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The Transaction Process 

Prepare transaction instructions and pertinent documents 

Obtain signatures 

Request beneficiary statement 

Request beneficiary statement and enter into 

file… review terms of transfer and current 

payment status  

(is prior approval necessary to record) 

Request loan  

documents 

Process financing 

Request and 

 prepare new loan 

application 

Obtain loan  

approval and  

determine that 

terms are correct 

Order Title Search 

Receive and Review 

 preliminary report 

Receive demands 

(if any), request 

 clarification of 

other liens (if any) 

and review taxes on 

report 

Receive demands 

and enter into file 

Review file to determine that all conditions have been met and that all 

documents are correct and available for signature (termite inspection,  

contingencies released, fire insurance ordered additional documents ...second 

deed of trust, bill, etc. have been prepared) 

Figure file and request signatures on all  

remaining documents  

Obtain funds from buyer 

Funds 

Order recording 

Close file:  Prepare statements and  

disburse funds 

Complete closing  

Forward final documents to all interested 

parties...buyer, seller, lender 

Prepare  

transaction 

instructions and 

pertinent  

documents  

Prepare  

transaction  

instructions and 

pertinent  

documents 


