Processing Steps Using the “Clear To Close Attitude”

The first step is to insist that your loan officers provide you with the “Reverse Mortgage Checklist” found on the Documents page of our website. Without this, you have to create a “roadmap” to process the loan from scratch. Before starting to process a loan, insure that a scanned copy of the signed loan application (7 pages) is uploaded to the notes section of RV.

Rule Number 1. Every step is copied to the Loan Officer. Anytime you order anything, copy the LO as well on the email. Most of what we do, we do online, so it’s easy to simply cc or bcc the LO. This cuts down on phone calls from the LO. Anytime you pull something, anytime you order something, anytime you receive something, copy the LO. The choice is an extra 2 or 3 minutes a day per loan, or 20-30 minutes in phone calls per day from the LO wanting to know what is happening on their loan. The majority of the time involved in processing a loan is waiting. We wait for title, insurance, appraisals, etc. You will still receive phone calls from the LO’s, but you simply tell them to refer to what you have sent them. They will quickly learn where you are and what you are doing on their own. This also creates an instant, off-site back up system in the event a processor has a computer crash.

Rule Number 2. Insure that the counseling cert is signed and dated and in your possession or LO’s possession prior to pulling or ordering anything that costs money!!!! Also, you must now wait 3 days after the application date before ordering anything other than a credit report. If the LO knows that the cert is signed and the date it was signed, you can go ahead and apply for a case number so long as you know the actual counseling date and the counselor TIN, but it is best to visually confirm the cert signature date(s) before ordering anything that costs money.

Rule Number 3. You must have a fax number that will always get any fax sent to that number. If you have a phone line that automatically goes to voice mail if the line is in use, it will not work. If you have call waiting, anyone on the line while a call comes in must take the incoming call and if it is a fax, must start the fax machine. A dedicated fax line is the best choice. A fax line is a requisite because many lenders communicate by fax only for conditions, doc alerts, closing and funding instructions, etc.

Rule Number 4. A contact and time management or calendar program such as Outlook is essential. This will allow you to set reminders for follow-ups on information requests such as for appraisals, binders, title, etc.  If you can run your email through Outlook that’s even better.

Title. The most important part of processing. I tell my LO’s that I will not proceed with further processing of any loan until I have a title commitment, period. Don’t waste any time or effort until you know you have a closable loan. An appraisal cannot be ordered until counseling is complete and an FHA case number is in hand.

First thing to check on title is vesting in schedule A, usually number 3. Make sure the title is vested in the name of the borrower(s), if it isn’t, the first thing you do is check the LO’s checklist to see if they already knew this. If they didn’t, they did not really complete the checklist. I make my LO’s do the investigation surrounding title issues, it’s their client, they should have the majority of the client contact. Processors are not paid to co-originate the loan. If the vesting is incorrect, that title issue must be identified and corrected before going any further. If the property is in a trust, we need to start the process to get title back in the name of the applicants. If it is in someone else’s name, did they sell the property to the borrower and never record a deed or deed of trust? If you run into a title issue that you do not positively know how to solve, ask underwriting how they want it solved.

Second, check the address and legal description and verify it matches the address and legal on the tax cert. If they do not match, email the title company and tell them they all must match. 

Third, check schedule B to insure there are no problems that have been added. Schedule B should be standard title company disclaimers and nothing more. But, occasionally there are items added to schedule B. This is also where you should find information on HOA’s. 

Fourth, check schedule C. This is where any liens appear, and check the 24-month title history. If there were any title transfers in the last 12 months, you may need to have them explained by the borrower. Again ask underwriting, they may require a copy of the HUD from the prior transfer. UW just wants to make sure that any transfers were legitimate. If UW thinks that there is a brother-in-law deal going on, they will want detailed information. We always want to be up front on these things. Everything else in the title commitment is mostly a non-issue.

Inspect the Loan Application. The next step is to go through the loan application and make sure it is complete, I always write in employment on the income line of the 1009, make sure all signatures are present, and make sure borrower’s have checked every place they should check, especially on the annuity disclosure. If there is anything missing, notify the loan officer. The point is to eliminate conditions before they happen. Use the application checklist (ours) to determine everything is there. Verify you have legible copies of ID’s and SS card or Medicare card. If anything is missing, like insurance info or tax info, notify the LO.

FHA Number. Once the title and application package have been determined to be good, we can proceed with applying for a case number and CAIVRS. We can also pull  LDP and EPLS.
Once we see that CAIVRS, LDP, and EPLS are clear, I will usually pull credit because that is where the next possible problem can arise. Once credit shows no judgments or Bankruptcy, I will go into the software and insure that all the information from the application is correct on the software and then I will do the steps that start taking time: Ordering an appraisal and insurance binder. I will notify the title company that a survey is required if the borrower does not have one. ALL SURVEYS SHOULD BE ORDERED BY THE TITLE COMPANY WITHOUT EXCEPTION. On the survey, notify the LO so they can ask the borrower If they have an existing survey. I always put a note at the bottom of the binder request and the appraisal request confirming my email address. If the LO has not collected for the appraisal, add the statement that the appraiser can collect for the appraisal at the door or at closing. If you end up in a small town where the appraiser requires up front payment, notify the LO.

Insurance Binder. It is amazing how difficult it can be to get an insurance binder sometimes. When requesting an insurance binder I always save the request to the hard drive first and then open it up in Acrobat and type in the statement by the mortgagee clause that it must be entered exactly as shown on the binder. If you send a binder request and do not have one back within 24 hours, I will usually call the insurance company and verify that they received the request. If more than 3 days goes by, I will notify the borrower and get them involved.

Mobile Homes. If you are dealing with a mobile home, you will need a foundation inspection, or retrofit. We have a company that will do that and wait to get paid at closing, but they need time to do it, so it should be ordered as soon as we see a clear path to closing. I can create a request form for this that makes the request come from the borrower FBO our company. There is a manufactured Home checklist from BOA on our website on the documents page.

When the appraisal comes in, I will pull my case query and the cleared case results while I am in FHA connection logging the appraisal. Always verify that the address and legal description on the appraisal matches the insurance binder, title and tax cert right down to the zip. If it doesn’t, email a copy of the title and tax cert to the appraiser and ask for a corrected appraisal that matches. Insure that the tax parcel ID matches that on the tax cert.

Pulling a flood cert can be done most anywhere in the process, even while pulling credit since both can be done at the same time. If you are dealing with rural property, it may take longer to get a flood cert than normal.

Submission Checklist. As I receive the required documents to complete the processing, I check them off on the submission checklist. If they were mailed or faxed to me I scan them as soon as received. The idea is to try and get to the point of ordering those things that take the most time as early as possible in the process so we are waiting for the things that take time simultaneously. I try to order everything at the same time if possible. As docs come in, I will usually go ahead and stack them. Files that are submitted to a lender in hard copy should have items separated by color stacking inserts.

Once we receive everything, insure that you have copies of everything saved on your hard drives (two hard drives remember?) Then verify that all the addresses and legal descriptions match on everything (Title, appraisal, tax cert, flood cert, binder, etc.) Verify that the mortgagee clause is correct on the binder, right down to the zip code for the lender.  Then stack the file and ship fastest possible way to underwriting or by LO’s desired shipping method. You should never have to include waiting on the US Postal Service as part of the processing time.

Conditions. Clearing conditions is the final step prior to ordering docs for closing. We can always expect to get some conditions, the idea in our processing scheme is to eliminate as many potential conditions prior to underwriting as possible. With time and experience, you can get to the point where you know what conditions to expect before submitting a loan, and sometimes you will submit a loan knowing that a condition will come up, we will just about always have the condition to lock the loan prior to approval for docs. 

There are conditions that should never come back, such as “Clearer copy of something needed” If you get something faxed that is not clear to begin with, ask the person that sent it to you to resend it and set their fax machine to send in fine detail. Tell them that email with doc attached as a pdf is the preferred method. Any docs that we pull up online, like those from FHA connection, should always be a clear copy because they should be saved in pdf in the first place. If you do not have software that will save docs to pdf, you need to get one.

Closing Docs & DocDraw Worksheets. Once a loan is shipped to underwriting, do not wait to get conditions before preparing your docdraw worksheets. Send page 2 of the docdraw form to the title company and ask them to complete it. When you email it to them, explain that the lender will not accept a preliminary HUD to draw docs. The docdraw form must be completed and signed by a title company representative.

Closing Docs. You should request a copy of the closing docset so that the 1009 and 92900 can be printed and signed by the LO prior to the actual closing. The 1009 and 92900 should then be scanned and emailed to the title company or the closer so that the borrower can sign the same documents as the loan officer. Saves getting a funding condition. Many lenders will not accept a processor signature on closing docs. 

Funding. When the loan funds, you will need the title company to mail the check to overland corporate and send you a copy of the signed HUD and the disbursement ledger. Following funding, send a copy of the HUD, disbursement ledger, loan registration, credit and flood receipts, and a breakdown of the commission to poneil@ev1.net. 

