIRE ANY MONEY WITHOUT FIRST CALLING OUR CONTACT
INFORMATION BELOW.
The i industry is experiencil
aimed at stealing closing funds.

icant increase in cyber-attacks

a signi

Criminals have figured out that closing agents handle millions of dollars on a daily basis,
s0 YOU have become the newest target for cyber fraud. Criminals are monitoring
emails and have been successful in intercepting emails and using that information to
attempt to have you wire them money. For that reason, WE WILL NOT EMAIL WIRE
INSTRUCTIONS TO YOU. If you receive directions for wiring funds, call us at the
number below to verify.

Your firm name & phone number
Contact person at your firm

We also need your contact information to verify with whom we are talking. Please fill in

the information, sign and return to our office by fax your fax number or mail your firm

address_Do not send it by email

Name #1: Click or tap here to enter text. ‘ Phone: Click or tap here to enter text.
How are you involved in the transaction? (buyer, seller agent, etc.):Choose an item.
Name #2: Click or tap here to enter text. ‘ Phone: Cick or tap here to enter text.
How are you involved in the transaction? (buyer, seller agent, etc.): Choose an item
Name #3: Click or tap here to enter text. Phone: Click or tsp here to enter text.
How are you involved in the transaction? (buyer, seller agent, etc.): Choose an item
Name #4: Click or tap here to enter text. ‘ Phone: Click or tap here to enter text.

How are you involved in the transaction? (buyer, seller agent, etc.): Choose an item

By signing below, | acknowledge that | have read and understand this information.

Date: Click or tap to enter a date.

Date: Click or tap 1o enter a date.

Date: Click or tap fo enter a date.

Name #4:

Date: Click or tap to enter a date.
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Begin the Transaction Securely

Establish at least one trusted phone
number for your real estate agent and
sett|ement agent soon after your sales
contract Is signed.

Real estate agents - phane numbers are
often on the contract or |isting agreemant.
You can also trust the brokerage's website
or telephone directory,

Settlement agent - you may get a letter
or somme other "opening” corresponden
from the settlement agent. If you visit
i person, pick up a business card. You
can also trust the settlement agent's

or telephone directory. If your
settlement agent is an attorney, their
nformation can be obtained at
www.flabar.arg.

End the Transaction Securely

If you receive an emal changing the
timing and/or amounts to be wired ta the
settlement agent, verify using a trusted
phane number or in person

Watch out for instructions marked

‘urgent” or giving a tignt dead|ine (eg
close of business today). Fraudsters want
to creste 3 sense of Urgency to get you to
act without thinking

Watch out for offers from the seller or

sheir real estate agent that are *too

goad to be true” For example, if you

are negotiating a repair escrow or credit

at closing and receive an offer agreeing to

resolution for significantly less money if
are paid the balance "today, by wire

transfer,” contact your real estate agent

or attarney to verify the legitimacy of

the offer.

@01
B00-396-9963 | thefund. com | Afcrmeys’ Tik FLnd Senvicss, LLC. | 8545 Carooral

r's Fraud
CHECKLIST

Use a more “secure” ¢

any correspondence
Consider using your »
because there are ger
and security protocol:
tornet-based accour
and Gmall,

Do not send any pers:
Information via email,
social security numbe
documents. If you we
information on Faceb:
i your emaill

Verlfy any changes to
agent's contact inforn
instructions either in f
trusted phone numbe
beginning of the trans

Never use the phone |
in an email to verify th
contained in the emai
often use pre-paid cel
in these emails and th
the phone when you ¢
continuing the fraud.

Be alert for slightly df
addresses from anyor
the transaction, for ex

john-doe@bigbank.co
john-doebigbank@gn

If you are unable to v
agent's wire instructic
phone number or in p
can verify to wire func

Closer’s
CHECKLEST

Begin the Transaction Securely

+ During your first interaction with each
party to the transaction, establish at
least one trusted phone number to use
for contacting the person throughout
the transaction
Consider at |east one of the
following methods:

+ Asking for the information in an
engagement |etter or intake form.

+ Using the contact information listed

n the sales contract.

+ Asking for the information at an
n-person meeting or during an
ncoming phone call

+ DO NOT rely on telephone numbers
solely provided via email If in doubt,
ask the party’s real estate agent what
phone number they use to contact the
party directly

End the Transaction Securely

Review payoff and other wiring instructions
slowly and carefully for inconsistencie:

* Obtain this information well in advance

of closing to give yourself time to review
and verify.

Verify wiring instructions using the trusted
phene numbers o in person.

« This includes payofts to lenders or other
creditors, real estate and mortgage
brokers, as well as the sellers.

Verify using a trusted phone number or
in parson if an email changes the timing
andyor amounts to be wired

Fraud

Alert buyer, seller and real est:
in writing thal they could be Lz
email fraud,

+ Include in engagement or ¢
* Include in any emails
e.c., underneath the signa
and other correspondence

Inform parties they must verify
changes te contact informatio
disbursement or wiring instruc
in person or via the trusted ph
given at the beginning of the t

Inform all parties to not send ¢
information via email, including
security numbers, identificatio
and bank account information,

Do not email wiring instructior
them via U S. Mail or give therr
phone

If wiring instructions or other ¢
instruction changes are emaile
use the trustad phone number

Inform the parties to the trans:
ne monies wil| be disbursed ur
instructions are confirmed ove

Watch out for instructions mar
or giving a tight deadline (e.g.
business today). Fraudsters w
abandon your verification rout
putting time pressures on you.

Be alert for slightly different
emall addresses:

John-doe@bigbank com vs.
john-doebigbank@gmail.com

If you are unable to verify disb
instructions via a trusted phon
wait until you can verify to wir
write a check

s Furd Senion

02017 Atiomeye
Gante Bk, Crengo, FL

B0-336-3583 | hahund oom | Aorrens’

Seller’s Fraud

CHIEEKINSI

Begin the Transaction Securely

+ Establish at least one trusted phone
number for your real estate agent and
settiement agent soon after your sales
contract is signed

Real estate agents - phone numbers are
often on the contract o listing agreement.
You can also trust the brokerage's website
or telephone directory

Settlement agent - you may get a letter
or some other "opening” correspondence
from the settlement agent. [f you visit

in person, pick up a business card. You
can also trust the settlement agent's
website or telephane directory. If your
settlement agent is an attorney, their
information can be obtained at

www flabarorg

+ Use a more "secure” email address for
any correspondence about the transaction.
Consider using your work email address
because there are generally more firewalls
and security protocols. Avoid free,
internet-based accounts like Yahoo
and Gmail

End the Transaction Securely
+ Contact your bank to obtain your

account’s wire instructions well in
advance of closing.

Watch out for offers from the buyer or
their real estate agent that are “too
good te be true” For example, if you
are negotiating a repair escrow or credit
at closing and receive an affer agreeing
1o resolution for significantly less money
f they are paid the balance “today, by
wire transfer,” contact your real estate
agent or attorney to verify the leitimacy
of the offer.

o0
'B00-336-0683 | thefund.com | Aormeys Tite Fund Services, LLC. | 6545 Comon

Website

Do not send any personal or private
information via email, including your
social security number and identificatien
documents. If you wouldn't share the
infermation on Facebook, don't put it in
your emaill

Do not email your bank account wiring
instructions. Instead, send them via US.
Mail, give them over the phane, or
take them In person to your real estate
or settlement agent

If your wiring instructions change after
you originally provide them, deliver the
new instructions Lo your real estate ar
settlement agent in person.

Learn about and understand the sel
agent's policy on disbursement. Many

settlement agents require oral verification
of wire instructions before disbursement.

Never use the phone number given in

an email to verify the infarmation
contained in the email. Fraudsters often
use pre-paid cell phane numbers in these
emails and then actually answer the
phone when you call, thereby continuing
the fraud.

Be alert for slightly different em
addresses from anyene connect
the transaction, for example:

d with
john-dee@bigbank.com vs.
Jjohn-doebigbank@gmailcom

Make sure you are available by phane

or in person at closing to verify wire
instructions.

crayer T s savicns 10 FIREY

1 B, CiEnao, FL
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[ My Account inmon) | LOGOUT]  Q

The;
Fund Home Info Center Software Services Education Resources Support Contact Us

Welcome

W Webinar: Check Please!
Join us Tuesday, March 15 (12:00 PM - 1:00 PM) Check Pleasel Is a review of data
collection forms, checklists and communications for use in a real estate transaction. New,

dynamic forms and checklists wil be: presented with suggested use of each. Register ECDT m ( PL

Now: E-ClosingDT ATIDS . W

Launch Center

© Launch © Launch © Launch

New! Get Giariza

o

W Vendor Marketplace Spotlight
% RKSHEETS.
Looking for banking or funds-management solutions for your transactional practice?

Learn how Fifth Third Bank and Paymints.io could help. Visit the Vendar Marke!

RATING
WOk

Vendor )
Marketplace Fufid

MARKETPLACE

SPOTLIGHT" ..o

Information Center

What's New

Digital Closings Software Integrations
Real estate closings will change over the next 2-3 years and move We are pleased to announce that over the past few months, we
in the direction of less paper and more technology. have been working closely with various 3rd party closing software
panies o creae direct and indirect with Fund

The transition to digital closings will happen gradually as the data sources

various partners in the loan and settlement process identify ways

in which the technology can increase efficiencies, reduce errors, You will be able to use your favorite closing software
and result in a better experience for everyone invoived. Learn programs, and can access or import information such as
about digital closings and how to get your practice ready. orders, CPL's or jackets.

Expl y Topic

7
General Counsel Information Security CFPB
Your source for important updates and recent Leam how to protect you and your practice from New CFPB rules, regulations and indusiry updates
changes that are impacting the Real Estate cyber attacks and fraud, because no one is including the Closing Disclosure Process.
industry in Florida. immune.

Latest News

Latest News Latest News Wells Fargo Sefilement Agent Newsletter...
Fee Disclosure, E&O Limitations & Legal. Tips to Avoid Morigage Payoff Fraud TILA-RESPA Integrated Disclosure FAQs...
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Information Center

searcn e ormation cen [

Center > Information Security

Information Security

Wire Fraud Scams.*

Think you're immune? Guess again.

Information Security Questions

Email questions to legaled@thefund com. If your questiol
can help others, we'll add it to our information security

In 2020, 1/3 Of All Real Estate Transactions Were Targeted By FAQs page.

* Name:

Florida ranks second in the country for internet crimes, according to the FBI's 2020 Internet Crime

Report. The three most common crimes: business email compromise, phishing scams, and ransomware

* Email:

To help you protect your practice, your funds, your employees and everyone with whom you
interact, we've pulled together these valuable tips, learning opportunities, links ang updates. Feel free to

download and share the 8 Cybersecurity Commandments flyer and the Information Security FAQS

document.

*Source: iitps /iblog alta 0rg/2021/04/survey-tit targeted-Tor-wire-fraud-in-a-third-of-al:

ctions htmi

Be Cyber Smart!

m Qur industry is a primary target of the fraudsters, exercising good cyber
hygiene and diligence is a year-round requirement. These tips run the gamut,

« TIP OF THEDAY = from articles on encrypted email, links to the FBI's ic3 website, recorded

webinars, and more.

I'm not a robot

* What's Your Question?:

ey
.
View Cyber Security Tips
Escrow & Cyber Security. Profecting You & Additi I Ri
Tour Clients ALTA's Rapid Response Plan for Wire Fraud
What Every Real Estate Attomey Needs to e
Know Apou! Cyber RisicInsurance Federal Financial Institutions Examination
Protecting Yourself Against Wire Fraud e
Window to the Law: Cyberscams and the Fegeral Bureau of investgation
Beal Estalc Broressional Federal Trade Commission - Start with
Arm Your Clients Against Wire Fraud e
How to Report Wire Fraud Lock Down Your Login
Choosing and Protecting Passwords
Glossary of Terms Avoiding Social Engineering and Phishing
An list of information security Attacks
terms with their definitions.
Phishing Tip Card
iber S " ¥
Fund Concept (Members Only) Cyber Security Checklist for Buyer, Seller &
Realior Transactions
Spoofed Payof Letters
Sample Wire Fraud Warnings You Can Use
Be On High Alert For Morigage Payoff Fraud
ALTA Outgoing Wire Fraud Checklist
Introduction to Email Encryption
How Wire Fraud Staris
You've Been Hacked - Now What?
Responsibilities Under Florida's Information
Protection Act and ALTA
Cyber and Privacy Insurance ALTA Best Practice
Practical Tips for a Clean Desk Policy and PllEw:No’ 3
Procedure Pillar 3 - Privacy & Information 31

Security,

ALTA Best Practice Pillar No. 3

31
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Entity Fraud Prevention Checklist

ENTITY FRAUD PREVENTION CHECKLIST

File: Click or tap here to enter text.

Address: Click or tap here to enter text.

Closing date: Click or 1ap to enter a date.

Closer: Click or tap here to enter text.

CConfirm identity of parties to transaction

TReview Sunbiz for any entity transferor
OConfirm identity of signatory

12 months

ZReview all docs provided by pa
COMake sure docs signed properly

voided check (see wiring checklist)

Speak with parties individually regarding wiring procedure

I Critique transfers of property within the last 12 months (especially via QCD)

OCaonfirm authority of signatory wasfis good
OCaonfirm that there have been no changes in principals of company within last
s (i.e. trusts, corporations/company documents)

OConfirm authority in documentation, question any successor authority carefully
OConfirm dates of instruments being reviewed match up properly

ZConfirm all outgoing wiring instructions verbally from known number or require a

32

il

FIRPTA

Non-Foreign Certification by Individual Transferor
(Seller's FIRPTA Affidavit)

fore me, the undersigned authority, persenally appeared the person(s) named in paragraph 2(b) below who,
after being duly swom, stated as follows-

1. This cerfiicate s to inform the transferee that withholding Federal Income Taxis nof required, upon the sale of
the following described real property:

C

to enter text.
2. The undersigned Transferor cerfifies and declares as follovis:

a1 .am not a foreign person for purposes of United States income taxation and am not subject to the tax
withholding of Section 1445 of ode of 1954, s amended

b. My United States taxpayer identification or Social Security number is: Click or tap he

enter text
C. My home address is: Click or tap here fo enter text

There are no other persons who have an ownership inferest in the above described property other than those
persons listed in paragraph 2(b) above.

a Theundersigned hereby further certifies and dedlares:

b. 1 understand the purchaser of the described property inends to rely on the foregoing representations in
connection vith the United States Foreign Investment in Real Property Tax Act. (FIRFTA).

4. 1 understand this cerlificaion may be disclosed fo the Infemal Revenue Service by the transferee and that any
false statements contained in this cerlification may be punished by fine. imprisonment or both

Under penalties of perjury, | state that this declaration was carefully read and is true and correct.

o 1ap hete 10 enter fext. (Affiar)

STATE OF Click or tap here to enter text

GOUNTY OF tap here to enter text

The foregoing insinumant was suom to and subscribed before me by means of T physical prosencs ot

3 ok i i ik i tp it e rnt cy of Ok o b er text., Click or tap here to
<t by r4ap here to eater text. who I Is personally kniown of

3 e procuted Click o1 tap bere to = . a8 Klenification,

[Notary Seal] Motary Public
Printed Name: Cic here to enter text. My
Gommission Expires: Click or tzp to enter 2 date

Non-Foreign Certification by Entity Transferor
(Seller's FIRPTA Affidavit)

Transferor-Click or tap here to enter text
Transferee: Click or tap here to enter text
&

Closing DateClick or tap to enter a date

Before me, the undersigned authoriy, personally appeared the person(s) named below who, afer being duly
sworn, stated as follows:

Transferor is selling that certain real property located in , which is more particularly described as followrs:
Click or tap here to enter text

Section 1445 of the Inemal Revenue Gode provides that a fransferee of a US. real properly interest must
withhold tax f the ransferor is a foreign person. For U.S. tax purposes (Including section 1445), the owner of a
disregarded entity (which has legal file to a U.S. real property interest under local law) il be the ransferor of
property and not the disregarded entity. To inform the transferee that withhalding of tax is not required upon the
disposition of a U.S. real property interest by , the undersigned hereby certfies the following on behaif of -

Click or fap here fo enfer text. is not a foreign corporation, foreign parinership, foreign trust. or foreign
estate (as those terms are defined in the Intemal Revenue Code and Income Tax Regulations);

Click or tap here to enter text.is not a disregarded eniity as defined in §11445-2(6)(2)ii);
3. Click or tap here to enter text 's US. employer identiication number is ; and

4. Clid

x tzp hiere to enter text.'s office address is .

Click or tap here to enter text. understands that be disclosed to the rvice
by transferee and that any false stalement contained herein could be punished by fine, imprisonment, or e

Under penalties of perjury, | declare hat | have examined this cerification and fo the best of my knowledge and
belief it is true, comect, and complete, and | further declare that | have authority to sign this document on behalf
of Click or tap enter text.

Print Name: Click or fap here to ent

STATE OF Click or tap bere to enter text
COUNTY OF Click or tap here to J\te. fext.

before me by means of O physical presence or
D online notarization this Click or (ap hereto enter text day of by Clickor tap here to enter text who 01
is personally known or O has produsedClick or tap here to enfer tet. s identification

[Notary Seal] Notary Public: —
Printed Name: Tere to exter fext

My Commission Expires Click or tap to enter a date.
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FR/Bar-6 Timelines

FR/BAR-6X
TIMELINE CHECKLIST

Buyer:Click or tap here to enter text. Calendar days

Seller: Click or tap here to enter text. )

File: Click or tap here to enter text. Contract Line Pate

Address: Click or tap here to enter text. Fr/Bar | ASIS

1. Effective Date 48 48
Financials

2. Earnest money deposit due (buyer) 30 30

3. Additional deposit due (buyer) 36 36

4. Financing Application submitted by (buyer) 98 97

5. Loan Approval 90 89

6. Buyer notice of loan approval to seller 113 112

7. Buyer notice of inability to obtain financing to seller 118 117

8. Seller to terminate contract for lack of loan approval 124 123

35

19




Timelines

el

Home Info Center

Forms

2006 ALTA Forms Schedules &
Endorsements available for download and
ordering online.

(Il

Closing Flowcharts
Use these flowcharts to help organize and
execute your real estate closings.

(Il

Mortgage Release Certificate

A combination Appointment and Mortigage
Release Certificate for your use based on
section 701.041 of the Florida Statutes.

(I

Software

Services

Education

Get More Done

*E  Paradigms, Charts and Other

Tools

’g Designed to assist you with the analysis of

specific title complications as well as

guidance on how to deal with challenging

Issues,

B Worksheets

Rating spreadsheets to help you calculate

Resources

Support  Contact Us

Mortgage Foreclosure Checklist
Use this checklist to help you prepare for
a foreclosure.

Calculators by The Fund
Power Up Your Practice! Take advantage

|ac

promulgated rates and Fund remittances. \at

Fund App

Take the power of The Fund with you
everywhere in one easy and convenient to
use format. Access powerful features for

popular Fund tools.

make estimating your premium
transactions and closing costs easier and
more efficient.

Fund Shop

A convenient, one-stop shopping resource

where you can order digital, printed
downloadable materials and resources to
build your brand and share with clients.

of our Real Estate Calculators designed to

36

il

36

Timelines

Resources > Real Estate Calculators

Real Estate Calculators

Closin
Costs 4

Buyer Cost
Sheet

Seller Net
Sheet

Critical Dates
FRBAR Standard

Closing Costs

Calculate buyer and seller ciosing
costs, including doc stamps.
intangible tax, and real estate.

View Calculator

Buyer Cost Sheet
Calculator

Calculate how much a buyer may
need to bring to closing.

Seller Net Sheet Calculator

Calculate how much a seller might
receive after a sale.

View Calculator

Critical Dates Calculator -
FRBAR Standard

Ensure that you meet all important
milestones and dates during the
closing process.

View Calculator

Critical Dates
FRBAR “As Is”

Critical Dates

Contract for Residential
le & Purchase

Premium
Calculations

Critical Dates Calculator -
FRBAR "As Is"

Ensure that you meet all important
milestones and dates during the
closing process.

View Calculator

Critical Dates Calculator -
CRSP

Ensure that you meet all important
milestones and dates during the
closing process.

Premium Calculations

Calculate the amount of premium for a
basic fitle transaction before closing

View Calculator

37
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Timelines

Critical Dates Calculator - FRBAR "As Is"

Resources > Real Estate Calculators > Critical Dates Calculator - FREAR "As Is”

Effective Date of Contract *

Closing Date

mm/ddiyyy 0

mm/ddlyyyy 0
May be subject to change

Add to Your Website
Make your work life a little easier and
engage with clients and prospects.

ate Calculator Widget

Title Commitment Received

mm/ddlyyyy 8

Questions
Does the initial deposit accompany the offer? OYes @No
Is this a cash transaction? OYes @No
Will there be additional deposits? OYes @No
Is there an association? OYes @No

Initial Deposit Due

Additional Deposit Due

Loan Application Deadline

Loan Approval Deadiine

Title Commitment Deadline

Survey Deadiine

3 days after Effective Date of Contract

10 days after Effective Date of Coniract

5 days after Effective Date of Contract

30 days ater Effective Date of Contract

15 days prior to Closing Date

15 days prior to Closing Date.

Create & Download PDF

Name of Seller
First Name

Last Name

Name of Purchaser
First Name

Last Name

Lender
Name

Property Address
Address 1

Address 2

il
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CLOSING FLOWCHART “RESIDENTIAL SALE™
‘With Buyer obtaining a new mortgage
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CLOSING FLOWCHART “RESIDE AL SALE™
‘With Buyer obtaining a new mortgage
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File Processing

FROM BUYER

TYPE OF TRANSACTION INSPECTIONS
File Number: Ciick or tap here o enter text Property Address: Click or tap here 1o enter text Requesied | Recaived Reviewed | To lender__| Recelpl )
Contract 0 Time Frames O Rush wiprier 1 week (1 Fome
Sellers Does. O Standard wiprior 2 week O WDO
Estimate closing dale NO PRIOR FOLICY O [E 0
| Stosioomes | i
Signed Effective date Expired. e
Escrow lefler | Timelines sent | Addendums: Requested | Received Paid Sentto OncD
Credits 1o [ Credits to | Credits to- e i Lender i
Who pays owner's policy 0 Buyer O Seller [Click or tap here to enter text. DORRERE T g
Master Condo/Co-0p in full 0 at closing
Letier to buyer Letler to se Click or tap here lo enter fext
= = Hazard Gin full 0 at closing
Eviewe Wind Gin full O at closing
Requested | Received | Aliomey [ Borrower | Lender Seller Flood Cin full O at dosing
%‘ak = Thin full 0 at closing
WMuni.lien search S
Permit search Condo/HOA application | T T T T
ax search Condo/HOA approval } I [ I }
urvey affigavit S ——
urvey added o TC - HORISELSER
GAP Search Oid title policy- Old survey: WD:
file Updale Forvarding address: Seller docs: FIRPTA
Click or tap here lo enter text | Click or tap here to enter text
—— Other: Click or fap here lo enter text_| Clickor tap here to enfer text
B-1 REQUIREMENTS Clickc or tap here to-enfer text Click or tap here to enter text | Clickor tap here to enfer text
Requested | Received Update
¥ mortgage payoif. Click or tap here 1o enfer texi DOCUMENT PREPARATION
Z"I“ ’;‘0"?59‘;533/("" 5"‘”: ”“"ﬁ here to enter text Deed [o [Biloisale [ | Escrow/bils | o | Close HELOC [o[19%5__ |o
el aen s e R €0 o [selercd o [ALTA [o_[FRPIA [o | BARdGad o0
Tion 7 Cick o o hore Io eor it SAmGavi | o | Amdavit | | Amdavit [ _| Proration =N =
lick or tap here fo enter fex
pen Permits: Click or {ap here 10 enter tex CD/ SETTLEMENT STATEMENT
ick or tap here to enter fext Uity Balance Holdback Credi Cred
ondo/HOA applicalion: CIick of [ap here (o enter (exL REA(S) comm: REA(S| fees: REA(E] comm: | REA(B) Te
ondo/HOA approval: Click or 1ap here [0 enter (exl Fees Fees ees | Fees:
ndo/HOA, estoppel: Click or iap here fo enfer fexd. Cash to close Other: Closing Sep_ & Oct_hold for Nov. taxes 0
ckc or tap here to enter text.
ckc or tap here to enter fex. |
ck or tap here fo entertext,
Afidavit. Cick or 1ap here to GTET oAt Ad val. Tax ["Non-ad val. 1 Non-ad val. 2. [ Assmnt. 1
Afficavil, Click orlap here 10 en Assmnt 2 LS Deposit (L |
NEW LENDER COMMUNICATION ‘Seftiement statement approved: Lender _Buyer O_Seller 0_REA seller D_REA buyer O 41
Request date nt fo Sent date CD approval_ Lender C1_Buyer O Seller 0
L : e ner Gick ortap here 0 enter [ The
- = tes: Click or tap here fo enter text
Tille commitment or ap here lo enter S o ha T et ien Fund
Preliminary CD fees/costs ck or tap here to enter ortap hers 1o enter tex
Final CD feesicosts or tap here to enter artaD lierc 10 onler e

LLlanhoredoon

41
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Cost, Fees & Payoffs

Cost, Fees & Payoffs

Address:Click or tap here to enter text.
File: Click or tap here to enter text

Closing Date:Click or lap fo enfer a dale

Recording Fee - Affidavit #1 -

Recording Fee - Affidavit #2 -

Recording Fee - Deed

DescriptionClick or tap here to enter text

Recording Fee - Mortgage

Purchase Price Click or tap here to enter text

Recording Fee - Release #1 -

 Make sure all items are

Loan Amount Click or tap here to enter text

Recording Fee - Release #2 -

Deposit #1 Click or tap here to enier fext.

Deposit #2 Click or tap here to enter text

Seller Credit For: Click or tap here to enter text

on CD

Survey

Doc Stamps - Deed

Doc Stamps - Intangible Tax (note)

Taxes - Non-Ad Valorem

 Special notes for closings

Doc Stamps - Morgage

Taxes - Real Estate -

Verify current year taxes paid

in

HOA/Condo #1 Dues Per:

Verify all prior taxes paid

HOA/Condo #2 Dues Per:

O | Closing in Sep or Oct hold taxes for Nov

HOA/Condo Estoppel #1 -

HOA/Condo Estoppel #2 -

O | Title - Marginal Increase Owner's Policy

* Verify current taxes paid 5

i i 1 O | Title - Seller Pay Owner's Policy - Borrower
¢ Ve rlfy a” prlor taXeS pald Home Warranty _ Charge
O | Title - Agent Fee -
_Four Point Title - Title Search

» September or October

Inspection - Home —

Title - TRID Loan Policy

Inspection - Pest - WDO

Other: Click or tap here to enter text

Insurance - Flood - 1 year

Other: Click or tap here to enter text

Insurance - Homeowner's Hazard - 1 year

Other: Click or tap here to enter text

Other: Click or tap here to enfer text

O | Insurance - Wind - 1 year

Other: Click or tap here to enter text

Other: Click or tap here to enter text

Payoff Seller's: First Mortgage

Other: Click or tap here fo enier text

Payoff Seller's:

Click or tap here to enter text

42

Payoff Seller's:

Click or tap here to enler text

Click or tap here to enfer text.

Real Estate Broker Additional Charge: =

Click or tap here to enter text

O | Click or tap here to enter fext.

Fifd

0 | Real Estate Commission Cooperating
Agent (Buyer)

Click or tap here to enler text

lick or tap here to enfer text.

Real Estate Commission Listing Agent
(Seller)

Click or tap here to enter text

42

Estoppel Request

Your firm name & address
Click: or tap to enter a date.

Click or tap here to enter text.

w

To Whom It May Concem.

Please be advised that the above-referenced unit/parcel ovmer is planning the sale or
refinance of the above-referenced unit/parcel on or about Click o tzp to etera date.. Pursuant
to Sec. 718.116(8), 719.108(6), or 720.30851, F.S., as applicable, please complete the
attached form regarding the unit/parcel or provide the requested information on a separate
form. The estoppel cerfficate should be deliversd no later than (check one):

@

0110 business days [ 3 business days from the date of this request to:
Your firm name & address

Thank you for your attention to this matter. If you have any questions or
concems, please do not hesitate to contact me

Sincerely,
7

8

43

Fifd

Association Name: Cli

L

-

L2t

Estoppel Certificate
(Secs. 718.116(3), 719.108(6), 720.30851, F.5.)

ot tap here to eater text
Date of issuance: Click or tap here fo enter text

Name(s) of the unitfparcel awner(s) as reflected in the books and records of
the association Click or tap here to enter text

Unit’parcel designation and Address: Click or tap here to enter text.

Parking or garage space number, as reflected in the books and records of
the association: or tap here to ener text.

Attorney’s name and contact information if the account is delinquent and has
been turned over to an attorney for collection. No fee may be charged for this
information: Click or tap here to enter text.

Total fee for the preparation and delivery of the estoppel certificate:

a. Standard estoppel fee: § Click ortap here to ernter et (ot to exceed 5299)

b. Expedited estoppel fee: § C1

here to enter text. (not to exceed $119)
¢. Delinguent account fee: $ Click o fap here to enter text. ( ot to exceed $179)
d. Estoppel fee payee: Click or tap here to enter text.

e. Estoppel fee to be sent to: Click or tap here fo enter text

Name of the requestor: Click or tap here fo enter text

and other i Click or tap here to enter text

ASSESSMENT INFORMATION

a. The regular periodic assessment levied against the unit/parcel is 5 Click or
tap here to enter text. per Clid ere to enter text

b. The regular periodic assessment is paid through c or tap here to enter text..

c. The nextinstallment of the regular periodic assessment is due Click or tap
here fo enter text. in the amount of $ Click or tap here to enter fext..

d. An itemized list of all assessments, special assessments, and other
moneys owed on the date of issuance to the association by the unit/parcel
owner for a specific unitiparcel is provided. Click or tzp here fo enfer fext

43
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Instructions to Surveyor

INSTRUCTIONS TO SURVEYOR
O Boundary Survey O ALTAINSPS Survey

12.All easements necessary to bring utilities to the property.

13.Flood zone designation(s) indicating whether the subject property is located inside the

R _ special flood hazard areas as shown on the published Flood Hazard Boundary Map
ick of t3p here 10 er (FHBM) or in Flood Insurance Rate Map (FIRM) Zones A, AE, A1-A30, AH, AO, A99.

Address: Cick or tzp here o enter text AR, ARIAE, ARJAD, ARIAT-A30, AR/A, V, VE, or V1-V30, to evidence whether the

Closing date: Cick or top to enter 3 dote subject property fies in a flood area

Closer: dlick or tap here

to enter text

14. Professional liability insurance policy in the amount of § Click or tzp here o entertext. with
Enclosed is the Title Commitment and supporting documents. For an ALTAINAPS survey, a copy of the declaration page of such insurance policy.
a zoning report is provided for inclusion on field work and map. If any part of information ) )
provided is not legible, please notify us immediately so that we may provide a legible copy 16.The survey should be no more than 90 days old and contain the following

certification

Al surveys must show and comply with the following;

Comply with Rules 5J-17.051 and 5J-17 062 F A C. Surveyor's Certificate

To:  Buyer: Click or tap here to enter text.
Legend with all symbols used on the map. Your office

[C.

2 CIick or tap here 1o enter text
3. A complete legal description of the property. Note any discrepancies between legal OId Republic National Title Insurance Company

description and as used or surveyed. Include the point of beginning if it is contained in This is to certify that this map or plat and the survey on which it is based were made in
the legal description. accordance with Florida Standards of Practice as delineated in the Florida
Administrative Code 5.-17. The field work was completed on

4. Perimeter of the property by courses and distances and of all lines described by Dated this __day of S20 PSM No.

referenced to the line of another piece of property. —

Orfor ALTAINSPS

5. Anyi to the extent and relation of i by distances rior

to perimeter of property, established building setback lines and street right-of-way lines. This is to certify that this map or plat and the survey on which it is based were made in

) _ ) accordance with the 2021 Minimum Standard Detail Requirements for ALTANSPS

6. All matters affecting the property. including fences, power lines, telephone lines, Land Title Surveys, jointly established and adopted by ALTA and NSPS. and includes

pipelines, lakes, streams, private roadways, etc. flems i Table A

- ; g thereof. The file work was completed on .20
7. All paved areas, including drives, walks, private roadways, parking spaces, and such  fhereo — "
provements as swimming pools, tennis courts, etc. If applicable, the number of parking Additional instructions for ALTAINSPS surveys:

spaces must be shoumn 16. Comply with ALTAINSPS 2021 standards.
8. Location and width of all easements and other matiers of record referred to in the title 17.Confirm physical access.

commitment, showing book and page or instrument number of recording. Include a 18.Age of monuments and siruclures if there are gaps or overlays found.

statement that all easements and other matters of record are located pursuant to the

specific recorded documents 19:Gtherfrom:A TANSES

Table A:

9. Encroachments and the extent thereof i feet and inches (f practicable) upon the anle

property on. o2 os. o4 os.
10.Location and width of all dedicated public streets, travel ways, evidence of travel use or 06.(a) O 6.(b) O74a) OT7.(b)(1) OT7.(b)2)

rights-of-way which abut or cross the subject property, including an indication that the O7.(c) s = a1o. O 11(a)

road right-of-way abuts the property line, and whether such access is paved to the 011 (b) 012 o13. o1a. o1s.

property line. o16. o1r. o18. o19. 44
11.Nearest adequate source of sewer, water, electric, telephone, and gas service. 03 20. Click or tap here to enter text. "Ih e

Any questions or concerns, please contact our office immediately prior to completing field work Fund

Survey Checklist

Survey Checklist

Additional Checkl

t ALTA/NSPS Survey

File:Ciick or tap here to enter text.

P ments OFieldwork (Section 5)
O Drawing correctly maps the metes &

Address: Click or tap here to enter text O Monuments — location, size character O Easements, servitudes, rights of way access
Closing date: Click or tap o ernter o bounds description O Found & documents
Closer: Gick or tap hereto e O The drawing matches the recorded OPlaced O Location & width

B, ., - O Location, description & character of any lines I Note if no access to pubiic way observed
0 Drawing identificd Essential Features O Rights of way & access O Platted setback or builing restrictions
O Boundary lines OLocation 00 Presentation
O Any body of water

O Technical Requirements
Dlincludes surveyor's

01 Original embossed seal or O Roads, sireels abutiing, location & size DOINo less than 85X 11
O Electronic seal 0 Other natural & manufactured objects affecting 3 iskile vt ot yical seabas O Vicinity map
[1Seal states *Florida Registered the property 01 Location & character of other forms of access 01 Necessary additional information
Surveyor & Mapper” CIE asements ot any D) Any potentially encroaching access ways O Caption *ALTANSPS Land Tille Survey”

O Rights-of-way O Location of any road or street not DO Table A

O Survey s signed
O Platted building setback lines documented

O Survey is dated

OIField workdone __/__|__ (more than EX Improvementsof any kind i O Access to & from waters adjoining property 001 Monuments placed o referenced at
90-d2ys 3go, comply wilh O Matters that may impact insurability: 03 Lines of possession & improvements comers
TH25.03 068 O Any encroachments of improvements from o o 002 Address
1 Drawing signed insured land onto adjoiing land G aies B s e o Sviicings o 03 Flood zone classification
Qi 01 Any encroachments of improvements from i) 04 Gross land area

005 Vertical relef, contour interval, datum
& originating benchmark

6 (a) Cunent zoning classification

016 (0] Gurtent zoning sethiack, hasight &
floor space

D17 () Exterior dimensions of bulkiings

07 (0] (1) Square footage of exterior
footprint of buildings

O Address adieining land onto insured land O Character & location of all walls, buidings,
D ot g s O Any improvemenis located on property fences, & other improvement vithin 5 feet
thatis or was submerged of each boundary

O Any encroachments in any easements O Any potenial encroaching structure (fire
00 Any encroachments of road rights-of-way escapes, overhangs daors opening out, efc. )
O Any violations of building setback fines O Buildings
O Any gaps or overiaps (i¢., discrepancies O Easements & Servitudes

between description in recarded instrument & O Evidence of any easement or servitude

OLicense number
01 Statement survey not valid without signature
and seal

O Certifications
DINEW survey certified to

I s A
Hlpioiect mpird e e s oot s ) 2)Sqrefocag

i s G Gy Surtae
01 0ld Republ boundary O7 (c} Measured height of buildings

O Evidence on or above ground of utlities on, 018 Other substani

O Prior owmer in chain of fils
[1ALTAINSPS language as needed
O Directional north arrow located
1 Al symbols used an map are defined in
legend
1 Surveyor's notes have been read carefully
O Legal access confirmed
D Map shows access to public road
DIMap shows access via private road
O Verified easement for use and that
private road connects 10 a public road
[Legal Description Accuracy
[ Legal description matches the
[ Last deed of record, if not contact Fund
undenwriting
OTitle commitment

O Sent to surveyor

O Title commitment with legible supporting
documents

0 Zoning information (ALTLINSPS only)

O Anything Unusual Cli here to enter text

O Evidence & location of items notated in
Fieldwork
above

D) Details of direction, length & curve of

O Details of water boundary within 25
D3 Any gaps of overlays, if s0, age of

O Explanation of significant differences
O Note regarding site conditions

O Note if access within 5 feet was restricted
O Note regarding fitle commitment

’ as aciually used & occupied
U Memnerslomes 1 Paies 1§ posiessti © ) above or below ground 013 Number & fype of identifiable parking
eller ; 0 Cemeteries spaces
I PRIOR survey certified to = ':'“'E”'“"“‘ Lisbilty_Josiirence i N dmisl of O Water Features & location of water 0110 (2) Divisions or party wialls
O Seller or O Plat or Map (section 6) 011 (@) Underground utiltes in piane

andlor reports provided

0111 (6) Underground utiities by marking
coordinated a private utiity locate request

01 12 Government agency requirements.

0113 Names of adjoining owner of platted lands

014 Distance to nearest intersecting street

0115 Reciified othography, phatogrammetric
mapping, airbornelmabile laser scanning

01116 Evidence of earth mobbing work, buiding
construction or additions

0117 Proposed changes in strest right of way

D113 Any plottable offsite easements o
sentudes disciosed in documented
provi biained

0119 Professional Liabilty Insurance paicy in
inimurm amount of § Click or

00 0O 0000 0 00 000 0 OB 00 Qo000 o

o

0 020 Ofher Click or tap hare to exter text.
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CLOSING FLOWCHART “RESIDENTIAL SALE™
‘With Buyer obtaining a new mortgage
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24 HOURS BEFORE CLOSING
= Taxes Updates
24 Hours Before Closing e o[ -
Escrow Nov. 0O | Payoff O
* Final look at file BAGE D_[ Payof 0
Doc stamps O | Estoppel O
° Int. tax O | OFAC O
U pdates Rec. fees O B-1 Req. met
O | Affidavits =
¢ Ga p Sea rCh Utilities Survey on B-2 O
Hold back O | Rate Sheet O
Insurance Condo/HOA
General O | Approval O
Wind O | Dues O
Flood O Prorated O
Condo/HOA O | Assmnt. O
[] ]
Buyer’s docs 0O | Seller’s docs [l
Buyer’s fees [mf Seller’s fees [m]
Attorney O 1099-5 O
REA fees O | FIRPTA O
Credit O | Attorney O
Credit O | REA comm. O 47
O | REA comm. O
O | REAfees O Fr{lhn%l
= =] I
47
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‘With Buyer obtaining a new mortgage
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Closing Table Checklist

» Check to ensure all closing
items are addressed

* Picture IDs

Incoming wire
* What to give to the buyer
* What to give to the seller

49

Fifd

CLOSING TABLE CHECKLIST

Closer: Click or tap here to enter text
File: Click or tap here to enter text

Date:Click or tap to enter a date_
Address: Click or tap here to enter text

NOTE TO CLOSER: O Review and follow lender’s final closing instructions. Determine what is
fequired for disbursement of funds
Closer to check as completed:

LETE

a
T | Check OFAC day of cl

ALL Documents date

Click or tap o enter a dal

49

26

g
Copy of ALL picture identification
1 | Buyer 1: Click or tap here to enter text 1 | Seller 1: Click or tap here to enter text
| 0 | Buyer 2: Click or tap here to enter text 0 | Seller 2: Click or tap here to enter text
|0 | Click or tap here to enter text O | Click or tap here to enter text
[0 | Click or tap here fo enter text [0 | Click or tap here to enter text
i
= rs. CD. E&O Affidavits in the package
|0 [ Buyer 1: Click or tap here fo enter text. O | Seller 1: Click or tap here to enter text.
|| Buyer 2: Click or tap here to enter text. O | Seller 2: Click or tap here to enter text.
|0 | Click or tap here to enter text. O | Click or tap here to enter text.
1 | Click or tap here to enter text 0 | Click or tap here to enter text
|| Buyer to bring additional de 0O | Click or tap here to enter text
|0 | Click or tap here to enter text O | Click or tap here to enter text
[ _| Click or tap here to enter text 3__| Click or tap here o enter text
[ [ Click or tap here to enter text 1 |Lastcheck
1| Copy of survey signed by buyers 1| Names typed correctly with marital status
0| Click or tap here to enter text mi language
00| Click or tap here to enter text 1| Legal descp. wii deed & mig or attached
0 | Click or tap here to enter text. 0 | Two wil
=l Click or tap here io enter fext 1| Notary signed & stamj
Biiyer
Copies on thumb drive 0O | Seller wire i 1 verified
IO | Signed deed Copies on thumb drive
0 | Closing package to buyer 0| Everything seller signed
0| Seller's docs (redact ss#) O | Click or tap here to enter text
1 | Click or tap here fo enter text 1| Click or tap here to enter text
0 | Click or tap here to enter text [0 | Click or tap here to enter text
0| Click or tap here to enter text | Click or tap here fo enter text
Originals Originals
IO [ Original Borrower's CD O | Original seller's CD
O | Original closing signed by all O | Original closing signed by all
|0 | Original survey to buyers 0O | Checkwire proceeds
{0 | Title Policy O | 1099-s
0 | Copy of i binder O | Click or tap here to enter text
|0 | Special 2 copies of — First payment notice W o | Click or tap here fo enter fext
1 | Keys & codes [0 | Click or tap here to enter text
1 | Click or lap here fo enter text =] Click or lag here to enter text
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Wire Checklist

* To ensure you are wiring
correctly

* This is where fraud can
be stopped

215

— —
WIRE CHECKLIST

File: Click or tap here to enter text

Address: Click or tap here to enter text.

Closing date: Click or fap to enter a date

L Closer: Click ortap here to enter text.

Wire to: Click or tap here to enter text.

O Confirm instructions are complete:
O Full name of payee/Accountholder
O Account holder address (no P.O. box, street address only)
O Account Number
O Routing number
O Receiving Bank Name
O Confirm accuracy of instructions:
O Confirm recipient name on instructions matches recipient of wire
O Confirm ABA number is valid and matches receiving bank
O Confirm account number is accurate by calling receiver/accountholder and

ALL VERIFICATION WITH PAYEE MUST BE DONE THROUGH INDEPENDENT
RESEARCH TO OBTAIN CONTACT INFORMATION.

[~ Dbursement of funds:
_ Obtain disbursement authorization matching account-holder information and
signed by payee for funds being sent to payee
 Obtain disbursement authorization matching account-holder information and
signed by party funds are being sent on behalf of (seller for payoff funds and
lender for lender proceeds). Disbursement Authorization (DA) should contain
Exhibit A which is a copy of wiring instructions, DA must list amount of wire.
O Once ALL steps above are complete wire can be entered
] Enter Wire
O Confirm accuracy of account number entered
T Confirm accuracy of account-holder name and address entered
I Cenfirm ABA number and Receiving financial insfitution information matches
T Confirm reference is correct
I Cenfirm amount matches payoff or other instructions and DA
O Transmit wire
O Print confirmation and save to file

50
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Recording & Post
Closing

* Recording
* Check prior to recording
* Post-Closing
* Check items complete
* Check recording correctly

* Note: Title Policies
issued at closing

Recording & Post-Closing
Pre-Recording

TT

——————————

Purchase price: Click or tap here to enter text. | Documentary Stamps: Click or tap here to enter text
Date Initial

Names typed correctly with marital status

Non-homestead language if marital status is missing or married
Legal description in document or attached

Two witnesses

Notary signed and stamped

2 i

e
Mortgage — Loan amount
Intangible Tax: Click or tap here to enter text. | Documentary stamps: Click or tap here to enier texi
Names typed correctly with marital status
Non-homestead language if marital status is missing or married

Legal description in document or attached
Two witnesses

Notary signed and stamped
Are there more than 4 names to index? Add $1.00 per name over 4

Other items to record

Names typed correctly with marital status
Non-homestead language if marital status is missing or married

Legal description in document or attached
Two witnesses

Notary signed and stamped

Are there more than 4 names io index? Add $1.00 per name over 4

FosrCIosng & Recording

Date Initials | Recd. Info.
CoeeeeereT 10998
z ~-ceere ] Encroachments
o . e Post Search — all recorded correctly?
o p Rl o Deed
sk ‘ ortgage
e | Affidavit -1: Click or tap here to enter text
G e Teeb et | Aidavit -2: Click or tap here 1o enter tex
e e Affidavit -3: Click or tap here to enter tex
. o e Affidavit -4: Click or tap here fo enter tex
05T 0. Affidavit -5: Click or tap here to enter tex

Satisfaction morigage #1: Click or tap here to enter text
Satisfaction mortgage #2: Click or fap here to enter text
Satisfaction: Click or fap here to enter text

her: Click or tap here to enter text

her: Click or tap here to enter text

her: Click or tap here to enter text

ick or tap here to enter text

ick or tap here to enter text

ick or tap here to enter text

olololqlgle

Payoff letter

» Used with a payoff
check or

* Confirmation of payoff
wire

Your firm name & address

Date: Click or tap to enter a date.

Click or tap here to enter text WIA: Click or tap here to enter text.
Click or tap here to enter text

ATTN.: Click or tap here to enter text.

Re:  Our File No.: Click or tap here to enter text.
Mortgagor:
Address: Click o

Account No.: Click or tap here to enter text

here to enter text.

here to enter text

Dear Sir or Madam:

Enclosed herewith you will find Choose an item Click or tap here to enfer text_ in the amount
of $ Click or tap here to enfer text. which constitutes full and complete payment for the
above referenced loan. Our office is dedicated to issuing its title insurance policies
within 30 days of closing. Please forward the original Satisfaction of Mortgage to our
office with our file number as soon as possible to:

Your firm name & address
REFUNDS: All refunds should be remitted to Click or tap here to enter text. at the

following address: Click or tap here to enter text

ESCROW: Lender is authorized to deduct any necessary funds from the escrow account
to satisfy the morigage.

Should you have any questions, please feel free to contact me

Sincerely,

28




* Cover letter to payoff line
of credit
« HELOC
* Revolving line of credit

» Make sure to include the
specific lender’s account
termination form signed
by borrower(s)

54

Fifd

Payoff Revolving Line of Credit

Your firm name & address
Date:
Click or tap here to enter text VIA® Click or tap here to enter text
Click or tap here to enter text

ATTMN: Click or tap here to enter text
Re:

k or tap here to enter fext
ke or tap here to enter text

t Click or tap here to enter text.
Account No.: Click or tap here to enter text.

Dear Sir or Madam:

Enclosed herewith you will find Choose an item. Click or tap here to enter text. in the amount of §
Click or tap here to enter text. which constitutes full and complete payment for the above
referenced loan. Our office is dedicated to issuing its title insurance policies within 30 days of
closing. Please forward the original Safisfaction of Mortgage to our office with our file number as
500N as possible to:

Your firm name & address

REFUNDS: All refunds should be remitted to the Click or tap here to enter text. at the following
address: Click or tap here to enter fext

EQUITY LOAN ACCOUNT: The subject loan is being satisfied in full. Accordingly, if this is an
equity loan, then no future advances will be made (or new checks written) with respect to this
loan account and you are requested to CLOSE THIS ACCOUNI . Thig will confirm that no checks
orloan are pending or 19. with respect to this account
have cleared your instituion. This will confirm that any and all blank checks have been destroyed.
There are no remaining blank checks with respect to this account.

Should you have any questions, please feel free to contact me.

Sincerely,

54

Letter to New Owner

* Cover letter for original
recorded deed

55

Fifd

Your firm name & address
(Click or tap fo enter a date.

Name of Owner VIA: Click or tap here to enter text.
RE: OQur file no.: Click or fap here to enter fext

Property address: Click or tap here to enfer text

Dear Click or tap here to enter text.

Enclosed herewith please find Original recorded Warranty Deed.

Please note that should you refinance or sell this property in the near or distance future,
our invelvement with this matter will make future title work quick and efficient. Please be
assured that we will be at your disposition and ready to assist you in your future
endeavors.

If applicable, please be advised that you will need to apply for homestead exemption by
March 1%, of the following year of your purchase.

We greatly appreciate the opportunity to have closed this transaction. May you enjoy
your property with health and happiness.

Sincerely,

Post-Closing Coordinator

Enclosures

55
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To Obtain Handout(s)

) (8) (=

Locate control panel
Click red arrow

Find “Handouts:”
Click on the triangle
Click on the PDF

ok ownN=

Wet -f ORE-Geninf ) CoBran.., W
&) GoTo\Webinar E— I

Exchange Basics
‘Webinar 1D: 269-885-659

& GoloWebinar F!lhn%l

56

Handouts
1. Check Please 2022 PPT — PowerPoint (PDF)

Forms (Word) ‘

Communications (letters) (Word)

Checklist (Word) ﬂ

RTP — Ready To Print PDF(Avery 5168)

ok Wb

57
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THE PARALEGAL
ASSOCIATION
CERTIFICATE OF ATTENDANCE

Certified Paralegals are required to record evidence of 50 hours of continuing legal education hours to renew
the CP credential every 5 years. CLE hours are recorded in CPs’ accounts through the NALA online portal. Of
the 50 hours, 5 hours must be in legal ethics, and no more than 10 hours may be recorded in non-substantive
areas. If attending a non-NALA sponsored educational event, this certificate may be used to obtain verification
of attendance. Please be sure to obtain the required signatures for verification of attendance. The
requirements to maintain the CP credential are available from NALA's web site at

https://www.nala.org/certification/certtest2view. Please keep this certificate in the event of a CLE audit or further
information is needed.

PLEASE COMPLETE THE SPACES BELOW AND ATTACH A PROGRAM

Session Length Session Topics Validation
In Hours (Description and Speakers) of Attendance
1.0 Substantive Check Please! - Checklists, Forms & Communications / Linda Monaco

Linda Monaco

Name of CP (Please Print) NALA Account Number (On Mailing Label)
149113

Signature of CP Name of Seminar/Program Sponsor

Check Please! / Attorneys' Title Fund Services, Inc.

Address Authorized Signature of Sponsor Representative
Linda Monaco

Date of Educational Event:

City: State (XX):
Preferred e-mail address Location:

Recorded Webinar

For Office Use Only

Substantive hours

Non-substantive hours
Ethics




ey

FL BAR Reference Number: 2412446N
Title: Check Please! Checklists, Forms &
Communications

Level: Intermediate
Approval Period: 05/01/2025 - 11/30/2026

CLE Credits
General 1.0

Certification Credits
Real Estate 1.0






