
  

  

 

SIGNING CHECKLIST 
File #:     
Client File #:   
Borrower:   
Phone:   
County:     
Signing Agent:   
Closing Date:   
 

____A. Before Signing‐ Agent: 
 

1. Make sure package printed correctly   
____ make sure all pages are present 
____ print copy for borrower if instructed by BK 
____ Use BLUE ink, unless states otherwise 
 
2. _____BK Docs received   
 
____B. At Table   
 

____1. Information and Document collection. 
                                  ____ Drivers license or other ID 
                                  ____ Scope of Representation   
*Call Hot Line, if borrowers will not sign this document* 

 
____2. Present Lien Waiver. 

*If borrowers have had work done on the property in the 
last 120 days – Call B&K*   

 

All Questions at signing 
should be directed to the 

Attorney Hotline: 

(704) 841‐6330 
 

____C. Before Leaving Table 
 

____ Verify all signatures/initials and dates are 
present 
____ Check notary acknowledgments   
* Please make sure seal is present         

    And legible* 
____ Collect Cash to Close per Package 
Instructions.   
____ Check 1003 for signatures and initials 
____ Check to make sure you have TWO original 
Notices of Right to Cancel 
 

____D. After the Signing 
 

____1. Call lender to confirm signing is complete 
as instructed in the Package Instructions. 
 
____2. Remove Docs for Recording plus    B&K 
fully executed docs & Mail to B&K using provided 
UPS label. 

- Deed of Trust & any Riders as 
listed below 

- Power of Attorney 
____E. Riders 
‐Planned Unit   
    Development Rider 
‐1‐4 Family Rider 
‐Trustee Certification 
‐Deed – Non Warranty, 
  Quit Claim, General 
  Warranty Deeds 
‐Fixed Adjustable Rate 
  Riders 

‐Condominium Rider 
‐Subordination 
  Agreement 
‐Request for Notice 
‐Legal Descriptions 
‐VA Rider 
‐Inter Vivos Revocable 
  Trust Rider 
‐Second Home Rider 

Original loan documents (EXCEPT for B&K Docs and Docs to be 
recorded) and any funds due at signing should be returned to 
lender, they must be sent out the same day of closing if 
possible. 
 
Signing Team Contact Information: 
 
Phone: (704) 815‐8142 
Fax:            (704) 815‐8112 
Closingteam1@bandklaw.com 

Upon receipt of B&K Docs, including THIS 
completed and signed checklist, your 
invoice will be submitted to accounting for 
payment processing. 

 
____Signing Complete 
 
____ Signing Not Completed 

 



  

  

  

IDENTITY VERIFICATION 
File #:     
Client File #:   
Borrower:   
County:     
Signing Agent:   
Closing Date:   
 

  

 
Borrower No. 1 
Type of ID: Drivers License/Passport/Military ID/Other (Circle One) 
Name: _____________________________________________________________________________ 
Issued by: __________________________________________________________________________ 
ID No.:____________________________________________________________________________ 
Issue Date: _________________________________________________________________________ 
Expiration Date: _____________________________________________________________________ 
Date of Birth: _______________________________________________________________________ 
 
Borrower No. 2 or Spouse 
Type of ID: Drivers License/Passport/Military ID/Other (Circle One) 
Name: _____________________________________________________________________________ 
Issued by: __________________________________________________________________________ 
ID No.:____________________________________________________________________________ 
Issue Date: _________________________________________________________________________ 
Expiration Date: _____________________________________________________________________ 
Date of Birth: _______________________________________________________________________  

The above identification has been verified by the undersigned Notary 
 

Marital Status Affidavit 
The Undersigned Borrower (s) hereby certifies that: 
___ ___ I am divorced and have not remarried; or 
___ ___ I am legally separated and have not remarried; or 
___ ___ I am married and my spouse/co-borrower signed below; or 
___ ___ I am a widow / Widower; or 
___ ___ I have never been married 
 
   ___________________________________________ 
   Borrower 
   ___________________________________________ 
   Co-Borrower or Spouse of Borrower 
 
STATE OF ___________________________________ 
COUNTY OF _________________________________ 
 

This foregoing instrument was acknowledged before me this _____day of _______________20___ by 
___________________________________________________________________________________  
___________________________________________________________________________________ 
who has/Have produced a valid Photo Identification. 
_________________________________________ 
Signature of Signing Agent/Notary Public 
My Commission Expires:  
In and for the State of North Carolina County of : 



  

  

SCOPE OF REPRESENTATION 
File #:     
Client File #:   
Borrower:   
County:     
Signing Agent:   
Closing Date:   

Scope of Representation 
 

Brady  &  Kosofsky,  PA.,  has  been  retained  by  your  lender  to  perform  a  title  search  and  render  an 
attorney opinion that title to the property  is acceptable to your  lender for the purposes of refinancing 
your primary loan.    Brady & Kosofsky, PA., has performed a title search according to the requirements 
set by  your  lender  for  this  specific purpose, which may or may not have  included  tacking  to  a prior 
owner’s policy or performing a full search. Should the title search involve tacking on to a prior owner’s 
policy, such policy may be relied upon as to matters of title, but not as to an examination of the public 
records.  Brady & Kosofsky is limiting its representation of you to the facilitation of the closing for your 
lender, and this engagement will be  limited to answering questions as to the  loan documentation and 
drafting necessary documents for the transaction. We will not pursue cancellation of the deed(s) of trust 
paid off by this transaction, or clear any other defects on title unless we are further retained by you at a 
later time, under the terms of a separate engagement. 

Your documents have been prepared for you by your lender, and we will assist you in making sure they 
are  properly  executed.  Our  signing  agent  who  has  been  sent  to  assist  you  in  the  execution  these 
documents is not an attorney and cannot answer any questions regarding the terms of your loan or the 
legal effect of any of the documents. If you have questions regarding the terms of your loan documents, 
we will get you in touch with your lender for clarification. If you have questions on anything else, your 
signing agent will contact us (the Supervising Attorney) immediately and we will be happy to assist you 
in answering any questions or concerns you may have.   
 
X_________________________________ 
Borrower 
 
X_________________________________ 
Co‐Borrower/Spouse 
 
My  signature  below  certifies  that  I  informed  the  borrower  that  I  am  a  signing  agent  and  not  an 
attorney.  I did not  render any  legal opinions, advice or explanations.  I presented and  identified  the 
documents,  and  ensured  that  they  were  properly  executed.    I  also  certify  that  all  items  on  this 
checklist have been completed. 

X___________________________________________ 
Signing Agent:       

Did you call the Attorney Hotline? Yes____ No____  
 

Attorney's Name_____________________________________ 
 



  

  

OWNER AFFIDAVIT AND INDEMNITY AGREEMENT 
(NO RECENT IMPROVEMENTS AND NO EXECUTORY CONTRACTS FOR IMPROVEMENTS) 

 
PARTIES:  All parties identified in this section must execute this Agreement. 
 

Owner:  ____________________________________________________________________________________________________________________________ 
(NOTE:  A separate Agreement is required for each successive owner in the 120-Day Lien Period.) 
PROPERTY: _______________________________________________________________________________________________________________________ 
__________________________________________________________________________________________________________________________________ 
(Insert street address or brief description and/or attach a description as Exhibit A.  Include here any real estate that is a portion of a larger, previously unsegregated 
tract when that area is reasonably necessary for the convenient use and occupation of Improvements on the larger tract.) 
DEFINITIONS:  The following capitalized terms as used in this Agreement shall have the following meanings: 

 Improvement:  All or any part of any building, structure, erection, alteration, demolition, excavation, clearing, grading, filling, or landscaping, including trees 
and shrubbery, driveways, and private roadways on the Property as defined below. 

 Labor, Services or Materials:  ALL labor, services, materials for which a lien can be claimed under NCGS Chapter 44A, Article 2, including but not limited to 
professional design services (including architectural, engineering, landscaping and surveying) and/or rental equipment.  

 Contractor:  Any person or entity who has performed or furnished or has contracted to perform or furnish Labor, Services or Materials pursuant to a contract, 
either express or implied, with the Owner of real property for the making of an Improvement thereon.  (Note that services by architects, engineers, 
landscapers, surveyors, furnishers of rental equipment and contracts for construction on Property of Improvements are often provided before there is visible 
evidence of construction.) 

 120-Day Lien Period:  The 120 days immediately preceding the date of recordation of the latter of the deed to purchaser or deed of trust to lender in the Office 
of the Register of Deeds of the county in which the Property is located. 

 Owner:  Any person or entity, as defined in NCGS Chapter 44A, Article 2, who has or has had any interest in the Property within the 120-Day Lien Period.  
For the purposes of this Agreement, the term Owner includes: (i) a seller of the Property or a borrower under a loan agreement secured by the Property; (ii) a 
person with rights to purchase the Property under a contract and for whom an Improvement is made and who ordered the Improvement to be made; and 
(iii) the Owner’s successors in interest and agents of the Owner acting within their authority. 

 Company:  The title insurance company providing the title policy for the transaction contemplated by the parties herein. 
 Property:  The real estate described above or on Exhibit A and any leaseholds, tenements, hereditaments, and improvements placed thereon. 
 All defined terms shall include the singular or plural as required by context. 

 

AGREEMENT:  For good and valuable consideration, the receipt and sufficiency of which is hereby acknowledged, and as an inducement to the purchase of the 
Property by a purchaser and/or the making of a loan by a lender secured by a deed of trust encumbering the Property and the issuance of a title insurance policy or 
policies by Company insuring title to the Property without exception to liens for Labor, Services or Materials; Owner first being duly sworn, deposes, says and agrees: 
 

1. Certifications:  Owner certifies that at no time during the 120-Day Lien Period have any Labor, Services or Materials been furnished in connection with a 
contract, express or implied, for Improvements to the Property (including architectural, engineering, landscaping or surveying services or materials or rental equipment 
for which a lien can be claimed under NCGS Chapter 44A) nor have any Labor, Services or Materials been furnished on the Property prior to the 120-Day Lien Period 
that will or may be completed after the date of this affidavit OR only minor repairs and/or alterations to pre-existing Improvements have been made and Owner certifies 
such repairs and/or alterations have been completed and those providing Labor, Services or Materials for the repairs have been paid in full.  The Owner further 
certifies that no Mechanics Lien Agent has been appointed. 
 

2. Reliance and Indemnification:  This Agreement may be relied upon by the purchaser in the purchase of the Property, a lender to make a loan secured by a 
deed of trust encumbering the Property and by Company in issuance of a title insurance policy or policies insuring title to the Property without exception to matters 
certified in this Agreement.  The provisions of this Agreement shall survive the disbursement of funds and closing of this transaction and shall be binding upon Owner 
and anyone claiming by, through or under Owner. 
 

Owner agrees to indemnify and hold purchaser, lender, and Company harmless of and from any and all loss, cost, damage and expense of every kind, and attorney’s 
fees, costs and expenses, which the purchaser, lender or Company shall or may incur or become liable for, directly or indirectly, as a result of reliance on the 
certifications of Owner made herein or in enforcement of the Company’s rights hereunder. 
 

3. NCLTA Copyright and Entire Agreement:  This Agreement and any attachments hereto represent the entire agreement between the Owner and the 
Company, and no prior or contemporaneous agreement or understanding inconsistent herewith (whether oral or written) pertaining to such matters is effective. 
THIS IS A COPYRIGHT FORM and any variances in the form provisions hereof must be specifically stated in the blank below and agreed to in writing by the 
Company. 
  
  
 

No modification of this Agreement, and no waiver of any of its terms or conditions, shall be effective unless made in writing and approved by the Company. 
 

PROVIDING A FALSE AFFIDAVIT IS A CRIMINAL OFFENSE 
EXECUTION BY OWNER 

 
  (SEAL) 
 
By:  
Printed or Typed Name/Title:  
 
By:  
Printed or Typed Name/Title:  
 

 
State of    County of   
Signed and sworn to (or affirmed) before me this day by 
  
  . 
Date:  
 

 , Notary Public 
My Commission Expires:  
 

 (Affix O
fficial/N

otarial Seal) 

 



  

© North Carolina Land Title Association, March 2013 
Form No. 1:  OWNER AFFIDAVIT AND INDEMNITY AGREEMENT (NO RECENT IMPROVEMENTS) 

 
INSTRUCTIONS FOR COMPLETION OF 

OWNER AFFIDAVIT AND INDEMNITY AGREEMENT 
(NO RECENT IMPROVEMENTS AND NO EXECUTORY CONTRACTS FOR IMPROVEMENTS) 

 
1. This Owner Affidavit and Indemnity Agreement (the “Agreement”) form is for use with any title insurer (the “Company”) regarding owner and 
lender coverage for transactions affecting title to particular real estate in North Carolina (the “Property”), a description of which must be included in 
this Agreement, where there have been no Improvements made to the Property within the 120-Day Lien Period (as defined). 
 
2. The closing attorney must notify underwriting counsel for the Company prior to closing regarding any filed Claim of Lien on Real Property or 
Notice of Claim of Lien upon Funds, or any Notice of Claim of Lien upon Funds known by the attorney or Owner to have been delivered to the 
Owner, whether on the Property or on any property in the state of North Carolina, as this may affect the Company’s decisions about whether to 
insure and on what basis. 
 
 At the very least, any filed Claim of Lien on Real Property must be paid in full and canceled of record.  Any delivered or filed Notice of 
Claim of Lien upon Funds (by a subcontractor) must be paid in full and a waiver obtained from the subcontractor.  The attorney must discuss any 
questions or issues regarding these with underwriting counsel for the Company prior to closing. 
 
3. This form is appropriate for use in transactions wherein no recent Improvements have been made on the Property.  If Labor, Services or 
Materials (including surveying, architectural, engineering services or rental equipment) for Improvements to the Property have been provided within 
the 120-Day Lien Period (as defined in the Agreement) (other than minor repairs to existing Improvements completed by Owner without the 
assistance of a Contractor or supplier, or with evidence of payment at or before closing of completed work), then either the 

 NCLTA Form #2:  OWNER/CONTRACTOR AFFIDAVIT, WAIVER OF LIENS AND INDEMNITY AGREEMENT (FOR CONSTRUCTION 
RECENTLY COMPLETED) or  

 NCLTA Form #3:  OWNER/CONTRACTOR AFFIDAVIT, INDEMNITY AND LIEN SUBORDINATION AGREEMENT (FOR CONSTRUCTION 
IN PROCESS OR IMMEDIATELY CONTEMPLATED WITH CONSTRUCTION LOAN) should be used or 

 NCLTA Form #5 (Owner) in conjunction with NCLTA Forms 6 and 7 (Potential Lien Claimants), as applicable, should be used.   
Note, however, that in the situation in which vacant unimproved Property is to be conveyed and the purchaser has already retained Contractors, the 
seller may execute this form, and the purchaser would provide NCLTA Form #3 or NCLTA Form #5, as applicable as noted above, with regard to any 
potential combined purchase and construction loan. 
 
4. NOTE:  There may be transactions where no Improvements have been made within the 120-Day Lien Period but work under an executory 
contract with the Owner continues after closing.  An “executory contract” is one under which certain obligations remain to be performed in the future.  
Such post-closing Improvements may give rise to lien rights in the Property.  An example is a lot purchase transaction involving the developer in a 
subdivision where development or infrastructure work has temporarily stopped but could or would be restarted after the date of this affidavit.  In this 
scenario the NCLTA Form #2 or NCLTA Form #3 should be used. 
 
5. Any variances in execution of this form or in parties signing must be approved by underwriting counsel for the Company prior to closing. 

 
 



  

  

  
 

 

CORRECTION AGREEMENT AND  
LIMITED POWER OF ATTORNEY 
File #:   
Client File #:  
Borrower:  
Property Address:  
Closing Date:  

 
 
The Borrower(s) agree to cooperate and assist Brady & Kosofsky, P.A., or any of its attorneys, 
employees, or agents (the “Closing Attorney”) in correcting errors and omissions in any documents or 
instruments required by the Lender, ____________________________ or Closing Attorney for this 
transaction.  If required, Borrower(s) promise to execute any instrument(s) requested by Closing Attorney 
to correct an error and/or omission within 10 days of receipt from Closing Attorney.  
 
The Borrower(s) appoint Closing Attorney as his/her/their attorney-in-fact to correct all clerical and/or 
typographical errors and omissions discovered in any or all of the closing documents executed for this 
transaction including but not limited to legal description clarifications, execute and record corrective 
documents, adding initials and dates unintentionally omitted by the borrowers, and any other minor 
corrections.   
 
THIS LIMITED POWER OF ATTORNEY MAY NOT BE USED TO CHANGE OR MODIFY ANY 
MATERIAL TERMS OF THE BORROWER’S LOAN, INLCUDING THE INTEREST RATE AND 
PRINCIPAL BALANCE OF THE LOAN. 
 

This instrument shall automatically terminate 120 days from the date appearing below. 
 
This the ______ day of _______________, 20____. 
 
Borrower(s) 
 

____________________________ (Seal) 
 
____________________________ (Seal) 
 
 
 
STATE OF NORTH CAROLINA COUNTY OF ____________________________  
              
I, ___________________________, a Notary Public for said County and State, do hereby certify that 
______________________________________________________ either being personally known to me 
or proven by satisfactory evidence, personally appeared before me this day, and acknowledged the 
voluntary due execution of the foregoing instrument by he / she/ them for the purposes stated therein. 
 
Date:  
 
SEAL    

 
_________________________________ 
Notary Public 
 
My Commission Expires; __________________________ 
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