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	DESIGNATED ESCROW OFFICER QUESTIONNAIRE
(Last Revised 8/05/2008)




All licensees must complete and certify correct the Designated Escrow Officer Questionnaire.  ALL QUESTIONS ARE TO BE ANSWERED.  Indicate “N/A” if a question is not applicable.  If there is inadequate space to provide the answer, attach additional sheets or materials to this Questionnaire and reference the section to which it refers.  
	GENERAL INFORMATION


1) Principal name under which the licensed entity has been organized:
___________________________________________________________________

2) License Number and Expiration Date:__________________________________ 

3) “Doing Business As” or Trade Names for the licensed business entity:  

___________________________________________________________________

4) Main Office physical address/information:
· Street Address:______________________________________________

· City, State, Zip:______________________________________________

· Phone & Fax Numbers:________________________________________ 
· Email Address:______________________________________________

· Website Address:____________________________________________

· Business Hours:_____________________________________________

5) Mailing address if different than (4) above:

___________________________________________________________________

6) Address where Agent’s books/records are maintained if different from (4) above.
___________________________________________________________________

7) Address where the accounting records are maintained if different than (4) above.

___________________________________________________________________

8) Are escrow files imaged?  If so, explain the type of software system used and how the files can be accessed either at your physical location or remotely:

___________________________________________________________________

9) Branch Office(s) physical address/information: (Provide attachment if conducting business in more than one branch office location.)
· Street Address:______________________________________________

· City, State, Zip:______________________________________________

· Phone & Fax Numbers:________________________________________

10)  Is any other business conducted in the Main Office or Branch Office locations?  If so, list the business names and brief explanation of business type/operations:
___________________________________________________________________

11) Are the other businesses identified in (10) above affiliated with the licensed entity? (For example, through common ownership or business transactions).  If so, provide explanation: 

___________________________________________________________________

12) List all related parties/common ownership businesses used in escrow transactions.  Are Affiliated Business Disclosures provided to escrow clients?

___________________________________________________________________
___________________________________________________________________
	OWNERSHIP/PERSONNEL INFORMATION


13) Business structure (Sole Proprietorship, Partnership, Corporation, Limited Liability Company) of licensed entity:_____________________________
14) Provide the following information for all owners of the licensed entity:
	FULL NAME
	TITLE
	PERCENT OWNED
	YEAR EMPLOYED

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


15) Does the licensed entity or any officer, principal, partner, owner, director, or employee own more than 1% of the following service providers; or do any of these service providers own 1% or more of the licensed entity? 

	TYPE OF ENTITY/COMPANY
	Answer YES or NO

	Other Escrow or Settlement Services Provider
	

	Reconveyance Service
	

	Notary Service or Signing Service
	

	Title Company
	

	Appraisal Company
	

	Contract Collection or Loan Servicing Company
	

	Mortgage Broker
	

	1031 Exchange Company
	

	Bank, Trust, or Consumer Lending Company
	

	Real Estate Agency
	

	Builder/Construction Company
	

	Real Estate Developer
	

	Home Improvement Contractor
	

	Credit Reporting/Credit Service/Credit Counseling
	

	Insurance Company
	

	Securities Company
	

	Bi-Weekly or Amortization Reduction Company
	


If answered YES to any of above, provide the following for each entity/company:
· Name of Entity/Company:______________________________________

· Type of Business:____________________________________________

· Physical Address:____________________________________________

· Relationship to Licensed Entity:_________________________________

· Ownership Percentage:_______________________________________

16) Provide the following information for the Main Office Designated Escrow Officer (DEO).  If applicable, include Branch DEO information on a separate attachment:
· Full Name:__________________________________________________
· Home (Physical) Address:______________________________________

· Home Phone Number:________________________________________

· Home Email Address:_________________________________________

17) Have complaints been filed against the Main Office DEO or Branch Office DEO? (Include complaints filed under current or previous employers).  Provide a brief explanation of each complaint.

___________________________________________________________________

18) Former DEO(s) that left from licensed entity?  Name and departure date/reason?
___________________________________________________________________

19) Is the Main Office DEO or Branch Office DEO employed by another escrow company?  If so, provide DEO name and name/address of other employer:
___________________________________________________________________

20) List current and former (within last five years) licensed Limited Practice Officers: 
	FULL NAME
	LPO LICENSE NUMBER
	EMPLOYMENT PERIOD
	PRIOR EXPERIENCE
	NUMBER OF COMPLAINTS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


21) List all other current and former (within last five years) licensed Escrow Officers:

	FULL NAME
	ESCROW LICENSE #
	EMPLOYMENT PERIOD
	PRIOR EXPERIENCE
	NUMBER OF COMPLAINTS

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


22) List all other current and former (within last five years) employees:

	FULL NAME
	TITLE/POSITION
	EMPLOYMENT PERIOD
	PRIOR EXPERIENCE
	REASON FOR LEAVING

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


23) List any person/entity that acts on behalf of licensee (non W-2 employees) such as a notary, consultant, etc.  Describe services provided and contact information.
___________________________________________________________________

24) Background checks completed on 1099 and W-2 employees?  Describe process:

___________________________________________________________________

	CIVIL, CRIMINAL, AND ADMINISTRATIVE ACTIONS


25) With regard to regulated activities of the licensee or its representatives, DEO, LPO, Escrow Officers, employees, owners, partners, directors, or principals, have any of the following occurred within the last three years? 
	ACTION
	Answer YES or NO

	Denied license/registration or approval by any state or federal governmental agency to engage in any regulated activity?
	

	Suspension, revocation, or restriction of license/registration by any state or federal governmental agency?
	

	Subject of any administrative action by any state or federal governmental agency?
	

	Currently under investigation by either a state of federal government agency?
	

	Defendant or been indicted in any criminal or civil litigation.  Resulting conviction or judgment?
	

	Enforcement actions?
	

	Criminally misused, embezzled, absconded with or willfully misapplied any funds or valuables for which the licensee was responsible?
	


If answered YES to any of above, provide detailed information on a separate attachment.  Also provide copies of applicable supporting documentation.  
26) Litigation or pending litigation:________________________________________
___________________________________________________________________

27) Claims filed against insurance policy/surety bond with last three years:

___________________________________________________________________

	BANK ACCOUNTS


28)  Provide the following for all trust bank accounts and general bank accounts:
	NAME OF BANK
	ACCOUNT #
	TRUST OR GENERAL? 
	CHECKING OR SAVINGS?
	MAIN OR BRANCH?

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	

	
	
	
	
	


29) Provide the following information for all trust accounts listed in (28) above:
	TRUST BANK ACCOUNT(S) 
	Answer YES or NO
	NOTES/EXPLANATION

	Interest Bearing?
	
	

	IOLTA?
	
	

	Dual Signatures Required?
	
	

	Dollar Limitation for Dual Signatures?
	
	

	Reconciled Monthly?
	
	

	Any Trust Accounts Been Closed? 
	
	

	Any Incidences of Conversion?
	
	


30) Provide the name(s) of the individual(s) authorized to access the trust and  general bank accounts, and also perform the following functions:
	FUNCTION and/or ACCOUNT TYPE
	NAME(S) OF INDIVIDUAL(S)

	Access the Trust Account(s)
	

	Wire Trust Account Funds
	

	Initiate Telephone Transfers (Trust)
	

	Reconcile the Trust Account(s)
	

	Access the General Account(s)
	

	Wire General Account Funds
	

	Initiate Telephone Transfers (General)
	

	Reconcile the General Account(s)
	


31) Briefly describe the wire confirmation process (as it relates to disbursements):

___________________________________________________________________

___________________________________________________________________

32) Are wires received from lenders or principals verified prior to funding?  Explain:

___________________________________________________________________

___________________________________________________________________

	THIRD-PARTY SERVICES


33) If applicable, third-party contractor used to reconcile the Trust Account(s):
· Name:_____________________________________________________

· Address:___________________________________________________

· Phone Number:______________________________________________

34) Certified Public Accountant or External Accounting Service Provider:

· Name:_____________________________________________________

· Address:___________________________________________________

· Phone Number:______________________________________________

35) If applicable, outside service used to monitor reconveyances:
· Name:_____________________________________________________

· Address:___________________________________________________

· Phone Number:______________________________________________

· Amount Licensee Charges for Tracking/Holding Reconveyances:_______

36)  Length of time escrow files/trust records are maintained on-site:_____________
37) If applicable, outside storage facility to maintain files offsite:

· Name:_____________________________________________________

· Address:___________________________________________________

· Phone Number:______________________________________________

	COMPUTER SOFTWARE


38) Trust Accounting software:___________________________________________
39) Date when the Trust Accounting software system was last upgraded:__________

40) Does the Trust Accounting software system create and produce “escrow type” information such as the closing statement?  Does it also account for receipts and disbursements within the trust account?  ________________________________

41) Briefly describe the source documents that support the escrow transactions and how they are generated:_____________________________________________

___________________________________________________________________

___________________________________________________________________

42) General Accounting software (if different from (38) above:__________________
43) If applicable, describe the documents/reports generated Accounting software in (42) that are specific for escrow:_______________________________________

___________________________________________________________________

___________________________________________________________________

44) Frequency of escrow and accounting system backup:______________________
45) Is the system backup stored offsite:____________________________________

46) Name of the firewall or other security in place to accommodate the escrow and accounting system:_________________________________________________

47) Identify Agent services offered online:__________________________________

___________________________________________________________________

	ESCROW TRANSACTIONS


48) Individual(s) responsible for receiving and disbursing funds for escrow:

___________________________________________________________________

49) Individual(s) responsible for posting transactions to the Trust Accounting system:

___________________________________________________________________

50) Frequency of posting escrow transactions (receipts/disbursements):__________
51) How often is revenue recognized?  (How and when is the income received from escrow transactions deposited?  If deferred, when and how is the “service fee bucket” revenue transferred to the agent’s account?)______________________
52) If there is insufficient earnest money, how is excise tax handled in the closing process?  If advanced, is the reimbursement a separate check or included with the escrow service fee check? ________________________________________

___________________________________________________________________

53) For third-party fees collected, what name appears on the final HUD settlement statement?  (Agent name or third-party name): ___________________________
54) Identify types of third-party fees collected in (53) above and amounts charged:
___________________________________________________________________

___________________________________________________________________

55) After a new escrow is initiated, describe the procedures used to complete an escrow (beginning to closing):

· Purchase Transaction:_______________________________________
___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

· Refinance Transaction:_______________________________________

___________________________________________________________________

___________________________________________________________________

___________________________________________________________________

	FINANCIAL INFORMATION


56)  Provide the most recent 12-month average related to escrow closings:
	CLOSING INFORMATION
	AMOUNT

	Escrows currently closed per month?
	

	Percentage of commercial closings?
	

	Percentage of residential closings?
	

	Percentage of residential closings that are purchase transactions?
	

	Percentage of residential closings that are refinance transactions?
	

	Total escrows closed Year-to-Date?
	

	Total escrows closed Prior Year?
	


57) Method of advertisement to develop business:____________________________
58) Financial performance ( Number and $ amount needed to breakeven) for both the prior and current calendar year quarter: 

· Current Quarter:_____________________________________________

· Prior Quarter: _______________________________________________

59) Describe what factors are driving the current growth/decline of your company:

___________________________________________________________________

___________________________________________________________________

60) Describe the current financial outlook for your company:

___________________________________________________________________

___________________________________________________________________

61) List all loans that the DEO, owners, or licensee received from its escrow clients: 
· Name of Escrow Client:________________________________________

· Loan Amount & Terms:________________________________________

· Date Received:______________________________________________

	REQUIRED ATTACHMENTS


62) Please attach the most recent copy of the following documents:
a) Escrow Fee Schedule

b) Standard Escrow Instructions (Refinance & Purchase/Sales)

c) Signature Cards for Trust Bank Account

d) Signature Cards for General Bank Account

e) LPO License

f) Notary License

g) Business License

h) Insurance Policy and Certificates (Fidelity, Errors & Omissions, Surety)

i) DEO Resume or Work History (Last 10-years)
j) Privacy Policy

k) Affiliate Business Disclosure

Attach the most recent month end reports for the following:

l) Escrow Trial Balance (Client Liability)

m) Escrow Account Reconciliation Summary Report

n) Checks Issued (Checks Activity) Report

o) Receipts Issued (Receipts Activity) Report

p) Incoming Wire Activity Report

q) Outgoing Wire Activity Report

r) Outstanding Receipts & Disbursements Report

s) Bank & System Adjustments Report

t) Overdraft Report

u) Trust Bank Account Reconciliation Summary

v) Trust Bank Account Statement

w) General Bank Account Statement

	OTHER INFORMATION


63) Please make available on-site for examiner review upon arrival at your office:
a) Client Ledger
b) Trust Bank Account (recent 12 months): 

· Monthly 3-Way Reconciliations

· Bank Statements
· Duplicate Deposit Books

· Cancelled Checks

· Voided Checks

· Wire Confirmations (Incoming & Outgoing)

· Debit & Credit Memos

c) General Bank Account (recent 12 months):
· Bank Statements
d) Access to Escrow Files (last 3 years) 
	CERTIFICATION


_________________________________________, certifies that he/she is
(Full Name of Authorized Representative)
_______________________________, of ______________________________

(Title of Authorized Representative)         (Name of Licensee)

and that the foregoing answers, all information contained in attached supplemental schedules, and all other documentation submitted in response to this Designated Escrow Officer Questionnaire are true and correct in all respects to the best of his/her knowledge and belief.

Certified this ______day of _____________________, 20____       
___________________________________

(Signature of Authorized Representative)
