ESCROW PROCEDURES
REFINANCE ESCROWS

NOTE: You are the escrow department for your company. Virtual Technology Department is
subcontracted to close out your files with the information that you provide to them. Your contact at
Virtual is knowledgeable andwill assist you with questions, but Virtual does not take on your
responsibilities as an Escrow Division.

1) After printing the escrow instructions, letters etc. from the print menu, make two (2) additional copies

of the instructions and one copy of evemthelse that you mail out.

a) Send two copies of Escrow Instructions to the Borrower (one to sign and return to you and one for
them to keep).

b) Send Statement of Facts, Lender Information and Property Information Request to Borrower to
complete and return tgou.

¢) Mail, Fax or Order payoff demand(s) from the automated system. If you are ordering by
automated system, the Borrowerbs SS# is somet.
borrower because loan numbers on credit reports are not correct andrpanddequest will be
rejected if the loan number is incorrect.

d) Set up your escrow folder containing copies of escrow instructions, demand requests, etc.

Upon receipt of the payoff demands, fax a copy to the Virtual Technology Department to enable them
to figure the file. Be sure to read the payoff statement to determine if there are late charges or
prepayment penalties that may come as a surprise to you or your borrower. It is advisable to have the
borrower sign a copy of the payoff demand to keep in fjtmg; if there is a prepayment penalty.

MAKE SURE THAT YOU UPDATE YOUR DEMANDS WHEN PAYMENTS HAVE BEEN

MADE OR THE DEMAND HAS EXPIRED.

Upon receipt of Borrowerds signed instruction
fax copy ofStatement of Facts to your title company. Their fax number will be listed on your support
form. It is important that the Title Company receive the Statement of Facts well before the close of
€SCrow.

When you receive a copy of your preliminary reportfromyour title officer, make sure that you

check all items to verify that there are no additional trust deeds, judgments or liens that will need to be
resolved before the close of escrow. Your Virtual Technology contact is available to assist you in
obtainingthe correct information/documents to eliminate such items. All delinquent taxes will be paid
at the close of escrow along with any penalties if the Title Company does not receive proof of
payment. Your legal/vesting/property amendment will be availabtb®immediate print menu after

the Virtual Technology Department has completed those screens.

Upon loan approval, you will order your loan documents. Complete the Approval time screens. That
will notify the Virtual Technology Department that the fidseapproved. Once you have saved the
Approval Time screen, your Lender rate and Term amendment aitiqeieg documents are

available to print. If you indicated a broker credit or bill payoff, those amendments will also be
available on the immediate ptimenu.

Fax to the Virtual Technology Department, the Lender closing instructions, and all updated demands.
Your contact will enter the payoff figures and the current property tax information. Once complete the
estimated closing statement will be aghik to print. .ADVISE THE VIRTUAL TECHNOLOGY
DEPT.WHEN YOU WILL BE SIGNING DOCUMENTS ON YOUR FAX. NOTE: After the

initial estimated statement is generated, you may make any changes you require and reprint

your statement AT ANY TIME from the main prin t menu by searching escrow number or name.

You will order insurance to be sent directly to the lender with a copy for your files (have them fax the
evidence to you for approval before they send it to the lender) (The request to the Insurance agent can
befound in your preclose documents,)

Have your Borrower(s) sign loan documents.
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9) You will then package the loan documents (you may follow the enclosed guide to packaging
documents) and return them to the lender.

10) Send to the title officer, theriginal of any documents to be recorded along with attachments and
original PCOR (if applicable), a copy of your lender instructions and your most current payoff
demands. A letter to title will accompany your4gstese documents, which are available to print after
you complete the Approval Time screens. If there is a check to be deposited into your escrow trust
accountfax a copy of the check and deposit slip to your Virtual Technology Department, the day
you actually complete the deposit slip. DEPOSITS MUST BE ENTEED THE DATE THE
FUNDS ARE DEPOSITED INTO THE BANK . Checks need to be made payable to your company
name, Escrow Division. It is preferable to obtai
clearance, before you can close the file. You cas tiad deposit to a local branch for deliver/fed ex it
directly to the processing center.

11) WHEN THE LOAN HAS FUNDED the lender will forward the final funding figures to you via fax or
phone. Complete the Funding Screen, by entering the Wire (or checlgtaanouupdating the
interest/impound figures. Note: If changes have been made to the loan fees fax the funding sheet to
the Virtual Technology Dept. Your contact will then set up your recorétih§ASE NOTE: Lender
should not be allowed to fund until ALL conditions of the escrow have been met (i.e. all demands
are in and current, there are clear funds in the file from the Borrower if necessary, and all
parties have signed all documents/instructions)f you have any questions, please call your Virtual
Tedhnology contact person.

12) Virtual Technology Department will do the final balancing upon confirmation or recording and
payoffs. Once complete your closing statement, HUD1, and closing letters are ready on the print menu
(flag will indicate). Your receiptsshecks and escrow ledger will also be available to print at that time
indicated by the flag button on your Trust menu. NOTE: ilnjsortant that only 1 user print and
update printed checks at one time. All checks will require live signatures.
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TRAIN ING ESCROW
OPEN A NEW ESCROW

By following the simple instructions on the following pages, you will be able to open and close a complete
Escrow.You will need to have aescrow folder handy for your escrow paperwork

The following is the information onoyr Borrower.

Borrower: Jack J. Rabbit and Bunny B. Rabbit

Property: 12 East Briar Patch Road
Orange, Calif. 92869

Social Security Numbers Jack i 111 11 1111
Bunny i 222 22 2222

Loan Request: A loan amount of $250,000.00,
fixed rate of 7.00%, owner occupied, cash out,
refinance.

Existing Lender: Chase Manhattan Mortgage
1301 W, 22° Street
Suite 905
Oak Brook, IL. 60523
Loan Number0987654321

Title Company:  Virtual Title Company
1100 Irvine Blvd., Suite 397
Tustin, Ca., 92780
Title Officer: Tom Title
Title Number: 1234567

Copyright 2000, 2001 and 2002, Virtual Escrdvtle Technology Solutions, LLC, All Rights Reserved
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Lets get started.

Start by first opening Virtual Escrow.

Log in
At the log in screergnteryour BROKER CODE NUMBER
Enter your password )

Enter your initials

Virtual Escro '
Title Technology Solutions, LU

LoginID |EE
password (KNG
Enter Initial [EENG———

At the MAIN MENU , selectOPEN NEW ESCROW

Virtual Escro
Title Technology Solutions, LU

Open New Escrow

Edit/Update Escrow

Print Menu

Approval Time

Funding Screen

Trust

Status Reports

Edit User Information
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OPEN NEW ESCROW

Selectan Escrow Officer from the pull down menu.
Enter the name of your Loan officer
SelectREFINANCE

Welcome
KBJ MORTGAGE

Open New Escrow

Choose Escrow Officer
Loan Officer or Agent (§
Select escrow type @ Refinance @Sale

R

Borrower Screers
Enter the number of BorrowerENTER 2

KBJ MORTGAGE

Enter Number of Borrower(s) EN N
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OPEN NEW ESCROW

Borrower Information Screens

Entertheb o r r onames BIRST, MIDDLE AND LAST
Enter the Borrowers SOCIAL SECURITY NUMBERS
Enter theBorrowers ADDRESS INFORMATION

Escrow Number Welcome

2011049-KBJ1 KBJ MORTGAGE
nfo lon
JACK J. RABBIT
BUNNY B. RABBIT

JACK 1. RABBIT
12 BRIAR PATCH ROAD
92869

ORANGE

Property Address Screens
Confirm is the property address is correct?
Alternatively, make changes here.

Back to Menu

Escrow Number Borrower Name|
2011049-KBJ1 KB] MORTGAGE JACK 1. RABBIT]

12 BRIAR PATCH ROAD
92609

ORANGE
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OPEN NEW ESCROW

Title Company Screens
Typethe name of your Title Company at tRELE COMPANY NAME FIELD

Click on theSEARCH button to search for your Titledthpany

Escrow Number Borrower Name Notes:
2011049-KBJ1  KBJ MORTGAGE JACK 1. RABBIT If you are processing

G CONCURRENT Hist and
_— Secondadvise Title in the
[Virual Title.Com COMMENT TO TITLE bOX
234567 This box can be used for any
information you wish to send to
Title.

Locate your Title Company on the list aselectyour
Title Company number

Back to Menu

Escrow Number Borrower Name
2011049-KBJ1 KBJ MORTGAGE JACK 1. RABBIT

itle Co
|
L n

mitl

Comments to Title
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OPEN NEW ESCROW)

New Loan Type Screen

Enter a new loan amourttf $250,000 (250000)

Clickon the Il ittle calendar and pick a date 30
NOTE: the borrowers name appears on the top of the screen.

The default is for &irst Trust Deed

Back to Menu

Borrower Name
KBJ MORTGAGE JACK J. RABBIT

New Loan Type

(Wat 250.000.00

05/31/2002

Number of Payoffs Screen
Enter one (1) payoff

Back to Menu

Borrower Name
KBJ MORTGAGE JACK J. RABBIT

Ente
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OPEN NEW ESCROW

Lender Payoff Screen
At the LOAN NUMBER field typein the loan number 1234589
IntheSEARCHBY NAMEFIELD t y p e i C klekoe theSBARGH button

Back to Menu

Borrower Name
KBJ MORTGAGE JACK J. RABBIT

Loan Payoff Screen
Notes:

If the lender you need is not
showing on the list. Return to the
Loan Payoff Screen, check the
box calledOTHER , complete
the Loan Number anclick on
NEXT. You may now manually

In theSEARCH LENDERS list, select
fiChase Manhattan Mortgage (code: 070339)

| Title Company List - Microsolt Internet Explorer

Confirm your selection.

Back to Menu

Escrow Number Borrower Name
2011049-KBJ1 KBJ MORTGAGE JACK 1. RABBIT

Loan Payoff Screen

070339 W Other

Chase Manhattan Morga|

123456789
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OPEN NEW ESCROW

Click onGO TO THE PRINT MENU

Escrow Number Borrower Name
2011049-KBJ1 KBJ MORTGAGE JACK J. RABBIT

ESCROW SET UP COMPLETE

You may now...

Save Your Escrow and Exit
Go To the Print Menu
Save and Return To Main Menu

Your ESCROW NUMBER has now been assigned by the
Systemand cannot be used again.

Record this escrow number on your escrow folder;

You will need to reference it later

Escrow No for this file: 2011086-KBJ1

Next
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OPEN NEW ESCROW

You should now be at tHeRINT MENU .
LocateandSelectyour Borrower from the §it.
There may be more than one Rabbit family,
Selectyour escrow humber ardick it on.

Print Menu

S e | &sctow IAstructions & Opening Package

Back to Menu

ESCROW Number
2011049-KBJ1

Print Menu

it e
Other Forms and Letters
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OPEN NEW ESCROW

Wait for Acrobat Readét t o | oad, and your
Escrow Instructions and opening packagé appear.

Load or setegal paper in your printer,

Click on the little printer in the upper left hand corner

And print your package.

//server. virtualescrow. com: 8080/vescrow/report/pdf/2011049-KBJ 1E sc_virt.
BE@ (e agr0aB[K < > n|es][o8 B
T @‘D @ o

ESCROW OFFICER :KATHY LEE  ESCROW NUWEER :2011048-KBJ1

ESCROW SUPPORT FCRM

BROKER NAME ‘KBIMORTGAGE

BROKER ADDRESS  :17772 EAST 17TH STREET SUITE 107
BROKERADDRESS  :TUSTIN, CA 92780

BROKER ATTENTION
BROKER PHONE

H0E
TUEE1212
BROKER FAX 7145551213

Thumbnais

BORROWER #1 JACK J. RABBIT
BORROWER 22 BUNNY B. RABBIT

MAILING ADDRESS  :12 BRIAR PATCH ROAD
ey ORANGE
STATEZIP CA 92880

FIRSTT.D.LENDER  :Chase Manhattan Mortgage Corp.
LENDER ADDRESS 1201 W 22nd 51 Sto 005
LENDER ADDRESS

PHOHNE NUMBER

FAX NUMBER

W4 1013 kM 85%14in O

Other Forms and Letters

Your Escrow Instructions and Opening Package should now be printing at your printer, go get them.

Congratulations, you have just opened vour first Escrow and Title
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EDIT/UPDATE ESCROW

OOPS It has just been brought to your attention that there is a second trust deed on the property. You now
must EDIT your opening and generate a second demand statement.

Return to theVIAl N MENU andselectEDIT/UPDATE ESCROW

Enter the borrowers name or your escrow number anclick on the SEARCHbutton.

Notes:

Locate your Borrower andick the escrow number.
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