
Settlement Process Flow Chart 
Many individuals are involved in the settlement process.  The chart below provides detail for the various 
activities and who is responsible for each step. 

Purchaser and REALTOR
®

 search for home together 

Lender pre-qualifies Purchaser 

Purchaser, Seller and REALTOR
®

 execute ratified Contract of Sale 

Purchaser and/or REALTOR
®

 
provide Contract to Clarke Title 

Clarke Title  completes the 
following tasks:  
• Orders Title search 
• Orders survey 
• Orders payoffs of Sellers loans 
• Requests tax information 
• HOA/COA 
• Prepares title insurance binder 
• Prepares insured closing letter 
• Send/accept wire instructions 
• Resolves title issues 
• Resolves liens 
• Water escrow 
• Repair escrows 
• Rent back agreements 
• Schedules Settlement 
• Receives certified funds from 

Purchaser and Lender 

REALTOR
®

 assists 
Purchaser with: 
• Scheduling of inspection 
• Termite inspection 
• Release or negotiation of 

Contract contingencies  
• Final walk through 

Settlement closing 

Purchaser applies for loan with Lender 

Purchaser gets homeowners insurance 
or certificate of insurance for condo 

Lender collects data from Purchaser 

Lender completes underwriting and 
appraisal 

Lender obtains loan approval/
commitment 

Lender forwards loan instructions, 
documents and funding to Clarke Title 

Clarke Title completes the following 
post-closing activities: 
• Disbursement of funds 
• Create Lender Packages 
• Send payoffs 
• Releases prepared 
• Recordation at Courthouse 
• Close out any escrows and security 

deposits 
• Issue final Title Policy 

On the day of closing, Purchaser 
contacts utility companies (water, 
electric, gas, telephone, and cable) to 
transfer services. 


