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From contract to close





Dear Listing Agent, 

Thank you for giving us the opportunity to serve you. We appreciate your business and the confidence you have placed in us to care for you and your clients.
The attached forms should be completed and returned to Sandy Dotson sandy@ratifiedtitle.com

within three business days. Please advise your client that anyone on title to the property should execute the sales contract, needs to be present at closing and must sign the closing documents. Your clients must provide at closing a valid driver’s license or government issued photo ID. 

Is your client expecting to BRING funds to closing? If so, our office will accept a personal check up to $1,000.00 payable to Ratified Title Group, Inc. Any amount over $1,000.00 must be in the form of a WIRE to Ratified Title Group, Inc. and our wiring instructions are attached with this letter.
Is your client expecting to RECEIVE funds from closing? If so, please advise your client to bring their bank’s wiring instructions to closing. Most of the time this information can be found on the bottom of their check, but not always. Your client should verify the wiring instructions with their banking institution. Please do not use a deposit slip for wiring information.  

All seller paid items, ie: inspection reports, invoices, or home warranty should be sent to the title company no later than (10) business days prior to settlement. This will ensure a smooth closing and avoid last minute delays. 

Please notify us immediately if there are any rent back agreements or pre-occupancy agreements. The title company will need copies of any such agreements. 

If there are any credits to be given from the commission, we must be notified in writing by your broker. 

Our hours of operation are 9am-5pm Monday-Friday. We do our best to accommodate client’s requests for closing times. We encourage you to schedule closing as soon as possible to afford you and your client the most flexibility. 

Sincerest thanks for your valued business. We look forward to working with you. 

Warmest Regards, 
Sandy Dotson
Processing Manager

LISTING AGENT FORM
PROPERTY ADDRESS:______________________________________________________________
COMMISSION:

____ % Listing Agent

_____ Listing Agent Admin Fee
____ % Selling Agent

Earnest Money Deposit is held by ________________________________________________________

DELIVERY of  LISTING AGENT COMMISSION CHECK:       (MUST COMPLETE IN FULL PLEASE)

___ PICK UP AT TITLE CO OFFFICE

___ OVERNIGHT TO: _________________________________________________________________

___ WIRE TO: ________________________________________________________________________

SELLER INFO:

Phone:_____________________________ Email: _____________________________________
Do we have permission to contact the seller? ________________________________________
Is the seller staying in the property after closing? (POST-OC) _________________________

HOA or COA INFO:

Name: ________________________________________  Phone__________________________
Disclosure Package ordered? ________ If not, when will this be ordered? ________________
ADDITIONAL ITEMS FOR CD: If paid by the seller, please provide the following:
Termite Co.: ___________________________________    Date of Inspection: _____________

Well/Septic Co.:_________________________________ Date of Inspection: ______________

Home Warranty Co.: ___________________________________________________________
1) 
INFO FORMS –Please make sure the selling agent and buyer forms are returned to us within 3 business days upon receipt. The buyer form is required in order for us to send title work to the lender. There is little processing we are able to do without these forms. 
1) SAME DAY SETTLEMENTS – Ratified Title Group, Inc. has 2 business days to record and disburse funds once the settlement has occurred.  When a client has a sale and a purchase in the same day it can be challenging to ensure funds have been transferred between title companies. There can be unforeseen delays that may prohibit Ratified Title Group, Inc. from receiving seller proceeds the same day as closing. We suggest that your client schedule their closings at a minimum one day apart. 

2) SCHEDULING –Our office hours are 9am -5pm and we strive to do all our closings during this time. Our last settlement of the day is typically scheduled at 4pm. We understand that your client may have special needs and we do on occasion offer after hours settlements. Please let us know ahead of time if there is a special need. We encourage you to schedule closing as quickly as possible so we may afford you the most flexibility. Last minute scheduling, may limit what times are available for closing. We require the lender’s CD & instructions the day before closing. If we do not have these or the closing package, we may need to reschedule closing. 

3) DISBURSING – Ratified Title Group, Inc. has 2 business days to record and disburse funds once the settlement has occurred. Once a file is closed, we send an email out to all parties in the transaction letting everyone know the settlement is complete with a copy of the signed CD/ALTA. The file is transferred to our post closing department. 
4)  PRELIMINARY CD/HUDS- We understand that everyone would like to see a final settlement statement (CD/HUD1) with all associated costs as soon as possible. With the new changes taking affect as of October 3, 2015, the “HUD” which is now called the closing disclosure statement will come from the lender not us, the title agent.  The lender will send the CD out to the buyer and go over it with them.   If this is a cash deal and there is no lender involved we will provide a preliminary/draft settlement statement (HUD1) as soon as we have obtained all items to prepare for closing.

5) HOME WARRANTY – When doing a home warranty, please ensure the contract states the name of the provider. If the home warranty is paid by the buyer or selling agent, please set up the home warranty online and have the invoice sent to Ratified Title Group, Inc. no later than (10) days prior to settlement. 

6) TERMITE/WELL/SEPTIC – All inspections, whenever possible, should be provided to the title company no later than (10) days prior to settlement. 

7) There are two options. Ratified Title Group, Inc. can do a mail away closing or the closing can be done by  Specific Power of Attorney, the fee is $155. Ratified Title Group, Inc. should be notified immediately once the decision is made your clients are not able to attend closing so the necessary steps can be taken. 
INCOMING DOMESTIC WIRES

RECEIVING BANK: MVB BANK, INC.

301 VIRGINIA AVENUE

FAIRMONT, WV  26554

ROUTING NUMBER: 051504597

ACCOUNTING NUMBER: 130664
BENEFICIARY INFO: RATIFIED TITLE GROUP, INC.

10550 LINDEN LAKE PLAZA, #101

MANASSAS, VA 20109

571-234-5589

10550 Linden Lake Plaza, Suite 101 ● Manassas, Virginia  20109
(571) 234-5589 ● FAX (703) 986-1007
www.ratifiedtitle.com
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