LOAN PACKAGE FORMS:

1. Be absolutely complete on the 1003!! Pay attention to every single line!!

2. Make sure all HUD compliance forms are filled out (FHA loans only)

3. Make sure lead based paint notice is dated BEFORE date on Purchase Agreement (FHA loans)

4. Make sure property address is complete, including zip codes and unit designation (Unit A or Unit 1)

5. Broker to certify all copied documents as true and correct copies of original

IF REFINANCE:

1. Copy of evidence of hazard insurance

2. Copy of current mortgage payment coupon

3. Copy of current tax bill

INCOME:

1. Check for gaps in employment and provide explanations 

2. Any “lower earnings” from previous year must be explained

3. Check YTD income; if less than current monthly income, explain (recent raise, change in company ownership, medical leave, etc.)

4. Borrower must provide month and year for all periods of employment 

5. Live signatures required on all financial information; i.e., tax returns, P&L, personal (1040s with ALL schedules); corporate (1120s); partnership (K-1s) and 1065s if borrower is a general partner—all for past two years

6. Year-to-date P&L statement and balance sheet prepared and signed by an accountant (in blue ink) for self-employed borrowers

7. If part-time or second income is claimed, W-2s for past two years

8. If alimony or child support is claimed, divorce decree and 12 months cancelled checks front & back

9. If retirement income is claimed, copy of Benefits Letter and current benefits check; if Social Security income is claimed, copy of Award Letter and last 12 months bank statements to confirm deposits. Or two years 1040s or W-2s

10. If rental income is claimed, copies of rental agreement(s) or two year history on 1040s

11. If note income claimed, copy of note verifying continuance of income for more than three years, 1040s and 12-month history

12. If trust income claimed, history and continuance must be verified

MONEY and CASH TO CLOSE:

1. Tell borrowers not to move money around and save all documentation

2. Explain all unusually large deposits on bank statements

3. Check for NSF notations on bank statements and explain

4. Make sure all pages of bank statements are accounted for (1 of 3, 2 of 3 . . .)

5. Explain all cryptic paycheck deductions

6. Match exemptions to 1003 dependents or provide explanation

7. Match single/married status against paycheck stub exemption(s); provide explanation if necessary

8. If down payment is from sales proceeds, need (1) Escrow Instructions or (2) Purchase Agreement and seller’s net sheet or (3) certified HUD-1

CREDIT REPORT:

1. If BK, check type (Chapter 7 or 13) and date of discharge against court papers; make sure BK discharged, not just dismissed

2. Provide written and signed explanations for all derogs and inquiries

3. Match open accounts on credit profile to obligations listed on 1003

4. Check for “a/k/a”—previously married?

5. Check for “Social Security not issued”

6. Check for duplicate Social Security numbers

7. Make sure all “not rated” items are credit supplemented

8. If no credit, must establish non-traditional (see list of suggested sources)

9. Need evidence of paid collections, liens, judgments

10. Watch out for individual accounts claimed to be joint and vice versa

11. If spouse non-purchasing, must run spouse’s credit for FHA

EXPLANATION LETTERS:

1. Why they have no credit

2. Occupancy/motivation/relationship/responsibility

3. Why they have no bank account and how they pay bills

4. Reason for BK, tax liens, collections, inquiries, judgments, late pays

5. Discrepancies in addresses used for CDL, 1003, W-2’s and paycheck stubs

6. Why additional co-borrower’s name not on escrow instructions and/or Purchase Agreement

7. Purpose of refinance letter; indicate what bills are being paid off

8. If debt consolidation, confirm balances with current statements or credit supp

9. Lower earnings from previous year

10. Discrepancies in marital status vs. exemptions on paycheck stubs

11. Make sure residence history on credit report matches 1003

GOOD FAITH ESTIMATE:

1. Make sure borrowers know how much additional money they need

2. Include amount for escrow pad and necessary reserves

3. Note “FLOAT” in bold letters if borrower has not locked in rate

REVIEW SALES CONTRACT:

1. Check for financing contingency deadline

2. Make note of ACTUAL escrow deadline

3. Make sure ALL parties have signed the Purchase Agreement and all Counters

4. Obtain fully executed copy of Transfer Disclosure Statement and check for structural stuff

5. Make sure Escrow Instructions include copy of escrow deposit receipts

6. If buyer made escrow deposit with personal check, must provide evidence that check cleared

7. If FSBO, need escrow amendment stating for sale by owner

8. If sale is between related persons, a full appraisal will be required (not arms length transaction)

MISCELLANEOUS:

1. If 3% down conventional loan, Community Home Buyer home study course must be completed

2. Make sure all addresses given match W-2s, drivers license and 1003

3. Make sure all borrowers have VOR, if applicable

4. Make sure 4506 is signed if 1040s used

5. Make sure 95-01 is signed if W-2s used

6. Get check for appraisal and credit

7. If car less than five years old and paid in full, need pink slip or show car older

8. If you have doubts that U/W is familiar with what you’re trying to do, include a copy of page out of FHA handbook or Fannie Mae selling guidelines

9. Make sure selling agent knows who/how much gift funds

10. Make sure Social Security card not bogus

11. If subject property is units, detail which units will be rented; make sure rental agreements match

12. If spouse not purchasing, need Quit Claim Deed

AFTER FILE ASSEMBLED AND DOCUMENTS COME IN

HAVE AGENT BEGIN WORK ON SECURING INSURANCE. Review for:

1. Proper vesting

2. Proper loss payee information

REVIEW TERMITE REPORT FOR:

1. Conditions

2. Need for flood insurance

3. In Los Angeles, “work performed by others” must have appraisal approval

REVIEW PRELIMINARY TITLE REPORT FOR:

1. Overdue taxes

2. Notice of substandard property

3. Anything else that is unfamiliar

4. Make sure no other party than the seller(s) is on title

5. Check subject property address carefully against Purchase Agreement

6. If units, check that description is accurate; i.e., “Unit A,” etc.

7. Supplement to Preliminary Title Report if property is a PUD

REVIEW ESCROW INSTRUCTIONS FOR:

1. Proper wording regarding discount points vs. lender’s fees

2. Proper wording regarding termite repair

3. Initial escrow instructions must include certified copy of deposit receipt and copy of cashier’s check for earnest money

REVIEW FHA INSPECTION REPORT FOR:

1. Flood insurance

2. Make sure listing agent has repairs done by licensed workmen

3. Certifications needed for (1) roofing, (2) plumbing, (3) heating, (4) electrical

APPRAISAL:

1. Review for VC requirements (FHA loans only)

2. Fax work requirements to listing agent

3. Read thoroughly for flood insurance requirements

4. Make sure property appraised to loan amount

5. If condo, must be approved for FHA and conventional

6. Arrange for appraiser to receive Transfer Disclosure Statement

7. Include appraiser’s license with original appraisal

8. Check “predominant” vs. “appraisal”

9. Make sure zoning is conforming

10. Read “comments” section

11. Check comps: square footage +/- 200 sq ft

12. If improved, include photos of improvements

13. Square footage must match assessor’s; if more, attach permits or explanation

14. Make sure property condition is “average” or better

RATE LOCK FORM:

1. Include copy of rate sheet for selected program

2. Keep copy of rate lock fax confirmation

3. Send copy of rate lock to borrower

DOCUMENT DRAW REQUEST:

1. Check discount points against escrow instructions

2. Include a copy of rate lock sheet

_________________________________________________________________

Is the property presently for sale or has it been recently?

Is the current loan to be refinanced a FHA loan?

Have there been any draws against an equity line or second trust deed in the past year?

Has the reason for the cash out been explained in writing? Is it leading to more debt?

Is the appraised value a potential problem?

Does the property sit on large acreage?

If the subject property is a condo is the condo approved? Did you get the condo name?

Is the property on a private road?

Is the property currently under renovation?

Are there any repairs needed on the home to get an average condition appraisal?
Is there anyone on the title of the property who is not going to be on the loan?

Is there anyone on the loan request who is not currently on the title?

Have there been any changes in title in the last year?

Has the borrower owned the home for less than one year?

Is the property in a trust?

Does the borrower have any additional cash reserves or retirement assets?

Does the loan that will be paid off have a prepayment penalty?

Is there any documentation indicating the borrower does not live in the property?

Is the property a manufactured, prefabricated, modular, or a mobile home?

If so does the borrower pay property tax or motor vehicle tax?

Is there any documentation indicating the borrower is self-employed?

Can the borrowers withdraw from their retirement account in an emergency?

Are there any loans against the borrowers 401k or retirement account? 

If so, what is the monthly payment?

Does the borrower pay child support or alimony? Did you get the complete divorce decree?
Has the borrower been continuously employed for the last two full years? 

Did you obtain accurate starting and ending dates for all employment?

Do you need an explanation for position changes or declining income?

Do you have the last two years complete federal tax returns and W-2’s if needed? 

Does the average income match your application? Did you highlight the 1040’s appropriately?

Did you breakdown salaried and variable income?

Do you have documentation of the last two years of variable income and did you average?

Does the file need a letter from the employer?

Are there any withholdings on the pay stubs indicating additional debt or loans at work? 

Does the year to date history on the pay stubs match the annual income level?

Can you gross up any non-taxable income?
Has the borrower cosigned for anyone else’s debt?

Does the borrower have any tax liens or judgments?

Have you written a cover letter for your file?

Are there any loans on the credit report that you have not matched to a property or asset?

