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1. Earnest Money 
An “escrow contract”  
(agreement to close) 
starts the process. 

2. Tax Check 
What taxes are owed on  
the property? The various 
assessor/collectors  
are contacted. 

3. Title Search 
Copies of documents (e.g., deeds,  
notes, paving assessments, liens,  
wills, divorce settlements, etc.) are 
gathered from various public records. 

4. Examination 
Legal owner and debts  
owed are verified. 

5. Document Preparation 
Forms are prepared 
for settlement. 

6. Settlement 
Escrow officer oversees 
closing of transaction. 
Seller signs deed; buyer  
signs new mortgage. Old loan 
is paid off; new loan is set up. 
Seller, REALTORS®, 
attorneys, title company  
and others are paid. 

Supporting Staff 
Administrative assistants, receptionists, messengers, file clerks, 
claims, legal, accounting and management all work behind the 
scenes to assure the transaction runs smoothly and efficiently. 
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