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PROTECTING YOUR TECHNOLOGY ASSETS





ESCROW INSTRUCTIONS & CHECKLIST  


GUARD-IT CORPORATION ESCROW AGREEMENT 

Step 1 – E-Mail info@guard-it.com for draft agreement and fill-in all highlighted blanks.

You may also securely submit your information to us online at https://www.guard-it.com/secure/set_up.html.  We will e-mail a completed draft and exhibits to you the same or next business day.  If any edits have been made to the original draft, please forward a copy to us by e-mail to jford@guard-it.com for a quick review before printing.

Completed __________ By __________ Date _______________ Note _________________________________

Step 2 – Identify Your Beneficiary(ies)
For Two-Party Escrow Agreements, complete an Exhibit C for each Beneficiary you are initially enrolling to your Escrow Agreement.  We will send Beneficiary Enrollment letters and semi-annual status reports to all of your Beneficiaries as they are enrolled.  For Three-Party Agreements, simply fill-in the blanks in the draft (See Step 1).

Completed __________ By __________ Date _______________ Note _________________________________

Step 3 - Print & Sign the Originals

For Two-Party agreements, print and sign two copies of the final agreement and its exhibits. For Three-Party Escrow Agreements print and sign three copies (including all signatures) of the final agreement and its exhibits.  Please double-check spelling, contact information and signatures before shipping.
Completed __________ By __________ Date _______________ Note _________________________________

Step 4 - Prepare Your Deposit Materials

Prepare one copy of your Deposit Materials, as described on Exhibit B.  All source code, data and documentation may be recorded on one or more CDs (recommended).  Please label each item in accordance with Exhibit B.

Completed __________ By __________ Date _______________ Note _________________________________

Step 5 - Prepare Your Payment

Make checks payable to “Guard-IT Corporation” for setup, first-year maintenance and any beneficiary enrollment(s) that may apply (see Fee Schedule).  Forward your billing instructions for fax or mail receipt of our invoice to info@guard-it.com or call (512) 282-1995.  Please include your billing contact info in your e-mail.

Completed __________ By __________ Date _______________ Note _________________________________

Step 6 – Deliver Escrow Package to Guard-IT

Send completed package (agreement, deposit materials and payment) to our delivery address below.  Upon receipt, Guard-IT will return signed copies of the agreement and escrow status letters to all Parties.  If you are in the Austin area, call (512) 282-1995 to schedule free pick-up of your escrow agreement and deposit materials.

Guard-IT Corporation Escrow Services

1250 S Capital of Texas Hwy, Bldg 3, Ste 400, Austin, Texas 78746 USA
E-Mail info@guard-it.com   Phone 512.282.1995   Fax 512.282.1895
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