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SAMPLE WRITTEN POLICY:  Settlement Policies & Procedures - Recording Procedure

1. Documents are submitted for recording to the proper office of the Register of Deeds in the county in which the property is located prior to disbursement of funds, in compliance with the Good Funds Settlement Act and lender written closing instruction
2. The Firm verifies that recording actually took place and maintain recording information for each document in each file, as well as a separate log of all recordings. 
3. When notice is received that a document has been rejected, the document is treated as a ‘new closing’ and all effort is made to resolve the problem and submit for re-recording immediately, prior to disbursement of funds.  If a solution is not forthcoming, the Firm will consult with the underwriter involved and develop a strategy to mitigate immediately. 
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