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Section 3 - Settlement/Closing Flow and Procedures 
 
This is an overview of the entire standard closing process as to the involvement of all parties, 
internal and external.  It is important to understand who is responsible for this tasks occurring so 
that, if there is an error, the closing department can identify who is responsible for fixing the 
problem. 
 
Responsibility Activity 
Loan Officer  Delivers to borrower checklist of items required prior to settlement 
Processor Processes loan to approval 
Underwriter Delivers copy of underwriting approval to settlement Department. 
Processor Collects required documents. 3 working days prior to settlement the following must 

be in file: 
Hazard Insurance  
Title binder  
Survey  
Termite report  
Residential Use Permit/Cert of Occupancy  
Well/septic certification  
Final inspection  
PMI  
Conditions of approval 
Loan Lock-in 

Settlement Agent  Contacts the Settlement Department a minimum of four (4) days prior to an 
anticipated closing. Only the Settlement Agent may schedule closing dates. 
Schedules tentative settlement date. 
Checks on Approved Attorney data  
Checks approved attorney file to assure general loan closing instructions have 
been Issued. If not, delivers instructions. 
Completes Settlement Status Tickler Report indicating scheduled date and 
delivers to processor, Loan Officer, and Operations Manager. 
Prepares closings pending report weekly/updates daily 

Settlement 
Department  

Prepares Settlement Status Tickler report 3 days prior to scheduled settlement 
date 

Settlement Agent  Delivers, a minimum of three days prior to the anticipated settlement date, the 
following documentation: 
Title Binder 
Applicable Covenants, Easement and Restrictions  
Survey  
ALTA Closing Protection Letter  
Detailed Wiring Instructions 
Documents not delivered within the three-day deadline will cause the closing to be 
postponed by the Settlement Department. Additionally, delinquencies will be noted 
In Approved Attorney Files, for reference in scheduling future closings. 

Sales Agent and/or 
Borrower 

Brings, a minimum of three days prior to the anticipated settlement date, the 
hazard insurance policy, with paid receipt, and termite 

Processor Receives Settlement Status Tickler Report.  Certifies that pre-closing items have 
been received and are in file 

Settlement 
Department 

Returns Settlement Status Tickler to processor indicating when loan file and 
conditions are due to settlement department. 

Processor Places file in correct order  
Assembles loan documents in file. 
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Responsibility Activity 
Delivers completed file to Settlement Department no later than 3:00 p.m., two days 
prior to scheduled closing. 
Prepares Loan Instructions and Settlement documents 
Audits completed settlement package against loan file utilizing Pre-Settlement 
Quality Control Review. 
Prepares initial warehousing package by 5:00 p.m., 2 days prior to settlement. 
Prepares Closing Checklist by 5:00 p.m., 2 days prior to settlement 
Deliver Closing Checklist to Corporate  
Deliver initial Warehousing Package to Warehouse Bank via courier. 

Settlement 
Department 

Audited Settlement package to closer by 10:00 a.m., the day prior to settlement for 
document correction.  if loan file is deficient of documentation: 
Notifies processor, Loan Officer of deficiency. 
Determine upon consultation with processor and Loan Officer if deficiency is 
correctable.  
If not correctable notifies Settlement Agent, Corporate Closing, Accounting and 
Marketing of cancellation. 

Processor Corrects closing documentation as required by Pre-Settlement Quality Control 
Review. 
Reviews corrections.  If sufficient, authorizes settlement, 
Copies loan Instructions and documents - coordinates delivery to settlement agent.
Makes additional copy of the 1st payment letter for transmittal to servicing. 

Settlement 
Department 

Pulls rolodex cards from Loans in Process Card kept by receptionist. 
Corporate/Marketing Reviews Loan Closing Checklist.  Notifies Regional Settlement Department of any 

errors or inconsistencies. 
Conducts Settlement as detailed in Instructions Settlement Agent  
Reviews documents. Prepares deed and HUD-1 settlement statement. Faxes to 
Settlement Department for review 

Settlement 
Department 

Reviews Settlement Statement –confirms minimum cash to close, seller paid costs 
within guidelines, authorizes closing 
Discrepancies are noted immediately to the Settlement Department. Notifies 
Settlement of any change in settlement status. 
Settlement postponed 
Funds not received  
Borrowers or sellers not attending/consummating transaction 
Records Deed of Trust 
a. In a purchase transaction, the funds must be disbursed and Deed of recorded 
on the settlement date. 
b. In a refinance transaction, Deed of Trust recorded and the funds must be 
disbursed on the day following the expiration of the rescission period. (4th 
business day following settlement).  

Settlement Agent 

Disburses funds. 
Verifies loan closed with Settlement Agent. 
Prepares daily closed loan report and delivers to corporate. 

Settlement 
Department 

Enters information Into Master Settlement Log. 
Settlement Agent Returns closed loan documentation 48 hours subsequent to settlement  (or 

disbursement, if refinance) 
Utilizing Master Settlement Log, contacts Settlement Agent requesting loan closing 
documentation within 48 hours of settlement. 
Notes approved attorney file if documentation is more than 48 hours late 

Settlement 
Department 

Audits closed loan package using Post-Settlement Quality Control Review. 
Notes to exception card file system any deficiency, corrective action taken and 
date to follow up. 
Notes deficiency on Master Settlement Log. 
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Responsibility Activity 
Completes final warehouse package and delivers to warehouse bank.  Logs 
delivery date on Master Settlement Log. 
Completes Final Audit and Transmittal to corporate delivery department.  Logs 
date of delivery in master Settlement Log. 
Places file in Pending Final Documentation Drawer. 
Logs date final documentation received on master Settlement Log. 
Contacts Settlement Agent for any documentation not in 30 days after settlement. 
Prepares final documentation tickler card as to date to follow up. 
Follows up until document received. 
Forwards Final Documentation to Corporate Delivery Department. 
Indexes and stores completed files. 

 


