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4-00-1 Introduction to Loan Processing

Welcome to Company Name. Our objective is to provide the highest quality service and
we do this by documenting our process. This module is designed to define our policies and
procedures. Our objective is to have a defined procedure for all tasks. In this way we have
a system. Relying on the system allows us to identify repetitive problems, assure that our
loans are of the highest quality, and to remove the burden of compliance from individuals
to the system. Whenever a task is unclear in this system, you should identify it to your
manager for improvement. You must follow the procedures we outline or seek written
clarification.

The Processing Position

If the loan application is perfect, processing is where the home loan sequence may begin
to reveal its nightmarish realities. Under normal circumstances, it is the processor’s duty
to complete the verification process, assure regulatory compliance and prepare the case for
presentation to the underwriter, loan committee or other decision maker.

Application Order Credit
Receved | [ »| DetaEniy | [ | CRaors
Appraisal

When File is

CS:OT: plete, Pre-Underwrites Loan
S mit to <:| — Identifies
nderwriting Deficiencies

It seems like a simple process. But what seemed apparent to the loan officer isn't so
apparent to the processor. If it isn't apparent to the processor, it isn't going to be apparent
to the underwriter, either. In an ideal situation, the processor and loan officer work together
to identify "critical" items which could cause the loan to be denied and ascertain whether
they can be fixed. Working together and with the borrower it is likely that any adverse
information can be refuted.

Then there are non-critical items - things that the loan can be approved "subject to" or as a
condition of the approval - "nickel & dime" conditions. The problem comes when a
processor doesn't segregate the level of importance of various documents and mails a
simple list of outstanding documents to a borrower. Suddenly an inconsequential bank
statement or other innocuous pieces of information are as important to the borrower as a
critical document, such as proof that a delinquent account is incorrectly attributed, or the
current years' tax return. The borrower receives the list and puts everything together,
except for the critical document, and sends it in. The mail gets reviewed a week later and
suddenly - nearly 1 month into the loan process - there is a huge problem. This is why a
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complete application is so important. At Company Name this is the role the processor
plays. He or she is responsible for reviewing initial submissions to assure that there are
not substantial omissions.

Instead of simply acting as a checker of files and a sender of forms, the processor can be
much more useful to the customer by taking his or her expertise and guiding the borrower
through the process.

Because of this it is important to identify the role of the processor — what exactly he or she
is supposed to be doing.
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4-01 The Processors Duties & Responsibilities

Job Description - Mortgage Loan Processor

Overview

Assist customer in obtaining approval by working with loan officer, underwriter and
closing department. Review application for completeness at the time of receipt and prior
to underwriting. Initiate requests for all documentation needed to support approval.

Specific Duties

e Receive loan application after registration

e Review against loan plan specifications for accuracy

e Enter into computer assisted processing program

e Generate Loan Application (1003, 2900), Transmittal Summary (1008, 2900 LT,
1802), Appraisal Request (2800)

e Generate Disclosure Documents Appropriate to Registered Loan Program

e Order and review credit report

e Order and review appraisal

e Compile case in Stack Order

e Enter Loan into Logs

¢ [Initiate contact with customer requesting additional documentation

e Track outstanding documents and follow up with customer, loan officer, referral source

e Update Status daily as to incoming and outgoing documents

e Ascertain readiness for loan underwriting

e Pre-Underwrite case against checklist to identify problem areas prior to submission to
underwriting

e Evaluate deficiencies and notify customer, loan officer and referral source of critical
issues.

Page 3



Insert Logo Here

Company Name
Processing Module

4-01-1 General Description of Duties

The loan officer, if there is one, performs the role of “field underwriter." However, he or
she should work with the processor to determine what information is needed prior to
submitting a loan to an underwriter. The loan officer should not burden the processor with
the duty of trying to qualify a borrower. Items which are generally “critical” in the
determination of approval are those which materially impact the borrower’s income, assets
or credit history. Specifically, the file should not be submitted with critical information
missing, unless it is done as a referral for judgment as to whether they missing information
can be resolved. Information which is required in order to satisfy compliance or to complete
standard documentation requirements is not critical and should not arrest the loan
submission.

Day 1 DayS5 Day 10Day 15Day 20Day 25 Day 30Day 35 Day 40 Day 45Day 50

Application
| Underwriting >
File Opening
| Processing > II
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4-01-2 Process Flow

The Loan Process
Loan
Application ‘:Q
{ L Loan Reviewed by
Manager/Processor
Field Application [y Loan Entered L using base
Pre-Application H into Computer H checklist
Loan Set up Completed
registration/lock Appraisal/Credit
completed Verifications
Orlglnatlon > Welcome Package Sent -
-
4 L g
(2]
(14
Week 4 Week 3 Week 2 A
Notice of Incomplete “Drop Dead Date” Appraisal Due In =3
P Application ﬁ‘ Letter " Credit In «Q
A —p| ECOA Deadline i_ Appraisal/Credit h_ Deficiencies from
A Letter Borrower Due
Information Received
Loan Submission \/
Verbal Verifications, Certify True,
o ] Cover Memorandum
b Loan Suspended Base Checklist c
i i 3
Registration a
(1)
=
.| Loan Denied Loan Approved 5
" «Q
~_
A
Approval Notification o)
Closing Department Checklist o
Lock-in/Fee Sheet 3
Closing Notification Letter ‘g
—
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4-01-3 Contract Processing

Company Name follows SAFE Act requirements for determining the eligibility of support
staff. Contract processors are independent contractors if:

e The processor represents themselves to the public to be an entity separate from the
lender (e.g. email domain, business cards, company name, etc.)

e The processor gets compensated in any way other than income reported on a W2
The processor performs processing or other loan origination activities for more than
one entity

An independent contractor may not engage in residential mortgage loan origination
activities as a loan processor or underwriter unless such independent contractor is a State-
licensed loan originator.
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4-20 Software

Software Introduction

[Insert your software manual here]

Company Name utilizes loan origination/processing software to take applications and
submit loans. The software 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.

Please refer to the software manual for Company Name’s processing system for specific
information on document completion. Illustrations are provided here for when there is
interaction between processing software and the position duties.

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 incorrectly,
it may go unnoticed until the end of the process when time is more critical.
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4-02-01 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]
m File  Edit Utltes ‘Window Help

= " Yosoanamertio v
Executable to Launch: |C:\MSOFFICE\WINWORD\WINWORD EX| ~ Browse. | L the built in export engine
Document to Link to: |C:\MYDOCU~1\PROCES™1.DOC | Browse... |
Output Data File: |E:\HSUFFICE‘uWINWI]HD\PDINTEXP.TXT |
Field Name | FieldID [Brw/Co-Brw| =«

1 filename 1 1] ==

2 |bor first name 100 1]

3 |bor last name 101 1]

4 | cobor first name 150 1]

b |cobor last name 151 1]

b bor home phone 106 0

7 |bor bus phone 136 1]

8 |cobor bus phone 186 1]

9 bomower gzn 108 0

10 |coborrower szn 158 0

11  |mailing address 102 0

12 |mailing city 103 0 -
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4-02-03 Building an Export ""Template'

There are nearly 5000 fields in the software 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 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 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 [ [ ]

Cancel

=

\ Hew /(: Find :}\ Copy :\ Move :}\ Delete :\Hehgild List/ ﬂElﬂ App

Data Folder: | Primary D ata Folder j| Recent Files »
Communications._.
= =e Communications..
& E——” % File Open...
=
Borrower RBeport Login Again
Loan Program Prospect Master D ata Import ety Sl
Clozing Cost Borrower Master Data Export

4-02-4 Using the Exported Data

The data that has been exported is most commonl
the data is "merged" into form letters which have be
go in certain places. It is wise to keep a separate fi
that they can be called upon one at a time as needed
initially, Word "remembers" that it used the
omatic.

ported to Word documents. There,
t up to recognize that certain fields
these documents on your PC so
0, once the document has been
re export file, making future

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

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

4-02-4 Preparing to Merge

Step 1

Select the Export
Template

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

Step 2

Export

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

Step 3 -

Open a New Word
Document

You may also open
and insert fields into
any existing
document

%/ POINT for Windows - [HAMILTON_EXP]
# Ele Edt Utites Window Help

Advanced...

Data Export Template

This is the

Esecutable to Launch: C.\M50FFICE\WINWDHD\WINE?E!.EE Emw:e
Document to Link to: [C:\MYDOCU~1\PROCES~1.D0C Browse. |

|C.\M50FFICE\WINWDHD\PDINTEXP.TXT ‘

Output Data File:

program you
use

//These are all the Field

ID's from Point that

Field Name [ Field D [Bre/Co-Brw ]~
1 |filename 1 0
2 |bor first name 100 0
3 |bor last name 10 0
4 |cobor first name 150 0
§ | cobor last name 151 0
6 |bor home phone 06 _____0o—m
7 |bor bus phone 136 T
8 | cobor bus phone 186 i
9 |bomower ssn 108 0
10| cobomower ssn 158 0
11_|mailing address 102 0
12| mailing city 103 i -

INT for Windows - [FIELDID.BRW]

BouCoBor Usiiies Window Help
Cul

n CtlD  Phone #i

| i EC A
s CE i Address [112

w 571
om [58 x

Cul+P

540 %
%
S LCAWINPOINTVIELDID BRW
2E0GOLNDFERW 9
SCAPNTTEMPLAD) TonEe .
© ACAPNTTEMPLID, £xp
£ EE Income [ w0
e .o o ST oo
. Tom/ue [ ]2 T nte  othor Pats
ez 1] MonPat 527 Max Loan 20050 -
ContactInfo | MIE/FF_|| Second Mig | lnvestment | Credit Scores T Keep open

W Microsoft Word - Documentd
% Fle Edit View Insert Farmat | Tools Table VersaCheck Window Help

ODE - | = 1';| b E: % speling and Grammar... F7

L »
Harmal = Times New Roman | 9100
wiord Count..,
g Q| ———— ~ ] AutoSummarize...
] ... AutoCorett..

Look Up Reference. .

Track Changes »
Merge Documents...
Probect Document...

Mai

=] Envelopes and Labels...
Lo i

you will incorporate
into your document

I Keep open
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