Appendix A



Escrow and Closing
Forms You Can Use

Some of the forms shown in the text appear here as blanks so that you may copy and use them. Before you copy them, cover the bottom of the page so the page number doesn’t show. Below is a list of these forms together with

page numbers where they were first introduced in the text.

	
	Blank Form
	Introduced

	
	on Page No.
	on Page No.

	Worksheet for Opening Escrow
	208
	17

	Quitclaim Deed
	209
	47

	Agreement to Change Title
	210
	50

	Loan Shopper
	211
	70

	Cash-to-Close Worksheet
	212
	82

	Straight Note
	213
	103

	Installment Note
	214
	104

	Assignment of Deed of Trust
	215
	106

	Substitution of Trustee and
	
	

	Full Conveyance
	216
	128

	Bill of Sale
	217
	175

	Power of Attorney
	218
	178



Permission to Reprint

The author hereby grants permission to the purchaser of this book to copy any of these forms for personal use. Their reproduction for sale or distribution shall constitute an infringement of copyright. The author assumes no responsibility for the legality or currency of these forms. Before using them, check with your escrow agent, real estate attorney, or closing agent to determine whether they are appropriate for your use.
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Worksheet for Opening Escrow

Date

Person opening escrow

Address

Telephone

Property Address

Owner

Address

Telephone

Buyer

Address

Telephone

Sales Price	Deposit

Total down payment (including deposit)

Commission

Paid to

	
	Paid to

	1st deed of trust—lender

	Amount
	
	Terms

	2nd deed of trust—lender
	
	

	Amount
	Terms

	Termite Report Company
	
	
	

	Termite report copies sent to



Bill of Sale (personal property)


Closing date

Closing costs

Title insurance paid by

Escrow fees paid by

Transfer taxes paid by

Title

Purchaser to take title as

Miscellaneous
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RECORDING REQUESTED BY:

MAIL TAX STATEMENT TO:

WHEN RECORDED, MAIL TO:

Recorder’s Use Only


ORDER NO.

ESCROW NO.


QUITCLAIM DEED


DOCUMENTARY TRANSFER TAX $

COMPUTED FULL VALUE OF PROPERTY CONVEYED, OR

COMPUTED ON FULL VALUE LESS LIENS & ENCUMBRANCES

REMAINING THEREON AT TIME OF SALE

Unincorporated Area	City of

Tax Parcel No.



	FOR A VALUABLE CONSIDERATION,
	HEREBY QUITCLAIM to:

	the real property in the County of
	, State of
	, described as









Witness my hand this	day of	, 20    .





	STATE OF
	)
	
	WITNESS my hand and official seal:

	
	) s.s.
	
	

	COUNTY OF
	)
	
	

	On
	, 20
	,
	

	before me, the undersigned, a Notary Public in
	
	Notary Public in and for said County and State

	and for said County and State, personally
	
	

	appeared
	
	
	NOTARY SEAL






proved to me on the basis of satisfactory evidence to be the person whose name is (are) sub-

scribed to the instrument and acknowledge that executed the same.
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AGREEMENT TO CHANGE TITLE FROM JOINT TENANCY

TO COMMUNITY PROPERTY

1. PARTIES:

Parties to this agreement are

	and
	.
	

	2.
	RECITALS:
	
	

	a)
	The parties hereto are husband and wife, residing in the
	

	
	County of
	State of
	.



b) They have heretofore held property in their common or separate names, and may hereafter do so. 

c) They hold portions of their property in joint tenancy only as a matter of convenience of transfer. 

d) This agreement is entered into with the full knowledge on the part of each party of the extent and probable value of all of the property and estate of the community, and of the separate and joint property of each other, ownership of which would be conferred by law on each of them in the event of the termination of their relationship by death or otherwise. 

e) It is the express intent of the parties hereto that all their common properties are and shall be their community property. 

3. AGREEMENT THAT ALL PROPERTY SHALL BE COMMUNITY: 

Each party hereby releases all of his or her separate rights in and to any and all property, real or personal and wherever situated, which either party now owns or has an interest in, and each party agrees that all property or interest therein owned heretofore or presently or hereafter acquired by either from common funds shall be deemed to be community property of the parties hereto, whether held in their separate names, as joint tenants, as tenants in common, or in any other legal form. The parties understand that this agreement will automatically, without other formality, transfer to the other a one-half interest in any separate property now owned and that such transfer could constitute a taxable gift under Federal and State law. 

4. AGREEMENT MODIFIABLE IN WRITING ONLY: 

This agreement shall not be modified except in writing signed by both parties, or by the mutual written surrender or abandonment of their said community interest in accordance with the laws of said State pertaining to the management of com-munity property, or by the termination of their marriage by death or otherwise. 

DATED:	, 20
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LOAN SHOPPER

Lender One    Lender Two   Lender Three

Initial interest rate on note

Fixed, variable, graduated, other

Amortization due date

Points and other fees (total)

Prepayment penalty

Assumability (specific requirements)



Interest rate cap

Index used



Interest rate adjustments

Co-borrowers allowed

Maximum negative amortization
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CASH-TO-CLOSE WORKSHEET


ANALYSIS OF CASH TO CLOSE

	Full amount of price of new house
	$
	A

	Loan amount requested
	$
	
	
	B

	Down payment needed (without closing costs)
	$
	
	
	C=A-B

	Closing cost estimate (3-5% of loan amount)
	$
	
	
	D

	TOTAL AMOUNT NEEDED TO CLOSE
	$
	
	
	E=C+D

	ANALYSIS OF CASH TO
	CLOSE
	
	

	Amount from sale of present house
	$
	F

	Amount of cash deposit
	$
	
	
	G

	Amount from savings and checking accounts
	$
	
	
	H

	Amount from gifts
	$
	
	
	I

	Amount from stocks and other securities
	$
	
	
	J

	Amount from other sources (secondary financing,
	$
	
	
	K

	etc.)
	
	
	
	









	TOTAL CASH AVAILABLE FOR CLOSING
	$
	L=F+G+H+

	
	
	
	
	I+J+K

	NOTE: “L” must be equal to or greater than “E.”
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STRAIGHT NOTE


	$
	
	
	
	
	
	
	(city)
	

	
	
	
	(state),
	, 20
	
	

	
	
	
	
	after date for value received,
	

	I promise to pay to
	
	
	
	
	
	
	
	

	
	
	
	
	
	
	or order, at
	

	
	
	
	
	
	
	
	
	

	the sum of
	
	
	
	
	
	DOLLARS
	

	with interest from
	
	
	
	, until paid at the
	

	rate of
	
	percent per annum, payable
	
	
	
	





Principal and interest payable in lawful money of the United States of America. Should default be made in payment of interest when due, the whole sum of principal and interest shall become immediately due at the option of the holder of this note. If action be instituted on this note, I promise to pay such sum as the Court may fix as Attorney’s fees. This note is secured by a Mortgage Deed or a Deed of Trust of even date herewith.






















When paid, this Note, if secured by a Deed of Trust, must be surrendered to Trustee for cancellation before reconveyance will be made.

DO NOT DESTROY
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INSTALLMENT NOTE

	$
	
	(city)

	
	
	(state),
	, 20



FOR VALUE RECEIVED, I promise to pay in lawful money of the United States of

	America to
	
	

	or order, at
	
	

	the principal sum of
	DOLLARS

	with interest in like lawful money from
	, 20

	at
	percent per annum of the amounts of the principal sum remaining



unpaid from time to time. Principal and interest payable in installments of DOLLARS, or more each, on the

day of each and every beginning





Each payment shall be credited first to the interest then due, and the remainder to the principal sum; and interest shall thereupon cease upon the amount so paid on said principal sum. AND I agree that in case of default in the payment of any installments when due, then the whole of said principal sum then remaining unpaid, together with the interest that shall have accrued thereon, shall forthwith become due and payable at the election of the holder of this note, without notice. AND I agree, if action be instituted on this note, to pay such sum as the Court may fix as Attorney’s fees. This note is secured by a Mortgage Deed or a Deed of Trust of even date herewith.















When paid, this Note, if secured by a Deed of Trust, must be surrendered to Trustee for cancellation before reconveyance will be made.

DO NOT DESTROY
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RECORDING REQUESTED BY:



WHEN RECORDED, MAIL TO:

Recorder’s Use Only

ASSIGNMENT OF DEED OF TRUST

FOR A VALUABLE CONSIDERATION, the undersigned hereby grants, assigns, and transfers to:




	all beneficial interest under that certain Deed of Trust dated
	, 20

	executed by
	
	
	, as Trustor,

	to
	
	
	, as Trustee,

	and recorded as Instrument Number
	on
	, 20

	in Book
	at Page
	
	
	
	
	



of Official Records in the office of the County Recorder of

together with the Promissory Note secured by said Deed of Trust and also all rights accrued or to accrue under said Deed of Trust.


Witness my hand this	day of	, 20    .




	STATE OF
	)
	
	WITNESS my hand and official seal:

	
	) s.s.
	
	

	COUNTY OF
	)
	
	

	On
	, 20
	,
	

	before me, the undersigned, a Notary Public in
	
	Notary Public in and for said County and State

	and for said County and State, personally
	
	

	appeared
	
	
	NOTARY SEAL





proved to me on the basis of satisfactory evidence to be the person whose name is (are) sub-

scribed to the instrument and acknowledge that executed the same.


NOTE: This Assignment should be kept with the Note and Deed of Trust hereby assigned.
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RECORDING REQUESTED BY:



WHEN RECORDED, MAIL TO:

Recorder’s Use Only

ASSIGNMENT OF DEED OF TRUST

THE UNDERSIGNED, PRESENT BENEFICIARY under that certain Deed of Trust executed by:

	
	
	
	, as Trustor

	
	
	, as Original Trustee

	and recorded as Instrument Number
	on
	, 20

	in Book
	at Page
	of Official Records, in the office of the County

	Recorder of
	County, State of
	



hereby appoints and SUBSTITUTES the Undersigned as the new and substituted Trustee thereunder in accordance with the terms and provisions contained therein; AND

as such duly appointed and substituted Trustee thereunder, the Undersigned DOES HEREBY RECONVEY to the person or persons legally entitled thereto, without warranty, all the estate, title, and interest acquired by the Original Trustee and by the Undersigned as the said substituted Trustee under said Deed of Trust.

Wherever the text of this document so requires, the singular includes the plural.

Witness my hand this	day of	, 20    .




	
	
	
	
	Beneficiary and Substituted Trustee
	
	

	STATE OF
	)
	
	
	
	
	

	
	
	
	
	
	
	

	
	) s.s.
	
	
	
	
	

	COUNTY OF
	)
	
	
	WITNESS my hand and official seal
	
	

	On
	, 20
	,
	
	
	
	

	before me, the undersigned, a Notary Public in
	
	
	
	
	

	and for said County and State, personally
	
	
	
	
	

	appeared
	
	
	
	NOTARY SEAL
	
	

	
	
	
	
	
	
	




proved to me on the basis of satisfactory evidence to be the person whose name is (are) sub-

scribed to the instrument and acknowledge that executed the same.



– 216 –

[bookmark: page227]


BILL OF SALE

THIS BILL OF SALE is dated the	day of	, 20

WITNESSETH:

That

herein called the Seller, for good and valuable consideration, hereby sells, assigns, and transfers to


herein called the Buyer, all that certain property which is hereinafter described.

IT IS HEREBY COVENANTED by the Seller, which covenant shall be binding upon the heirs, executors, and administrators of the Seller, that this sale is warranted. The sale of said property will be defended against any and every person who lawfully claims the same.

The property which is hereby sold, assigned, and transferred is described as follows, to-wit [described as precisely as possible and give location, if known]:
























Signature of Seller:
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	RECORDING REQUESTED BY:
	
	

	WHEN RECORDED, MAIL TO:
	Recorder’s Use Only
	

	
	
	



POWER OF ATTORNEY
Know All Men by These Presents: That
the undersigned (jointly and severally, if more than one) hereby make, constitute, and appoint
as my true and lawful Attorney for me and in my name, place, and stead and for my use and benefit:

(a) To ask, demand, sue for, recover, collect, and receive each and every sum of money, debt, account, legacy, bequest, interest, dividend, annuity, and demand (which now is or hereafter shall become due, owing, or payable) belonging to or claimed by me, and to use and take any lawful means for the recovery thereof by legal process or otherwise, and to execute and deliver a satisfaction or release therefor, together with the right and power to compromise or compound any claim or demand; 

(b) To exercise any or all of the following powers as to real property, any interest therein, and/or any building thereon: To contract for, purchase, receive and take possession thereof and of evidence of title thereto; to lease the same for any term or purpose, including leases for business, residence, and oil and/or mineral development; to sell, exchange, grant, or convey the same with or without warranty; and to mortgage, transfer in trust, or otherwise encumber or hypothecate the same to secure payment of a negotiable or non-negotiable note or performance of any obligation or agreement; 

(c) To exercise any or all of the following powers as to all kinds of personal property and goods, wares and merchandise, choses in action and other property in possession or in action: To contract for, buy, sell, exchange, endorse, transfer, and in any legal manner deal in and with the same; and to mortgage, transfer in trust, or otherwise encumber or hypothecate the same to secure payment of a negotiable or non-negotiable note or performance of any obligation or agreement; 

(d) To borrow money and to execute and deliver negotiable or non-negotiable notes therefore with or without security; and to loan money and receive negotiable or non-negotiable notes therefor with such security as he shall deem proper; 

(e) To create, amend, supplement, and terminate any trust and to instruct and advise the trustee of any trust wherein I am or may be trustor or beneficiary; to represent and vote stock, exercise stock rights, accept and deal with any dividend, distribution, or bonus, join in any corporate financing, reorganization, merger, liquidation, consolidation, or other action and the extension, compromise, conversion, adjustment, enforcement or foreclosure, singly or in conjunction with others of any corporate stock, bond, note, debenture, or other security; to compound, compromise, adjust, settle, and satisfy any obligation, secured or unsecured, owing by or to me and to give or accept any property and/or money whether or not equal to or less in value than the amount owing in payment, settlement, or satisfaction thereof; 

(f) To transact business of any kind or class and, as my act and deed, to sign, execute, acknowledge, and deliver any deed, lease, assignment of lease, covenant, indenture, indemnity, agreement, mortgage, deed of trust, assignment of mortgage or of the ben-eficial interest under deed of trust, extension or renewal of any obligation, subordination or waiver of priority, hypothecation, bottomry, charter-party, bill of lading, bill of sale, bill, bond, note, whether negotiable or non-negotiable, receipt, evidence of debt, full or partial release or satisfaction of mortgage, judgment, and other debt, request for partial or full reconveyance of deed of trust and such other instruments in writing of any kind or class as may be necessary or proper in the premises. 

Giving and granting unto my said Attorney full power and authority to do and perform all and every act and thing whatso-ever requisite, necessary, or appropriate to be done in and about the premises as fully to all intents and purposes as I might or could do if personally present, hereby ratifying all that my said Attorney shall lawfully do or cause to be done by virtue of these presents. The powers and authority hereby conferred upon my said Attorney shall be applicable to all real and personal property or interests therein now owned or hereafter acquired by me and wherever situated.

My said Attorney is empowered hereby to determine in his sole discretion the time when, purpose for, and manner in which any power herein conferred upon him shall be exercised, and the conditions, provisions, and covenants of any instrument or doc-ument which may be executed by him pursuant hereto; and in the acquisition or disposition of real or personal property, my said Attorney shall have exclusive power to fix the terms thereof for cash, credit, and/or property, and if on credit with or without security.

The undersigned, if a married woman, hereby further authorizes and empowers my said Attorney, as my duly authorized agent, to join in my behalf, in the execution of any instrument by which any community real property or interest therein, now owned or hereafter acquired by my spouse and myself, or either of us, is sold leased, encumbered, or conveyed.

When the context so requires, the masculine gender includes the feminine and/or neuter, and the singular number includes the plural.
· ]This is to be considered a general Power of Attorney. 
· ]Notwithstanding the aforesaid, this is to be considered a specific power of attorney limited to 
and expiring

Witness my hand this	day of	, 20	.



STATE OF

COUNTY OF
On	, 20

before me, the undersigned, a Notary Public in and for said County and State personally appeared

proved to me on the basis of satisfactory evidence to be the person whose name is (are) subscribed to the within instrument and acknowledge
that	executed the same.



WITNESS my hand and official seal

Notary Public in and for said County and State NOTARY SEAL
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