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 Agency Checklist:   

 

We maintain proper municipal permits and licenses (occupational, etc.); State corporate documents; 

title insurance licenses for our Agency.  These documents will be held on file in one location and be 

available upon request. 

 

 Employee Checklist:   
 

We maintain a list of the name of each employee and what licenses they have, even including notary, 

and when they expire. These documents will be held on file in one location and be available upon 

request. 

Our Accounting Department will do a monthly update to the Employee License list to make sure all 

items are up to date using the Employee License Checklist.  The form will be filed in our Best Practices 

Binder and updated Monthly. 

 
 ALTA Policy Form Licensing Compliance:   
 

We maintain proper licensing approval for use of the ALTA Policy forms.  This document will be held on 

file in one location and be available for audit upon request. 

 
The Accounting Department will do a bi-annual audit to determine that all municipal licenses, Alta policy 
form licenses; and Corporate documents are current and up to date using the Company checklist.  The 
form will be filed in our Best Practices Binder and Updated bi-annually. 
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Missouri State Licensing 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

  

1. Agency Name  

Agent must exclude or eliminate the word insurer, insurance company or underwriter from its business 
name.  

2. Agency Licensing  
a. Agent needs to maintain its agency license and comply with all annual filing requirements.  

b. All agencies licensed after January 1, 2008 must designate an individual as a “qualified principal” 
who as a condition of licensure must successfully pass the “qualified producer examination.”  

3. Agent (Employee) Licensing  

Agent should require all employees to be licensed and to comply with all Continuing Education 
requirements.  

4. Individual Producer Licensing  

a. A resident of the state of Missouri applying for a producer’s license (after January 1, 2008) must 
successfully pass an examination to obtain licensure.  

b. A non-resident individual applying for a producer’s license is exempt from taking the examination 
if the individual holds a valid license from their state of residence and the state requires 
mandatory continuing education.  

�If the non-resident’s state does not require mandatory continuing education, then the non-
resident individual applying for a Missouri producer’s license must take and successfully pass the 
examination to obtain licensure.  

5. Licensure Period  

a. A business entity license is good for a period of two years. The fee is $100.  

b. Individual Producer’s licenses are for a period of two years. The fee is $100 per license.  
c. If a person’s Individual Producer’s license expires, the person may renew or reinstate the license 

within twelve (12) months of the expiration date, provided all the continuing education 
requirements have been met and a fine of $25 per month from the date of expiration is paid.  

6. Continuing Education Requirements  

a. Any person licensed to act as a title agent shall, during each two year period, attend courses or 
programs of instruction or attend seminars equivalent to a minimum of eight hours of 
instruction.  

b. Excess CE’s accumulated during any two year period may be carried over to the immediately 
following two year period.  

ALTA BEST PRACTICE 1: Licensing (cont.) 



Investors Title Company 
BEST PRACTICES  

Settlement Policies and Procedures  

 Page 3 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
  

Applicable Statutes and Regulations 
RSMo 381.115.1 provides:  

It is unlawful for any person to transact the business of title insurance unless authorized as a title insurer, 
title agency or title agent.  
 

RSMo 381.115.2 provides:  

It is unlawful for any person to transact business as:  
(1) A title agency, unless the person is a licensed business entity insurance producer under subsection 2 of 

section 375.015; or  
(2) A title agent, unless the person is a licensed individual insurance producer under subsection 1 of 

section 375.015 or is exempt from licensure under subsection 3 of this section.  
 

RSMo 381.115.3 provides:  

A salaried employee of a title insurer, title agency, or title agent is exempt from licensure as a title agent if 
the employee does not materially perform or supervise others who perform any of the following:  
(1) Sell, solicit, or negotiate a title insurance policy or closing protection letter;  

(2) Calculate premiums for a title insurance policy or closing protection letter;  

(3) Determine insurability;  

(4) Establish, calculate, or negotiate title charges;  

(5) Conduct title search or examinations;  

(6) Execute title insurance policies, commitments, binders or endorsements; or  

(7) Handle escrows, settlements, or closings.  
 
RSMo 381.118 provides:  
1. Each title agency shall designate an individual as a qualified principal, who as a condition of licensure 

shall successfully pass an examination developed by the producer advisory board established by 
section 375.019 and approved by the director. Each title agent shall successfully pass an examination 
developed by the producer advisory board and approved by the director. Upon request by a title 
agency or agent and for good cause, the director, by order, may waive the requirements of this 
section. The examination requirement in this subsection shall be waived for all title agents and 
qualified principals who are licensed in this state as of January 1, 2008.  

2. Each title agent licensed to sell title insurance in this state, unless exempt under section 8 of this 
section, shall successfully complete courses of study as required by this section. Any person licensed to 
act as a title agent shall, during each two years, attend courses or programs of instruction or attend 
seminars equivalent to a minimum of eight hours of instruction. The initial such two-year period shall 
begin January 1, 2008.  

ALTA BEST PRACTICE 1: Licensing (cont.) 
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ALTA BEST PRACTICE 1: Licensing (cont.) 

3. Subject to approval by the director, the courses or programs of instruction which shall be deemed to 
meet the director’s standards for continuing education requirements shall include, but not limited to, 
the following:  

(1) A real property law or title insurance-related course taught by an accredited college or university or 
qualified instructor who has taught a course of real property or title insurance law at such 
institution;  

(2) A course or program of instruction or seminar approved by the director developed or sponsored by 
any authorized insurer, recognized agents’ association, title insurance trade association, or 
approved private provider. A local agents’ group may also be approved if the instructor receives no 
compensation for services;  

(3) Courses approved for continuing legal education credit by the Missouri Bar.  

4. A person teaching any approved course of instruction or lecturing at any approved seminar without 
compensation shall qualify for one and one-half times the number of classroom hours as would be 
granted to a person taking and successfully completing such course, seminar or program, but the credit 
may be credited no more than once a year.  

5. Excess classroom hours accumulated during any two-year period may be carried forward to the two-
year period immediately following the two-year period in which the course, program, or seminar was 
held.  

6. For good cause shown, the director may grant an extension of time during which the educational 
requirements imposed by this section may be completed, but such extension of time shall not exceed 
the period of one calendar year. The director may grant an individual waiver of the mandatory 
continuing education requirement upon a showing by the licensee that it is not feasible for the licensee 
to satisfy the requirements prior to the renewal date. Waivers may be granted for reasons including, 
but not limited to:  

(1) Serious physical injury or illness;  

(2) Active duty in the armed services for an extended period of time;  
(3) Residence outside the United States; or  

(4) Licensee is at least seventy years of age and is currently licensed as a title agent.  

7. Every person subject to the provisions of this section shall furnish in a form satisfactory to the director 
written certification as to the courses, programs, or seminars of instruction taken and successfully 
completed by such person.  

8. The provisions of this section shall not apply to those natural persons holding or applying for a license 
to act as a title agent in Missouri who reside in a state that has enacted and implemented a mandatory 
continuing education law or regulation pertaining to title agents. However, those natural persons 
holding or applying for a Missouri agent license who resides in states which have no mandatory 
continuing education law or regulations shall be subject to all the provisions of this section to the same 
extent as resident Missouri agents.  
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 Escrow/Trust Controls 

 We maintain separate company operating accounts, distinct from the escrow accounts. 
 We have escrow accounts and they are maintained at large FDIC-insured national banks.  
 The escrow accounts are clearly marked as “Escrow”, “Depository”, “Trust” or “Custodial” 

both on our bank statements. 
 We pay for and use Positive Pay with the Bank, in which the bank, once an hour and we send 

them an approved list.  
 We run monthly trial balances, and have a process to clear out stale balances and locate 

uncashed checks to be cleared, every month.  
 All funds are timely deposited pursuant to RSMo 381.022.  (A title insurer, title agency, or 

title agent not affiliated with a title agency may operate as an escrow, security, settlement, 
or closing agent, provided that all funds deposited with the title insurer, title agency, or title 
agent not affiliated with a title agency, pursuant to written instructions in connection with 
any escrow, settlement, closing, or security deposit shall be submitted for collection to or 
deposited in a separate fiduciary trust account or accounts in a qualified depository 
institution no later than the close of the second business day after receipt, in accordance with 
the following requirements.) 

 All funds received in excess of $2500 are certified funds pursuant to RSMo 381.412--A 
settlement agent who accepts funds of more than two thousand five hundred dollars for 
closing a real estate transaction shall require a buyer, seller, or lender who is not a financial 
institution to convey such funds to the settlement agent as certified funds)  

 CPLs are issued or appropriate waiver received on each file pursuant to RSMo 381.022.5 & 6  
(Notwithstanding the provisions of subsection 2 of this section, a title insurer, title agency, or 
title agent is not authorized to provide such services as an escrow, security, settlement, or 
closing agent in a residential real estate transaction unless as part of the same transaction 
the title insurer, title agency, or title agent issues a commitment, binder, or title insurance 
policy and closing protection letters have been issued protecting the buyer's and the seller's 
interests, or the title agency or agent has given written notice to the affected person in a title 
insurance commitment or on a form approved by rule promulgated by the director that the 
person's interest in the closing or settlement is not protected by the title insurer, title agency, 
or title agent.  It is unlawful for any title agency or agent to engage in the handling of an 
escrow, settlement or closing of a residential real estate transaction unless the escrow 
handling, settlement or closing is conducted or performed in contemplation of and in 
conjunction with the issuance of a title insurance policy or a closing protection letter, or prior 
to the receipt of any funds, the title agency or agent clearly discloses to the seller, buyer or 
lender involved in such escrow, settlement or closing, that no title insurer is providing any 
protection for closing or settlement funds received by the title agency or agent.) 

 
 

 

ALTA BEST PRACTICE 2: Escrow/Trust Accounting 
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 Escrow Account Authorizations 

 We have employees who are authorized signers on the escrow account.  We require two 
authorized signatures on each check. 

 We run background checks annually on those signers and address any anomalies.   

 We maintain a log of authorized signers and when their background check was completed.  
We immediately remove authority at the bank for anyone who leaves the company.  

 
 Account Reconciliations 

 We maintain a monthly reconciliation of every escrow account.   A three-way reconciliation 
is performed, meaning that we verify that the Book Balance, Bank Balance and Escrow Trial 
Balance are the same.  The data is matched up between our closing software, ResWare, and 
our banking software.   

 We maintain a separate file for each real estate closing transaction for which funds are 
received in escrow. The file contains chronological entries of dates and amounts of moneys 
received and disbursed including the name of the remitter and payee and each check 
number issued on such escrow account.   These records are maintained by us for a period of 
three years. The file required by the rules may be maintained in computer storage with a 
print-out available upon request of a title insurer or the Department of Insurance. 

 We have a segregation of duties so that no one person controls all of the management of 
escrow money.  For example, the reconciliations are done by the Accounting Manager, but 
the authorized signers are our Escrow Closers. 

 We have alerts set up for outstanding checks and files with funds remaining in them after 
closing to determine if there are any red flags that we need to investigate. 

 Our reconciliations are reviewed during Audit by our title insurance underwriter(s) every 
year along with the monthly bank statements, a list of all outstanding checks which are not 
shown on the monthly bank statement, and a trial balance of the escrow ledger records. 

 We address immediately any concerns or corrections raised by our title insurance 
underwriters.   

 Our accounting records are “transparent” to our underwriters in that they have electronic 
access to monitor certain alert patterns.   

 Wires  -Incoming wires are claimed by a closing or processing coordinator.  A member of the 
accounting department verifies wire detail information matches the closing file and approves 
the claim before the funds are deposited to the file. 
 
 

ALTA BEST PRACTICE 2: Escrow/Trust Accounting (cont.) 
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Outgoing wires are requested by a closing coordinator with supporting documents attached 
through the postings tab of the closing file.  A member of the accounting department verifies 
available funds on the file and inputs the wire based on the supporting documents.  A second 
member of accounting also verifies available funds and gives secondary authorization when 
wiring instructions are inputted correctly. 
 
All members of the accounting department have individual login and password for the bank 
website along with individual tokens. 

 
 Training:   

Our Accounting Team has daily meetings with the Upper Management.   Any issues or 
concerns are discussed and if needed procedures put into place to resolve those concerns 
as well as being informed of any other department changes that will affect the Accounting 
Team. 
 
The Accounting Manager is responsible to inform, train or follow-up on any procedural 
changes. 
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 Information Security Program Management 

 While most of the information that we deal with is public record information, we are aware 
that there are some documents we receive that have private information on them, such as 
consumer income data, and social security numbers. 

 Physical---Customers and the public are required to check in at the front desk.  They are 
only taken into a separate closing room if they are there to sign any documentation or need 
to meet with one of our staff.  They are never allowed back into the office area.   

 Employees are trained to a “clean desk” standard.  Our employees work in our ResWare 
system which is a paperless system.   When employees leave their desk they are required to 
lock their computer.    

 We try not to print out anything containing non-public personal information, but if we must, 
then we are careful to keep it in a folder where no one can see it walking by. All files 
containing personal information are put in a secure location at end of business. Printed 
information is scanned into the file as quickly as possible and then shredded. 

 At night, our Accounting Department is locked and all employee computers are logged off 
and locked.  
 

 Department Managers and Regional Managers will conduct a survey of their offices on a 
regular basis to ensure that these policies are being met. 

 
 Information Security—Electronic. 

Most of the computers in our network are thin clients which do not allow information to be stored 

on the device.  All work done is done directly on our secure servers.  The few employees who have 

regular PC’s access the system via a terminal server connection.  Employees are not allowed to use 

removable storage devices to save data. 

Our servers are protected with virus protection as well as firewall security protection and monitored 

by our IT Staff. 

Our servers are currently located in our Corporate Office in a secure room only accessible by our IT 

Staff.   

 

 

ALTA BEST PRACTICE 3: 
Personal/Non-Public Privacy and Information Security 
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E-mails that contain non-public personal information are encrypted.  We use the Zix encryption tool 

that is policy based and reviews e-mails sent for private information and automatically encrypts the 

e-mail before it is sent.  

 

 Risk Identification and Assessment 

Our Management, along with our IT Staff meet regularly to discuss needs and to identify potential 

risks and breach of security.  In the event a possible risk is identified, steps are taken to insure that 

our systems remain secure. 

 Employee Training, Management, and Responsibilities 

New employees work with a current employee from their department for training until it is 
determined by their Manager that they are ready to work on their own.  Each closing office has an 
Office Manager on site to oversee the day to day operation for that location.  Our Company is 
divided into three regions and each region has a Regional Manager who is involved with the hiring, 
training and overall management of their Region.  Regional Managers meet monthly with our 
Marketing Staff and Upper Management to discuss issues and to help set policy and procedures.   
Implementing procedure is usually handled by the Regional Manager unless it is a significant change, 
whereby employees will be bought together for training sessions. 

 Retention and Destruction of Personal Information 

 Retention – Evidence of determination of insurability is retained for 7 years and escrow 
records are retained for 7 years in either physical (prior to 2014) or electronic format (as of 
1/1/2014).  

Physical – Once a file is closed or cancelled, we use a shredding company, Cintas, to collect 
and dispose of all files after scanning.   That company also has heightened security, as 
reflected by their use of onsite shredding.  See their website at www.cintas.com. 

 

 Electronic – Our closing software, ResWare, is secured with a log in and password for each 
employee of our company.  After the file is disbursed, we lock down the HUD so that no 
further receipts or disbursements can be made on the file without the approval of a 
manager.  Once our file has been completed thru all departments or cancelled, we move that 
file to Closed status, which further locks it down.   Our files are electronically stored on our 
secure document server.  

 
 
 

 Overseeing Service Providers 

 For every one of our service providers:  closing software, banking software, our title search 
providers, our data disposal company, we have reviewed their security procedures, and have 
verified that they are sufficient for any non-public private consumer information they may 
receive. 
 



Investors Title Company 
BEST PRACTICES  

Settlement Policies and Procedures  

 Page 10 

 

 List of Current Service Providers: 
- SinglePoint/US Bank – (banking software) 
- ResWare / Adeptive Software (Closing Software) 
- Data Trace (title plant) 
- Netco (title searcher) 
- Zix Corporation (email encryption) 
- Cintas (paper shredding) 

 
 

 Data Breach Incident Reporting 

 In the event of a data breach involving possible non-public personal consumer information, 
we will send a letter notice to all clients affected by this breach, within 5 days of our notice 
of the breach.  We will take immediate action to reverse the breach and to curing the breach 
from happening again. 

 
 Business Continuity and Disaster Recovery 

 In the event of a natural weather disaster, or an electronic shut down that causes our 
business to shut down, we have established remote back up servers to maintain the security 
of our data. Our servers are backed up daily to an offsite location. 
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 Recording Procedures   

 We electronically record the same day as closing or within 5 business days, where available 
(the following counties in Missouri—Bates, Butler, Cape Girardeau, Clay, Dallas, Dent, 
Douglas, Dunkin, Franklin, Howell, Jackson, Jefferson, Johnsen, Lincoln, Linn, Livingston, 
Marion, Mississippi, Newton, Oregon, Osage, Perry, Pettis, Phelps, Polk, Pulaski, Randolph, 
Saline, Schuyler, Scott, St. Charles, St. Francois, St. Louis City, St. Louis County, Stoddard, 
Stone, Taney, Texas, Webster) and where not available, we batch documents from the 
closings of the past 5 days and mail by certified mail/return receipt to the County Recorder’s 
office.  (RSMo 381.026.1--The settlement agent shall present for recording all deeds and security 
instruments for real estate  closings handled by it within five business days after completion of all 

conditions precedent thereto unless otherwise instructed by all of the parties to the transaction.)  

 We have a log of recordings by file number showing when sent. We check to see if 
everything has been returned in the proper order and then scan recorded documents into 
our file. 

 If there is a discrepancy in the recording fee and the recording is rejected, we immediately 
make up the difference, send it back for recording, and then contact the appropriate party 
for recovery of that fee.  

 If the recording is rejected due to some other alleged defect in the document, we act 
immediately to correct the defect or send the recording office what they need in order to 
record.   

 Recording Manager is responsible for checking daily that recordings are being received on 
time and are properly recorded. 

 
 Pricing Procedures 

 For each file we use the underwriter’s premium calculator for our state and county which 
has been implemented into our software system so that the rate is automatically calculated. 
The rate and split is documented in our closing file and for remitting to the underwriter with 
the premium.   

 A sampling of the system generated rates on closed files is reviewed by the Operations 
Manager on a quarterly basis or after each system upgrade whichever occurs first, to verify 
the system is calculating the rates correctly according to our Underwriter(s) rate table and 
agreements. 

 Training 

 We have monthly staff meetings to go over questions about pricing or recording, and 
continually refine our practices to make sure no documents have fallen through the cracks. 

 

ALTA BEST PRACTICE 4:  
Settlement Process 
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 Title Policy Production and Delivery 

 We issue all title policies, both owners and lenders, in a timely fashion and in accordance 
with required time lines.(RSMo 381.038.3 {Rule  20 CSR500-7.090}--A title insurer, title agency, 
or title agent shall promptly issue each title insurance policy within forty- five days after compliance 
with the requirements of the commitment for insurance, unless special circumstances as defined by 

rule delay the issuance.)  

 Any Policy that is unable to be issued will be properly documented in the file as to the reason 
for the problem.  The Policy Manager will follow up on these items to insure the policy can 
be issued as soon as all proper documentation has been received. 

 The Policy Manager will conduct a monthly audit to make sure that policies are being issued 
as set out in these procedures. 

 Policy Reporting 

 By the last day of the month following the month in which the transaction closed, we report 
all issued policies to our underwriters using a spreadsheet of all policies from our closing 
software provider. 

 
 Premium Remittance 

 By the last day of the month following the month in which the transaction was closed, when 
we report the policy to our underwriter. (RSMo 381.038.3--A title agent and a title agency shall 
remit premiums to the title insurer under the term of its agency contract, but in no event later than 
within sixty days of receiving an invoice from the title insurer.)    

 
 

  

ALTA BEST PRACTICE 5: 
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Delete, modify and add to the following as necessary to describe your agency's procedures.  
 

 Professional Liability Insurance 

 We have Errors & Omissions coverage with ________RLI Insurance Co. and Torus Specialty 
Ins.____, in the cap amount of 2 Million each____, and _2 Million each____ per transaction, 
deductible amount of $25,000_, dates of current coverage _10/04/15-10/04/16_.  It must be 
renewed on _10/04/16__.  Copy attached. 

 
 Fidelity Coverage 

 We have Fidelity coverage, with Ohio Casualty_, in the cap amount of 1 Million_, and 1 
Million_ per incident, deductible amount of $10,000.00, dates of coverage _8/1/15-8/1/16_.  
It must be renewed by _8/1/16_.  Copy attached. 

 

 Surety Coverage  

 We have a Surety policy, with Lloyd’s of London_, in the cap amount of $500,000_, per 
incident amount of $500,000, deductible amount of $25,000, dates of coverage 12/15/14-
12/15/15_.  It must be renewed on __12/15/15_.  Copy attached.   

 

 

 

 

 
Copies of Declaration Pages are attached 

  

ALTA BEST PRACTICE 6: 
Professional Liability Insurance and Fidelity Coverage 
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 Recordation of Complaint and Evidence of Response to Consumer 

Customer satisfaction is a top priority for Investors Title Company.  In the event something goes wrong, 

it is our goal to handle a Consumer complaint as efficiently as possible.   Every reasonable effort will be 

made in order to reach a satisfactory resolution with our Client and Customers.     In order to meet these 

goals, the following procedures are in place to ensure each complaint is handled as quickly and 

efficiently as possible. 

1. If an Employee of Investors Title Company receives a complaint from a Customer or Client, that is 

unable to be reasonably resolved by said employee, said Employee shall take down the customer 

contact information and open a Consumer Complaint Form complete with file number and 

description of said complaint within the closing file in question.  The Employee shall immediately 

forward the Consumer Complaint Form to their Regional Manager or the Production Manager if the 

complaint is taken at the Production Office. 

2. Upon receipt of a Consumer Complaint Form from an Employee, the Regional Manager/Production 

Manager will review the complaint and open said complaint in our Issue Tracker.   The Manager will 

contact the Marketing Representative assigned to said file and together, will attempt to resolve the 

issue.  Either the Regional Manager/Production Manager or Marketing Representative will contact 

the Customer/Client within 24 hours of receiving said complaint.    The Regional 

Manager/Production Manager or Marketing Representative will document the complaint form with 

the actions taken to resolve the matter and verify with said Customer/Client that the matter has 

been resolved.  The Manager will mark the issue in the Issue Tracker as closed. 

3. If the Regional Manager/Production Manager/Marketing Representative is unable to resolve the 

complaint to the satisfaction of the Customer/Client, the Regional Manager/Production 

Manager/Marketing Representative will forward said documented Consumer Complaint Form to the 

main office to the President’s acting Assistant.  Within 24 hours of the receipt of said complaint, the 

Customer/Client will be contacted by either the Assistant to the President or the President and an 

attempt will be made to satisfy said complaint.  The Consumer Complaint Form will be documented 

as to what action was taken in an effort to resolve said complaint.  The Assistant to the President 

will be responsible to marking said issue as Closed in the Issue Tracker. 

4. Customer and Client complaints can also be made by completing a Consumer Complaint Form  by 

calling any of our offices for a copy of a Consumer Complaint Form, and mailing, faxing, or     e-

mailing  a completed form directly to our Main Office.  The form will be reviewed by the Assistant to 

the President and sent to the Regional Manager or Production Office Manager within 24 hours of 

the receipted complaint.  The complaint will then be handled as described in items 2 and 3 above. 

ALTA BEST PRACTICE 7: Consumer Complaints 
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5. All completed Consumer Complaint Forms are documented in the Issue Tracker of our software.  If 

the complaint is related to a file opened on our system, said complaint form will also be scanned 

into the file for future reference.    

6. As Customer Satisfaction is a top priority for Investors Title.  The Management team will conduct a 

quarterly review of the consumer complaints received to determine if any changes in procedure will 

need to be put in place to prevent future problems from occurring.  

 

 Reporting 

 We report them up to management/owners or to our underwriter, if a title claim or any 
other type of claim should be filed with the underwriter. 

 

 Analysis and Self- Assessment 

 The log of any complaints are reviewed by the Management team for an recurring issues to 
determine what change in policy should be made to address said issues. 

 

 Training 

If it is determined that an issue resolution results in needed additional training, the Regional 
Manager makes arrangements for said training needed for their department.   

 

 


























