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345 East 300 South

Salt Lake City, UT 84111

Toll Free: 800-500-4450

Phone: 801-363-6633

Fax: 801-236-3850

www.MetroClose.com

Vendor Profile / Service Agreement

Thank you for your interest in joining the Metro Settlement Services (MNSS) vendor network and provide real estate title examinations. The following information is designed to provide our abstractors with MNSS’ expectations and requirements as well as collect your profile of services. 
We strive to create positive relationships with our vendors and look forward to building long standing relationships. Please review the following requirements, complete the documents and email or fax to:

vendors@metroclose.com
Fax: 801-236-3850 attention Vendor Management Department
Searching Requirements
Current Owner (24 month Chain)
· Vesting Deed

· Note: If current vesting less than 24 months, search must go back to prior deed and / or 24 months. 

· Open Security Instruments (mortgages, deeds of trust etc)
· Include most recent assignment 

· Judgments
· Federal and State Tax Liens

· Bankruptcies

· Tax ID / Parcel Number
· Plat and Tax Information including:

· Assessed value

· Taxes Paid with date paid including supplements

· County verified / effective date of search
· Copy Requirements listed below

Note: A prior policy MAY NOT be used to abbreviate this search period. Voluntary and involuntary liens may ONLY be excluded with a release. General Index Searches (i.e.) Name Searches MUST be completed for all name variations (Maiden Name, A.K.A. etc...) if known. Search information must show current tax information, including assessed value, and a full legal description. Any break(s) in the chain of title must be accounted for and substantiating information, i.e. divorce or death information must be provided. 

Copies Required 
Be advised that Copy Requirements will vary depending on county. If copies are available online or through our subscription services including but not limited to DataTree, you will be notified that copies will not be required. If copies are pulled when it is determined not necessary, MNSS will reserve the right not to pay the vendor for copy charges incurred. Otherwise copies are required as follows:
· Full Copy of Vesting Deed 
· First, Signature, and Legal Description Pages of Mortgage / Deed of Trust 
· County Tax Roll Printout 
· Full copy of Liens other than Mortgages / Deeds of Trust 
· Full copy of Pending Suit Docket / Complaint
Two Owner 

· Ownership / Vesting Information 
· Note: Search must go back two (2) Property Sale/Transfer Deeds (Quit Claim Deeds may NOT be used) and show all open liens of record, including, but not limited to
· All Open Liens - including the following 

· Open Security Instruments (mortgages, deeds of trust etc)
· Include most recent assignment

· Judgments

· Lis Pendens

· All Pending Suits 

· Federal and State tax liens

· Tax Status and Assessed Property Valuation 

· Include Supplements
· Copy Requirements listed below
Note: A prior policy MAY NOT be used to abbreviate this search period. Voluntary and involuntary liens may ONLY be excluded with a release. General Index Searches (i.e.) Name Searches MUST be completed for all name variations (Maiden Name, A.K.A. etc...) if known. Search information must show current tax information, including assessed value, and a full legal description. Any break(s) in the chain of title must be accounted for and substantiating information, i.e. divorce or death information must be provided. 
Copy Requirements
Be advised that Copy Requirements will vary depending on county. If copies are available online or through our subscription services including but not limited to DataTree, you will be notified that copies will not be required. If copies are pulled when it is determined not necessary, MNSS will reserve the right not to pay the vendor for copy charges incurred. Otherwise copies are required as follows:
· Full Copy of Vesting Deed 
· First, Signature, and Legal Description Pages of Mortgage / Deed of Trust 
· County Tax Roll Printout 
· Full copy of Liens other than Mortgages / Deeds of Trust 
· Full copy of Pending Suit Docket / Complaint

Full Search 
· The search must consist of a minimum of thirty (30) year chain of title or the minimum time period required by the specific state. (Ohio for example requires a 42 year search). 
· The following shall be searched and provided;
· All Vesting Deeds for the minimum search period. 
· All open Security Instruments (mortgages, deeds of trust etc)

· All open judgments, liens, tax warrants, tax liens

· Current tax information as available

· Copies of all plats / surveys or other drawings associated with the property
· HOA documents

· Easements / Restrictions / Covenants

· Any additional information which could affect status of title
Copy Requirements
Be advised that Copy Requirements will vary depending on county. If copies are available online or through our subscription services including but not limited to DataTree, you will be notified that copies will not be required. If copies are pulled when it is determined not necessary, MNSS will reserve the right not to pay the vendor for copy charges incurred. Otherwise copies are required as follows:
· Full Copy of Vesting Deed 
· First, Signature, and Legal Description Pages of Mortgage / Deed of Trust 
· County Tax Roll Printout 
· Full copy of Liens other than Mortgages / Deeds of Trust 
· Full copy of Pending Suit Docket / Complaint
Expected Turn Times

Current owner (24 month) and Two Owner searches require the return to MNSS same day to within 48 hours.  Full searches require searches to be completed and returned to us within 72 hours. We understand that there are circumstances in which a particular property due to problems, complexities etc may take longer. 

In the event turn times cannot be met as agreed to on the vendor profile, abstractor is required to notify the vendor management department at vendors@metroclose.com or call xxx-xxx-xxxx and stipulate the issues and estimated time of completion. 
Vendors shall confirm receipt by emailing vendors@metroclose.com 

Billing
Each report should include an invoice for services rendered. At month end, vendor shall submit a monthly statement with detail of total searches completed. Vendor management will review invoice confirming it matches the vendor profile and copy requirements. In the event of an issue, vendor will be notified immediately of the variance for resolution. Upon approval / resolution invoice will be released for payment. 

By signing this service level agreement, I the vendor state that I have read and understand the requirements expected of me. 

____________________________

Vendor Name

____________________________

____________
Printed Name



Date
Attach and return with the Vendor Profile document to: vendors@metroclose.com or fax to  801-236-3850 
Vendor Profile

Complete by tabbing through fields and email to vendors@metroclose.com or fax to  801-236-3850 attention Vendor Management Department
Company Information:
Company Name:
     
City: 

     
State:
     
Zip:
     
Phone:
     
Fax:
     
website:
     
Contact Information:

Contact Name:
     
Title:

     
Direct Phone:
     
Extension:      
Direct Fax:
     
Email Address:
     
Additional Information:
     
Send Search requests to this contact:  FORMCHECKBOX 

Contact Name:
     
Title:

     
Direct Phone:
     
Extension:      
Direct Fax:
     
Email Address:
     
Additional Information:
     
Send Search requests to this contact:  FORMCHECKBOX 

Contact Name:
     
Title:

     
Direct Phone:
     
Extension:      
Direct Fax:
     
Email Address:
     
Additional Information:
     
Send Search requests to this contact:  FORMCHECKBOX 

Contact Name:
     
Title:

     
Direct Phone:
     
Extension:      
Direct Fax:
     
Email Address:
     
Additional Information:
     
Send Search requests to this contact:  FORMCHECKBOX 

Errors & Omissions (E&O) information

Errors and Omissions Policy in effect:
Yes:  FORMCHECKBOX 


No:  FORMCHECKBOX 

Policy underwritten by (Carrier):
     
Policy Limits: Aggregate: 
     
Per Occurrence: 
     
Policy Expiration date:
     
Additional Information:
     
Fee Schedule
Current Owner Search (24 month) Fee:
     
Copies Included: Yes:  FORMCHECKBOX 

No:  FORMCHECKBOX 
 
Cost of copies:      
Two Owner Search:


     
Copies Included: Yes:  FORMCHECKBOX 

No:  FORMCHECKBOX 

Cost of copies:      
Full Search (30 yr min):


     
Copies Included: Yes:  FORMCHECKBOX 

No:  FORMCHECKBOX 

Cost of copies:      
Update Fee:



     
Copies Included: Yes:  FORMCHECKBOX 

No:  FORMCHECKBOX 

Cost of copies:      
Attention NJ Vendors; please confirm fees include Charles Jones Report: Yes:  FORMCHECKBOX 

No:  FORMCHECKBOX 

Coverage Area
State

County /Counties / Counties (if statewide key “all”)

     


     
     


     
     


     
     


     
     


     
     


     
     


     
     


     
     


     
     


     
If coverage area in excess of 10 states, please attach Coverage Area addendum found at www.metroclose.com/about us/ vendors. 

Please attach any additional information as needed. 

I acknowledge that by endorsing this document I agree to all requirements, pricing and aspects herein. 
____________________________

Vendor Name

____________________________

____________

Printed Name



Date

Return to: vendors@metroclose.com or fax to  801-236-3850 attention Vendor Management Department
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