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First American Title Insurance Company

Title, Escrow and Related Services

Order Placement and Procedures
I. Pre-Closing

A. Borrower applies for loan with Lender (“Lender").

B. Lender places order with First American’s High Volume Commercial Unit (hereinafter “HVCU”) located at:

First American Title Insurance Company

401 East Corporate Drive, Suite 100

Lewisville, TX  75057

(214) 222-6800

(800) 683-3332  National

(214) 222-6860  Fax

1. HVCU will process orders for all products requested (i.e. title and escrow, survey (if necessary), appraisal or flood certification) through the Dallas HVCU office.

2. HVCU hours of operation are 8:30 a.m. – 7:00 p.m., CST, to accommodate customers on both coasts.

NOTE:  A list of office staff with job descriptions is attached for your convenience.

C. HVCU places the appropriate orders and monitors their progress.

D. HVCU provides an order confirmation to Lender, which includes estimated prices for the products ordered.

E. HVCU receives products from field offices in required time frame.

F. Non-title products are forwarded to Lender.

G. Upon receipt of title insurance commitment, HVCU

1. reviews commitment for completeness of underlying documents;

2. reviews commitment for conformity to lender requirements;

3. underwrites for necessary endorsements and affirmative coverage;  and

4. prepares revisions to the commitment, as necessary.

5. HVCU will work with the Lender to:

a. delete the survey exception and provide an ALTA 9 without a survey;

b. obtain zoning letters from local jurisdiction for issuance of the ALTA 3.1;  and

c. resolve title issues.

II. Closing

A. HVCU obtains pay-off information from existing lender.

B. HVCU prepares settlement statement.

C. Settlement takes place through the mail; or

D. Settlement takes place as an accommodation sign-up.

NOTE:  “Accommodation Sign-Ups” are conducted by ONE First American designated office per metropolitan area based on:

1. Economies of Scale

2. Familiarity with Program

E. A marked-up commitment is provided at closing.

F. HVCU causes documents to be recorded.

G. HVCU disburses funds.

III. Post Closing

A. Policies are typed from mark-ups.

B. Releases for paid off loans are obtained and recorded.

National Accounts

High Volume Commercial Unit
Operations:

401 E. Corporate Drive, Suite 100

Lewisville, TX  75057

Direct (214) 222-7021 / Tollfree (800) 683-3332

Fax (214) 222-6860

Jeff Dahlen


Vice President & Manager



x6900

John Cominos

Counsel/Escrow Officer



x7022

Carolee Richards

Escrow Officer/Production Manager

x7019

Jennifer Brown

Escrow Officer




x7018

Linda Wilson


Escrow Officer




x7020

Dave Brown


Escrow Officer




N/A

Debra Zschiesche

Closing Assistant




N/A

Gerri Wilkinson

Post Closer





N/A

Scott McCelvy

Accountant





x6826

Sarah Ann Johnson

Accountant/Administrative Assistant

N/A

J.D. Landers


Order Entry





x7039

Melody Carlyle

Order Entry





x6845

Joy Free


Clerical





x7021

Jennifer Souder

Clerical





N/A

Stephanie Franks

Clerical





N/A

Stephanie Guidry

Clerical





N/A

Jason Julian


Clerical





N/A

Mari Barreto


Clerical





N/A

Marketing:
8931 Conference Drive, Suite 6

Ft. Myers, FL  33919

(941) 482-3611

Fax (941) 481-1383

Heide Shanahan

Vice President & Director of Marketing

N/A

Leah Mallett


Executive Assistant




N/A
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Title, Escrow and Related Services

Order Placement and Procedures
1. Lender to provide necessary information (e.g., prior title policy, legal description, address, existing mortgage information, and entity names) to begin closing process (title abstract, UCC, tax lien and judgment searches) to Stewart Title – National Title Office in Charlotte, North Carolina ("Stewart National Office"), via telephone, fax, e-mail or website, as follows:

Stewart Title Guaranty Company

Park Cedar Drive

Charlotte, NC  28210

Attn:  Regina Fiegel

Phone:  (888) 860-5554, ext. 2010

Fax:  (704) 401-2039

E-mail: rfiegel@stewart.com
Website:  www.stewart-nts.com (click on "Commercial" tab and then "Title Order Form")

2. Stewart National Office will notify Lender of the Title Order Number and the name of the assigned Closing Processor.

3. Stewart National Office works with appropriate Stewart Title Guaranty Company local office or agent ("Stewart Local Office") to obtain title work and tax, county UCC and judgment lien search results and orders appropriate payoff letters, state UCC searches and flood determination letter.

4. Stewart National Office will request an inspection of Property to be done by Stewart Local Office for removal of survey exception items from commitment.

5. Stewart Local Office will notify Stewart National Office if unable to remove survey exceptions from title commitment based on Property inspection.

6. When title work is received, Stewart National Office will send to the appropriate parties (e.g., Lender and Borrower) the title commitment/title report and a complete set of all underlying documents and will work with Lender and Borrower to clear any and all inapplicable title exceptions.

7. Stewart National Office will coordinate delivery of title commitment update to reflect any necessary changes to the title commitment.

8. Stewart National Office will forward search results to parties when state UCC searches and flood determination reports are received.

9. Stewart National Office will request draft closing instructions from Lender.

10. If closing is to be in the Lender's office, Lender will notify Stewart National Office with date of proposed closing.

11. If closing is to be in Stewart Local Office, Lender sets tentative closing date and notifies Stewart National Office of same.

12. Stewart National Office will notify Stewart Local Office to call Borrower and set up a Witness Only closing time.

13. Stewart National Office begins drafting closing statement or invoice.

14. If closing is to occur at Stewart Local Office, then loan documents (other than recordable documents) will be returned to Lender and all recordable documents are held by the Stewart Local Office until Lender notifies Stewart National Office that all loan conditions are met and funds will be wired to Stewart National Office.

15. When funds from Lender are received by Stewart National Office, Stewart National Office will wire all recording funds, including any property, mortgage or transfer tax funds, to Stewart Local Office and authorize recordation of the loan documents.

16. Stewart Local Office notifies Stewart National Office that recording has been accomplished and provides recording information to Stewart National Office.  Stewart National Office (i) notifies Lender of recording and provides recording information, (ii) disburses loan proceeds and (iii) pays off prior mortgages and liens.

17. Stewart National Office notifies Lender and Stewart Local Office of disbursement of loan and requests Stewart Local Office to prepare final title policy.  When final title policy is prepared, it is sent to Stewart National Office for review

18. Stewart National Office reviews and forwards title policy to Lender.
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