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images that appear to be 

out of context. 

Microsoft Publisher includes 

thousands of clip art images 

from which you can choose 

and import into your news-

letter. There are also sev-

eral tools you can use to 

draw shapes and symbols. 

Once you have chosen an 

image, place it close to the 

This story can fit 75-125 

words. 

Selecting pictures or graph-

ics is an important part of 

adding content to your 

newsletter. 

Think about your article 

and ask yourself if the pic-

ture supports or enhances 

the message you’re trying 

to convey. Avoid selecting 

article. Be sure to place the 

caption of the image near 

the image. 

Inside  Story He adli ne 

Inside  Story He adli ne 

If the newsletter is distrib-

uted internally, you might 

comment upon new proce-

dures or improvements to 

the business. Sales figures 

or earnings will show how 

your business is growing. 

Some newsletters include a 

column that is updated 

every issue, for instance, 

an advice column, a book 

review, a letter from the 

president, or an editorial. 

You can also profile new 

employees or top customers 

or vendors. 

This story can fit 100-150 

words. 

The subject matter that 

appears in newsletters is 

virtually endless. You can 

include stories that focus 

on current technologies or 

innovations in your field. 

You may also want to note 

business or economic 

trends, or make predictions 

for your customers or cli-

ents. 

“To catch the reader's 

attention, place an interesting 

sentence or quote from the 

story here.” 
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♦ Lender, Mortgagee, Funder:  The party that is lending the 

money to the borrower. 

♦ Borrower, Applicant, Mortgagor, Buyer:  The party applying 

for and obtaining a real estate loan. 

♦ Realtor, Sales Agent, Real Estate Broker:  A licensed       

representative of either the buyer or seller in a property 

sale transaction. 

♦ Mortgage Broker, Loan Originator, Loan Agent:  An            

independent real estate financing professional who          

specializes in the origination of residential/commercial 

mortgages. 

Mortgage Broker’s Job 

• Search for the best rate and place the borrower’s credit        
application with the most appropriate lender for the borrower’s 
needs. 

• Assist the borrower with: 

⇒ Completing the credit application. 

⇒ Ordering the appraisal and credit report. 

⇒ Obtaining all necessary verifications. 

• Open escrow at the title company or escrow company. 

• The broker will follow the process and keep the borrower       

informed of: 

⇒ The timeline and changes in terms and closing. 

⇒ Required documents (called stipulations or conditions) such as     

W-2’s, insurance, pay stubs, tax records. 

CHAPTER 1  

LIST OF PLAYERS AND PROCESS 
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♦ Title Company:  Searches the county records for chain of   

title, liens and/or encumbrances and issues a final Title    

Policy. 

Title Company’s Job 

• Perform a title search for the lender. 

• Issue a Preliminary Title Report (prelim) prior to closing and 

then a final Title Policy after closing. 

• Handle the proceeds from the lender and disburse the funds at 

the time of closing. 

• Send the Security Instrument (Deed of Trust) to the County    

Recorder’s office to record the lien on the property. 

♦ Escrow Officer: A person who works for the Title/Escrow 

company. 

Escrow Officer’s Job 

• Obtaining pay-off figures on existing loans on the property. 

• Gathering all required insurance policies. 

• Complying with all lender requirements/instructions. 

• Ensuring the documents are properly executed. 

• Verify hazard insurance on the property...order a change in 

loss-payee to the new lender, if applicable. 

• Organize the documents according to the lender’s and borrower’s 

instructions. 

NOTE: 

THE CLOSING AGENT IS NOT THE NOTARY!! 

♦ Signing Agent: A Notary Public who assists the borrower 

when signing his/her loan documents. 

⇒ In Northern California, the company that the escrow officer works for is the title company. 

⇒ In Southern California the escrow officer works for an independent escrow company. 

⇒ In some states the closing agent is an attorney. 

⇒ The term closing agent may be used on some of the closing documents. 
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AFTER THE DOCUMENTS ARE SIGNED BY THE BORROWER 

The executed, properly notarized documents are delivered to the      

escrow officer: 

1. The escrow officer ensures that everything is in order per the 

lender’s requirements and sends all documents back to the 

lender with proof of insurance and any conditions obtained. 

2. Four days after the signing, the lender wires the funds to the  

title company. 

3. The next morning (business day) the Security Instrument (Deed 

of Trust) is recorded with the County Recorder. 

4. The title company disburses the funds according to the Escrow 

Instructions. 

OTHER PLAYERS WHO MAY HAVE A ROLE IN THE PROCESS 

♦ Signing Service:  A company with a database of notaries throughout a 

state or county. 

♦ Loan Underwriter:  An employee of the lender who evaluates the 

credit and repayment capacity of the borrower and makes the final 

determination on loan approval. 

♦ Appraiser:  The professional responsible for determining the current 

value and condition of the property. 

♦ Home Inspector:  On a purchase transaction, the professional that 

does an evaluation of the specifics on the property (i.e. roof,          

appliances, furnace, structure and flooring). 

♦ Servicer:  The entity responsible for collecting the loan payments, 

ensuring the property taxes and insurance are paid current and       

responding to the borrower’s inquiries.  The entity may not be the 

lender, but a separate servicing agent. 
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MORE DETAILS ABOUT YOUR JOB: 

THIS IS THE JOB OF A SIGNING AGENT: 

You will receive the loan package assembled by the escrow    

officer or the lender and: 

1. Take the document package to the borrower. 

2. Oversee the signing of the documents. 

3. Identify the documents for the borrower. 

4. Obtain the necessary signatures. 

5. Notarize the required documents. 

AND FINALLY: 

6.  Return the documents to the escrow officer or lender. 

NOTE ON LYING AND FRAUD: 

If you discover that the borrower has lied or has intentionally      

misstated information to the Lender DO NOT contact the lender.   

Advise the escrow agent of the fraudulent act. 

As a notary you MAY NOT notarize any document that you know to be 

fraudulent. 
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Your job does Your job does Your job does Your job does NOTNOTNOTNOT    include:include:include:include:    

♦ Preparing the documents...which means you may NOT   

insert dates...or make corrections to the documents. 

♦ Providing advice...which means you may NOT                

advise the borrower in how to proceed if                      

he/she has a problem. 

♦ ANSWERING “WHAT IF…” questions! 

♦ ANSWERING “IF YOU WERE ME…” questions! 

You MAY MAY MAY MAY point out where the borrower can find  

certain information, such as: 

♦ Interest Rate. 

♦ Terms of the note. 

♦ APR. 

♦ Payment Amount. 

And you MAY MAY MAY MAY explain the function of each document. 

You MAY NOT:  MAY NOT:  MAY NOT:  MAY NOT:  Decipher legal terms or paragraphs 

or sentences. 

After all, the lender’s attorneys drafted the  

documents...you are not trained or qualified  

to answer questions as to WHAT the language  

means in real life! 



BORROWER 
MORTGAGOR 

APPLICANT 

REALTOR  

SALES AGENT 

REAL ESTATE AGENT 
(Sales Transactions Only) 

LENDER 

MORTGAGEE 

You are NOT the CLOSING AGENT OR 

SETTLEMENT AGENT… 

You ARE the SIGNING AGENT 

NOTARY 

SIGNING 
AGENT 

LOAN OFFICER 

MORTGAGE BROKER 

 LOAN ORIGINATOR 

LOAN AGENT  
 

• Takes Credit Application 

• Finds Best Interest Rate 

• Gathers Stipulations 

• Appraisal 

• Credit Report 

• Verifications 

• Follows the Process for the 

Borrower 

 TITLE/ESCROW COMPANY 

& 

ESCROW OFFICER 
• Issues Prelim. & Final Title Policy 

• Complies with Lender Requirements 

• Verifies Insurance 

• Requests Pay-offs from Creditors 

• Ensures Proper Execution of Docs 

• Accepts Funds from Lender  

• Records Deed of Trust 

• Disburses Proceeds  

PLAYERS & THEIR ROLE IN THE PROCESS 
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