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Checklist for Volunteer Attorneys

Handling a Quiet Title or Real Estate Transaction Case

Thank you for accepting a VIP quiet title or real estate transaction case!  VIP greatly appreciates your willingness to assist a low-income client in obtaining or clearing title to his or her home through the quiet title process or through a real estate transaction.


In handling your client’s case, it is very important that you address all of the steps listed below, because there are many procedures to be followed in VIP quiet title or real estate transaction cases that differ from procedures followed in non-VIP matters.  Thus, regardless of whether this is your first VIP quiet title or real estate transaction case, you should do all of the following:

□
Carefully and thoroughly review the quiet title training materials, even if this is not your first quiet title or real estate transaction case.  The materials are available on the “Homeownership Training Materials” page of our website, available through https://www.phillyvip.org/volunteer/resources/.  The training materials contain vital steps that should be taken in every quiet title case, and many steps that should be taken in real estate transaction cases.  If you feel that a certain step does not need to be taken in your client’s case, you must discuss it with a staff member at VIP before proceeding forward.

Please be aware that we regularly update the training materials several times a year with significant substantive and procedural changes.  As a result, we strongly recommend that you not rely on printed versions of the training materials.  
□ 
Promptly review the case file for any delinquent real estate taxes owed on your client’s property AND/OR whether the tax collection has filed a collections action in court (which will be evident from the VIP case file and title report). From there, please ensure that he/she enters into a payment plan for any delinquent real estate taxes and/or water/sewer charges.  VIP staff reviews cases for delinquent tax and utility shut off issues, however emergent problems occasionally arise throughout the referral process and can be missed.  The City is now regularly initiating court actions to have properties with delinquent real estate taxes sold at Sheriff’s sale, through the City Law Department and/or through its collection agents of Linebarger or GRB.  However, the City, Linebarger, and GRB have agreed not to initiate any such court action against VIP clients who are in the process of obtaining legal title to their homes. You can assist your client in entering into these payment plans, or you can ask a VIP staff member to refer your client to an agency that can assist him or her.  Please see the quiet title training materials for more information.
□
If a real estate tax collector has initiated court action against your client, keep the tax collector updated on the status of the case by closely following the procedures outlined in the training materials. 
□
If the record owner is deceased or if you are unsure if they are deceased, check with the Register of Wills to determine whether there has already been an estate file opened for them.  Please see the quiet title training materials for more detailed information on how to do this.

□
Review the title report for your client’s property (which will be sent to you by a VIP staff member within a 
few weeks of the referral of the case):

□ 
Determine whether there are open mortgages, judgments, or other liens on the property.  If there are, you must properly address these liens before any steps to transfer title of the property are taken.  Please consult with a VIP staff member if necessary.
□
Fully discuss the results of the title report with your client. Please see the quiet title training materials for more detailed information on title reports.

□
Submit an application to the Tangled Title Fund early in your client’s case, so that your client’s application for funds can be approved before funds are needed to pay for costs like advertising, potential costs included in discovery, and title insurance premiums.  The application materials are available on the “Tangled Title Fund” page of our website, available through https://www.phillyvip.org/tangled-title-fund/how-to-apply/.

Neither VIP nor the Tangled Title Fund guarantees reimbursement for client costs unless proper procedures are followed through the Tangled Title Fund.  Please note that VIP and the Tangled Title Fund do not reimburse for the following costs:

· fees for obtaining copies of documents recorded with the Department of Records
· cost of obtaining a title report
· fees that can be waived by filing an In Forma Pauperis Attorney Certification, including filing fees and certified copies

· incidental expenses (such as express mail and notary fees) that can easily be avoided
· fees that can be waived by through inclusion within the proposed final order, including waiver or transfer taxes and deed recording fees
Please see the quiet title training materials for instructions on how to avoid these costs.  You may also contact VIP staff if you have any questions.

□
Once fully executed, send the signed deed transferring title into your client’s name to VIP to be recorded with a waiver of the deed recording fee.  Please see the quiet title training materials for more detailed information on how to do this.

□
Once your client has legal title, strongly encourage him or her to make a will that devises that property.  You can assist your client in making this will, or you can ask VIP to refer your client to another volunteer attorney who can assist him or her in making a will.  Please see the quiet title training materials for more information on wills and other estate planning documents.
     [image: image2.jpg]In partnership with the Philadelphia Bar Association, Community Legal Services, the Philadelphia Bar Foundation, and Philadelphia Legal Assistance.





[image: image2.jpg][image: image3.jpg]