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CLOSING PROCEDURES 

The procedures described below apply to a transaction where the buyer is obtaining a mortgage 
loan from a bank or other lender.   

A. Pre-Closing – After the sales contract is signed and finalized and all contingencies have 
been resolved, the parties and their counsel will move into the pre-closing  mode, where 
the following takes place: 
 

1. Title Work – The title commitment is usually ordered by the buyer’s attorney 
after the mortgage commitment is received and accepted.  The title company 
can usually turn around the title work in less than ten days. 
 

2. Survey – Similarly, the buyer’s counsel will order the survey of the property, 
either directly from a surveyor or through the title company.  Both the title 
commitment and the survey will be required by the mortgage lender. 
 

3. Insurance – At this point, the buyer should start looking into obtaining the 
required homeowner’s insurance for the property.  The bank will provide the 
specific requirements to cover the bank, but the buyer should also talk with his 
or her insurance agent about homeowner’s coverage and amounts.  Even if the 
property is a condo and a certificate of insurance is provided by the 
homeowners association, the lender will require contents insurance.  If flood 
insurance is required, that process will usually take longer.   
 

4. Taxes/Adjustments – As part of the title search, a tax search will be ordered 
and obtained, which will show whether or not the real estate taxes are current.  
If they are not current, then the seller will have to make them current at the 
closing.  The seller can use the sale proceeds, if necessary, for this purpose.  
The parties will also adjust the taxes as of the closing date, so that the seller 
pays for the period up to the closing, and the buyer pays for the balance of the 
quarter.    
 

5. Utilities Readings - Right before the closing, the buyer or his or her broker 
should contact all of the local utility companies to obtain readings of all of the 
relevant utility meters.  The seller shall then be responsible for the charges up 
to the date of the reading, and the buyer should arrange to have all of the 
utilities transferred to his or her name.  
 

6. Bank Closing Instructions – Immediately prior to the closing, the bank’s 
closer will send the closing instructions to the buyer’s attorney (or the title 
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company), which will lay out the procedures to be followed and the 
documents to be submitted in order to close the mortgage loan.  The buyer’s 
attorney (or the title company) serves as the “quarterback” in arranging for all 
of these documents to be produced by the various parties and then sent to the 
bank.   
 

7. Documents to be Sent to Bank – The documents to be sent to the bank by the 
buyer’s (or title company) include the title commitment, searches, survey, 
insurance, certificate of occupancy, draft closing documents, etc.  The buyer 
should have already provided tax returns, financial records and other personal 
information at the time that the buyer applies for the mortgage loan.  The bank 
will usually order and obtain an appraisal of the property well in advance of 
the closing, as well.   
 

8. Closing Figures – Once the bank has approved of all of the required 
documents, it will provide preliminary closing figures to the buyer’s counsel 
(or title company).  
 

9. Preparation of Settlement Statement/Closing Disclosure – The buyer’s counsel 
(or title company) will then prepare a settlement statement/closing disclosure, 
based on the bank’s closing figures and the adjustments between the seller and 
the buyer.  The parties and their counsel will then try and reach a consensus 
on the accuracy of all of these figures, so that the settlement statement/closing 
disclosure can be finalized and signed at the closing.  
 

10. Final Walkthrough – The buyer should remember to do a final inspection of 
the property, usually the day before the closing or on the closing date, to make 
sure that the property is in the condition required by the sales contract, that 
nothing is missing or damaged, and that the movers are out and the house is 
empty.  The buyer’s broker will usually arrange for this walkthrough.   
 

B.  At Closing 
1. Mortgage Closing 

The closing usually takes place in the buyer’s attorney’s office.  The bank will 
either email or overnight the loan documents to the attorney (or title 
company), who then makes the necessary copies.  The buyers will then sign 
all of the loan documents – this can take anywhere from a few minutes to an 
hour, depending on how many documents there are.   The bank will also either 
overnight a check for the loan proceeds or wire the money into the trust 
account of the buyer’s attorney (or title company).  The attorney (or title 
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company) will then disburse all of the checks to the brokers, the seller, the 
title company, the county clerk, the attorneys, and anyone else who is to be 
paid at the closing.  
 

2. Title Closing 
As soon as the mortgage closing is completed, the sellers and their attorney 
and the brokers will appear for the title closing. Sometimes the sellers will 
have signed the documents in advance and, therefore, not come to the closing. 
Here, among other things, the deed and other closing documents are 
exchanged for the balance of the sale proceeds, as shown on the settlement 
statement/closing disclosure.  In a perfect setting, this will only take 15 
minutes or so.  
 

3. Checks/Deposit Monies 
The buyer’s attorney (or title company) will distribute all of the closing 
checks from its trust account.  These payments are made from the mortgage 
loan proceeds and whatever monies the buyer has to bring to the closing for 
the balance of the purchase price and closing costs.  The buyer only has to 
bring one check to the closing for this net amount, but it must be either a 
certified check or a bank check or a wire transfer.  At the title closing, the 
deposit monies that were being held in escrow are also released to the seller or 
used to pay closing costs or mortgage payoffs.  
 

4. Payoffs 
The buyer’s attorney (or title company) will also handle the payoffs of any 
existing mortgages or liens on the property, which are paid out of the seller’s 
proceeds.  In this way, the buyer will have clear title to the property. 
 

5. Keys/Change Locks 
At the closing, the Seller is also required to deliver all keys to the house and 
all garage door openers.  The buyer should change the locks after the closing 
for security reasons. 
 

6. Attendance Required – Power of Attorney 
Generally, all of the parties must show up at the closing.  This is especially 
true of the buyers, who must sign all of the mortgage documents.  Typically, 
banks will not allow these documents to be signed by way of a power of 
attorney.  Sometimes, the sellers will not appear at the closing, if they have 
pre-signed the documents and have other things to attend to, such as moving 
into their new house. 
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7. Simultaneous Closings (Buy and Sale on the Same Day) 
Simultaneous closings are possible, depending on the circumstances, but often 
stressful, especially if the movers are coming on the same day.  In many cases, 
it is better to close on the sale on one day and then close on the purchase on 
the next day, if possible. 

8. Role of the Title Company 

The title company acts as settlement agent and prepares closing statements, 
but does not represent the interest of the buyer and does not take the place of 
legal counsel.   

     

     

 

 

 


