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5-0 Introduction

The duty of the underwriter is to review all documentation within each specific loan file and ensure
that it meets investor guidelines for resale into the secondary market. If the mortgage process has
been smooth, the underwriter receives a completely processed loan file. All the underlying
documentation is in the correct order and is correctly reflected on the submission documents.

If the borrower qualifies as to credit, income and assets and the collateral is adequate to secure the
loan, the underwriter then may

Approve the loan, subject to their specific approval authority
Recommend the approval of the loan to loan committee
Forward the loan to the investor for underwriting review

Alternately, the underwriter may find the case is not acceptable and deny the approval and return the
loan to the processor or broker. The underwriter may simply conclude that there is more information
required and hold - or suspend - the case for further information.

It is NOT the underwriter's responsibility to package a loan or restructure a transaction to make it
more marketable. However, if time and resources permit and the underwriter does not compromise
the information that has already been reviewed in the file, they may suggest changes to the way the
case was presented.

The underwriter functions in the role of advisor, resident expert, and recognized authority when it
comes to the processing and approval of mortgages. The expectation is that the individual will have
superior product knowledge to most staff. They are the keepers of updated information and alert the
production staff immediately to pending changes in business practice.

However, the underwriter should not be the ultimate source of this information. If there is a
disagreement there should be a neutral process by which the borrower's best interests can be resolved.
No individual can have perfect knowledge. The best way to avoid disputes in the area of subjective
determination is to have an educational forum where the underlying philosophy is "continuing
education" where everyone learns. As a result, the underwriting function also is a product knowledge
training function responsible for assuring the production staff has appropriate knowledge to produce
quality product.

Page 1
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5-10 - Underwriting Position Description

Description

The underwriter is responsible for the review of individual loan files to assure with secondary market,
mortgage insurance or guaranty guidelines.

Prerequisite Experience

e 2-5 Years of mortgage production processing or similar experience.
Detailed knowledge of FNMA/FHLMC, FHA, VA and Local Revenue Bond or Housing
Authority guidelines.

e Direct Endorsement certification for FHA approval authority - or eligible to participate in
instruction.

e Veteran's Administration Automatic Underwriting authority.

e Associates or Bachelors degree or MBA certification.

SPECIFIC RESPONSIBILITIES

Maintenance of Loan Submission Log, Preparation of Daily, Weekly Underwriting Reports
Distribute Approval Notifications and Updating Loan Approval Status

Monitoring Changes to Loan Registration Information

Monitoring and Distributing to all staff changes in Industry guidelines, practices and relevant
information

Prepare Bulletin summarizing changes for distribution to all staff

Prepare and Provide regular training for processing, operations and origination support staff

e Maintain all Information Resources, including investor loan guidelines

Page 2
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5-11 Underwriting Flow

Responsible Party

Description of Task

Processor

Prepares case for submission using standard pre-submission checklist and copying file
in correct file order

Underwriter

As received, logs Loan as submitted in
loan status screen in Loan Tracking,
General.

| POINT for wir e PSRNV BT clf TRl E = Tl il gLtk alks insiicied. Mic k)
I Fie Edt Fe e BouCofor Uities Window Help 5|

Insert Submitted date in field. This is the
same screen the underwriter will use to
indicate approval, suspended, denied status.
While here, check status of other items to
populate fields

7

Underwriter

Utilizes appropriate checklist to initiate review of loan

Underwriter

If outside investor, PMI loan, determines program acceptability to investor, PMI
Company

Underwriter

Complete underwriting analysis, reviewing documentation to assure compliance with
loan specifications as outlined by investor

Underwriter

In THE SOFTWARE - Conditions. Outline itg
required to meet underwriting approval
number them as whether these are

prior to closing (Doc), approval (SUSP),
Funding (fund). It is important for

reporting purposes that the conditions

are listed with the most critical items

first. (i.e. do not start conditions with

hazard insurance, right of rescission or
other boilerplate conditions.

| Poin for wirg i DAL RN BNE] el el R T el e TRl nelkS Il IEIES|
I Fie Edt R e Bo/Cofor Uiiies Window Help EE]

Tracking: Conditions

oc/Fund/Sub/Susp

elled Eamest Money Deposit

L]
(I
(I
L]
L]
(I
L]
L]
(I
(E—
L]
[ ]

Underwriter

Approve - (or forward to loan committee or 2™ signature, dependent on approval level)
Issue approval letter, Underwriter Certification, M/C

Suspend - Issue Suspense Notification

Denial - Issue Denial

Give copy to Operations manager so that they can monitor the quality of processing
Note status date in system

Underwriter/Proce
ssor

Return file to processor. Review contingencies as part of ongoing training

Processor

Makes corrections, cures deficiencies, and returns file to underwriting for re-
underwriting, clearing conditions, or additional consultation

Underwriter

Clears conditions
Makes any required changes to system/registration based on resubmission,
Returns file to processor.

Processor

Reviews for any at closing conditions - forwards file to closing department, if local or,
forwards file to investor for approval and closing.

Page 3
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5-12 Software Introduction

We utilize loan processing software. It is Windows based and follows the conventional loan
application to capture borrower information. From the software we generate all the forms necessary
to comply with laws, collect information from the borrower, and compile the information needed to
correctly analyze the loan for approval.

The most important added benefit of automation is that the information that is entered initially does
not have to be entered, or typed, anywhere else again as long as these procedures are followed. The
old adage "garbage in - garbage out" is important to keep in mind when performing the initial set up
of a loan file. It is often more beneficial to request clarification if there is illegible information, than
to enter it. Once it is entered it can go uncorrected throughout the process. Then it can create a
problem at the end of the process when it is much more time critical, and expensive.

Using Data in the System

The process of using Data already compiled in the processing system is referred to as "Data Export".
Once exported, the information from any borrower file can be utilized in any other application. This
makes it a perfect way to create custom forms, letters, labels and reports.

% POINT for Windows - [HAMILTON_EXP]
E File Edit Utlties ‘Window Help

E xport Format: :
Executable to Launch: |E:\H5DFFIEE'\WINWDHD\WINW
Document to Link to: |E:\HYDDEU"’1 \PROCES™1.DOC

You can export to any other
application or program by using
the built in export engine

Output Data File: |[Z:\HSEIFFIEE'\WINWDHD\PDINTEXP.TXT | -
Field Name | Field ID |BM‘FCD_BM = Note that each field has a number
1 filename 1 0 | or field 1.D. This is the number
2 | bor first name 100 1] that you use to identify the
3 bor last name 101 0 information you yvish to export to
4 cobor first name 150 0 L another application/program.
b cobor lazt name 151 0
b |bor home phone 106 % //K /
7 bor bus phone 136 0
(] cobor bus phone 186 0
9 borrower zzn 108 0
10 |coborrower ssn 158 0
11 |mailing address 102 0
12 |mailing city 103 1] -

Building an Export ""Template"

There are nearly 5000 fields in the processing program. Most export functions would never utilize
all of these - so we need to tell the program which fields we will use. (You can use or customize the

Page 4
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export template which is built into the software - you do not need to customize them. This section is
to show those who wish to have slightly more control, how to manipulate the program to do this.)

These fields are going to be the borrower information, the loan data, the property information and

the information regarding conditions and service providers.

Main Panel

Data Folder:

| Primary Data Folder

-

e

Borrower

=

Report

Loan Program

Prozpect Master

Data Import

Clozing Cost

Borrower M aster

[Data Export

=

% Mew /[ Find

}\ Copy }\ Move >\ Delete }\Hehgild Listf

Using the Exported Data

=

Recent Files »
Communications..
File Open...
Liilities »
Login Again...
Tech Support...
About._

Cancel

ﬂ Exit App

The data that has been exported is most commonly exported to Word documents. There the data is
"merged" into form letters which have been set up to recognize that certain fields go in certain places.
It is wise to keep a separate file of these documents on your PC so that they can be called upon one
at a time when needed. Also, once the document has been opened once, Word "remembers" that it
used the software export file, making future exports nearly automatic.

If you were creating a new template,
you would click here before clicking
on "Data Export"

To view which fields are reflected
in the export template, simply click
the data export template.

Page 5
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Suppose there is a letter you type over and over again - a welcome letter to a borrower. Wouldn't it
be easier if you could simply capture the information in the loan processing program and give it to
your word processing program so that all you had to do was print out the letter? This is what the

export does.

Preparing to Merge

Step 1

Select the Export
Template

From the software
Main Menu, go to
Data Export, and set
up your template.

Output Data File:

#/ POINT for Windows - [HAMILTON.EXP]

M Fie Edi Utities Window Help

(51|

Data Export Template

This is the

Document to Link to: [C:\MYDOCU~1\PROCES~1.D0C

| _Browse |

[C-AMS OFFICE\WINWORDAPOINTERP.TXT |

Field Name

1 _[filename

2| bor first name

3 |bor last name

4 |cobor first name
5 |cobor last name
6 |bor home phone
7 _|bor bus phene
8 | cobor bus phone
9 |bomower ssn
10| coborrawer ssn
11_|mailing address
12 | mailing city

[ Field 1D |Brw/Co Brw] =
1

100
101
150
151

06 ______o—

ceooes

program you
use

136

186
108
158
102
103

ceoocood

Step 2

Export

In The software, go to
"File", then select
"Export". Choose
which application to
export to. (In this
case Word)

—/KThese are all the Field

ID's from Point that
you will incorporate
into your document

ail Address (162

1,

1 CAWINFOINTAFIELDID. BRW
2BOGOUNDFBRW
3CAPNTTEMPL\DATAEXPAHAMILTON EXP.
ACAPNTTEMPLDATAEXP\FEES EXP

E: a2 DO/DU (Local)
Fredde Mac LP (Local)
POINT for DOS.

FuHa | [ Primary Too [ 502 %

Dther || [~ Secondary | Bottom | 543| %
[ Investment

_ 540 %

E %

Est

819] Income

| e ETP e wowip
oo Vol To

por v e [[3 1/ 90 mths  Dter Prte
ierm 71| Mon Pt 527] Max Loan 20050 -
Contact Info | MIB/FF_| SecondMig | Investment | Credit Scores T~ Keep open

Step 3 -

Open a New Word
Document

You may also open
and insert fields into
any existing
document

W Microsoft Word - Document5

D &SR Y 4 &Y sdoadseme. 7 |G

»
Mormal = Times New Roman | 04208 =
Word Count...
g o ‘ A agosummarize... =
1 AutoComect.. L

Look Up Refersnce...

TIrack Changes »
Merge Documents...
Pratect Document...

k .
=] Envelopes and Labels. .
nen -

Follow the mail merge instructions to
add fields from your export

Page 6
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Solving Simple Merge Problems

Sometimes you will have difficulty locating the data source for the file you have exported. Simply
conduct a search for it within Word and select the file with today's date.

Your documents will initially show the field names given in the export template. To make sure the
document looks the way you want it to, simply toggle the <<field>> code button to preview the
merged information.

You can develop customized letters for nearly every repetitive task you perform, so it is mandatory
to become proficient at this export exercise.

W Microzoft Word - Processing Merge Documents. doc

”'@ File Edit Mjew Insert Format Tools Table VersaCheck

DEE &Sy | F Bl o o

Click on the View Merged Data Button
to assure the document has the look
you want after the merge codes have

Mormal = Univers (W) =14 =B F O been inserted.
” P41 P M Insert Merge Field -

Bppraisal Reguest

- Date: September 2, 1999

To  zappraisal_companys
gappraizer_address 1s

_ gappraizer_address_2y

- zappraizer _phone_numbers

From: loan_regs

™ mlmmalme s

=|e[=]=]4] o

“ Draw » |3 (% | Autoshapes = . ™ [] O 4 |
|Page 1 Ser 1 114 (a1 n1 colt

We focus extensively on the use of this feature because from this point forward we expect that the
documents you generate to communicate with borrowers, underwriters, investors, and others will
come from the data in the processing program. We insist on this. We want the additional quality
checks that come from having others see the data that is being outputted.

Each document that is required can be generated from Word individually under the following names:

Page 7
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e Additional Information Request
e Approval Letter
e Condominium Questionnaire
e Underwriting Analysis
Page 8
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Daily & Monthly Reporting

Daily Reporting

The objective of daily reporting is to weigh the volume of loans coming in to underwriting and
measure the amount of time it takes for the loan to be underwritten.

The report should be generated at the end of every day to review the volume of loans pending review.
This report is generated from THE SOFTWARE.

Select report from the main interface, and then select "generate report".

# POINT for Windows - [UNDWSUBM_RPT]

EEHE Edit Utiities window Help

Click on "generate report to

bring up the selection
criteria.

Repoil Title: |Daily Submission Report

SIEEE

Soit By: | Submit

Enter the selection
criteria for the report -
dates

ThonBr[appov
e Then By: | Est Closing Date
Ay
Field Name [ Field ID Width|Dec [T/A] Conc
1 Borrower NAME 22
2 Loan Amt 819 13
3 Processor 18 12
4 Loan Officer 19 12
5 Submit 6025 10 <= TODAY
6 |Approv 6030 10
7 Suspend 6065 10
8 Deny 6045 10
9 Est Closing D ate 6075 10
n
Generate Report for: Print

clive Files  [Report Period: Page Break
only? Date: between:
Date: ubmitted 7| - [betwe
. [09/m1/1339 ves

Prospects Export Excel

This will generate a report which is to be distributed to management.

= D Export ASCII
Ho Through: 09/30/1999 ——I
| LRI & Na Close
No. | Borrower | Loan Amt_| Processor |Loan Officer| Submit A
1 Corette, John E. 194,400.00 Jane White  Mike Smith  09/06/1999 09/
Z Ericsson, Neil 650,000.00 Jane White Mike 3mith  03/08/1933
3 Bogounoff, George 109,000.00 Jane White Mike Smith  08/07/1993
4 Aparicio, Juan 225,000.00 Jane Uhite Mike Smith  08/07/1993
Baurista

determine whether additional personnel need to be applied to the case load.

Management will then
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Insert Logo Here
Company Name
Underwriting Module

Monthly Reporting

A Monthly report can be generated the same way. The purpose of the monthly report is to identify
larger trends such as:

e Too many loans are being suspended or denied
e Sources of problem submissions

Generate Report =

chive Files Heport Penod: Page Break Generate Heport for: Print |
only? D ate: between: =
Loclles wmte J Submit Prospects

* Yes From:  |09/01/1999 P —l
" Mo Through: W-‘ 0/1999 & No Bommowers | —

No. | Borrower Loan Amt | Processor |Loan Officer| 9

l|Corette, John E. 194,400, 00 Jane White Hike Zmith 0
z|Ericsson, HNeil 650,000,00 Jahe White Hike Zmith

3|Bogounoff, Geor 109,000,00 Janhe White Hike 3mith

dlAparicio, Juan Z25,000,00 Jahe White Hike 3mi
Bautista

/

ﬂhe reports that the software can generate are not flexible (the

In the monthly report,

change the reporting data cannot be readily manipulated). In order to perform further
period to expand the analysis or to quickly modify report results you should use the
report coverage. Export Excel feature. This will allow you to obtain any derivation

you wish, without having to create a new report every time.

- /

- /
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