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Steps to Licensing 
1. Where are you going to do business – because you need a title plant for that county? Is 

one available? You may not engage in the business of title insurance in any county that 
does not appear on your license (you must have a title plant for the county for it to 
appear on your license). 

2. Acquire/build a title plant or license/lease to an existing plant. It must be inspected and 
approved by the underwriter who will appoint you as their agent. 

3. Develop a relationship with an underwriter – because you will need one to appoint you 
as its agent as part of your licensing process. 

 To successfully meet underwriter requirements to appointment as an agent, you 
may need to provide evidence of E&O insurance, and you and your key 
employees will usually need to pass background and credit checks. 

4. To submit an application for a license, you will need 

 Copy of agency contract – copy of plant contract – form about your company – 
ownership, onsite managers, escrow officer applications, bonding (escrow officer 
and fidelity), be prepared to pay a licensing fee, meet capitalization requirements, 
and complete and submit all applicable forms. 

 Depending on type of ownership, you may need to provide appropriate entity 
documents as part of licensing. 

 If purchasing an existing title agency, documentation in regard to the purchase 
will be required. 

 Escrow officers must reside in Texas or a contiguous state – and many duties 
must be performed by licensed escrow officers. 

 Each “Officer, director, partner, manager [managing member], designated 
manager who will administer the entity’s day to day operations in this state” must 
provide evidence of required experience in title insurance in Texas or completion 
of approved Professional Training Program for Title Agency Management 
Personnel. 

5. Must establish a physical business presence in Texas – i.e. “sticks and bricks” – in one 
or more of the counties appearing on your license. 
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Steps to Starting Business after Licensing 
1. You must not engage in any activities that might be considered “doing the business of 

title insurance” until you receive notification from TDI of your license approval. 

2. Auditors need to be able to find your office, as a consequence, TDI expects you to have 
adequate signage at a physical location in a county listed on your license. 

 Note: You may only have your name on a physical location in a county in which 
you have a title plant approved by an underwriter and added to your license by 
TDI.  

 Note: You may have one or more assumed names under a single agency 
license. 

3. Must have at least one licensed escrow officer. No person may perform the duties of an 
escrow officer until receiving notification of approval of the escrow officer license by TDI. 

4. If you plan to include escrow/settlement/closing in your business, the people conducting 
the closings will need to be licensed as Notaries Public. 

5. Determine what staff you will need to cover all the business duties: plant maintenance, 
abstract/examination/commitment production, bookkeeping and accounting, 
closing/escrow/settlement, policy production, human resources. 

6. Determine what software you will use for escrow/settlement and title production. 

7. Acquire appropriate computer hardware – in consultation with software vendor.  

8. Set up appropriate payroll system. Determine what duties can be handled by 
independent contractors versus employees. 

9. Establish escrow bank accounts – in banks located in the state of Texas (audit 
requirement) – and other required accounts. 

10. Arrange for insuring products with underwriter(s) – integration with production software – 
availability online, etc. 

11. Ensure your accounting and record keeping practices will allow you to complete the 
Texas Annual Agent Experience Report – formerly the Statistical Report. 

 

Escrow Officers 
In order to be licensed, a person must meet certain criteria: 

 Be an attorney, a bona fide employee of an attorney licensed as an escrow officer, a 
bona fide employee of a direct operation, or a bona fide employee of a title insurance 
agent. 
 Note: Bona fide in this regard means a real employee. (see Bulletin 162.) 

 Be an actual resident of Texas or an adjoining state. 
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The tasks related to the business of title insurance that must be performed only by licensed 
Texas escrow officers. 

 Supervising the preparation of and signing Commitments, Title Policies and 
Endorsements. (Note: The escrow officer must have been licensed with the agent on the 
date of the insuring form.) 

 Supervising the preparation of and signing Settlement Statements. 
 Signing escrow checks – at least one signature on every escrow check must be that of a 

licensed escrow officer (unless the escrow agent is a sole proprietorship or partnership 
and the owner or individual partner signs the escrow checks). 

Important Note: According to Bulletin 164 issued by TDI, a person is forbidden to act as an 
escrow officer (in other words – do those tasks reserved to escrow officers), before receiving a 
license as an escrow officer. 

Title Plants 
In order to be licensed as a title agent in Texas, you must either own or lease an Abstract Plant 
and the title search on which a title policy is based must be performed in an Abstract Plant 
owned or leased by a licensed Texas title insurance agent (unless there is no agent in that 
county or all agents in that county refuse to perform the search within a specified time period or 
for a regulated portion of the title premium). 

P-62.  LICENSING AND LOCATION OF TITLE AGENTS AND DIRECT OPERATIONS 

In accordance with Procedural Rule P-1, title agents and direct operations may not maintain an 
office in a county in which they are not licensed.  

An Abstract Plant is defined in Procedural Rule P-1.i.: 

A geographically arranged abstract plant, currently kept to date, that is adequate for use 
in insuring titles, so as to provide for the safety and protection of the policyholders. An 
abstract plant as further defined in Rule P-12 ….. must include an abstract plant for each 
county in which a title insurance agent or direct operation maintains an office. 

 And further defined in Procedural Rule P-12: 

a. Definition:  An abstract plant used as the basis for issuance of title insurance 
policies in the State of Texas shall consist of fully indexed records showing all 
instruments of record affecting lands within the county for a period beginning not later 
than January 1, 1979. An abstract plant that is fulfilling the licensing requirement for a 
title insurance agent’s license on September 1, 2009, but does not on that date, cover a 
period beginning not later than January 1, 1979, as required by Section 2501.004 of the 
Insurance Code, is not required to comply with Section 2501.004 before January 1, 
2014. The indices pertaining to land shall be arranged in geographic order (i.e.: Lot and 
Block for subdivided lands, and by Survey or Section Number for acreage tracts). 
Miscellaneous alphabetical indices shall be maintained according to name. Said indices, 
land and miscellaneous, may be stored in a computer, and as to land, be subject to 
retrieval by reference to description of the property under search. The records of the 
abstract plant shall be maintained to current date, and shall include, but not be limited to, 
plat or map records, deeds, deeds of trust, mortgages, lis pendens, abstracts of 
judgment, federal tax liens, mechanic's liens, attachment liens, divorce actions, wherein 
real property is involved; probate records; chattel mortgages, attached to realty and 
financing statements relating to items which are, or are to become, attached to realty, if 
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available for indexing from the office of the County Clerk of the county which is covered 
by said plant. 

b. Leased Abstract Plants: A lessee is not necessarily excluded from the phrase 
"owning and operating an abstract plant" as used in Article 9.30 of the Texas Title 
Insurance Act - 1967, but will be so excluded unless in actual, exclusive, physical 
possession and control of an abstract plant meeting the requirements of paragraph "a" 
above, operating it under the terms of a bona fide lease agreement, which places the 
lessee in exclusive possession and control of such abstract plant facilities for a 
determinable period and for a fixed rental. 

c. Joint Abstract Plants: Two or more Companies may combine their operations into 
a single abstract plant for the purpose of increasing the efficiency and speed of 
producing title evidence for examination purposes. In such event, if the base plants 
owned or leased by the individual participants are not merged into a single plant, then 
the base plants and the joint abstract plant, when considered as one, must meet all the 
requirements of an abstract plant as set forth under paragraph "a" above. Ownership of 
such joint abstract plant may be by corporate ownership, joint venture or partnership 
agreement, but ownership must rest with the Company participants. 

Underwriter/Agent Relationship 

Agency Contract – some things to consider when reviewing the 
proposed contract 

Limitations on authority – Are there limits on the size of title policies you can write on 
this underwriter? Are there certain risks that are considered “extra hazardous” and 
require underwriter approval. 

Duties of agent – What does your underwriter require of you in regard to policies written 
on them? 

Duties of Underwriter – What does your underwriter commit to do for you in return for 
your business? 

Remittance – How will you remit premium dollars and policies to the underwriter? 

Claims – What is the agent’s responsibility in regard to responding to claims and how 
will the underwriter advise the agent when a claim is received? 

Liability – What will the underwriter hold the agent liable for in regard to claims and 
losses? 

Note: In Texas no-fault contracts are not permitted. 

Term – What is the term of the agreement – and what is required for renewal? 

 Note: To be licensed, you only need an agency agreement with one underwriter. 
All future relationships with additional underwriters will be listed as appointments 
associated with that license. 

Insured Closing Service Letter (ICL) [called Closing 
Protection Letter (CPL) in many states] 
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An agreement by the insurer to indemnify the insured for any loss in settlement funds caused by 
(1) the failure of the company’s policy issuing agents or approved attorneys to conform to 
closing instructions of the insured, or (2) fraud or dishonesty of the issuing agents or approved 
attorneys.  

In simple terms – this is a “letter” addressed from an underwriter to either a lender or a buyer or 
seller, offering to indemnify the addressee who suffers loss of settlement funds as a result of 
errors or fraud on the part of its agent’s handling of the escrow portion of an insured real estate 
transaction. 

In Texas, these letters must be specific as to a particular transaction, although in other states 
general letters may still be issued. 

Procedural Rule P-69 describes when an Insured Closing Service Letter may be issued: 

P-69 Issuance of Insured Closing Letters (T-50 or T-51)  

 (a) An insured closing letter shall only be issued when the related transaction is closed by a 
title insurance agent, direct operation, or licensed escrow officer acting on a title insurance 
agent’s or direct operation’s behalf. 

 (b) An insured closing letter shall not be issued when the related transaction is closed by an 
attorney that is not licensed as an escrow officer and not acting on a title insurance agent’s or 
direct operation’s behalf. 

(c) This rule applies specifically to attorneys closing the transaction under P-1f and P-22. 

It is important to note that Bulletin 167 issued by TDI adds some details about on whose behalf 
an underwriter may issue an ICL.  

 Note: An attorney who is not licensed as an escrow officer may not obtain an ICL. 

Who can receive a portion of a title insurance premium? 
It is not uncommon for one or more parties to share in the work to produce and issue a title 
insurance policy and, therefore, to share in the premium. 

According to Bulletin No. 167 issued by TDI, there are two categories of attorneys who may 
assist in closing the transaction. 

The first, described as “fee attorneys,” includes attorneys who are licensed to act as escrow 
officers and who close in the name of a title insurance company or title agent …  

The second, known variously by title practitioners as “outside closing attorneys,” “approved 
attorneys,” and “P-22 attorneys,” includes attorneys who do not have a license to act as an 
escrow officer … and who close the transaction in the name of a law firm. 

Texas, there are very specific rules regarding who can be paid and under what circumstances. 
Review the following Procedural Rules and discuss this issue with your underwriter before 
agreeing to any payment. 

P-22. Payment of a Fee for Examination and/or Closing---No payment shall be made by a 
Title Insurance Company, Title Insurance Agent, Escrow Officer or any employee or agent of any 
of them, to any Person who is not its bona-fide employee for examination of a title and/or closing 
a transaction unless: 

 (A) Such Person is (i) a Title Insurance Company as defined in Article 9.02, Insurance Code, and 
qualified to do business in the State of Texas, (ii) a Title Insurance Agent as defined in Article 
9.02, Insurance Code, and licensed to do business in the State of Texas by the Texas 
Department of Insurance, or (iii) an attorney at law duly licensed by the Supreme Court of Texas 



Unit 3:  Rules / Laws that Affect a Texas Title Agent’s Business Model 

Professional Development Page 6 of 12 Rev. 06/25/14 

to practice law in the State of Texas, to the extent not inconsistent with Article 9.34, Texas 
Insurance Code, or (iv) any Person legally authorized to perform such services; and 

(B) Such Person has performed all of the services described in P-1, paragraph f, that such 
Person is legally authorized to perform and/or the examination of the title required for the 
issuance of a commitment for title insurance prior to the issuance of any such commitment, 
construction binder, policy or other contract of title insurance, to determine the condition of the 
title to be insured. If the parties to the transaction are located in different counties, this paragraph 
of this rule does not prohibit payment to a Person who has actually performed all the services 
described in P-1, paragraph f in relation to either(i) the seller(s) or the buyer(s) or (ii) the 
mortgagor(s) or the mortgagee(s) for closing the transaction and issuance of the policy; and 

(C) Timely disclosures of such payment have been made as required by Rule P-21 and Article 
9.53; and 

(D) Any payment made must be commensurate with the services actually performed; and 

(E) The Person rendering the service shall have filed with the Company at least thirty (30) days 
prior to the rendering of such service a written schedule of charges normally imposed by such 
Person for such services (Schedule) and such Schedule shall have been agreed to and approved 
by the Company as being reasonable charges for such services. However, payments to licensed 
title insurance agents are excluded from the requirements of this paragraph (E); and 

(F) The Person rendering the services shall have presented to the Company, at or prior to the 
time of payment of said services, a written itemized statement or invoice which clearly sets forth 
in detail the actual services rendered and billed for in representing the Company in the respective 
settlement, closing and/or examination, and such Company verifies, in writing, that such services 
were actually rendered in accordance with form T-00; and 

(G) In the event of collection of the title insurance premium by such Person, the entirety of such 
premium shall have been remitted to the Company; and 

(H) No portion of the charge for the services actually rendered shall be attributable to, and no 
payment shall be made for the solicitation of, or as an inducement for the referral or placement of 
the title insurance business with the Company; and 

(I) Any portion of any payment inconsistent with the requirements hereof, or any payment by the 
Company to any Person for the solicitation of, or as an inducement for the referral or placement 
of title insurance business, is deemed to be a violation of Article 9.30; and 

  (J) The Company shall keep written itemized statements or invoices, and the Schedule, in its 
official records for a period of three years and shall make such copies thereof available to the 
Texas Department of Insurance and its representatives for inspection and duplication upon 
request. 

P-24. PAYMENT FOR SERVICES RENDERED BY A TITLE INSURANCE COMPANY, TITLE 
INSURANCE AGENT, OR DIRECT OPERATION TO ANOTHER TITLE INSURANCE 
COMPANY, TITLE INSURANCE AGENT OR DIRECT OPERATION  

In negotiating the portion of the premium to be paid by a Title Insurance Company (“Company”), 
Title Insurance Agent (“Agent”), or Direct Operation (“Direct Operation”), including any of their 
attorneys who are licensed escrow officers (“Escrow Officers”) to another Company, Agent, Direct 
Operation or any of their Escrow Officers for: (i) furnishing title evidence, (ii) furnishing title 
evidence and examining title, (iii) closing a transaction, or (iv) closing a transaction and examining 
title, the payments shall not exceed the following percentages as applied to the portion of the title 
insurance premium remaining after payment of the underwriter's portion of the premium:  

(a) If the insured policy amount is in excess of $150,000  

Furnishing title evidence, or furnishing title evidence and title examination by  

the Company, Agent, or Direct Operation furnishing the evidence                    50%  
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Closing the transaction, or Closing the transaction and title examination         50%  

(b) If the insured policy amount is 150,000, or less.  

Furnishing title evidence, or furnishing title ` evidence and title examination by the  

Company, Agent, or Direct Operation furnishing the evidence                          90%  

Closing the transaction, or Closing the transaction and title examination         10%  

In addition to these percentages, reasonable charges may also be made and paid for copies of 
documents.  

Any payment in excess of the sums calculated by use of the percentages specified in this Rule 
shall be deemed to be an unreasonable and excessive amount, unless the Company, Agent, or 
Direct Operation providing such services and the Company, Agent, or Direct Operation, paying 
for such services (i) under section (a) above enter into a prior written agreement not less than 
ninety (90) days prior to closing specifying and agreeing to percentages (but not services)  

different from those provided in this Rule or (ii) under section (b) above are licensed in the same 
county or in contiguous counties and enter into a prior written agreement not less than ninety (90) 
days prior to closing specifying and agreeing to percentages (but not services) different from 
those provided in this Rule . All payments must be remitted no later than the thirtieth (30th) day 
after the date of recording by the county clerk of an instrument conveying an interest in the land.  

On and after January 1, 2013, the insured policy amount in sections (a) and (b) above shall be 
$150,000.00.  

This Rule, including the provisions pertaining to prior written agreements, and the percentages 
specified in this Rule apply to each Escrow Officer of a Company, Agent, or Direct Operation to 
the same extent and in the same manner as is applicable to the Company, Agent, or Direct 
Operation for which the person is acting as an Escrow Officer.  

Nothing in this Rule shall affect the division of premium between a title insurance company and its 
subsidiary title insurance agent when the title insurance company directly issues its policy or 
contract of title insurance company pursuant to § 2704.002, Insurance Code.  For purposes of 
this Rule, a subsidiary is a company at least fifty percent (50%) of the voting stock of which is 
owned by the title insurance company or by a wholly owned subsidiary of the title insurance 
company. 
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P-25. Reasonable Time for Furnishing Title Evidence. 

Pursuant to Texas Insurance Code Chapter 2704, a reasonable time for furnishing title evidence 
is determined to be as follows:  

(1) With Prior Title Evidence Satisfactory to the Title Insurance company: 

(a) On Acreage Tracts---15 days. 

(b) On Subdivision Tracts---10 days. 

(2) Without Prior Title Evidence Satisfactory to the Title Insurance Company: 

(a) On Acreage Tracts---30 days. 

(b) On Subdivision Tracts---21 days.  

These time periods shall begin on the date the order for title evidence is received. If all title 
insurance agents and direct operations for the county refuse to provide title evidence within such 
time and for the payments provided in Rule P-24, a title insurance company may directly issue its 
policy if the title insurance company obtains the best evidence available.  

Title agents and direct operations who request that title evidence be provided by another title 
agent or direct operation shall maintain auditable records and documents demonstrating 
compliance with this rule.  Such auditable records include, but are not limited to, letters, faxes, e-
mails, fax confirmations, and certified mail receipts.  

P-26. Copies of Policies Provided to Agents. Title insurance agents or direct operations that 
provide title evidence on which policies of title insurance are issued shall be provided with legible 
complete copies of all policies or contracts of title insurance actually issued in the transaction 
within 30 days from the date of the policy, which is determined to be a reasonable time. 

Issuance of Title Policies 
A policy of title insurance is considered “issued” at the time the agent collects the premium. If 
the agent is handling escrow/closing/settlement or is paying a portion of the title insurance 
premium to an attorney or another agent for “closing the transaction,” the premium is collected 
when the transaction is funded, regardless of whether a check has yet been written or received 
by the agent. 

R-2. Rebates and Discounts----No Company shall charge for a policy in one transaction and 
withhold issuance of a policy .….. (limited exception for “pass through” transactions) 

Although good business practices indicate delivery of a title policy as soon as practicable after a 
transaction is funded, there is actually a rule mandating that it be delivered to the insured within 
a prescribed time period. 

P-61.  TIMELY PROVISION OF TITLE POLICIES 

Title policies shall be provided and furnished to the insured within ninety (90) days after receipt by 
the title company of proof of compliance with the company's Schedule C requirements. 

In Texas, it is not permissible to issue a policy, or other insuring form, for which a premium is 
promulgated without collecting the full premium. This means you cannot deliver the 
policy/insuring form to the insured until you have actually collected the premium. (In some other 
states, it is permissible to deliver policies with an invoice.) 

Sec. 2703.003.  PAYMENT OF PREMIUMS.  The premium for a title insurance policy or for 
another form prescribed or approved by the commissioner shall be paid in the due and ordinary 
course of business. 

R-2. Rebates and Discounts----A company shall not issue or deliver a policy, binder or 
endorsement until a rate therefor has been adopted by the Commissioner. The company must 
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collect the full charge for such form, except . . . . (limited exception for construction policies over 
$5,000,000), 

Unauthorized Practice of Law 
In Texas, only licensed attorneys may prepare legal documents for others, including documents 
related to real estate transactions. 

Cancellation Fees or Fees for Searching and Examining Title 
In Texas, cancellation fees are not authorized. (See Procedural Rule P-70.) 

It is also important to be aware that there are no separate charges for searching or examining 
title because those are components of the title insurance premium. So – until the transaction is 
closed and funded – you will not be recognizing revenue from your title insurance business. 

What Records Must Be Saved and for How Long? 
There are mandated requirements, both state and Federal, regarding retention of documents 
generated in the course of closing transactions and issuing title insurance policies. The state 
requirements appear in a procedural rule – but you must look at various Federal laws, as well. 

P-32. Document Retention. Pursuant to Tex. Ins. Code Ann. § 2704.001, evidence of insurability 
shall be preserved and retained in the files of the title insurance company, direct operation, or title 
insurance agent for a period of not less than fifteen (15) years after the policy or contract of title 
insurance has been issued. Electronically produced or scanned documents may be retained in 
place of hard copies. Hard copies, electronically produced or scanned copies shall be retained for 
the following periods:  

(1) escrow accounting documentation (such as signed settlement statements, disbursement 
sheets, invoices, and check copies) must be retained for at least three years;  

(2) evidence of insurability, including a title insurance commitment, a title report, a title opinion, or 
a run sheet, but not including copies of documents filed in the public records, must be retained for 
at least fifteen (15) years; and  

(3) title insurance policies must be retained indefinitely.  

These time periods for retention shall apply to electronically produced forms retained in 
compliance with Procedural Rule P-17. 

Business Compliance Tools 
Because there are many reports and deadlines, it is critical that you compile a working Checklist 
and/or Calendar to keep you and your staff on tract – and to avoid the significant penalties that 
may result from missed deadlines. 

Samples are attached to get you started. 
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Owner/Manager Checklist 

TIME FRAME  

Monthly  Reconciliation of operations bank accounts.  Including operating, 
underwriting, and savings. 

 Reconciliation of escrow accounts   
 Review by management of all bank reconciliations 
 Sales Tax Reporting (monthly filers) 
 Paying of key vendors/bills: 

o Rent 
o Underwriters 
o Utilities 
o Payroll taxes 

Quarterly  Gather for accountant or complete payroll reporting to state and 
federal agencies, including TDI payroll reporting 

 File GARC Remittance Form with TTIGA 
 Solvency Account Deposit, if required 
 Review 1099s reporting 
 Sales Tax Reporting (quarterly filers) 

Annually  TEXAS DEPARTMENT OF INSURANCE - FILINGS  
o Escrow/Trust account audit 
o Experience Reporting 
o Minimum Capitalization Requirements  
o Review wind-down plan and update as needed 

 STATE-OTHER 

o Sales Tax Reporting (yearly filers) Due January 20 
o CPA and Attorney license renewal 
o State Unclaimed Property Report - Due July 1st 

 FEDERAL 

o Income tax returns for entity 
o W2 to employees – Due January 31st 
o Social Security Annual W2 reporting – Due February 28th   
o Payroll Reporting 941 & 940 filings to IRS – Due January 31st 
o 1099 Reporting to IRS (Misc, Interest, S-Real Estate, and 

other) – Due to recipient in January, IRS copy in February 
 

 OTHER REVIEW AND/OR FILINGS 

o Property Tax Rendition with residing County 
o Review escrow officer’s continuing education   
o State License Bond Review, if not a maximum requirement 
o Review Employee Benefits Plans 

Biennially  License renewal with Texas Department of Insurance, including list 
of escrow officers. 
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TIME FRAME  

 Review leases and hazard insurance on real and personal property  

Reporting Calendar 

Monthly Filing Requirements 

January  Payroll reporting to employee – W2’s 
 Payroll reporting to Federal and State  

o 940 
o 941 
o TWC 

 1099 Misc and other reporting to contract laborers/attorneys 
 1099S to customers, if not given at closing table 
 Sales Tax Reporting (all filers) Due 20th  
 Report to U/W’s of December closings with $ 
 File GARC Remittance Form with TTIGA –Due Feb 1st 
 Deposit into Solvency Account, if required –Due Feb 1st 

February  Federal reporting of W2 and W3 to SS Admin 
 Federal reporting of 1099 Misc and 1099-S issuance 
 Sales Tax Reporting (monthly filers) Due 20th  
 Report to U/W’s of January closings with $ 
 TDI Form T-S5 Quarterly Withholding Tax Report–Due 15th  

March  Sales Tax Reporting (monthly filers) Due 20th  
 Report to U/W’s of February closings with $ 

April  Payroll reporting to Federal and State  
o 940 (payment only, if any) 
o 941 (forms only-if payments made timely) 
o TWC (forms and payment) 

 Sales Tax Reporting (monthly and quarterly filers) Due 20th  
 Report to U/W’s of March closings with $ 
 File GARC Remittance Form with TTIGA –Due May 1st 
 Deposit into Solvency Account, if required –Due May 1st 

May  Sales Tax Reporting (monthly filers) 
 Report to U/W’s of April closings with $ 
 TDI Form T-S5 Quarterly Withholding Tax Report–Due 15th  
 Annual TDI Experience Reporting – See annual bulletin from 

commissioner 
 Review surety bond amount  

June  Sales Tax Reporting (monthly filers) 
 Report to U/W’s of May closings with $ 
 Mid-year extensive review of un-cleared bank items on all 

operating accounts  
July  Payroll reporting to Federal and State  

o 940 (payment only, if any) 
o 941 (forms only-if payments made timely) 
o TWC (forms and payment) 
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Monthly Filing Requirements 

 Sales Tax Reporting (monthly and quarterly filers) 
 Report to U/W’s of June closings with $ 
 File GARC Remittance Form with TTIGA –Due Aug 1st 
 Deposit into Solvency Account, if required –Due Aug  1st 

August  Sales Tax Reporting (monthly filers) 
 Report to U/W’s of July closings with $ 
 TDI Form T-S5 Quarterly Withholding Tax Report–Due 15th 

September  Sales Tax Reporting (monthly filers) 
 Report to U/W’s of August closings with $ 
 Minimum Capitalization (2nd year of bill and beyond) 
 File a T-S1 form with TDI – Due by Sept. 30th  

October  Payroll reporting to Federal and State 
o 940 (payment only) 
o 941 (forms only-if payments made timely) 
o TWC (forms and payment) 

 Sales Tax Reporting (monthly and quarterly filers) Due 20th  
 Report to U/W’s of September closings with $ 
 File GARC Remittance Form with TTIGA –Due Nov 1st  
 Deposit into Solvency Account, if required –Due Nov 1st  
 Minimum Capitalization reminder 

November  Sales Tax Reporting (monthly filers) Due 20th  
 Report to U/W’s of October closings with $ 
 TDI Form T-S5 Quarterly Withholding Tax Report–Due 15th  

December  Sales Tax Reporting (monthly filers) Due 20th 
 Report to U/W’s of November closings with $ 
 Extensive review of un-cleared bank items on all operating 

accounts 
 

Other Annual Reports: 
Independent CPA audit of Escrow accounts – Within 90 days of the escrow fiscal year 
end, deliver a copy of the audit by certified mail to Texas Department of Insurance.  Also send a 
copy to each Title Insurance Company you represent. 
Minimum Capitalization Requirements – TDI reporting See more at 
http://www.tlta.com/government_affairs/documents/2014MinCapCompliancePackage.pdf 
Tax returns for entity – Consult with entity accountant. 
Employee Benefits Plans – If you provide employee benefits, 5500’s must be filed each 
year.  Consult with entity accountant or plan specialist. 
Property Tax Rendition – Usually filed in the first quarter of year.  The local taxing authority 
should send. 
 
USEFUL WEBSITES 
Texas Land Title Association – www.tlta.com 
Texas Department of Insurance - www.tdi.texas.gov  
Texas Unclaimed Property - http://window.state.tx.us/up/reporting.html 
Texas State Sales Tax Division - http://www.window.state.tx.us/taxinfo/sales/   
Texas Workforce Commission - http://www.twc.state.tx.us/ 
Internal Revenue Service – www.irs.gov 
American Land Title Association – www.alta.com 
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Steps to Licensing
 Where?
 Title Plant
 Underwriter
 Application

 Agency Contract
 Entity Documents
 Purchase Agreement
 Escrow Officers
 Experience

 Sticks and Bricks

Steps to Starting Business
 Receive license – first!
 Sign on office in proper 

county
 Hire staff

 Licensed escrow officer(s)
 Licensed notary(ies)
 And more!

 Acquire hardware and 
software

 Establish payroll system
 Open bank accounts
 Obtain insuring products
 Proper recordkeeping for 

Agent Experience Report



Escrow Officers
 Must meet criteria

 Attorney
 Bona fide employee

 Direct operation of an underwriter
 Licensed title agent
 Attorney licensed as an escrow officer

 Must be licensed to
 Sign commitments and policies
 Sign settlement statements
 Sign escrow checks – one signature must be 

that of an escrow officer

Title Plants
 Licensing and Location

 Must own or lease a Plant to be 
licensed

 Must have a plant for the 
county to have an office in the 
county

 What is a Plant?
 Copies of courthouse records
 Geographically indexed
 Plus . . . .

 Joint Plants and Leased Plants

Underwriters and Agents
 Limitations on 

Authority
 Duties of an Agent
 Duties of an 

Underwriter
 Remitting
 Claims

 Liability for Agent
 Term of Agreement



Insured Closing Service Letter
 ICL (or Closing Protection Letter – CPL)
 Underwriter agrees to indemnify lender - if

 Underwriter’s commitment and
 Agent receives funds from lender and
 Lender suffers loss because agent doesn’t follow 

lender’s written instructions
 Underwriter must keep data about each letter

 “Blanket” letters no longer allowed
 May not be issued unless the transaction is 

closed by a title agent or attorney licensed as 
escrow officer

Who can share in title 
premium?
 TDI Bulletin 167

 “Fee attorney”
 “Approved attorney” or “P-22 attorney”

 P-22 – Payment for examination and/or 
closing
 Persons who may be paid
 What the person must do
 Disclosures
 Schedule of charges
 Statement or invoice and Form T-00
 Company paying receives 100%

More rules about sharing . . .
 P-24

 Payments may not exceed certain amounts
 Prior written agreements
 Agents licensed in adjoining counties
 Must pay within 30 days of recording

 P-25 – Reasonable time for furnishing title 
evidence
 If no agent will furnish, can do courthouse 

search – but must maintain records of refusals
 P-26 – Furnishing copies of policies



Issuing Policies
 Policy considered “issued” when 

premium is “collected” 
 This means at funding if issuing 

agent is settlement agent
 R-2 – Not allowed to charge and 

not issue
 P-61 – Policies must be delivered to 

insured within 90 days
 Sec. 2703.003 – Premiums must be 

paid in due and ordinary course of 
business
 Can’t send policy (or 

endorsement) with invoice for 
future payment

Last But Not Least
 Unauthorized practice of 

law
 Only licensed attorneys may 

prepare legal documents
 Cancellation Fees

 Not authorized in Texas
 Record Retention

 P-32 – Does allow full 
electronic retention

 Title policies must be kept 
forever!

Business Compliance Tools
 Owner / Manager 

Checklist
 Reporting Calendar
 Other Annual Reports
 Useful Websites



End of Unit 3




