
1ST DAY OF OPENING A 30 DAY ESCROW WITH FINANCING:
•	 Listing/Selling Agent to provide fully executed RPA and any counter offers/addendums, with RLA and BRBC.  
•	 Listing/Selling Agent to provide Buyer and Seller contact information along with any pertinent information to aid in 

communication ( leaving town, doesn’t use email, lives in foreign country, etc.)  
•	 Listing Agent to provide HOA management contact information and Solar company, if applicable. 
•	 Selling Agent to provide Buyer’s new lender information.
•	 Escrow to reach out to Buyer to request earnest money deposit, customarily due within 3 business days after 

acceptance by wire transfer.
•	 Escrow to open title order and request Preliminary Title Report and CC & R’s.
•	 Escrow to order HOA documents and request credit card information from Seller for upfront fees.

1ST WEEK:
•	 Escrow to review Preliminary Title Report, send to Buyer/agents for review. 
•	 Escrow to review HOA demand, and forward HOA documents to Buyer.
•	 Escrow to prepare Supplemental Instructions and Compensation Instructions.
•	 Escrow to send out escrow packages to Buyer and Seller, copy to agents, TC’s and lender.
•	 Escrow to prepare estimated settlement statement for Buyer’s new lender.

2ND WEEK:
•	 Escrow follows up with Buyer and Seller for the return of the signed escrow packages.
•	 Escrow to send title company the “Statement of Identity” for clearance and removal of title condition. 
•	 Escrow to request payoff demands, lien releases including but not limited to IRS, FTB, Mechanics lien, solar panels, 

judgements, etc.
•	 Escrow to check in with Buyer’s lender for loan approval, status of Closing Disclosure (CD), status of loan documents.
•	 Agent to send escrow all invoices for payment including but not limited to:  NHD, Home Warranty, Termite 

Inspection, repairs, transaction coordinator, staging, etc.
•	 Listing/Selling Agent to provide escrow with Broker signed compensation instructions and CDA (if applicable).

3RD WEEK:
•	 Listing/Selling agent to provide escrow with any price adjustments or credits, tenants in possession, rent back/

security deposits.  
•	 Escrow to review demands, documents, and completes final audit that all conditions have been met.
•	 Escrow prepares final closing statement for Seller review and signature.

4TH WEEK:
•	 Escrow receives Buyer’s loan documents.
•	 Escrow makes signing appointment with the Buyer and Notary Public.  
•	 Escrow to request final wire for down payment from Buyer.
•	 Escrow to return signed loan documents to Lender. 
•	 Escrow to send original recording documents to title by courier. 
•	 Escrow to complete final audit verifying all documents are property executed, notarized, funds are in, and 

conditions have been met.
•	 Escrow requests lender to fund the loan.
•	 Escrow releases the documents to record and close escrow.
•	 Depending on what time of the day recording confirmation is received, Escrow to disburse funds same day OR the 

following business day.  This includes Seller proceeds, invoices and compensation due Listing/Selling agents.  
•	 Escrow to prepare final closing statements and submit 1099 report.

TIMELINE - LIFE OF AN ESCROW

www.PickfordEscrow.com


