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1. Introduction 

1.1 Purpose of the manual 

The purpose of this manual is to provide a comprehensive guide to the 

procedures involved in offering and managing our mortgage products. This 

includes the application process, credit checking, property appraisal, loan 

disbursement, loan repayment, refinancing and loan modification options, 

and the foreclosure process. The manual is intended to ensure consistency 

and compliance in our operations. 

1.2 Overview of the mortgage product 

Our mortgage product is a loan secured by real estate through the use of a 

mortgage note. It is designed to help customers finance or refinance a home 

purchase. We offer various types of mortgages to suit different financial 

situations, including fixed-rate, adjustable-rate, and government-insured 

mortgages. 
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2. Product Description 

2.1 Definition and types of mortgages 

A mortgage is a loan that the borrower uses to purchase or maintain a home 

or another type of real estate and agrees to pay back over time, typically in a 

series of regular payments. We offer the following types of mortgages: 

• Fixed-rate mortgage: The interest rate remains the same for the life 

of the loan, resulting in predictable and stable payments. 

• Adjustable-rate mortgage (ARM): The interest rate can change 

periodically, usually in relation to an index, and payments may go up 

or down accordingly. 

• Government-insured mortgages: These include FHA (Federal Housing 

Administration), VA (Veterans Administration), and USDA (United 

States Department of Agriculture) loans. 

2.2 Key features of the mortgage 

Key features of our mortgage products include competitive interest rates, a 

variety of loan terms, and options for different down payment amounts. We 

offer both conforming loans, which meet the guidelines set by Fannie Mae 

and Freddie Mac, and non-conforming loans, which don't meet these 

guidelines. 

2.3 Benefits and risks 

The benefits of our mortgage products include the opportunity to own a 

home, the potential for property value appreciation, and possible tax 

deductions for mortgage interest. The risks include the potential for 

foreclosure if the borrower can't make the payments, the possibility of home 

value depreciation, and the potential for higher costs over time with an 

adjustable-rate mortgage. 

Remember, the actual content might vary based on your company's specific 

mortgage offerings and procedures. 
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3. Mortgage Application Process 

3.1 Eligibility criteria 

Eligibility for a mortgage will generally be based on factors like the 

applicant's credit score, employment history, income, and existing debts. 

Potential borrowers will typically need to provide evidence of steady 

employment and income, a good credit history, and a reasonable debt-to-

income ratio. 

3.2 Required documentation 

Required documentation for a mortgage application can include proof of 

identity, proof of income (like W-2 forms or tax returns), proof of 

employment, bank statements, and credit history. The specific requirements 

may vary depending on the lender. 

3.3 Application submission procedure 

The application submission process typically begins with a borrower filling 

out a loan application form. This can usually be done online, in person, or 

over the phone. The borrower will need to provide all required 

documentation at this stage. 

3.4 Steps after application submission 

After the application is submitted, the lender will review the application and 

check the borrower's credit. The lender may request additional 

documentation or information. If the application is accepted, the lender will 

issue a pre-approval letter, and the loan process will continue to the 

property appraisal stage. 
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4. Credit Check Process 

4.1 Definition and purpose of credit check 

A credit check involves reviewing an individual's credit history to assess their 

creditworthiness. This check is critical in the mortgage application process as 

it allows the lender to assess the risk of lending money to the applicant. 

4.2 Process for conducting credit checks 

The credit check is conducted by obtaining the applicant's credit report from 

one or more credit bureaus. This report includes information about the 

applicant's credit history, including open accounts, outstanding loans, and 

repayment history. 

4.3 What the credit score means 

The credit score is a numerical expression based on the analysis of a person's 

credit files, representing the creditworthiness of that person. A higher credit 

score indicates less risk to the lender. 

4.4 Steps in case of a low credit score 

If a borrower has a low credit score, they may still be eligible for certain 

types of mortgages designed for low-credit borrowers. Alternatively, they 

may need to improve their credit score before they can qualify for a 

mortgage. 

For other sections, please provide the specific ones you would like more 

details about, and I'll gladly expand upon them. 
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5. Property Appraisal 

5.1 Purpose of property appraisal 

An appraisal provides an estimate of a property's market value, based on 

factors such as size, location, and the condition of the property. Lenders 

require an appraisal to ensure that the property is worth the loan amount. 

5.2 How to conduct an appraisal 

The lender will usually contract a licensed appraiser who will visit and inspect 

the property. The appraiser then compares the property to similar properties 

that recently sold in the area to determine its market value. 

5.3 Handling discrepancies in property value 

If the appraisal value is lower than the purchase price, it can affect the loan 

amount. The borrower might have to renegotiate the price with the seller or 

cover the difference themselves. 
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6. Loan Approval and Rejection 

6.1 Criteria for loan approval 

Loan approval is based on the applicant's creditworthiness, the appraised 

value of the property, and the borrower's ability to repay the loan. 

6.2 Process for loan approval 

Once all necessary information is gathered, the underwriter reviews the 

application. If all the criteria are met, the underwriter will approve the loan. 

6.3 Handling loan rejection 

If the loan is rejected, the lender will provide reasons for the decision. The 

applicant can then address these issues and reapply or consider different 

loan products. 

6.4 Steps post-approval 

After the loan is approved, the borrower will sign the loan documents, and 

the loan will be funded. The closing process includes paying any remaining 

down payment and closing costs. 
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7. Loan Disbursement 

7.1 Schedule for loan disbursement 

The loan disbursement schedule will typically be detailed in the loan 

agreement. Usually, the loan is disbursed on the closing date when the 

property's title is transferred. 

7.2 Mode of disbursement 

The funds are typically sent directly to the seller or to the title or escrow 

company managing the closing process. 

7.3 Documents required at disbursement 

At disbursement, the borrower will need to present the signed loan 

agreement, property insurance, and any other documents required by the 

lender. 

Please note that this is a complex subject with many variations based on 

local laws, specific lending institutions, and individual borrower 

circumstances. Always consult with a mortgage professional for accurate 

information. 
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8. Loan Repayment 

8.1 Loan repayment schedule 

The repayment schedule, including the frequency and number of payments, 

will be set out in the loan agreement. Most mortgages are repaid in monthly 

installments over a period of 15 to 30 years. 

8.2 Payment options 

Payment options may include direct debit from a bank account, manual 

online payments, or mailed checks. Some lenders may offer digital platforms 

for payments. 

8.3 Dealing with late payments 

If a payment is late, lenders typically charge a late fee. Repeated late 

payments can lead to foreclosure. Borrowers having difficulty making 

payments should contact their lender to discuss possible solutions. 
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9. Refinancing and Loan Modification 

9.1 Circumstances for refinancing 

Refinancing involves replacing the existing loan with a new one, usually to 

take advantage of lower interest rates, change the loan term, or access 

home equity. 

9.2 Process for refinancing 

The process for refinancing is similar to the initial loan process and involves 

an application, credit check, and property appraisal. 

9.3 Circumstances for loan modification 

A loan modification changes the terms of the existing loan and can be a 

good option for borrowers who are behind on payments or experiencing 

financial hardship. 

9.4 Process for loan modification 

To apply for a loan modification, the borrower will need to provide proof of 

hardship and submit a financial statement. The lender will then decide 

whether to modify the loan. 
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10. Foreclosure Process 

10.1 Conditions leading to foreclosure 

Foreclosure is the legal process that a lender may initiate if the borrower 

fails to make payments on their mortgage as agreed. 

10.2 Foreclosure process 

The foreclosure process varies by state but typically involves the lender filing 

a public notice, giving the borrower a chance to pay, and then selling the 

property at auction if the borrower fails to pay. 

10.3 Assistance during foreclosure 

Many lenders offer options to avoid foreclosure, such as loan modification, 

repayment plans, or short sales. Some states also offer foreclosure 

assistance programs. 

The complexity of these topics necessitates a more detailed analysis in a full-

scale manual, and legal counsel should always be consulted to ensure 

regulatory compliance. 
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11. Compliance 

11.1 Compliance with local laws and regulations 

Lending institutions must ensure that their practices are in compliance with 

federal, state, and local regulations, including fair lending laws and 

regulations about the disclosure of loan terms. 

11.2 Auditing and quality assurance procedures 

Regular audits should be conducted to ensure compliance with all relevant 

regulations. Quality assurance procedures may include training programs, 

regular reviews of loan files, and tracking of customer complaints. 
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12. Customer Service 

12.1 Contact information 

Customers should be provided with clear contact information for customer 

service, including telephone numbers, email addresses, and mailing 

addresses. 

12.2 Handling customer complaints and queries 

A procedure should be in place to respond to customer complaints and 

queries promptly and professionally. This procedure should include logging 

all complaints, escalating them as necessary, and ensuring a satisfactory 

resolution. 

12.3 Measures for customer satisfaction 

Customer satisfaction can be measured through surveys or feedback forms. 

The results should be analyzed and used to improve products and services. 
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13. Revision and Updates 

13.1 Process for updating the manual 

The procedures manual should be regularly reviewed and updated to reflect 

changes in the regulatory environment, market conditions, or internal 

procedures. This process should be conducted at least annually. 

13.2 Version control 

Each version of the procedures manual should be clearly dated and 

numbered. Old versions should be archived for reference and audit 

purposes, and all employees should be notified when a new version is 

released. 

This concludes the brief overview of each section of a comprehensive 

mortgage procedures manual. As stated previously, the development of a 

comprehensive manual should involve collaboration with legal, financial, and 

operational experts to ensure accuracy and compliance. 

 

 

 


