
The Life Of An Escrow (The Escrow Process) 

 
Escrow Officer accepts Purchase Contract, which includes 

Joint Escrow instructions, and prepares documents 

Opening letter sent with copy of escrow holder's acceptance, 
counter offers, addendums, time frames, general provisions included. 

Order Title Search 

Request beneficiary 
statement 

Receive/Review Prelim 

Request demands (if any), 
request clarification of 
liens, review prelim for 
status of property tax 

payments 

Process Financing 

Request or prepare 
new loan application 

 

Review beneficiary 
statement, enter in 

file. Review terms of 
transfer and current 

payment status 
(is prior approval 

necessary to record?) 

 

Obtain loan approval 
and determine that 
terms agree with 

instructions 

Request loan docs 
Receive demands and 

enter into the escrow file 

Compute debits/credits, request signatures on all remaining docs, prepare estimated 
closing statements/final closing instructions for signature. 

Forward docs to Title Co. 

Close file:  Prepare statements and disburse funds 

Review file to determine that all conditions have been met and all documents are 
correct and available for signature (termite inspection, contingencies released, 

fire ins. ordered, additional docs have been prepared, etc 

Obtain funds from buyer Return loan docs 

Request loan funds 

Funds received 

Order recording 

Complete Closing:  Forward final documents to all interested parties 
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