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Introduction 
 
To comply with State and Federal Regulations, as well as attempting to anticipate our lenders’ 
requirements, we perform many basic quality control measures.  As a non-funding broker our 
wholesalers and investors double-check our work at the time of registration, submission, 
underwriting, pre-funding and post-funding.  We do not wish to duplicate those efforts, so focus 
our plan on the elements that we control.  
 
Non-Delegated Lending, Table-Funding and Broker Audit Schedule and Scope 
 
Audit definitions, selection and timing represent one of the compliance quandaries in the non-
delegated, table funded or broker operating environment. Sponsoring entities, such as investors, 
lenders or agencies, often request reports reflecting a non-delegated correspondent or broker’s 
quality control activity. Among lenders, the definition of quality control review includes the re-
verification and re-underwriting of all loan file exhibits. For non-delegated entities, including 
brokers, this is a contradiction since, by definition, there is no underwriting in the process. To 
clarify the non-underwriting participants’ quality control responsibilities, we set forth the 
following schedule and scope of review. 
 
 
Scope Selection  Timing Definition 

Application 
QC 

100% Within 3 days 
of receipt 

Review initial application and received exhibits. Send 
notice of incomplete application. Note potential Red Flags 
and elevate. 

Underwriting 
QC Review 

100% Prior to 
submission for 
underwriting 

Detailed QC review of all loan file exhibits (credit, income, 
assets, property and disclosures) to identify any defects. 
Identify potential Red Flags and elevate. 

3rd Party 
Review (by 
Lender/UW) 

100% Upon receipt of 
underwriting 
disposition 

Detailed review and response to 3rd Party (lender) 
underwriting review. Address all defects. Collect statistics 
re: Gross and Net Defects 

Fair Lending 
Audit 

100% Upon 
withdrawal or 
denial 

Review to ensure Notice of Incomplete Application 
(cancellation) or customer withdrawal. Retain internal or 
lender notice. Ensure 2nd level of review for declined. 

Post-Closing 
Compliance 

100% Within 3 days 
of closing 

Reconcile fees and refund overcharges. Reissue CD if 
necessary. Review and retain all audit exhibits 

Annual Audit Random Within 90 days 
of first closing, 
then annual 

QC review of sample closed, denied and withdrawn for 
fair lending, compliance, fraud. Operations review for 
advertising, SAFE, Privacy, AML, Cyber, training 
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Section 1 - Application Quality Control 
 
To ensure that our applicants provide all the documentation that our underwriters, lenders and 
investors require, we have compiled a checklist of items that we request from each borrower.  
We use this checklist to request information prior to application, but also to review the standard 
documentation received to evaluate whether there is missing information.   
 
Complete Application Process 
 
The loan originator reviews all borrower documentation at the time the borrower submits it.  The 
Complete Application Checklist form is used for this purpose.   
 
Notice of Incomplete Application 
 
We must record information missing at the time of application and provide a copy of the missing 
information request to the borrower, to comply with the Equal Credit Opportunity Act. While we 
have numerous formats for this request, regardless of form we must reflect the date of the missing 
information requested and the deadline for providing the information. The Complete Application 
Checklist has been provided for this use. If the customer does not provide the information by the 
deadline, we may cancel the application using the determination “Incomplete Application.” 
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Complete Application Checklist Form 
 

 
The Complete Application Checklist is to be given to the applicant at the time the initial application is submitted and at each additional 
request for information. 

All required information 
outstanding at the time the 
customer submits an application 
must be noted on the Complete 
Application Checklist. 
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Loan Application Process Flow 
 

Step Responsible Party Description and Timing 
Set Appointment  Loan Officer Preferably in Realtor’s Office.  Invite Realtor to 

attend.  Never schedule appointments for someone’s 
residence.  No copier.  

Prepare Applicant Loan Officer Preferable not to set appointment until applicant can 
complete pre-application checklist.  At a minimum 
obtain income and assets documentation.  

Obtain Property 
Documentation 

Realtor/Builder Provide Sales Contract, Copy of Listing and Earnest 
Money Deposit Check.  If Refinance, obtain deed, 
survey, insurance 

Completely fill out 
application form 

Loan Officer Collect all available documentation.  Complete items 
needed worksheet and all appropriate disclosures. 
Concur on what items remain to be provided. 

Set up File Loan Officer Within 24 hours – File is set up in prescribed order 
and turned in for review-processing 

Management - 
Quality Review 

Sr. Loan 
Officer/Manager 

Within 24 hours – File is reviewed to assure 
adherence to guidelines and quality of application 

File Set Up Set Up/Processing 
or Loan Officer 

Within 72 hours – Send Truth-in-Lending Disclosure. 

Follow up Loan Officer By 5 p.m. of the day following application – report to 
Realtor on the results of the application 

 
Computer Applications 
 
Applications taken over the computer must still be noted for items missing at the time of 
application.  In the case of SOFTWARE, under the heading of "Tracking", pull down the menu 
and select conditions.  Here you enter all of the items needed to complete the application.   
 
Doing this allows the information missing to be viewed by future users and processors, and allows 
the documentation to be printed from the system. 
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1-27-15 Loan Application Packages and Forms 
 
We provide all forms necessary for loan origination and disclosure in our Loan Origination 
Software (LOS). We provide access to documents which may not automatically generate from 
our LOS by link or on a shared resource. These include the following extra forms.  
 
● Real Estate Schedules 
● Operating Income Statements 
● Net Proceeds Worksheet 
● Self-employed Income Analysis 
● Blank Deposit/Landlord/Mortgage Verification Forms 
● Status Reports 
● Lender Registration Forms 
● Gift Letter Forms 
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The Completely Documented Loan Application 
 
● If handwriting, never use blue ink – always black – blue doesn’t photocopy or scan well 
● Always prepare the applicant 
● Whenever you are queried about underwriting requirements, explain the rationale behind the 

request – don’t say, because the underwriter needs it 
● Always obtain explanations for issues revealed at application 
● Never mail a blank loan application – fill in as much information as possible 
● Never leave a blank space or a total 
● Always try to set up the file immediately after the loan application – information becomes stale 

if you wait until the next day 
● Clarify if the earnest money deposit is included in the current bank balance 
● Field underwrite while you are in front of the applicant – read agreements, rental leases, 

separation agreements, contracts – if there is something wrong, request resolution now 
● Try to avoid revealing problems with qualification until you have had the opportunity to review 

the file.  
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Section 2 – Loan Officer File Set Up 
 
Standard File Order 
 
Once the application is complete, place the file in order and scan, or fasten it. In electronic 
processing, the use of a taxonomy will help a standard file order. Using a "Standard File Order" 
allows the re-review of the file to assure that nothing was missed. Note that for Electronic 
Document Processing we may use the lender’s portal for uploading documents, but we should 
still ensure that documents get assembled in some order where we can reference the electronic 
files contain. 
 
While putting the file in order, make notes on a conversation log of some sort regarding the 
unusual circumstance revealed through the application process. A checklist of items needed to 
complete the application, which resembles the initial application checklist, is given to the 
customer to inform them of anything remaining to  
be provided for processing. 
 
Electronic Documents - File Order  
 
Since the mortgage process revolves around substantiating all facets of an applicant’s borrower’s 
creditworthiness, we assemble a “file,” electronically or in paper, where we store all exhibits 
until we can submit the file for underwriting. The varieties of exhibits can encompass an almost 
unlimited list, particularly when you add the disclosures, explanations and other non-standard 
documentation, but they fall into the same basic categories. We use these categories to help us 
organize exhibits so that we can quickly refer to materials we need to review. We refer to this as 
a standard file order.  
 
Upon examination, you can see that this convention follows the flow of the standard application 
form. This makes it easy to review a loan file without jumping around the application find 
information. 
 

1.) Application 
2.) Credit 
3.) Income 
4.) Assets 
5.) Property 
6.) Disclosures 
7.) Closing Documentation 
8.) Servicing Documentation 
9.) Correspondence 

 
Imagine a file without any order. It would take hours just to sort out the details, much less 
evaluate the applicant’s creditworthiness.  
 
 


