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INTRODUCTION

What Sets Us Apart
•	 Dedicated Builder and Developer 

Services Division

•	 Largest database of real estate information in 
the industry

•	 Team members with years of local Builder and 
escrow experience

•	 Full-time ADRE/Public Report Division

•	 All-encompassing marketing and sales support 
specific to homebuilder needs

•	 Superior legal proficiency, from land 
acquisition to sell outs

•	 Claims processing superiority

•	 National reach with a local focus

•	 More real estate products and services than 
anyone in the industry, before, during and after 
the transaction

Thomas Title has a deep understanding of this unique 
segment of the real estate industry. We are committed 
to exceeding the expectations of our Builder partners 
through our experienced escrow teams, dedicated 
sales support and superior customer service department. 
Our Builder and Developer Services Division employs 
an experienced staff of specially trained technicians 
whose job it is to ensure that the application process for 
the subdivision disclosure report runs smoothly. We work 
closely with the developer, builder and subdivider’s 
project engineers, attorneys and project managers in 
order to anticipate and resolve any title-related issues 
that may arise throughout the course of a project.

Connecting the Dots
We work with you, as a Thomas Title Partner, to connect 
the dots to your next transaction by helping to integrate 
you with the local marketplace. With Thomas Title, 
you have direct access to all of our resale division’s 
unique opportunities to connect with and market to 
the REALTOR® community, through REALTOR® functions, 
events and meetings. Thomas Title also helps you target 
the top producing agents by dollar volume, number  
of transactions, zip code, city, office or name. Our report 
data also indicates buy and sell side transactions and a 
clear snapshot of an agent’s activity over a specified time 
period so you can streamline your prospecting efforts.
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Experienced Escrow Staff

Market Research Department

Escrow processing is both an art and a science, especially for complicated land 
acquisitions, assemblages, land banking and commercial loan transactions. The 
escrow professionals in our National Commercial Services Division are the best in 
the business, known for experienced, efficient and accurate management of the  
escrow process. 

We have the largest database of real estate information in the industry including 
foreclosure information, sales statistics (by city, zip, subdivision, etc.), lot details (size, 
number of rooms, pool, etc.), legal descriptions, parcel numbers and more. We are 
pleased to offer our homebuilding partners access to these valuable records for any of 
their research needs.

Subdivision Public 
Report Services
Our ADRE specialists are made up of an experienced team dedicated to assisting 
the homebuilder with the preparation, processing, and submission of their 
Subdivision Disclosure Report (Public Report). Once the subdivision information 
requirements are completed, we will process the application and prepare the title 
reports, conditional sales application, and all supplemental documents. A weekly 
status report is generated and presented for each filing, keeping you copiously 
informed of our progress.

Daily communication and extensive training to comply with established 
local requirements has developed solid, long-term relationships with the 
representatives in the Development Services Division of the Arizona Department of 
Real Estate, local and state required agencies, our clients and their associates. 
Thomas Title is devoted to generating accurate, thorough and compliant Public 
Reports in a timely and proficient manner. We understand that this information is 
a direct representation of your company to the public. 



THOMASTITLE.COM

PUBLIC REPORT 
PROCESS OVERVIEW

05

•	 “Blanket”, “floating” or otherwise undefined or 
non-located easements

•	 Access to and within the property for the development 
of existing oil or mineral rights

•	 Recorded CC&Rs or Declaration of Condominium, which 
could limit or prohibit the proposed development

•	 Boundary documents, which may reveal gaps or overlaps  
of the boundaries of the subject property

•	 Easements of record, which may, based on their 
location or use, impair or otherwise limit the proposed 
development

•	 Issues involving primary or secondary access to the 
project site

We prefer to begin our work prior to the acquisition of the 
land for development. This allows us to work with you in 
examining and proposing solutions to title-related issues 
such as: 

The above list represents just a few of the issues that may 
delay, hinder or otherwise impair the proposed project 
development plans. We recognize that we may not always 
be the title company for the land acquisition. Nevertheless, 
we invite you to consider seeking our input prior to close of the 
land acquisition escrow. We will be happy to help. 

©2021 THOMAS TITLE & ESCROW. ALL RIGHTS RESERVED.
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deed(s), recorded maps, recorded easements and other 
recorded documents necessary to prepare and process 
the project map(s) and plans.

•	 Provide tax roll information.

•	 Provide preliminary reports (for subdivision and 
development mapping purposes) to the developer, 
builder or subdivider, the project engineers, the city, 
town and/or county, as well as any other interested 
parties. These reports, and the subsequent subdivision 
and development information (provided to the city, town 
and/or county for recording of your map), include the 
current owner(s) and the nature of all recorded title 
interests that appear on the title sheets of the map to 
be recorded in accordance with the requirements of 
the subdivision plat and local ordinances enacted 
pursuant thereto.

•	 Thomas Title also records the approved project 
documents. We will also consult with your project 
engineers, attorneys and other associates to resolve or 
recommend solutions to title insurance issues or problems.

During the mapping stage of your project, Thomas Title provides 
 services to you, your project engineers and attorneys, as follows:

Mapping Your Project

©2021 THOMAS TITLE & ESCROW. ALL RIGHTS RESERVED.
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Construction Loan Financing
When you are ready for construction loan financing, the title reports 
referred to previously will form the basis of a title commitment for the 
benefit of you and your lender. Your Thomas Title Escrow Officer will 
then be working with you and your lender to: 

•	 Provide the above-referenced title commitment

•	 Provide plotting of recorded easement locations as required 
by your lender

•	 Provide recorded document copies (referenced in the title 
report) required by your lender

•	 Consult with you and your lender to resolve any title insurance 
issues or needs raised by your lender

•	 Review, record and insure the construction loan documents as 
required by your lender

©2021 THOMAS TITLE & ESCROW. ALL RIGHTS RESERVED.
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COMPLETION OF THE SUBDIVISION 
DISCLOSURE REPORT

Although the developer, builder or 
subdivider is ultimately responsible for the 
content of the information needed to 
complete the subdivision disclosure report 
(public report), we consider this to be a 
collaborative effort. 

The information contained in the public 
report comes from a variety of sources, 
such as engineers, attorneys, the 
developer, builder or subdivider, Thomas 
Title and you. All information contained in 
the public report must be reviewed and 
accepted by you prior to submittal to the 
Arizona Department of Real Estate.

REQUIRED DOCUMENTS FOR LICENSE

As mentioned earlier, a number of 
documents are required for licensing. 
The subdivision disclosure report is both 
an information and disclosure statement 
for the purchaser (a copy of which must 
be provided to the purchaser prior to the 
signing of the purchase contract) and 
a license for the developer, builder or 
subdivider to advertise, open and close 
subdivided property for sale. 

The required documents described in 
the public report must be obtained prior 
to the application for subdivision report to 
be submitted to the Arizona Department 
of Real Estate for processing.

FILING WITH THE ARIZONA 
DEPARTMENT OF REAL ESTATE

We have devised a method of filing 
for a subdivision disclosure report that 
exceeds the standards set by the Arizona 
Department of Real Estate. We believe 
that exceeding the expectations of a 
state agency can, and often does, 
reduce the overall processing time. We 
will deliver your subdivision disclosure 
report application to you online in a 
secure manner. 

We then will track your application through 
the approval process and answer any 
questions that may arise during the 
Arizona Department of Real Estate’s review 
of your application.

Subdivision Disclosure 
Report Application Process
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Thomas Title understands that the ultimate responsibility of 
the subdivision process as a whole and the success of your 
project rests with you, the developer, builder and subdivider. 
While our team provides services to aid you in the subdivision 
disclosure report process, it does so at your direction. 
Ultimately, the accuracy of all information contained in 
the application for the subdivision disclosure report is your 
responsibility. Therefore it is imperative that we work closely 
with you to clearly and accurately understand your particular 
subdivision offering.

On the following page, we’ve listed most of the common 
items needed for subdivision disclosure report approval. 
As each subdivision, development and project will differ, 
so may the requirements. 

Developer, 
Subdivider & 
Builder Duties
PAYMENT OF FEES

Payment of all fees related to the application 
for subdivision disclosure report payable to the 
Arizona Department of Real Estate. Standard 
expedited application fee is $450 and there 
may be an inspection fee based on mileage. 
A $100 fee is charged for a Conditional 
Sales petition.

©2021 THOMAS TITLE & ESCROW. ALL RIGHTS RESERVED.
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THE INFORMATION CONTAINED IN THE SUBDIVISION 
DISCLOSURE REPORT (PUBLIC REPORT) & FILING INSTRUCTIONS

•	 The subdivision disclosure report (generally 40 pages) comes from a variety 
of sources such as engineers, attorneys, Thomas Title & Escrow and you, the 
applicant. Thomas Title can provide you with a checklist that can be a useful 
tool in determining responsibility for obtaining these documents. Specifically, 
an applicant (developer, builder or subdivider), who plans to offer subdivided 
land (six or more lots, parcels or fractional interests for sale) must complete 
and file an application for subdivision disclosure report, including all signature 
pages, prior to offering for sale. Further, the applicant must have a sufficient 
recorded interest in the subdivision.

•	 If a condominium, you must provide a recorded Declaration of Condominium, 
condominium map and an attorney’s opinion letter for the condominium. 
If the Declaration is already of record, Thomas Title would be happy to 
secure a recorded copy.

COMPLETION OF REQUIRED FORMS

•	 Thomas Title will work in conjunction with the developer to compile the required 
forms for the subdivision disclosure report. DE
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REQUIRED DOCUMENTS, APPLICATIONS & APPROVALS

•	 A legible recorded plat or condominium map 
(depending on the offering) or, if not yet recorded, 
a preliminary plat or legal description will need 
to be provided to Thomas Title to begin the 
application process.

•	 In most cases, the local/municipal government must 
first review and evidence their approval by signing 
the plat before recording. If a plat is already of record, 
Thomas Title will be happy to secure a recorded copy.

•	 Subdivision Approval from the Arizona Department 
of Environmental Quality (ADEQ) or MAR County 
Environmental Services Dept. (MCESD). Specifically, 
you will need to secure a Certificate of Approval of 
Sanitary Facilities (Health Certificate).

•	 This is a time sensitive document and may take a 
number of weeks to obtain. In most cases, your 
engineer will submit an application for approval 
after the plat is recorded.

•	 A letter from a professional engineer identifying the 
flood zone designation or flood plain in which the 
subdivision is located, defining and identifying if 
flood insurance is required.

•	 A soils report plain language letter discloses if the 
property is subject to expansive and/or subsident-
type soils, or subject to geological conditions such 
as fissures or sink holes. Generally your engineer will 
prepare this document.

•	 A geo-technical study or environmental assessment. 
If the property is subject to surface/subsurface 
contamination, a study and/or assessment may 
be necessary.

•	 Certificate of Assured Water Supply or Water 
Adequacy Report (depending on offering and 
location). If your water provider is a municipal or 
private water company with an assured water 
designation from the Arizona Department of Water 
Resources (ADWR), a certificate or report may not 
be required. This is also a time sensitive document 
and may take a number of weeks to obtain. 
Generally your engineer will submit application 
for this approval after the recordation of the plat.

©2021 THOMAS TITLE & ESCROW. ALL RIGHTS RESERVED.



This information should not be considered an all-inclusive description of the services provided by each professional. Each subdivision, 
development and project may be different and therefore has its own unique challenges. You should consult with each professional 
to determine what services, if any, are necessary for your project.
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REQUIRED DOCUMENTS, APPLICATIONS & APPROVALS CONTINUED

•	 A fee confirmation notice from Central 
Arizona Groundwater Replenishment District 
(CAGRD) confirming that all necessary 
fees have been paid, if applicable. This 
can also be a time sensitive document 
and could take a number of weeks to 
obtain. Again your engineer will generally 
submit an application for this approval after 
the recordation of the plat.

•	 Copies of the recorded Covenants,  
Conditions and Restrictions (CC&R’s 
for the subdivision or Declaration of 
Condominium if a condominium. If the 
CC&R’s and Declaration are already of 
record, Thomas Title will be happy to 
secure a recorded copy.

•	 Copies of the filed Articles of Incorporation 
and properly executed Bylaws for each 
property owners association, including 
master associations. A Certificate of Good 
Standing issued by the Arizona Corporation 
Commission for the applicant for public 
disclosure report.

•	 If the applicant is a limited liability company 
(LLC), a copy of the documents creating 
the LLC, including the filed Articles of 
Organization and executed Operating 
Agreement.

•	 Authorization for any individual(s) signing 
on behalf of the applicant for public 
disclosure report.

•	 A copy of the purchase contracts to be 
used, containing appropriate Arizona 
Department of Real Estate disclosures and 
describing conditions of sale.

•	 Financial or other form of assurance that 
ensures completion of both on and off-site 
improvements within the subdivision and, 
if applicable, within the master planned 
community. The amount must be 110% of 
the amount necessary to complete the 
improvements. In addition, an engineer’s 
estimate must be included to demonstrate 
the cost necessary to complete the 
improvement, including a 10% overrun.

•	 To arrange for land acquisition, construction 
and financing for your project, Thomas Title 
will require the lender information in order 
to anticipate and process the required title 
insurance. In addition, it will be necessary 
to determine if the lender has provided for 
partial parcel release provisions on blanket 
encumbrances.

•	 Thomas Title may also need to review a 
copy of your current financial costs of 
construction, construction budget, lien 
waivers and possibly your loan agreement. 
Further, based on the information 
mentioned above an indemnity may 
also be required.

•	 Your Thomas Title developer and builder 
services team is ready to assist you 
regarding any of the items listed here, 
however our primary goal is communication. 
Between you, the developer, builder and 
subdivider we work to ensure all parties’ 
needs are being discussed and met 
regularly and effectively.

©2021 THOMAS TITLE & ESCROW. ALL RIGHTS RESERVED.
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Knowledgeable real estate attorneys can be a valuable asset and their 
involvement with your project may include some of the following tasks:

PREPARATION OF THE PROJECT  
MANAGEMENT DOCUMENTS

•	 CC&Rs or Declaration of Condominium

•	 Articles of Incorporation for the home/unit 
owners’ association

•	 Association Bylaws

•	 Registration of the name for the project’s home/unit 
owners’ association with the Corporation Commission

•	 Review of any condominium plans or planned 
development plats for your project to assure 
consistency with the declaration of covenants, 
conditions and restrictions

•	 Make any corrections to the management documents 
to comply with state law and commissioner’s rules

•	 File Articles of Incorporation with the 
Corporation Commission

PROJECT RELATED ATTORNEY 
ASSISTANCE ALSO INCLUDES

•	 Review of the condition of title for the property 
based on title reports, document copies and related 
information provided by Thomas Title

•	 Consult with Thomas Title & Escrow’s title department 
and underwriting staff to resolve any matters disclosed 
by the preliminary report(s), which may pose a problem 
for the successful development of the subject property

•	 Review and/or preparation of purchase and 
sale agreements

•	 Review of lender documentation such as the 
loan agreement and deed of trust

•	 Consultation with the project engineer or land surveyor 
to satisfy city and/or county conditions of approval for 
the project’s map(s)*

Consult with your attorney about the acquisition and development of your specific project in order to come to a decision as to the total responsibilities he or she 
will assume on your behalf.

*Thomas Title Builder and Developer Services may, at your direction, also assist the project engineer, land surveyor, developer, builder and subdivider with inner 
governmental relations both on a municipal and state level.

©2021 THOMAS TITLE & ESCROW. ALL RIGHTS RESERVED.
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A licensed civil engineer or land surveyor (hereinafter 
referred to as the “engineer”) is retained by the 
developer, subdivider or builder to analyze the project 
and to process the required project surveys, maps and 
plans with the local government for preliminary and final 
plat approval. The firm selected should have experience 
with the city, town or county in which the project lies 
with respect to the local ordinances, written policies, 
local conventions and current political trends of that 
governing body.

The engineer will discuss, among other things, the type 
of project improvements you desire, how many lots or 
units are planned, any common ares, master planned 
community issues, timing, etc. The engineer will then 
make a study of the existing zoning, proposed zoning, 
expected street dedications or street widening and utility 
requirements, community or general plan densities, parking 
requirements, and any demolition or redevelopment 
problems. Once this information has been obtained, the 
developer, subdivider or builder will have a fairly accurate 
idea regarding the feasibility of the project. In addition, 
due to varying requirements, it may also be necessary to 
prepare building plans prior to plat approval. Therefore, 
you may also wish to retain an architect or land planner 
to do a conceptual plan at this stage. Some cities require 
fairly complete building plans to be submitted with the 
tentative map and may require a conditional use permit to 
be processed simultaneously with the map.

In some cities, demolition or the redevelopment of existing 
apartment units (condo conversions) can trigger severe 
tentative conditions of approval, which may render the 
entire project no longer financially feasible. Therefore, a 
thorough review is essential.

Depending on the location of the subject property, 
other reports or “studies” could be required including 
environmental reports, flood plain and soils reports, 
geology reports, archaeological reports, etc. Some 
requested reports require the retention of other experts 
(e.g., soils, environmental engineers, archaeologists).

While it’s preferable to open a subdivision or 
condominium public disclosure report with Thomas Title 
at land acquisition or the preliminary platting stage, 
you may contact us at any point in the development 
and subdivision phase.

The preliminary plat is basically a conceptual plan of your 
subdivision and, when complete, should be submitted to 
the local governing body for processing. Your engineer 
should then, as required, distribute copies of the plat and 
related documents to other departments, such as traffic, 
building and safety, and engineering, for their input. The 
project engineer will then receive proposed conditions of 
approval from the various departments. After reviewing 
them, the engineer will forward copies to the developer, 
subdivider or builder for your comments.

©2021 THOMAS TITLE & ESCROW. ALL RIGHTS RESERVED.



A public hearing is generally scheduled to 
address zoning and other possible issues 
related to the approval of the subdivision. 
The engineer may need to be available at the 
public hearing to represent the developer, 
subdivider or builder. In cities requiring building 
plans with the tentative map, the project 
architect should also be present at the hearing. 
The decision at this hearing may be appealed 
by anyone dissatisfied, either by opposition to 
the project or by you, the developer. Some cities 
allow an appeal to be filed to the full council, 
and/or planning and zoning commission. 
The results of each hearing will be in writing 
and should be available soon after the  
public hearing.

Once all the tentative conditions of approval 
are determined at the public hearing(s) and 
the zoning is in place, the project engineer will 
discuss with the developer how to comply with 
each condition. The engineer will then begin 
processing the “final” plat. The plat is both a 
representation that the city, town or county has 
approved the subdivision and also a complete, 
in depth, boundary analysis and survey of 
the subject property. Frequently, the survey will 
include the entire area around the property on 
which the project is or will be located. After the 
survey and analysis, the drafted plat is submitted 
to the city, town or county engineer and to 
Thomas Title for review.

Concurrently with the above process and the 
various conditions of approval, some approval 
authorities may require the payment of fees, 
recording of covenants and agreements, the 
posting of improvement bonds, processing street 
improvement plans, etc.

When the final plat is judged technically 
correct by all concerned and all conditions 
of approval have been satisfied, the plat will 
be sent, as appropriate, to the City or Town 
Council or the County Board of Supervisors for 
final approval. The Clerk then signs the plat and 
returns it to the city, town or county engineer 
who will verify the title information just prior to 
the plat recording. The city, town or county 
engineer then often entrusts Thomas Title Builder 
and Developer services to deliver the plat to 
the County Recorder for recordation.

A condominium plat, as prepared by your 
project engineer, is based most frequently on 
the building plans prepared by your architect. 
The condominium plat defines (using notes and 
definitions) the project boundary, common 
areas, elements of the units, and exclusive 
use common areas, if any. The units and any 
exclusive use of common areas are delineated 
on separate sheets of the condominium plat 
showing three dimensional drawings of each 
element of each unit. The project engineer 
will be asked to provide copies of the proposed 
condominium plat to your attorney to review 
for consistency with the declaration of 
condominium and related documents. 

If possible, the plan should be checked 
by the engineer in the field against the 
units as constructed (or under construction) 
on the project site (prior to recording of 
the condominium plat and the project’s 
declaration of condominium). A field review 
of the units is necessary if the condominium 
plat is based solely on “architectural plans of 
buildings to be built” or “under construction” 
and not based on a survey of the units as built. 
This inspection will enable the engineer to verify 
that the units actually built are substantially the 
same as defined and delineated on the plan 
(this process is called “as built” certification). 
If the engineer cannot make this certification 
because of substantial differences between 
the plan and the units as built, an amended 
plan may be necessary. Because of this, it is 
recommended that you discuss with your project 
engineer how to anticipate and/or avoid any 
additional costs associated with, as well as the 
time necessary to prepare, process, and record, 
any required amended condominium plat under 
such circumstances.
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We prefer to have a specific Thomas Title escrow 
professional assigned to you early in the development 
and subdividing process to handle your escrow and 
title needs. The escrow professional will serve as the 
liaison with the real estate brokers, lenders, attorneys 
and parties during the escrow transaction. Further, if 
you intend to conduct pre-sales, the earnest money 
must be placed in a neutral escrow depository.

Once you are able to accept funds from a prospective 
buyer, under an approved Arizona Department of 
Real Estate pre-sales program, an account will be  
established with escrow. All monies are held in a  
neutral escrow account are fully refundable upon 
request of the buyer for any reason prior to the  
issuance of the final subdivision disclosure report 
by the Arizona Department of Real Estate. After the 
buyer receives a copy of the subdivision report 
and signs a receipt for the report, and the expiration 
of any rescission period, subject to terms set forth 
in the subdivision disclosure report, the terms to the 
purchase become binding and the buyer’s ability 
to rescind based on the information contained in 
the subdivision disclosure report and the contract 
terminates. Upon receipt of the final public disclosure 
report you may close individual escrows for each lot, 
parcel or unit as it is sold.

Staffing & 
Signing Services
ESCROW PROCESSING

Thomas Title has a homebuilder center 
dedicated exclusively to servicing home-
builders closing needs. The advantage 
to this model centers around its size, 
expertise in Builder business, exclusivity to 
working on Builder business and flexibility 
in handling substantial volume shifts. 

PROFESSIONAL SIGNING SERVICES

Thomas Title’s professional signing department 
has notaries on exclusive contract who can 
conduct signings for our direct operations 
at your request. While the home buyer 
typically signs in our escrow branch, our 
team can take signings at any of our 
locations. For a modest fee, we can 
accommodate signings after hours—in 
home, at work or any other location that 
is convenient for the home buyer.

©2021 THOMAS TITLE & ESCROW. ALL RIGHTS RESERVED.



Many developers, builders and subdividers 
request that the buyer sign escrow instructions at 
the time the buyer is on-site (when appropriate) 
and has decided to purchase a new home. 
The contract/escrow instructions are designed 
to have applicable information entered into 
the form, which is then submitted to Thomas 
Title, along with the buyer’s earnest deposit. In 
some instances, supplemental instructions will 
be prepared and mailed to the buyer and seller, 
along with applicable forms requesting additional 
buyer information. Additional information 
requested may be the manner of vesting and 
the name of the buyer’s insurance agent. 
In addition, the buyer will be provided with the 
necessary information as to the type of funds 
required to close escrow, the approximate date 
monies will be required, etc. 

The goal of your escrow professional who 
handles your transactions is to make the 

“escrow experience” easy and pleasant 
for all parties involved. As in most instances, 
communication between the developer, 
subdivider and builder, its sales representatives 
and/or escrow coordinator with the escrow 
professional will help to close the transactions 
as quickly as possible. The escrow professional 
will furnish the buyer’s lender with a copy of the 
title commitment and other documentation 
required. Escrow amendments will be prepared 
at the request of the buyer, seller or the lender 
and will be forwarded to the appropriate 
parties for signatures. Depending on individual 
circumstances, your escrow professional will 
prepare the deed or will provide information 
in order that the deed can be prepared 
outside of escrow and deposited into escrow.

The escrow professional must be advised as 
quickly as the information is available as to how 
the buyer’s “upgrades”, if any, will be handled. 
Buyer’s upgrades may be added to the purchase 
price and a portion of the amount financed or the 
buyer may pay for them in cash. All of the lots or 
units in your project may be handled in the same 
manner or you may have lots or units handled 
in different ways. In either instance, the escrow 
professional must have the information and 
necessary figures as soon as possible. The escrow 
professional will request a payoff statement from 
the existing lien holders, order loan documents 
from the new lender, prepare estimated closing 
statements, and make arrangements for the 
buyer to execute loan documents and deposit 
closing funds. 

Your escrows will be closed as quickly as possible 
after the buyer has executed loan documents 
and deposited closing funds. Thomas Title’s title 
and escrow teams will coordinate their efforts 
with the new lender to accomplish the funding 
of the new loan, recordation of documents and 
the disbursement of monies. You will be notified 
immediately upon receipt of confirmation of 
recording so that the keys to your buyer’s 
new home or access to a lot or parcel can 
be delivered. Again, good and effective 
communication between the developer, its 
agents, and the escrow professional is the 
key to any successful transaction. You can be 
certain that the Thomas Title professionals that 
are handling your escrow will do their part to 
ensure a successful escrow closing for you 
and your buyers.
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THE LIFE OF A BUILDER ESCROW
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BUYER PRE-APPROVED 
BY LENDER IF NEW 
LOAN IS NEEDED

OPEN LETTERS SENT 
TO BUYER

APPRAISAL ORDERED 
BY AND COMPLETED 

FOR LENDER

BUYER COMPLETES 
WALKTHROUGH 

OF HOME

APPOINTMENT SET: 
BUYER SIGN DOCUMENTS 

AND DEPOSITS 
REQUIRED FUNDS

BUYER RECEIVES KEYS

BUYER VIEWS 
HOMES/MODELS

ESCROW OPENED  
AT THOMAS TITLE 
BUILDER DIVISION

BUYER ADVISES LENDER 
OF HOMEOWNERS 

INSURANCE COMPANY 

CLOSING DOCUMENTS 
COMPILED BY THOMAS 
TITLE BUILDER DIVISION

LOAN DOCUMENTS 
RETURNED TO LENDER 

FOR REVIEW

DOCUMENTS RECORDED 
AND ESCROW CLOSED

BUYER SELECTS 
HOME AND SUBMITS 

CONTRACT

BUILDER REVIEWS AND 
ACCEPTS CONTRACT 

FROM BUYER

BUYER RECEIVES FINAL 
LOAN APPROVAL 

FROM LENDER

LOAN DOCUMENTS 
PREPARED BY LENDER & 

SENT TO ESCROW 

THOMAS TITLE BUILDER 
DIVISION ENSURES ALL 
CONDITIONS ARE MET

LENDER “FUNDS LOAN” 
(SENDS FUNDS TO 

ESCROW)

AFTER RECORDING 
CONFIRMED THOMAS 
TITLE BUILDER DIVISION 

DISPERSES FUNDS

FINAL DOCUMENTS SENT 
TO INTERESTED PARTIES
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Thank You for 
Choosing Thomas Title
We hope the information contained in this booklet is helpful throughout 
your experience with Thomas Title. We invite you to contact Thomas Title 
Builder and Developer Services with any questions you may have. We 
foster an open door policy to aid our customers and, from time to time, 
even our competitors’ customers. 

Thomas Title is committed to providing you with the highest quality 
title and escrow services. This commitment will continue from land 
acquisition and the inception of our involvement in your project 
through rooftop sales and the close of the last individual escrow. 

Our Thomas Title Builder and Developer Services Division is managed 
by seasoned professionals with many years of state regulatory, 
municipal and business experience and is ready to go to work 
for you and your associates. 

On behalf of Thomas Title, please accept our best wishes to you and your 
associates for a profitable and successful project.
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