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Pillar #1 – Licensing 
 
 
Effective Date Approved By (Manager): Approval Date 

 
June 15, 2015 

 
Lisa Hannah Walker 

 
July 8, 2015 

 
 
Applicable Parties: 

 

Employees, Temporary Employees, Service Providers (Vendors, Contractors, Couriers, and 3rd parties) 
required to hold a license to conduct the business of title insurance and settlement services. 
 
 
Supporting Documentation 

 

 Company Tracking Log 
 Employee Tracking Log 
 Proof of License and Corporate Registration (as applicable) 
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PO 1.01 – Required Licenses and Registrations Policy 
 

On an annual basis the Company reviews the state mandated insurance licenses and corporate 
registration (as applicable) to ensure it remains in good standing with the state. 
 
PR 1.01(a) - Company Required Licenses and Registrations Procedure 

 

Establish Company Licensing  
(Note:  Requirements based on state/county) 
  

1) Identify all states in which Company does business; add information to Company Tracking Log. 
 

2) Determine licensing and registration requirements for each state. 
a. Secretary of State Website - http://www.e-secretaryofstate.com 
b. Department of Insurance Website - http://www.naic.org/state_web_map.htm 

 
3) Apply for license and registration based on state requirements with applicable state regulatory 

department or agency. 
a. Track application process to completion for each license and registration on Company 

Tracking Log. 
 

4) Upon approval and information received add license information (i.e. number, expiration dates) 
to Company Tracking Log. 
 

5) Place a copy of the license and registration in a single location. 
 

Maintain Company Licensing: 
(Note:  Requirements based on state/county) 
  

1) Perform a monthly review of the Company Tracking Log for licenses or registrations expiring 
within the next 30 days. 
 

2) Identify any licenses that are expiring. 
 

3) Renew license and update Company Tracking Log. 
 

4) Place a copy of the license in a single location. 
 
 
PR 1.01(b) - Individual Required Licenses and Registrations Procedure 

 
Establish Individual Licensing: 
(Note:  Requirements based on state/county) 
 

1) Identify all states in which Company does business, add information to Company/Employee 
Tracking Log. 
 

2) Determine licensing requirements for each state. 
a. Department of Insurance Website http://www.naic.org/state_web_map.htm 
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3) Apply for license based on state requirements with applicable state regulatory department or 
agency. 
a. Track application process to completion for each license on Employee Tracking Log. 
 

4) Upon approval and receipt of information received add license information (i.e. number, 
expiration dates) to Employee Tracking Log. 
 

 
Maintain Individual Licensing: 
(Note:  Requirements based on state/county) 
  

1) Perform a monthly review of the Employee Tracking Log for licenses or registrations expiring 
within the next 30 days. 
 

2) Identify any licenses that are expiring. 
 

3) Renew license and update Employee Tracking Log. 
 

4) Place a copy of license in a single location. 
 
 

PR 1.01(c) Title Insurance Forms License/Waiver 
 
 
Clear Title, LLC is licensed to do business in Alabama only and is a current member of ALTA.   
 
If you do not hold a license for the current calendar year, you may obtain a license by becoming 
an ALTA member, purchasing a Policy Forms License or applying for an Occasional Use Waiver. The 
Occasional Use Waiver is only applicable if your agency wrote title insurance on 50 or fewer 
transactions during the previous calendar year. This means that a transaction for which you issued 
both a Loan and an Owner's Policy would only count as one transaction towards your total of 50.  
 
Occasional can be used by any Company which issued less than 50 transactions for the prior physical 
year. If your Company issued less than 50, you may apply by clicking on the following link: 
http://www.alta.org/waiver Use Waivers. 
 
 
 



               ALTA Best Practice #1 – Licensing  
Print Date: 10/24/15  | Page: 4 of 9	

 
 

 

 

 

 

 

 

 

 



               ALTA Best Practice #1 – Licensing  
Print Date: 10/24/15  | Page: 5 of 9	

 

 

 

 

 

 

 

 



               ALTA Best Practice #1 – Licensing  
Print Date: 10/24/15  | Page: 6 of 9	

 



               ALTA Best Practice #1 – Licensing  
Print Date: 10/24/15  | Page: 7 of 9	

 



               ALTA Best Practice #1 – Licensing  
Print Date: 10/24/15  | Page: 8 of 9	

 



               ALTA Best Practice #1 – Licensing  
Print Date: 10/24/15  | Page: 9 of 9	

 


