
 
 
 
Court Street USA has become a reliable provider in the real estate industry for search services. We have 
been doing document retrievals and title searches since 1999. We provide our clients with nationwide 
document retrieval and title searches that are used in refinance, purchase, and foreclosure transactions. 
We have a variety of work and include clear instructions on an order form with each order. We operate 
our company based on the shared values of the owners which have been cultivated in each of our 
employees. We strive to express and manifest our culture through our work. We are always looking for 
ways to make the searchers job easier while providing a fast quality search for our clients. We welcome 
you to our team! 
 
If you wish to sign up to become a vendor for Court Street USA, we require a few simple forms and will 
get you in touch with a vendor representative right away.  
 
Please return the following to abstractors@courtstreetusa.com 
 

• Abstractor Application  

• Direct Deposit Form 

• Gramm-Leach-Bliley Act Compliance Agreement  

• Mutual Non-Disclosure Agreement  

• E&O Certificate, with our company being added as a Certificate Holder 

• W-9 

• Fee Sheet 
 
 
 
Thank you, 
Court Street USA 
Vendor Representative Team 
101 Data Farm Rd. 
Falmouth, KY 41040 
Phone: (866) 231-2400  
Fax: (877) 834-9296 
Email: abstractors@courtstreetusa.com 
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Order Types and Requests 
 
Document Retrieval Orders:  
This requires research of the public records to locate specific document(s).  
 

• Please fill out our order form completely, including answers to all questions.  

• If the requested mortgage/document is not found, follow the No-Find instructions on the order form 
for all document retrieval orders and  provide detailed information of the closest mortgage of 
record for the given property address. Include assignments and release information for the closest 
mortgage.  

• Tips for locating a mortgage on a no find: Determine the owner at the time of the mortgage and 
search all name variations of that owner. Search for a loan modification that may contain the 
mortgage amount requested.  

 
 
Title Search Orders: (Only in the following states: FL, IL, IN, KY, MI, NJ, NY, OH, PA, TN) 
This requires research of the public records to locate encumbrances to a specific property for the 
requested length of search. Each order form will include instructions detailing the length of search 
required and copies required. The search is not limited to the copy requirements and all encumbrances 
should be reported.  
 

• Please fill out our title report form completely, including answers to all questions.  

• The order form includes the copy requirements for each search.  

• Notify us of additional parcels or if the borrower provided is not in title before proceeding. 
 
 
Recordings:  
This requires documents to be walked in to the Recorder for recording. Please do not ship the 
documents to the county to be recorded and do not E-File.  
 

• Provide proof of recording right away by returning a time stamp or receipt.  

• If the document is rejected by the Recorder, please notify us of the reason before returning it to our 
office. In some cases, we can fix the issue without needing the documents returned.  

• Please notify us before fronting additional fees and provide a receipt to be reimbursed for fees 
fronted.  

 
Guidelines 

 
Vendor Web Portal:  

• Log on to www.courtstreetusa.com  to upload completed orders, verify open orders, provide status, 
and communicate with your vendor rep.   

• Completed orders should be uploaded through the portal to avoid delay. The portal does not 
require you to type any portion of the search and has an easy to use upload feature.  

• Order forms and blank reports will be emailed or faxed, but are also available on the portal which 
offers a fast way to print multiple order forms at once.  

• Review your open order report to verify that all new orders were received and that we have 
received all of your completed orders.  
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Guidelines (continued) 
 
Invoicing:  

• Please inform us in writing of any pricing changes. Please fill out a new fee sheet for all coverage and 
overall pricing changes.  

• The service fee and total copy charges should be listed in the invoice section on the order form, or a 
separate invoice can be included. Copy fees will not be paid unless listed.  

• Copies will be reimbursed at county copy costs for all billed and requested pages. 

• Follow the copy instructions on each order form. Please ask your vendor rep to clarify the order 
form before making any copies that are not clearly requested. Only the requested copies can be 
reimbursed.  

• Fees for commercial orders must be approved in advance. Contact your vendor rep with the quote 
within 24 hours of receipt of the order.  

• Payments are made on the 15th of each month for all work completed in the previous month.  

• Notify abstractors@courtstreetusa.com of any discrepancies within 90 days of receiving payment. 
Notifications after 90 days will not be reviewed.  

 
Turn Around Time:  

• Due dates are listed on each order form.  

• ETA’s should be provided for each order through the Vendor Web Portal or to your vendor rep.  

• Communicate delays to your vendor rep.  

• Your vendor rep will reach out to discuss all overdue orders. Overdue orders may be reassigned. 

• If you are having trouble meeting our due dates, please communicate this with your vendor rep.  
 

General:  

• Title Searches must be completed on our title report form. A form will be provided with each order. 

• Notify us if the county is not correct. Do not proceed to search in another county without approval.  

• Any incomplete order can be canceled at any time without payment. If the search is complete at the 
time we notify you of the cancellation, it must be returned to our office within an hour of the 
cancelation notice in order to be paid.  

• E&O insurance is required for all searchers completing title searches. We require a copy of the 
Certificate, and will only accept the Binder or Declaration pages temporarily until the Certificate can 
be provided. We ask that you add us as a certificate holder with your insurance company.   

• Please provide a one week notice for any closings and vacations.  

• We pre-screen each of our potential searchers to reduce risk of fraud and ensure the quality of our 
work. A background check may be completed at no cost to you as part of this process.  

• A test search may be requested before receiving live orders.  

• If you choose to sign electronically, you agree your electronic signature is the legal equivalent of 
your manual/handwritten signature on this Agreement, and that your signature on this Agreement 
(hereafter referred to as your "E-Signature") is as valid as if you signed the document in writing. You 
also agree that no certification authority or other third party verification is necessary to validate 
your E-Signature, and that the lack of such certification or third party verification will not in any way 
affect the enforceability of your E-Signature or any resulting agreement between you and Court 
Street USA.  You are also confirming that you are the Vendor authorized to enter into this 
Agreement.  
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Abstractor Information 
 
 
 Name of Company:  
 
 Manager or Owner:  
 
      Mailing Address:  
 
          Home County:  
 
    Shipping Address:  
 
    Phone:                                                    Fax:                                                          Cell: 
   
     Email:                                                                                          Fed Tax ID # or SS #:  
   
Please list the names of your abstractors and their contact information: 
 

Name Coverage Area Phone Email 

    

    

    

    

 
Please check mark the services you offer:       Doc Retrieval       Title Search       Recordings       Commercial 
 
Do you have E & O insurance?    Yes    /    No 
 
Do you have the ability to send completed searches to our office throughout the day?    Yes    /    No 
 
How many years have you done real estate related searching?    
 
Briefly describe how and where you learned to search: 
 
 
 
 
 
 
 
Please provide at least 1 client reference:  
 
Name:                                                                                    Phone:  



Authorization for Direct Deposit 
 
 
                   Name:  
 
   Business Name:  
 
                Address:  
 
                   Phone:                                           Fax:                                            Email:                                                                      
                    
       FEIN or SSN #:                                           Issue 1099    Yes    /    No 
 
   Business Legal Entity (Corporation, Partnership, Individual):  
 
          Bank Name:  
 
                Address:  
 
    Bank Routing #:  
 
   Bank Account #: 
 
      Account Type:   Checking    /    Savings 
 

 

 

 

This authorizes Court Street USA to send credit entries electronically or by any other commercially 

accepted method to my (our) account indicated above. This authorizes the financial institution holding 

the account to post all such entries. This authorization will be in effect until Court Street USA receives a 

written termination and has a reasonable opportunity to act on it.  

 

Payments are made on the 15th of each month for all work completed in the previous month. Payments 

can be sent by check or direct deposit. Fill out this form if you are interested in direct deposit. If you 

prefer to wait to sign up for direct deposit, it can be done at any time and is not required with the set up 

pack.  

 

 
 
 Signature:                                                                                 Date: 



 

Gramm-Leach-Bliley Act Compliance Agreement 

 
The Financial Modernization Act of 1999, (also known as the Gramm-Leach-Bliley Act, “GLBA”) is 
intended to protect consumer’s Non-Public Personal Information (NPPI). Court Street USA, LLC (CSUSA) 
may receive or have access to NPPI that is personally identifiable, or could aid in the tracing of 
individuals and or their confidential information. Compiling files on an individual or knowledge of a 
report being requested on their property is considered confidential information. 
 
CSUSA acknowledges that many of our customers are governed by GLBA. According to the Safeguard 
Rule, financial institutions and service providers governed thereby are required to agree to implement 
and maintain such safeguards as established in the Safeguard Rules. CSUSA is responsible to guard all 
NPPI to the extent that CSUSA receives, or has access to, NPPI in any fashion or for any reason. The 
third-party vendor also acknowledges and agrees to safeguard all NPPI related to any information sent 
to them or requested of them by CSUSA. This agreement does not relieve the Vendor of any obligation 
imposed by the GLBA or any other federal and state laws. 
 

1. The Vendor agrees that it will comply with GLBA and all portions of the Rules applicable to it. In 
the event that the Vendor receives or has access to NPPI, they agree to the following: 

 
a. Hold and maintain all NPPI in strict confidence and not use or disclose any Customer 

Information to a third party. If it becomes necessary to disclose NPPI to a third party to 
fulfill obligations, written permission must be obtained prior to doing so. If the Vendor 
believes it is required by law to disclose NPPI to a third party, they must, to the extent 
permitted by law, notify CSUSA prior to making the disclosure to provide an opportunity 
to contest the disclosure with the appropriate authorities. The Vendor shall restrict 
access to NPPI to those persons who have a need to know the information, in order to 
perform their obligations. 

b. Implement and maintain security measures to ensure confidentiality and integrity of 
NPPI that consists of reasonable administrative, technical, and physical safeguards 
necessary to assure Customer Information is safe from theft, loss, unauthorized access, 
copying, modification, use or disclosure during use, transmission, or storage of it. The 
Vendor agrees that at any time it is disposing of documents, records, or other forms of 
NPPI, it is destroyed in a way designed to guarantee that the NPPI contained therein 
cannot be reconstructed by any part after destruction. They further agree to investigate 
and report within twenty-four (24) hours to CSUSA  any breach of the confidentiality or 
security of any Customer Information, along with information necessary to determine 
the nature of the breach. 

c. NPPI should never be left unattended outside of your immediate work area. 
 

2. The Vendor agrees to indemnify and hold CSUSA and its affiliated companies, its officers, 
directors, and employees harmless from and against any damages, loss, cost or liability, 
including court costs, and attorney fees arising out of, or relating to, the intentional or 
unintentional use, disclosure, loss of confidentiality, destruction or loss by the Vendor, its 
employees, or contractors of NPPI or any other violation of this agreement. 

 
Individuals Name:                                                                             Title:                           
 
              Signature:                                                                             Date: 



 

Mutual Non-Disclosure Agreement 

 

To protect certain information which may be disclosed between them, Court Street USA, LLC located 

at 101 Data Farm Rd Falmouth, KY 41040 (hereinafter referred to as “CSUSA”), and the third-party 

vendor (Vendor), an independent sub-contractor are entering into this Mutual Non- Disclosure 

Agreement. 

 

Recitals 

 

A. CSUSA and the Vendor have had mutual discussions (the “Discussions”) that have led to the 

creation of a business relationship that should benefit both parties. 

 

B. In connection with these efforts, CSUSA and the Vendor will each provide to the other 

party certain Confidential Information (as defined in this Agreement). 

 

C. CSUSA and the Vendor wish to provide the Confidential Information on the terms and 

conditions set forth. 

 

Now, therefor, in consideration of the receipt by the parties of the Confidential Information, and for 

other good and valuable consideration, the receipt and adequacy of which are acknowledged here, 

the parties agree as follows: 

 

1. For purposes of this agreement, “confidential information” shall mean any information or 
material that is proprietary to a part or designated as confidential information and not 
generally known by non-party, including but not limited to any information whatsoever 
regarding a party’s clients, all confidential and proprietary information relating to the business 
of the parties and includes but is not limited to information encompassed on/in all orders, 
databases, descriptions, business plans, test data, other data, reports, order forms, and other 
forms created by the parties, recommendations, other plans or proposals. The term 
confidential information includes both oral and written form, or contained in any other type of 
storage medium. Information relating to the providing party’s consultants, employees, 
customers, research and developments, software, or marketing plans is also considered 
confidential information. 

 

Confidential Information explicitly includes any consumer non-public personal financial 

information (“NPPI”) that is covered by the Gramm Leach Bliley Act, The FTC’s Safeguards 

Rule, and/or any other regulations adopted pursuant to the Act, and as such Act or 

regulations may be amended from time to time. The parties agree to keep all such NPPI 

confidential, and agree not to use any NPPI for any purpose other than as specified in this 

Agreement. All Confidential Information disclosed by the disclosing party (the “Owner”) to 

the receiving party (the “Recipient”) shall be treated by the Recipient and by its agents and 

employees, as confidential and shall be maintained by the Recipient and its agents and 

employees in confidence and shall not be disclosed to anyone in any form without the prior 



 

written consent of the Owner. The Confidential Information shall not be used by the 

Recipient or its agents or employees other than in connection with the discussions. 

 

2. The Recipient shall transmit the Confidential Information for the purposes of the Discussions 

only to those persons who are informed by the Recipient of the confidential nature of the 

Confidential Information, who shall have previously agreed to be bound by the terms and 

conditions of this Agreement and who are required to see the Confidential Information in 

connection with the Discussions. In any event, the Recipient shall be responsible for any 

breach of this Agreement by any of its agents or employees. 

 

3. The Confidential Information, including the reports, software, analyses, compilations, 

studies or other documents, CD’s or other information prepared or delivered by the Owner 

will be returned to the Owner or destroyed immediately upon the request of the Owner, 

and the Recipient shall not retain any copies thereof. 

 

4. In the event that the Recipient or anyone to whom the Recipient transmits the Confidential 

Information becomes legally compelled to disclose the Confidential Information, the 

Recipient shall provide the Owner with prompt written notice so that the Owner may seek a 

protective order or other appropriate remedy. The Recipient shall cooperate with the Owner 

in its efforts to obtain such remedies, but the Recipient shall not be required to undertake 

litigation or legal proceedings in its name. In the event that the Recipient is legally obligated 

to disclose any Confidential Information, the Recipient shall furnish only the portion of the 

Confidential Information which is legally required and will exercise its reasonable best efforts 

to assure that confidential treatment will be accorded the Confidential Information. 

 

5. Although each providing party has endeavored to include in the Confidential Information 

certain information which it considers to be relevant for the purpose of the Discussions, the 

parties acknowledge that each providing party makes no representation or warranty as to the 

accuracy or completeness of the Confidential Information. Each receiving party agrees that 

neither the providing party nor any of its directors, officers, employees, affiliates, agents, 

advisers or representatives shall have any liability to the receiving party or to any of its 

representatives resulting from the use of the Confidential Information, except in accordance 

with representations and warranties that may be made in any definitive agreement entered 

into by the parties with respect to the Discussions. 

 

6. Neither CSUSA nor the Vendor, nor any affiliated companies shall, without the prior written 

consent of the other party, solicit to employ or hire as a result of such solicitation any of the 

employees of the other party; provided that this provision shall not prevent either party from 

employing any employee who contacts such party on his or her own initiative and without any 

direct or indirect solicitation other than in response to general solicitations of employment not 

specifically directed toward the employees of the other party. 

 



 

7. Each party understands and agrees that money damages would not be a sufficient remedy for 

any breach or threatened breach of this Agreement by the other party and that the non- 

breaching party shall be entitled, without any bond or other security being required, to 

specific performance and injunctive relief as remedies for any such breach or threatened 

breach without proof of actual damages. Such remedies shall not be exclusive remedies, 

however, but shall be in addition to all other remedies available to the non-breaching party at 

law or in equity. If the non-breaching party enforces its obligations in the event of a breach by 

the other party, the non-breaching party shall be entitled to reimbursement from the other 

party for all reasonable costs and expenses, including attorneys’ fees incurred by the non-

breaching party in connection with such litigation, including any appeal therefrom. 

 

8. This Agreement constitutes the complete agreement regarding the subject matter hereof 

and may not be amended or modified, or its requirements waived, except by a writing 

signed by both parties. No failure or delay in exercising any right or power hereunder shall 

operate as a waiver thereof, nor shall any single or partial exercise thereof preclude any 

other or further exercise of any other right or power hereunder. The invalidity or 

unenforceability of any provision of this Agreement shall not affect the validity or 

enforceability of any other provisions of this Agreement, which shall remain in full force and 

effect. This Agreement shall be governed by and construed in accordance with the laws of 

the State of Kentucky. 

 

 

Individuals Name:                                                                             Title:                           
 
              Signature:                                                                             Date: 
 



Date:  ____________________

 Fee Sheet

Company Name: _________________________________________

*Please fill out fees for all fee types in FL, IL, IN, KY, MI, NJ, NY, OH, PA, TN. All other states only require doc retrieval, deed retrieval and open mortgage search fees.

County
Doc 

Retrieval 
Deed 

Retrieval

Open 
Mortgage 

Search 
 Recording  

Recording 
with 

Update
Update Lien Search 

Current 
Owner 

2 Owner 20-29 Yr 30-39 Yr 40-49 Yr 50-59 Yr 60-69 Yr

 State:  ____________________

Copies are reimbursed at county copy costs for all requested pages. Copy charges must be listed on the invoice to be paid. 
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