
                                               
 

First American Title Insurance Company, and the operating divisions thereof, make no express or implied warranty respecting the information presented and assume no responsibility for errors or omissions. First American, the eagle 
logo, First American Title, AgentNet, FAST, First American Eagle Academy, StreamLine, StreamLine ASP, TARA and Title Express are registered trademarks or trademarks of First American Financial Corporation and/or its affiliates. 
This document is for informational purposes only and is not and may not be construed as legal advice. No person or entity may rely upon anything contained herein when making legal and/or other determinations regarding its 
practices, and such person or entity should consult with an attorney prior to embarking upon any specific course of action. 

User Guide: Underwriting Requests – Process in Closers’ Choice | 08/04/2021  ©2021 First American Financial Corporation and/or its affiliates. All rights reserved.  NYSE: FAF 

 
1 

Underwriting Requests – Process in Closers’ Choice 
Learn how to submit a new* Underwriting Request for Over-Limit or High Liability authorization, Closing Protection Letter 
Modifications and other requests via Closers’ Choice. 
 
*Cannot be used to modify an existing request. Modifications or updates must be requested manually through AgentNet. 
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File Requirements 
Your file must have: 
• Closing Date 
• Complete Property Address, to include: Street Number, Street Name, City, State, Zip, County 
 
Optional, but Suggested File Data includes: 
• Policy Coverage Amounts 
• Policy Endorsements 
• Insured Name(s) 
• Supporting Documents 
 

Place a New Order 
Beginning with an open file that includes basic order information: 
 

1. Navigate to the Services Gateway toolbar 
2. Select the CPL/Jackets icon 
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3. In the Order Window, select the Underwriting radio button 

        
 

Your File Number, Closing Date, and the Max Liability Amount will pull from your file and populate the Order Window. 
Review and make any necessary changes before proceeding 
 
NOTE: Any changes made on the order screen will not update your Closers’ Choice file. 
 
NOTE: In the Firm section, be sure the correct information populates in the three drop-down menus for Firm, 
Office, and Underwriter. If you have more than one firm, office/branch location, or Underwriter, be sure to 
select the correct one for this transaction before going ahead. If you only have one firm or office location, they 
should display by default. 

 
 

4. Click the   button 
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5. In the Underwriting Request window: 
A. Select the Transaction Type 
B. Select the Current Use of Land 

NOTE: Commercial is a common selection with Underwriter Requests. 
 

C. Change any default No values as needed 
NOTE: If you select Yes for Survey or Inspection, their associated Date fields are required. 
 

D. If applicable, select Over Underwriting Limit or Considered High Liability 
NOTE: OUL/Hi-Li is selected by default. It’s important that you send necessary information in these cases. 
Please refer to the Supplemental Information section at the end of this document. 
 

E. If applicable, select Other Requests (CPL Modification, MLRA, Special Pricing, etc.) 
NOTE: When selecting ‘Other’ Underwriting Request, please refer to the Supplemental Information section 
at the end of this document. 
 

F. Click Next to move to the next screen 
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The Proposed Policies and Endorsements window’s fields below are optional. Completing these fields helps the 
Underwriter expedite the decisioning process. 
 
NOTE: You can click the Next button and send your request to the Underwriter without completing these fields. 
 
6. In the Proposed Policies and Endorsements window: 

A. Select the Policy Type 
B. The Policy Amount and Name of Insured should populate from your file. Edit as needed 
C. Select Estate/Interest. More than one checkbox may be selected 
D. If you are requesting a Special Exception deletion, provide the details in the Exceptions deleted from policy 

field 
E. Select any endorsements that should be added to this policy 

NOTE: Endorsements, once selected, will move to the top of the endorsement list for better viewing. 

F. Click the  button 
NOTE: Proposed policies will display in the grid below. Repeat to add up to five (5) different policies. 
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G. If you need to delete a policy from your request, click the  button 

H. Click  

 
 

7. In the Add Documents and Contact window: 
A. Add documents for the Underwriter’s Review 

NOTE: Any documents already saved in your Closers’ Choice file will appear in the list. Check the box next to 
the appropriate document to attach from the list. If you have not saved the document into your Closers’ 
Choice file yet, click the blue browse icon and navigate to the document to attach. This document will then 
be saved into your file in Closers’ Choice for later use. 
 

B. Select the Document Type 
NOTE: If you select Other, the Document Description field becomes required. 
 

C. Enter a Document Description 
NOTE: Repeat steps A, B, and C above as needed for other documents. 
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D. In the Contact section, your contact information is shown by default. Edit as applicable 
E. In the Approver field, select the First American Approver to receive the Underwriter Request 

NOTE: Selections displayed are based on the property address. The state’s Underwriting Groups are at the 
top of the list by default, with National Agency – Commercial and National Agency – Residential below 
those, followed by individual underwriters who have authority for the property address. 
 

F. Click  

NOTE: You can click the  button to make any changes before submitting. You can only submit 
one underwriting request per file. 
 
NOTE: After you create the request, a file will be created in AgentNet, the Underwriter Request will be 
opened, and the request will be sent to the Underwriting Workbench at First American for review. The 
Underwriter or group assigned will receive notification of your new request, process your information, 
consider and decision it on the First American side. 
 

 
 

8. The Order window will display confirmation of your request in the Orders section of the screen, including the 
Request ID, Date Created, Ordered By (email address), Order Type (UWR), and the Status. You can now close 
this window. 
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Check Status Request (Optional) 
From the Order window, click the   button. This will update the Status field. 
NOTE: Statuses may include “Prep” or “Submitted” at this stage. “Prep” indicates that AgentNet is still processing 
the order prior to sending to the Underwriting Workbench. 
 

 
 

Review Request Details (Optional) 

From the Order Window, click the  button. A document containing the details of your request will 
display for your review.  

 
Response Emails 
Once decisioned, AgentNet will send a completion email to the contact on the file, containing the decision in the 
subject line and actions required. 
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Add the Decision and Documents to the File 
In the CPLs and Jackets screen, navigate to the Underwriting page again. 
 

1. Click the  button in the Order section of the window to pull in the decision from the Underwriting 
Workbench through AgentNet. The Status should update accordingly 

2. Any documents that were returned with the decision will be displayed in the bottom Documents section of this 
screen 
NOTE: These documents are automatically saved in your Closers’ Choice file’s Saved Documents. You do not 
need to re-save or download them from here. 
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Supplemental Information 
When submitting an Overlimits or Hi-Li request, we recommend attaching the completed Overlimits form and a 
copy of your commitment.  It is also recommended to include the proposed policies with the request. 
 
Please note that Texas has an additional Hi-Li document which should be completed and included with your 
request.  The TX specific doc can be found in your software’s title document package for First American/TX. 
 
When selecting ‘Other’ Underwriting Request, please provide the following detailed information in the Summary 
section. 
CPL Modification: 
1. Letter Type (Standard, etc.) 
2. Basic CPL information: Closing Date, Lender Name and Address, Mortgage Clause, Loan #, Buyer/Seller (if 

applicable) 
3. Modification Type requested and applicable details 

 
4. Claims Period Adjustment (if applicable) 
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Mechanic’s Lien Risk Assessment: 
Please provide details, as applicable 

 
 
 
Special Pricing: 
1. Premium Type for Policies:  Gross Flat vs. Gross per 1000 
2. Premium Type for Endorsements: Gross Flat vs. Gross per 1000 
3. Split % 
4. Summary 

 
 
Other risks: 

 
 


	File Requirements
	Place a New Order
	Check Status Request (Optional)
	Review Request Details (Optional)
	Response Emails
	Add the Decision and Documents to the File
	Supplemental Information

