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Resale Escrow Notes 

 

Open Virtual Escrow as soon as you have your purchase contract. Fax the purchase contract to your Virtual Escrow Officer 

immediately.  

 

Deposit initial deposit from your buyer into your escrow trust account immediately, must be deposited within 24 hours. 

 

Fax a copy of the check and deposit slip to your Virtual Escrow Officer so a deposit receipt can be generated for your escrow file. 

 

You must keep a copy of the check in your escrow file; lenders will want a copy of the check and the receipt. 

 

Fill out the escrow holder acknowledgment portion of the contract (last page of the contract). That portion must be filled out prior to 

sending out escrow instructions to the buyer, seller and lender. 

 

Read your purchase contract thoroughly, and notate your files for anything that need to be taken care of, i.e.: order HOA demand, 

Home warranty, termite, rent to be prorated etc. 

 

Send your escrow instructions and opening package out immediately to all parties involved for signing. Also, follow up with them to 

make sure they were received, signed and returned. 
 

You will need vesting instructions from your buyer to draw the grant deed and documents. Fax vesting instructions to your Virtual 

Escrow Officer. Do not draw documents without instructions form the buyer on how they want to take title. 

 

Any changes to the escrow instructions (purchase contract) must be done through an addendum to the purchase contract, not an 

escrow amendment. 

 

Make sure the seller fills out the 593; fax the 1
st
 page and the completed 1099 to your Virtual Escrow Officer. The franchise tax board 

can penalize escrow (you) for any 593 not completed correctly. Notate if seller checked ñNoò to all fields, we will need to withhold 3 

1/3 % of the purchase price taxes from sellers proceeds. 

 

Please read the explanation printed on this form so you understand whatôs to be done.  

 

At the close of escrow, send the original 1099 along with a check for $7.50 to Global data for processing 

 

Global Data Services 

520 North Central Avenue, Ste., 600 
Glendale, Ca. 91203 

Contact ï Judy Frost 

818-552-2676 

800-757-0131 
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Opening an Escrow 

 

 

Login Screen 
Your Virtual Escrow Department will assign 

you a login ID and password prior to training 

 

Enter login ID, password and your initials. 

Submit 

 

 

 

 

Main Menu 
Select Open New Escrow 

 

 

 

 

Select your Escrow Officer from the drop down 

box. 

Enter the name of your loan agent or real estate 

agent. 

Select refinance or sale escrow 

Click Next 
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Enter the number of buyers Enter 
information as provided on the Real Estate 

Contract, must be entered as they signed. 

Next 
 

  

Enter the borrowers name and social security number 

(enter in lower case) 

Enter borrowers mailing address 

Select if borrower lives at the property. 

Next 
If the borrower lives at the property, it will pop up on the 

next screen. Note: Inquire on Rents paid and status as well 

as deposits which will be needed to prorated and/or 

collected. 
 

  

 

Enter the number of sellers 

Next 

  

Enter the sellers name and social security number 

(enter in lower case) 

Enter sellers mailing address 

Select if seller lives at the property. 

Enter sellerôs forwarding address (real important to send 

final paperwork or refund check) 

Next 
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If you checked that the seller lives at the property, the 

address will appear on this screen, if not, you need to enter 

the subject property address. 

Next 

  

  

  

Enter your Title Officers code. 

Search 
And Title information will pop up 

Select 
Enter any comments to Title. Or any instructions you may 

have, like a grant Deed to be drawn, etcé 

 
  

 

Enter the terms of sale. 
Complete this information from the purchase price and 

finance terms identified on the Real Estate Contract. If the 

seller is providing a second mortgage to the buyer, select 

ñexistingò next to the amount. The two blank lines are for 

personal property transferred with a monetary value 
attached to them. Below that you will find the Purchase 

Contract Date, this is the date that the transaction was 

approved by the Seller. The final segment asks you who the 

Escrow fees are paid by through this transaction. 

 

Note: fax a copy of deposit check and Purchase Contract to 

your Virtual Escrow Officer. 

Next 
  

Enter the number of Agents for Buyer and Seller 

Next 

 
  

 

Enter Agents information 

Select commission structure, percentage or dollar amount. 

Remember that on the Contract Listing Broker is the sellers 

agent and the Selling Agent is the Buyers Agent 

Next 
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Enter HOA information if applicable 

If this property falls under the category of PUD ï Planed 

Unit Development or Condo ï Condominium, then most of 

the time there is a Homeownerôs Association involved. 

This will always appear in the preliminary title report. You 

as the escrow entity must order a demand from the HOA 

company and order the appropriate documentation, (i.e. 

CC&rôs, Articals of Incorporation, Current Budget, Fidelity 

Bond, By-Laws, Financial Statement, Statement of 

Occupancy, and 12 months of minutes.. 

 

  

 

Escrow set up is complete. 

Always save your work. You will need to complete each 

and every one of the last 10 screens in their entirety 

without stopping, with the exception of the HOA Screen, 

which you may enter through the Edit screen at a latter 

date. 

  

Your Escrow Number appears. Make note of and write it 

on escrow folder. 

 
  

 

When Title is opened, and an order number has been 

entered by Title your opening package will be ready for 

you to print. 
The opening package will appear on the immediate print 

menu. 

  

You may also go directly to the main Print Menu to 

retrieve your documents by searching for your buyer or 

seller from the immediate print menu. 

 

Note: The system is event driven, documents that appear on 

the immediate print menu are documents that the system 

knows you will need. 
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Buyers Package  

  
Supplemental Escrow Instructions General Instructions 



 8 

 

 
Buyer Information request form Statement of Information 
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PCOR PCOR 

 

 
Buyers Vesting and Insurance Information Request Cover Letter 
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Notes 
 Fax your purchase contract to your Virtual Escrow 

Officer 

 As soon as you know buyerôs vesting please contact 

your Virtual Escrow Officer so a grant Deed can be 

generated 
 As soon as you receive your payoff demand request 

statements, statement of information, HOA demand 

statement, home warranty, etc., Fax to your Virtual 

Escrow Officer. 

Notification to Buyer  
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Sellers Package  

 

Select Sellers Instructions from the immediate print menu 

  

 
 

Sellers Instructions Sellers general provisions 


