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Check Please!

Linda Monaco, B.C.S., Legal Education Attorney

Checklists, Forms & Communications

1. Check Please 2022 PPT – PowerPoint (PDF)

2. Forms (Word)

3. Communications (letters) (Word)

4. Checklist (Word)

5. RTP – Ready To Print PDF(Avery 5168)

Handouts
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F - 1

CM - 1

CK - 1
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3
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Page Numbers in Word
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Page Numbers in Word
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4
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Typical Closing Paperwork

Deed

Homestead

Deposit

Recording

Loan
Inspection

Fraud
Identification

Closing

Dates

Commitment

Survey

Title Insurance
Wire

Buyers

Settlement Statement

CD
CPA

Agents

Sellers

Balance

Affidavit

Mortgage
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Typical Closing Paperwork
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• 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.

Organization
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Website
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• Review
• Confirm involvement

• Contact parties

Contract
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Intake Form
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F-
1 to 3

• Word 
• Tables (right click)

• Add or merge 
• Columns 
• Rows
• Cells 

About Handouts
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• Legacy Tools
• Older versions of Word

About Handouts
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• Developer controls

• File 
Options (at bottom left)
Custom Ribbon (dropdown) 

Main Tab 
Developer - ADD

About Handouts
1

2
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• Developer controls
• File 

Options (at bottom left)
Custom Ribbon  
(dropdown) 

Main Tab 
Developer - ADD

About Handouts
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• Developer controls
• File 

Options (at bottom left)
Custom Ribbon 
(dropdown) 

Main Tab 
Developer - ADD

About Handouts
1

2

3

419
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• Check boxes will not work unless document is 
locked

• Need to unlock to change document

About Handouts - Locking
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F-4
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• Representation 
• Non-representation

• For both 
• Charges
• What is included
• What is not included

• Additional charges for necessary items (FIRPTA)

Introductory Letters
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CM-1 
to 8

• Establishes no representation
• Establishes settlement fee &

• What is included in the fee

• Allows for collection of upfront 
costs

Non-Representation Letter
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CM-1
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25
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• Wire fraud contact 
information

• Checklist to give out

• In 2020
• $4.2B lost in cybercrime, 

of which
• $1.9B BEC

Fraud Warnings!
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F-5

Website
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31
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Entity Fraud Prevention Checklist
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CK-1

FIRPTA

33

F-
6 to 7
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33
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FIRPTA

34

RTP 
11

FR/Bar-6 Timelines
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CK-2

34

35
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Timelines
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Timelines
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Timelines
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File Processing
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F-
9 to 11

40

41

22



• Make sure all items are 
on CD

• Special notes for closings 
in

• Verify current taxes paid
• Verify all prior taxes paid
• September or October

Cost, Fees & Payoffs
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CK-4

Estoppel Request
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CM-8

42

43
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CM-11

Instructions to Surveyor

44

Survey Checklist
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CK-5

44

45

24



• Final look at file
• Updates

• Gap search

24 Hours Before Closing
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CK-7
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47
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• Check to ensure all closing 
items are addressed

• Picture IDs

• Incoming wire

• What to give to the buyer
• What to give to the seller

Closing Table Checklist
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CK-8

48

49
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• To ensure you are wiring 
correctly

• This is where fraud can 
be stopped

Wire Checklist
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CK-9
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51
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• Recording
• Check prior to recording

• Post-Closing
• Check items complete
• Check recording correctly

• Note: Title Policies 
issued at closing

Recording & Post 
Closing
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CK-10

• Used with a payoff 
check or

• Confirmation of payoff 
wire

Payoff letter
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CM-13
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53
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• 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)

Payoff Revolving Line of Credit
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CM-14

• Cover letter for original 
recorded deed

Letter to New Owner
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CM-15
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To Obtain Handout(s)

1. Locate control panel
2. Click red arrow

3. Find “Handouts:”

4. Click on the triangle
5. Click on the PDF
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1. Check Please 2022 PPT – PowerPoint (PDF)

2. Forms (Word)

3. Communications (letters) (Word)

4. Checklist (Word)

5. RTP – Ready To Print PDF(Avery 5168)

Handouts
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F - 1

CM - 1

CK - 1
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57
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Page Numbers in Word
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Page Numbers in Word
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58

59
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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 

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

Signature of CP Name of Seminar/Program Sponsor 

Address Authorized Signature of Sponsor Representative 

Date of Educational Event: 

City: State (XX): 

Preferred e-mail address Location: 

For Office Use Only 

Substantive hours 

Non-substantive hours 

Ethics 

1.0 Substantive Check Please! - Checklists, Forms & Communications / 

Linda Monaco

Linda Monaco

149113

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

Linda Monaco

Recorded Webinar



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 




