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Dear Valued Customer,   

Advanced Title & Settlements, L.L.C. (Advanced Title) has created this Homebuyer’s Guide to 
help assist you with your home buying process.  We realize that the purchase of a home is an 
investment and there are many items to consider.  We take pride in providing exceptional service 
and our entire staff is committed to making your new purchase fast, easy and exciting! 

Here are some facts that set Advanced Title apart from others in our industry: 

- We have extended hours! We are open Monday through Friday from 9:00am to 5:30pm. 
However, we handle closings until 9:00pm by appointment.  This sets us apart from other title 
companies who don’t understand that a work day can go well past 5:00pm.  We offer Saturday 
hours by appointment for your convenience as well. 

- We are a women owned business! Yes, men work here too, but we enjoy the fact that we 
have a strong business led by strong women entrepreneurs who take value in the ownership of 
a home as a place to raise their family.   

- We travel to you! With our mobile abilities, we are able to come to a venue that fits your 
needs and to make the process smoother for you.  We realize that the real estate process can 
be hectic and our team is here to help. 

- We are bilingual!  Our trained and courteous staff can assist with closings on a more 
personal level and are willing to translate when necessary to accommodate different parties.  
Customer service is the key to our success and we are happy to help! 

- Advanced Title & Settlements is versatile! We are licensed to conduct business 
transactions in Virginia, D.C., and Maryland.  We also handle commercial real estate closings in 
the Washington Metro area.  

- We believe in community!  Advanced Title believes in giving back in a variety of ways.  Visit 
our website at www.advancedtitleonline.com.  We want to grow our community together 
and with our homebuyer’s in mind.  Learn more about how much community means to us. 

- Advanced Title offers a user friendly website!  With helpful information, frequently asked 
questions and useful tools, we make visiting our website interactive and engaging. We also 
include a mortgage and GFE Calculator, which allows you to obtain a quick snapshot of your 
estimated mortgage and closing costs.  

Allow us to assist you.  If you have any questions regarding this handbook, or would like to 
speak with someone on a more personal level, we would be happy to assist you.  We look 
forward to working with you and your family in the future. 

Sincerely, 

The Advanced Title Team 

http://www.advancedtitleonline.com
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Getting Started 
Your Real Estate Agent’s Role 

A good foundation to any home buying experience starts with the real estate agent. He 
or she will assist you in selecting a home that satisfies your budget, needs, and 
preferences. You will discuss a variety of things with your real estate agent such as how 
many bedrooms you are looking for or how many bathrooms you would prefer. Be sure 
to prioritize your needs based on your budget, but most importantly, base on you and 
your families wishes. However, remember to keep an open mind when selecting your 
purchase. Sometimes a great selection is often one you are typically not expecting. 

Your agent also has certain agency requirements that ensures that they act in your best 
interests and make disclosures available by law.  You should also note that a seller’s 
agent has certain ethical obligations to a buyer as well. For example, any material 
adverse facts regarding the physical condition of a property known to the listing agent 
must be disclosed to the buyer. 

Keep in mind that your real estate agent will advise you to get pre-qualified from a 
lender in order to establish your potential loan amount and type. This process is 
essential to the home buying process and will help you define your needs versus your 
wants and complimenting your price range. 

Choosing Your Lender                                                                                           

Selecting the right lender is valuable, as it one of the first steps in your home buying 
process. If you do not already have a lender in mind, your real estate agent can 
recommend some options. While interest rates and points are important when choosing 
a lender, you should consider a lender’s reputation and their relationship to you. For 
example, if you have banked with a particular financial institution for a duration of time, 
they may be able to assist with a better rate or specialty program that may suite your 
home buying needs. 

Advanced Words to Know: Pre-Qualification - The process whereby a loan 
officer takes information from a borrower and makes a tentative assessment of 
how much the lending institution is willing to lend them.
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Remember, that you will be providing personal information to your loan officer, so it is 
essential that you find someone you trust. Because of stringent regulations that lenders 
must adhere to, you will be asked for a variety of documents to include copies of tax 
returns, bank statements, pay stubs, credit card statements, as well as contact 
information for your employer.  Don’t be discouraged at the amount of documents 
requested as it often the norm. You will be in constant contact with your lender to 
ensure your loan gets approved as quickly as possible, so it is imperative that your 
respond to requests from your lender just as quickly. 

Soon after you fill out your loan application, you will receive a Good Faith Estimate (GFE) 
from your lender summarizing your closing costs as well as giving you an estimated 
monthly payment. Your monthly payment will include P.I.T.I. (Principal, Interest, Taxes 
and Insurance). When calculating your house budget, you will also need to consider 
other monthly fees associated with the home including Home Owner’s Association fees, 
Condo fees and even utilities. 

The Contract  

Your real estate agent will draft the contract with terms and conditions that are 
acceptable to you. Keep in mind that this is a legally binding document, so you should 
review it in detail with your real estate agent.  Don’t hesitate to ask questions as you 
progress through the contract process.  While your contract is being drafted, there will 
be a few important items that will need to be determined such as your loan type, 
amount of the loan, amount of earnest money deposit (EMD), amount of seller 
concessions, when applicable, if you will receive a home warranty, who will pay for the 
home warranty, home inspections and/or a home appraisal, and lastly, the proposed 
price. 

Advanced Words to Know: Good Faith Estimate (GFE) - Provides an 
estimate of your settlement charges and loan terms if you are approved for a 
loan.

Advanced Words to Know: Contract - An agreement having a lawful object 
entered into voluntarily by two or more parties, each of who intends to create 
one or more legal obligations between them.  The elements of a contract are 
“offer” and “acceptance” by “competent persons” having legal capacity who 
exchange “consideration” to create “mutuality” of obligation.
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The EMD is typically held by either your real estate agent’s office or with Advanced Title 
and can be applied as a credit on your HUD-1 Settlement Statement.  There will also be 
space to fill out what is included in the sale of the property. In contract law, the Statue 
of Frauds requires all terms in connection with the conveyance of land to be in writing. 
This means the contract, unless amended in writing, contains the final and entire 
agreement between the parties, regardless of any other terms or contingency 
representations orally made.  So, if you wanted that nice stainless steel refrigerator in 
the kitchen, write that in the contract! Rely on your real estate agents expertise in 
writing the offer. They have your best interests in mind and have the experience to write 
a competitive offer and see you that you are able to get exactly what you want. 

Attachments to the contract will contain supplemental terms that supersede any 
information contained in the body of the contract itself. For example, addenda may 
include information such as contract contingencies and deadlines, whether the property 
is located within a development that is subject to the Virginia Property Owner’s 
Association Act or the Virginia Condominium Act, financing provisions, and other 
statutory disclosures. 

Once the contract has been drafted, your real estate agent will submit the offer to the 
seller. Until the contract has been signed by the seller and ratified, negotiations are still 
possible. Your agent will review all negotiations with you and give you their expert 
opinion. 

Here is the great part…once your contract is accepted, congratulations! You are well on 
your way to purchasing your new home! 

Advanced Words to Know: Earnest Money Deposit (EMD) - 
Specific form of security deposit made in some major transactions 
such as real estate dealings.

Advanced Words to Know: Appraisal - Practice of 
determining the value of the real property.

Advanced Words to Know: Ratified - Requirements that certain kinds 
of contracts be memorialized in a signed writing with sufficient content to 
evidence the contract.
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Uncommon Situations 

Short Sales - A short sale is a transaction in which the proceeds from the sale of the 
property are insufficient to pay all of the seller’s lien creditors (and the seller does not 
have other assets to make up the difference). While Advanced Title does handle closings 
on the purchase of homes, we are also able to walk a seller through this process as well, 
and give each party of the home purchase ease and peace of mind. Short sales must be 
negotiated and ultimately approved by the seller’s lender before the transaction can be 
finalized. 

REO’s & Foreclosures - A Real Estate Owned (REO) property is a class of properties 
owned by a lender, typically a bank or other entity, after an unsuccessful sale at a 
foreclosure auction.  As it goes, many banks are usually not in the business of owning 
homes and therefore willing to sell them on the open market. You may be able to pay 
less for these types of properties than a typical sale, however, these transactions can 
also take longer with the property.  Much like foreclosures, these types transactions are 
the force selling of a home by a lender due to lack of payment by the borrower.  These 
properties are sold “AS IS.”  If your are interested in these types of purchases, consult 
your agent regarding the process.  They can help explain all the options available to you. 

Other Types of Contracts - You may see different types of contracts depending on the 
avenue of home buying purchasing you plan on taking. If you are buying new 
construction or an REO property, these transactions will often have their own unique 
contracts. The most common is the Regional Sales Contract (See Form B). Some 
contracts will often shift fees that are typically paid for by the seller to the buyer. This 
may not be a deal breaker, but you do want to be aware of what you are going to be 
paying for.  Again, review the contract in detail and if you have questions, bring them to 
the attention of your agent. 

Advanced Words to Know: Statue of Frauds - Requirements that certain 
kinds of contracts be memorialized in a signed writing with sufficient content 
to evidence the contract.

Advanced Words to Know: Addenda - (Plural of Addendum) a list of items 
to be changed, added or removed within a written contract.
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Pre-Settlement 
When Advanced Title receives the ratified contract from your real estate agent, we will 
immediately begin the process to ensure that your home buying needs are met. Once 
you and the seller agree on the time and place for settlement, the Advanced Title Team 
will schedule accordingly and notify all parties. Our processors will review your contract 
to make sure we have all the necessary addenda, information, and contracts needed to 
open your file and begin preparing for your settlement. 

Welcome Packet & Purchaser Information Sheet 

Your Advanced Title processor will send you or your agent a welcome packet with 
documents that will explain certain aspects of the purchasing process and will ask for 
you or your agent to provide information to us.  In some instances, to make your 
process even more seamless, we may request that your agent complete as much 
information on their side as possible to limit the amount of paperwork that you are 
requested to fill out. 

One of the most important documents in this packet is the Purchaser Information Sheet.  
You may get this form from your agent and he/she can assist you with completing it in a 
timely manner. Consider a couple of items to solicit: 

‣ List your name as you would like it to appear on the deed.  We need to be sure that 
the name listed on the deed is the same name the lender is using on their documents. 

‣ Provide your social security number.  We will not publish or share this number, but we 
may need it for clearing the title.  

‣ List any special credits which you are aware of and let us know if you would prefer 
enhanced or basic owner’s title insurance and/or a survey. 

Title Insurance 

The purchase of a home is one of the most important decisions you will ever make.  
When you buy a home, or any property for that matter, you expect to enjoy certain 
benefits from ownership.  For example, you expect to be able to occupy and use the  
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property as you wish, to be free from undisclosed liens not created or agreed to by you, 
and to be able to freely sell or pledge your property as security for a loan.   

Title Insurance is designed to cover these rights.  Title issues include, but are not limited 
to, forgery, fraud, prior claims of ownership, judgements, liens, unpaid past property 
taxes and mechanic’s liens. 

Throughout the years, your new property may have changed hands many times through 
sale, inheritance, foreclosure or bankruptcy.  Each transfer was an opportunity for an 
error in the chain of the title to arise.  If an error occurred and has never come to light, 
it puts the title to your property in jeopardy. 

There are two types of title insurance policies: Lender’s and Owner’s.  Whenever you 
obtain a loan, the lender will require that you purchase a Lender’s Title Insurance policy 
which will protect ONLY the lender should there be a claim against title to the property.  
You will pay for Lender’s Title Insurance policy at closing and the premium will cover the 
lender up to the loan amount. 

In order to protect YOUR investment, you should consider purchasing an Owner’s Title 
Insurance policy.  Should a claim be made against the title to your property and you 
purchased the policy, the title insurer would protect you by paying the claim, covering 
legal costs associated with defending your title, or paying you your interest in the 
property.  Owner’s Title Insurance is a one-time purchase (paid settlement) that will 
protect you for the rest of your life, even if you sell the property. 

Advanced Words to Know: Title Insurance - A policy that guarantees that 
the title to the property is free of “hidden” liens, hazards or human errors.  When 
title insurance is purchased, an experienced title examiner performs a 
comprehensive search of the public land records to determine if any liens or 
other encumbrances are attached.  Although this search is intended to report all 
material title objections, there is always a chance that the substantial issues may 
go undetected. An Owner’s policy protects your interest in the real property 
against such unforeseen threats to your ownership.

Advanced Words to Know: Owner’s Title Insurance - An insurance policy 
which protects the owner of real estate against loss occasioned by defects, liens 
against, or other conditions rendering the owner’s title to the property.  Both 
Owner’s and Lender’s Title Insurance is calculated based on the sales price and 
loan amount, respectively, and is set by the underwriter or the state insurance 
administration.
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If purchased, your Owner’s Title Insurance policy will be mailed to you about 6-8 weeks 
after settlement. It is a lifetime policy so be sure to keep it in a safe place!  If the title 
search came back free and clear of defects, what could go wrong that might create the 
need for you to purchase an owner’s title policy?  While we are diligent in finding and 
removing all issues of record that could cloud the title, there are many situations that 
cannot be discovered.  Perhaps documents were recorded incorrectly or misfiled; a will 
was not probably probated and valid heirs did not receive their interest in the property; 
unsatisfied claims are not shown on the record; forgery and/or fraud was committed 
during a prior conveyance; spousal rights were not protected; deed were executed under 
expired or false powers of attorney; and a myriad of other serious issues can arise that 
are not discoverable through a search of the title. These are some of the problems title 
insurance will protect you against. 

Standard VS Enhanced Title Insurance 

There are two type of Owner’s Title Insurance policies: standard (basic) and enhanced.  
The standard policy covers all of the basic potential problems listed above including, but 
not limited to, forgery, faux, prior claims of ownership, judgements, liens, unpaid past 
property taxes and mechanic’s liens.  The enhanced policy, while costing more, includes 
coverage not found in the standard or basic policy.  Some of the added coverage 
includes protection for forgery occurring AFTER the policy date, removal of encroaching 
structures, removal or remedy of structures that were constructed without proper 
building permits or that do onto comply with local zoning laws, management of 
restricted access to and from your property, and, most importantly, inflation protection 
that increases your coverage by 10% per year for the first five years up to a maximum 
of 150% of the original price.  For a comparison of the two policies, refer to Form C. 

Owner’s Title Insurance will protect against items that are disclosed to you ahead of 
settlement such as a lack of building permits IF you know or have reason to believe any 
work was done without a permit, protections from easements discloses in the land 
records or known to you, and any discoverable issues had a survey been done when you 
chose not to have a survey.  You will let us know on the Purchaser Information Sheet 
which Owner’s Title Insurance policy you prefer. 
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Title Search 

Advanced Title will order a title search (or abstract) to examine the chain of ownership 
of your property.  In this process, the title abstractor will look at the deeds, deeds of 
trust and other liens and encumbrances recorded in the courthouse.  In order for the 
title insurance underwriter to issue a title insurance policy, they must be assured that 
the property is free from all liens and judgements that could affect the lender or owner’s 
interest in the property.  They will review the abstract and issue a title commitment or 
binder which lets Advanced Title know of any potential issues we need to address to 
clear title.  We want to establish that there are no gaps in the chain of title, no 
unreleased deeds of trust, no overdue taxes and no judgements against the parties, 
among other issues that can arise.  Should we find that there is an unreleased deed of 
trust on this property (a loan that has been paid off, but not released from record), we 
will have the lender of record prepare and record a certificate of satisfaction showing the 
loan has been satisfied and removing it from the property. 

When these searches have been completed.  Champion Title issues a commitment to 
insure the property on behalf of the underwriter, stating the conditions under which it 
will insure the title.  After closing, the underwriter will issue a final Lender and Owner 
Title Insurance policy. 

Survey 

Your Advanced Title processor will also order a survey (if requested in the Purchaser’s 
Information Sheet).  If purchasing a condominium, you will not need a survey.  However, 
if you acquire the Enhanced Owner’s Title Insurance policy, you must purchase a survey.  
A survey provides a detailed description of the property being purchased.  A survey will 
show any setback lines and public easements that would prevent usage of parts of the 
property.  You will receive a copy of your survey at settlement.  For an up charge, you 
may opt for a boundary survey, in which the surveyor stakes the corners of your 
property.  This survey might be needed if there is some question about the property 
boundaries and/or if you are planning to build a fence or there structure and need more 
accuracy. 
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Types of Tenancy  

One of the documents you will receive from your Advanced Title processor asks how you 
would like to hold title to the property.  Please note that there are several ways to hold 
title. 

Sole Owner - An undivided ownership interest by only one person with no other party 
having a right or interest in or to the property. 

Tenants By The Entirety - If you and your spouse are purchasing the property 
together, you may hold title as tenants by the the entirety, which is reserved for married 
persons.  This tenancy provides for survivorship so that the property will pass tot he 
surviving spouse at the death of one spouse.  It also prevents a judgement against one 
of the spouses from attaching to the property. 

Joint Tenants - An equal ownership interest by all parties named on the deed with 
rights of ownership vesting in the survivor of all owners. 

Tenants In Common - An individual ownership interest in a portion of the property 
(either equal or unequal) with another party and sharing a common interest and right to 
use as to the whole.  Tenants in Common does not provide for survivorship rights.  Thus, 
a will is recommended to identify the recipient of the ownership interest upon the death 
of one of the owners. 

Working with Your Lender/HUD-1 Settlement Statement 

Prior to settlement, and once your loan is finalized, your lender will see Advanced Title 
closing instructions containing the details of your loan; which we use to prepare the 
HUD-1 Settlement Statement.  The HUD-1 comprises information from your lender (your 
loan details), both agents (commission figures, credits, reimbursements), the sales 
contract (sales price, any seller credits, amount of your earnest money deposit, when 
and where settlement will take place), Advanced Title (our fees, title insurance, title 
services, settlement costs), the county or city wherein the property is located (taxes, 
recording fees and assessments), and homeowner’s or condominium associations, if 
applicable.  For a more detailed line-by-line explanation of the charges on the HUD-1, 
please see the publication from the Department of Housing and Urban Development. 
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Inspections 

Your real estate agent will guide and point out the inspection options available for your 
transaction.  In addition, there are certain inspections that may be required by your 
lender.  Some typical inspections include home, pest, well and septic, and radon 
inspections. A typical home inspection usually takes two to three hours.  The purpose of 
the home inspection is to give you a better understanding of the physical condition of 
the structure.  Your inspector will provide you with a written report of the findings.  
Some items the inspector will look for include: interior (non-cosmetic), foundation and 
basement, framing and structure, roof and attic, chimney, kitchen appliances, laundry, 
bathrooms, major household systems (plumbing, electrical, air conditioning, heating) 
and the garage.  The inspector should explain any problems found, why they occurred 
and what repairs need to be done.  This is not a warranty of any kind. 

Problems that are found through various inspections may be addressed by asking the 
seller to repair the item(s) or for a monetary concession of the HUD-1 (subject to lender 
approval).  An addendum must be executed with any agreements reached between you 
and the seller. 

Walk-Through 

The walk-through is your opportunity, prior to settlement, to ensure that the property is 
in good condition and that any agreed upon repairs have been made.  If problems are 
encountered during the walk-through, agents can work together to reach a resolution 
that is acceptable to both parties.  If there is a post-settlement occupancy agreement, 
another final walk-through will be made after settlement, once the sellers have moved 
out. 

Settlement 
Parties to the Settlement 

Many different parties are involved in the purchase of your new home.  In addition to 
you and your agent, the settlement also involves the sellers and the listing agent, the 
settlement attorney or licensed settlement agent from Advanced Title and your lender.  
The processor from Advanced Title who has been assigned to your file will help you 
coordinate a settlement date, time, and location.  If you cannot attend settlement, 
please let your processor know as soon as possible.  We may be able to prepare a power 
of attorney to allow someone else to sign documents o your behalf or we may be able to  
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send you the documents and have you sign them remotely in front of a notary public.  
Either of these options will require approval from your lender. 

Timing 

Your settlement may take place on an agreed upon date by all the parties subject to the 
contract.  Certain transactions such as short sales and foreclosures take longer since 
they require approval from the banks that have an interest in the property.  Transfer all 
of the utilities into your name and make sure your homeowner’s insurance is effective on 
the settlement date.   

Timely transfer of utilities will help you avoid turn off/turn on fees that some companies 
may charge. 

Around the Table 

Whether you arrive at Advanced Title or we come to your table, you will be asked for a 
form of government-issued identification.  Such items include a passport, driver’s 
license, or military ID.  If you plan on wiring your funds, wiring instructions can be 
provided to you from your processor at Advanced Title.  You should initiate the wire at 
least 24 hours in advance of settlement to ensure the funds arrive in time.  If you have 
not wired your funds prior to settlement, you will need to bring a certified or cashier’s 
check for your down payment and closing costs. 

Remember to bring your checkbook to closing.  We can accept personal checks up to 
$1,000 for any closing costs that may not have been factored into your initial estimate.  
If you are to be reimbursed any fees, Advanced Title will mail you a check. 

A settlement agent from Advanced Title will start your settlement by reviewing the 
HUD-1 Settlement Statement.  The settlement statement is an itemization of all of the 
funds paid and received by the parties by the parties to the transaction.  If you have a 
questions about any fees or documents, please ask your settlement agent.  At Advanced 
Title, our team is happy to assist you and help you understand what you are signing. 
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Unusual Circumstances 
Power of Attorney 

Sometimes events outside of your control will make you unavailable to attend the 
closing for your new home.  Your closing documents must be signed on the settlement 
date.  Your lender may allow someone to sign the closing documents on your behalf 
using a power of attorney. 

Divorce 

If the sellers of your new home are going through a divorce, Advanced Title should be 
aware of the pending divorce and prepare all of the seller documents accordingly. 

Translator - Foreign or Sign Language 

Advanced Title will work to accommodate your need for a translator.  If you are not 
comfortable conducting the settlement in English, Advanced Title may be able to arrange 
for a translator at no additional cost.  Please provide us with advance notice should a 
translator be needed at closing.  If you are deaf and require a sign language translator, 
Advanced Title is legally required to accommodate your request.  Always make sure to 
give Advanced Title plenty of advance notice so they can make the proper 
arrangements. 

Military Homebuyers 

Financing 

Current and former members of the military may have access to the benefit of a Veterans 
Administration (VA) loan to obtain a loan for the full purchase price of the property and 
alleviate the need to come up with a large down payment.  Your lender will walk you  

Advanced Words to Know: Power of Attorney - A written document in 
which one person appoints another person to act as a representative on their 
behalf. 
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through the necessary paperwork.  Most veterans will have to pay a “funding fee” at 
settlement as an additional cost of obtaining a VA loan.  The amount of the funding fee is a 
percentage of the loan amount, and varies depending on whether the veteran is using their 
VA loan for the first time, and whether the veteran is active duty or not.  The veteran can 
often “roll” the funding fee into the loan, which may result in a loan amount higher than the 
purchase price. 

Active Duty Considerations 

If you are an active duty military member, your basic allowance for housing (BAH) and 
basic allowance for subsistence (BAS) should help guide your home buying process.  It 
will tell you a predetermined amount of money you can reasonably afford as a mortgage 
payment. 

You may want to consider when your next permanent change of station (PCS) is when 
determining the type of financing you use to purchase your home.  If you know you will 
likely need to sell your home within a few years, you may not build a lot of equity in 
your home before you  
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