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Establish and maintain current License(s) as required to conduct the business of title insurance and Settlement services.
Purpose
Maintaining state mandated insurance Licenses and corporate registrations, as required, to ensure the compliance with the state requirements for operations

Considerations
(Note:  The language in italics are questions FNF has created to help you develop your Best Practices. These questions are not exhaustive, and you should develop your own questions to fit your title agency’s needs.)
· Establish and maintain for the Company and individuals, as needed:
· Applicable business Licenses; compliance with the Licensing, registration, and business requirements of the applicable state regulatory department(s) and/or agency;
· Companies
· What functions of the Company require licensure and/or appointment?
· Are there multiple state agencies with which the Company must be licensed?  One for business?  One for title insurance issuance?
· If the title agency also handles settlement, is a separate license required for escrow?
· Are there yearly (or other period) reports that must be filed?
· Is the Company required to have an attorney on staff?  
· How are the Company’s licenses tracked?
· Who is responsible for tracking?
· How is the tracking documented?
· Is the Company complying with ALTA’s Policy Forms Licensing (PFL) requirement?

· Individuals
· What job functions need to be licensed?
· Who is performing those functions?
· Are individual licensees affiliated with your agency according to state and underwriter records?
· What are the procedures to renew a license?
· Are there any CE requirements to renew a license?
· How are individual and agency licenses tracked?
· How are my underwriters notified when there is a licensee change at my agency?
· Who is responsible for tracking? 
· How is tracking documented?
· Do you have an adequate number of licensees to cover vacations, medical leave, etc.?
· Appropriate compliance with ALTA’s Policy Forms Licensing (PFL) requirement;
· Has the appropriate fee been paid to ALTA for use of forms?
· Who is responsible for paying the licensing fee to ALTA every year?

· A confirmed listing in the ALTA Registry (subject to those business entity types supported by the ALTA Registry.)
· Is your title agency’s registry listing correct?
· If your office moves or information changes, who is responsible for updating the ALTA Registry?
Resources
Samples
Licensing Basic Checklist for Companies
Licensing Basic Checklist for Individuals

Additional Information
State Websites for Business, Title, and Escrow License Regulations

Your Steps
1. Define consumer complaints, including types and levels of complaint 
2. Identify single point of contact for consumers to contact for follow-up
3. Identify person or department responsible for intake, logging, tracking progress and resolution of complaint
4. Periodically review the process to ensure complaints are being addressed per the process.
5. Utilize complaint procedure as a training tool




The information provided in this SAMPLE Policy Document is for your reference only and is not intended to represent the only approach to any particular issue. These guidelines should not be construed as legal, financial or business advice, and you should consult legal counsel and subject-matter experts to determine the appropriate policies, procedures and strategies applicable to your office or organization.
Sample – Licensing Checklist for the Company
This sample is designed to help you develop the plans and procedures which demonstrate that your business meets or exceeds the ALTA Best Practices 3.5. It is intended to be used as a starting point and should be customized to suit the specific needs of your title agency.
	ACTIONS
	DATE COMPLETED
	COMPLETED BY
	NOTES

	Establish list of functions for the Company that need to be licensed and which agency approves function
	
	
	

	Determine requirements, fees and timelines for renewal and filing of required forms
	
	
	

	Create file/notebook of license copies
	
	
	

	Contact underwriter to appoint each licensee (if applicable)
	
	
	

	Verify appointment status using Department of Insurance website (if applicable)
	
	
	

	Regularly review applicable state website for expirations and accuracy of Company license information.
	
	
	

	Confirm ALTA Policy Forms Licensing (PFL) requirement met
	
	
	

	Confirm ALTA Registry Listing is accurate
	
	
	

	
	
	
	

	
	
	
	






The information provided in this SAMPLE Policy Document is for your reference only and is not intended to represent the only approach to any particular issue. These guidelines should not be construed as legal, financial or business advice, and you should consult legal counsel and subject-matter experts to determine the appropriate policies, procedures and strategies applicable to your office or organization.
Sample – Licensing Checklist for Individuals
This sample is designed to help you develop the plans and procedures which demonstrate that your business meets or exceeds the ALTA Best Practices 3.5. It is intended to be used as a starting point and should be customized to suit the specific needs of your title agency.
	ACTIONS
	DATE COMPLETED
	COMPLETED BY
	NOTES

	Establish list of functions for individuals that need to be licensed
	
	
	

	Determine requirements such as continuing education, fees and timelines for renewal
	
	
	

	Create file/notebook of license copies
	
	
	

	Contact underwriter to appoint each licensee (if applicable)
	
	
	

	Verify appointment/licensure status using Department of Insurance website (if applicable)
	
	
	

	Regularly review applicable state website for expirations and accuracy of licensee information.
	
	
	

	Notify Underwriters when a licensee is no longer with your agency
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	





The information provided in this SAMPLE Policy Document is for your reference only and is not intended to represent the only approach to any particular issue. These guidelines should not be construed as legal, financial or business advice, and you should consult legal counsel and subject-matter experts to determine the appropriate policies, procedures and strategies applicable to your office or organization.
Sample – Licensing Log
This sample is designed to help you develop the plans and procedures which demonstrate that your business meets or exceeds the ALTA Best Practices 3.5. It is intended to be used as a starting point and should be customized to suit the specific needs of your title agency.
	LIST OF AGENCY EMPLOYEES
(THAT NEED TO BE LICENSED)
	LICENSE NUMBER
	LICENSE
EXPIRATION DATE

	
	
	

	
	
	





If your state is not listed below, please contact your FNF Agency Representative, Account Manager or Agency Manager for specific state details – this information is supplied as a guide and not considered legal advice.  Please contact your State’s Department of Insurance or other governing body for additional requirements.
State Websites for Business, Title, and Escrow License Requirements
	
	Business License
	Title License
	Escrow License

	Alabama
	https://www.sos.alabama.gov/business-entities
	https://www.aldoi.gov/Licensing/TitleInsurance.aspx
	

	Alaska
	
	
	

	Arizona
	https://azcc.gov/corporations
	https://difi.az.gov/producers/title-agent/title-agent-license-application
	https://difi.az.gov/escrow-agents-dfi

	Arkansas
	https://www.sos.arkansas.gov/business-commercial-services-bcs
	https://insurance.arkansas.gov/pages/industry-regulation/licensing/
	

	California
	https://www.sos.ca.gov/business-programs
	https://www.insurance.ca.gov/01-consumers/105-type/95-guides/03-res/Title-Insurance.cfm#whatisescrow
	

	Colorado
	https://www.sos.state.co.us/pubs/business/businessHome.html?menuheaders=2
	https://doi.colorado.gov/insurance-industry/for-producers/agents
	

	Connecticut
	https://portal.ct.gov/SOTS/Business-Services/BSD
	https://portal.ct.gov/cid
	

	Delaware
	https://sos.delaware.gov/department-state-responsibilities/
	https://insurance.delaware.gov
	

	DC
	https://business.dc.gov/lookup-business
	https://disb.dc.gov
	

	Florida
	http://www.dos.state.fl.us/

	http://www.floir.com/

	

	Georgia
	
	
	


















NOTE:  This information is for your reference only and is not intended to represent the only approach to any particular issue. These guidelines should not be construed as legal, financial or business advice. We recommend you consult your legal counsel and subject-matter experts to determine appropriate policies, procedures and strategies applicable to your office or organization. For more information about the ALTA Best Practices, please visit www.alta.org.
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