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	Use this Reference Guide in conjunction with the Initial Loan Submission Checklist to answer questions regarding properly completed documents/forms.  Use of this document will help minimize loan conditions & turn times associated with incomplete documentation.


	Loan Submission Timeline Requirements



	Step 1: Application Package
	Step 2: Credit Package

	If the basic requirements are not submitted, the loan can NOT be considered a true application.  Wells Fargo will contact the broker to help walk through the necessary corrections or missing documentation.  Wells Fargo will work with you to make sure that the application is complete and moving forward in the process.
	If required documentation has not been received, loan will be held in an incomplete status and the broker will      receive a faxed document entitled: Notice of       Underwriting Suspense / Incompleteness (NOI) listing      the outstanding items.   A maximum time period of 30 calendar days will be extended to the broker to gather and submit any missing documentation for consideration.

	All incomplete files will be returned after 10 business days from date of receipt or lock expiration date, whichever is greater.  
	The total 30 day time period allowance will be divided       into two separate 15 day NOI periods.
1. The first 15 day NOI will be sent via fax to the broker communicating the item(s) that are missing or require correction.  If the complete list of documentation is not received within the first 15 day NOI period, a second follow up 15 day NOI period will begin.  
2. If the second NOI period lapses and the full 30 day time allowance has been used, the loan file will then proceed to the cancellation process.

	 

	

	Step 1:  Application Package

	Initial 1003/Uniform Residential Loan Application      

	· 1003 must be completed in its entirety

	· Monthly income for all borrowers should be broken out by income type, e.g. base, overtime, commission etc.

	· All properties owned listed in the REO section on page 3 of 1003, including disposition, outstanding mortgages, rental income, taxes and insurance figures.  

	· Government monitoring section must be complete
· Ethnicity, Race, and Gender

· If application taken face to face and borrower(s) elect not to furnish, broker must complete based on visual observation

· “Do not wish to furnish” is acceptable for applications taken by phone, internet, or mail

· Interviewer must complete “application taken by” section; This cannot be left blank

	· Initial 1003 must be signed and dated:
· by the interviewer and  borrower for face to face applications or any Texas cash out refinance
· by the interviewer when not face to face

	· VA Loans –  VA Addendum to Uniform Residential Loan Application Form- VA-26-1802-A 

	· FHA Loans – HUD Addendum to Uniform Residential Loan Application Form- HUD-92900-A 

	· The client address on the 1003 must match the WFHM approved Broker Agreement or Broker License.  Change in client address can be processed through your Account Executive.

· NOTE:  The only exception to the statement above is for clients with multiple branch locations.  The main address may be used in this situation.  The originating branch client code must be placed in the address section of the 1003 where the main address appears.

· All DBA’s must be approved by WFHM and must be included on the Broker Agreement and Broker License.

· The client must be approved for the loan program requested. Example:  FHA/VA/Conventional /Home Equity/Texas Cash-Out Refinances.

· New branch additions must be individually approved and use their assigned client code. 

	· Brokers/Clients are required to meet all licensing requirements for the state the property is located in.


	Good Faith Estimate (GFE)

	· The GFE must include a prepared date and all applicable fields must be complete.  Refer to GFE job aid located on Broker’s First>Client Tools for complete details (Completing the GFE Job Aid)

	· Broker must disclose total Mortgage Broker Compensation, as a dollar amount.

	· GFE must be issued no later than 3 business days after the broker’s prepared date on the loan application for loans where property has been identified.  

	· All settlement charges customarily paid by borrower must be disclosed on the GFE.

	· The interviewer’s dated initial 1003 will establish the timeliness of the GFE. 

	Fee Details form

	· Required on all transactions, including pre-approvals.

	· When a property has been identified and a GFE is required, the Fee Details section totals must match the corresponding GFE section totals.   

	WFHM Mortgage Broker/Originator Fee Disclosure (MBFD/MOFD)

	· MBFD/MOFD is required at time of submission.  Only the WFHM MBFD/MOFD is acceptable.

	· The WFHM MBFD/MOFD contains the broker’s chosen compensation option and the required anti-steering information.

	· All fields of the MBFD/MOFD must be complete.  Refer to MBFD job aids located on Broker’s First>Client Tools for complete details (Understanding the WFHM MBFD, Steps to Complete the WFHM MBFD).

	· MBFD/MOFD must be signed and dated by the broker and all borrowers. 

	Applicable for non-Direct Express loans

	Loan Prospector / Desktop Underwriter (DU) Findings, if applicable.  
NOTE:   DU & LP Findings must be released to Wells Fargo

	· The loan submission form or registration confirmation should be included for non-Direct Express and non external contract underwritten loans that have been manually registered. 

· Client code                                                        -  Property type
· Client contact information                                   -  Loan product
· Program type                                                     -  Provide e-mail address
· Processing program

· Wells Fargo Home Equity registration information (if applicable)

	Applicable for Massachusetts loans

	Broker / Originator Certification – Massachusetts Form  
· All Massachusetts loans originated by a non-traditional tablefund or non-enhanced broker will require the Broker / Originator Certification – Massachusetts form signed and dated by the broker / originator in addition to the WFHM fee disclosure.  These forms do not replace any state required forms. They’re to be used in addition to any state required disclosure.

	· For traditional tablefund and enhanced clients, in addition to the Mortgage Broker/Originator Fee Disclosure, all Massachusetts State Traditional and Enhanced loans will require the originator to provide their MA Broker / Originator Certification License number.   

· If the loan originator does not have a license number because his/her license application is pending with the Massachusetts Division of Banks, the loan originator must provide a screen print of the status screen from the Nationwide Mortgage Licensing System Web site.

· If the loan originator does not have a license number because he/she has not yet applied for or his/her license application has been turned down by the Massachusetts Division of Banks, the loan must be assigned to another loan originator within the same broker location with either a license number or pending license application.  To assign the loan to another loan originator, the broker of record must provide an assignment letter on company letterhead of the loan being assigned to an alternate loan originator with a license number or evidence of a pending license application. 

	· In lieu of receiving the originator license number on the Massachusetts Broker/Originator Certification, you may use

      one of the following forms:  

· Loan Application (1003) – following the interviewer’s name

· Mortgage Broker Agreement – following the Mortgage Consultant field

· Fee Information From Your Mortgage Broker – following the Broker Name field

· Loan Origination and Compensation Agreement – following the Mortgage Broker Print Name field

· WFHM Standard Loan Submission Form – following the Broker Contact field

· Mortgage Broker/Originator Fee Disclosure – Broker/Originator License Number field


	Applicable for table-fund or enhanced loans

	Truth-In-Lending (TIL)

	· The TIL is required for all primary and second home transactions, excluding investment properties.

	· For loans closing in WFHM’s name, WFHM will provide the TIL in the initial disclosure package mailed to the borrower.

	· For loans closing in the client’s name, WFHM requires the presence of the TIL in the file.



	Applicable for external contract underwritten loans (mini-correspondent loans only)

	IRS 4506-T   

	· Refer to credit package section below for IRS 4506-T guidance

	

	Step 2:  Credit Package

	Income & Assets Requirements

	The Wholesale Lending Submission checklist credit application requirements for income and assets reflect the minimum documentation.  Please reference the AUS feedback and WFWL Broker Guide to determine the level of additional documentation that is required for your specific transaction.  

	· Purchase loans
· An executed sales contract / purchase agreement, for the subject property with all addendums is required.  

· The following items are also required for FHA & VA loans:

· FHA loans:  A executed FHA Amendatory Clause/Real Estate Certificate for the subject property is required

· VA loans:  A executed VA Escape Clause for the subject property is required

	· Transmittal Summary

· Conventional – FNMA 1008

· FHA Loan Underwriting and Transmittal Summary, Form HUD-92900-LT

· VA Loan Analysis (VA form 26-6393) or VA IRRRL Worksheet (VA form 26-8923)

	· Borrower Appraisal Disclosure Form

· Conventional loans:  Borrower Appraisal Disclosure Form must be signed by at least one borrower

	· Preliminary Title for escrow states: AZ, CA, HI, ID, MT, NV, NM, OR, UT, WA

· Preliminary title policy must be provided at time of submission for the above escrow states

	· Domestic partnership/ civil union for applicable states must be signed

· The Domestic Partnership and Civil Union form must be provided for all unmarried borrowers when:
· Borrowers are a resident of:  CA, CT, NH, NJ, NV, VT OR WA

OR

· Subject property is located in DC

	· Provide DU findings for Fannie DU Refi Plus

· Must provide a copy of the DU certificate showing loan is eligible for the Fannie DU Refi Plus program.

	IRS 4506-T

	· You must submit the borrower signed 4506-T  Request for Transcript of Tax Return form for Wells Fargo to process with Rapid Reporting on your behalf.

	· If the borrowers filed jointly, complete one 4506-T with both borrowers listed.  In this case, only one signature is required. 


	ARM disclosure or CHARM Acknowledgement

	· For loans closing in WFHM’s name, WFHM will provide the CHARM booklet with the initial disclosure package mailed to the borrower.

	· For loans closing in the client’s name, WFHM requires the presence of the ARM Disclosure in the file. A signed WFHM CHARM acknowledgement is acceptable.

	· Government Hybrid ARM loans, the WFHM CHARM acknowledgment must be signed and dated by all borrowers.


	Applicable for Texas cash-out refinance loans

	· 1003 must be signed and dated by all borrowers

	· Homestead Documentation:

· Homestead Documentation that indicates the property is a homestead (e.g. tax certifications, country appraisal district card, etc.) must be provided at time of submission.  If the tax certification or other document does not indicate a homestead exemption, the applicant must provide a completed Homestead Exemption application, which should be filed by them at the earliest opportunity.  Texas Tax Code requires an application for an exemption under Section 11.13 must contain the following:

· List each owner of the residence homestead and the interest of each owner.

· State that the applicant does not claim an exemption under that section on another residence homestead.

· State that each fact contained in the application is true.

· Include a sworn statement that the applicant has read and understands the notice of the penalties required by Subsection (f).

	· Notice Concerning Extensions of Credit signed and dated by all parties with a vested interest in the property including a non-borrowing spouse (Waiting on final approval)


	Applicable for Government loans

	· FHA Borrower Appraisal Disclosure
           -    Required for case #'s on or after 2/15/2010 for all transactions where the appraisal will be ordered in Wells              
           Fargo’s name

	· FHA & VA Payoff statement for FHA Streamlines & VA IRRRL’s 
· Must be dated within 30 days of application date

	· FHA & VA Case Number

· VA  - Case Number Assignment Printout 

· FHA - Case Number Assignment Printout to include SSN validation with Wells Fargo as the Sponsor   

· Refinance Netting Authorization printout for FHA to FHA refinance

	· USDA Rural Development 
· Provide the Rural Development website screen print out confirming the subject property eligibility
· USDA RD Borrower Appraisal Disclosure, where applicable



	Other documents required for regulatory compliance, underwriting and closing based upon loan type or subject property location.

	WFHM Mortgage Broker/Originator Fee Disclosure (MBFD/MOFD)

	· The Mortgage Broker Fee Disclosure is required at time of submission for all loan  delivered to Wells Fargo Wholesale Lending.  An accurate WFHM MBFD must be signed and dated by the broker and all borrower(s).  Brokers should include a signed and dated MBFD at submission – this will ensure all of these requirements are met in order to ensure a smooth process.

· In addition to the above requirements please ensure the following:

· The loan officer also signs the fee disclosure prior to submission.

· The “fees” section(s) on the fee disclosure needs to reflect the exact dollar amount or percentage disclosed to and agreed upon by the broker / originator and borrower even if the loan is not locked.

· The dollar amount of the mortgage broker / originator compensation reflects the gross dollar amount paid via YSP.  If loan is floating and YSP is expected as part of broker compensation, then estimate the amount and indicate the dollar amount on the applicable line of the form.

	· Any fee that is considered mortgage broker compensation must be disclosed on the fee disclosure form.  If using the Wells Fargo form, there are additional lines in the “fee” section to write in any other fee for your services, outside of the Origination or Processing fee.  Write the name of the fee in one of the blank lines and the corresponding dollar amount of the fee as indicated in the dollar amount section.  

	· If broker / originator compensation is being paid by a third party (i.e., seller, builder, etc.) include the dollar amount of the compensation in the appropriate section on the form.  If using the Wells Fargo form, Option 4 would be the option chosen to indicate the compensation that is being paid by a third party.    

	· How the borrower will pay the fees must be indicated on the form as applicable.  The Wells Fargo fee disclosure form has fields to reflect how the borrower will pay the broker / originator the fees that are disclosed.  There may be more than one option that applies.

	· If changes occur to the loan that affect the compensation originally disclosed and you want to collect the new compensation, you will need to re-disclose to the borrower(s).  

	· If you are re-disclosing use a new blank form.  Ensure all borrowers and the loan officer signs and dates the form prior to submitting to WFHM for review.  The fee disclosure form must be signed and dated by the borrower(s) at least 1 business day prior to closing the loan (non-escrow states) or disbursing funds (escrow states).

	· For first mortgages Wells Fargo will accept the following state specific and/or industry forms:  (State of CA, CO, FL, NY, SC, VT, and WI).  Two additional industry forms are accepted, and the Wells Fargo Home Mortgage fee disclosure form.  (Please contact your AE for information on the industry forms available.)All borrowers must sign and date the fee disclosure form.  The Wells Fargo form offers a separate “signature page” which can be used if there are not enough signature lines available on the selected form. 

	· The compensation reflected on the MBFD should also be reflected on the GFE.

	· Wells Fargo simultaneous transactions require the submission of a separate MBFD for the first and second mortgages.  The WFHM MBFD/MOFD is required for any WF Home Equity Second transaction, until further notice.  Clients using Wells Fargo’s MBFD can continue submitting fees on one form (Wells Fargo’s), completing both the first and second loan section.  Clients using a state specific or industry form can disclose the WFHM First Mortgage on any of the forms above, separate from the WF Home Equity Second transaction.

	Consumer Credit Score Disclosure for Traditional Tablefund and Enhanced Clients

	· This disclosure is required to be provided to the applicant(s) on all Traditional Tablefund and Enhanced transactions.

	· The Consumer Credit Score Disclosure should accurately reflect the applicant’s name, the date the credit bureau was pulled, the credit score, the name of the credit reporting agency providing the credit score, and the factors that impacted the credit score

	· Excessive Inquires Message – This message informs the requestor of credit that the consumer’s credit score has been impacted because of an excessive number of credit inquiries.  If ‘Excessive Inquiries’ is listed on the credit report as a factor that affected an applicant’s credit score, the credit score disclosure must contain additional language regarding this fact. “Excessive inquiries” must either be listed on the disclosure as a key factor, or additional language must appear on the disclosure, which acknowledges this fact.

	· There are no signature requirements.


	Property

	· The following information applies to loans per the Home Valuation Code of Conduct (HVCC):

· All Conventional& FHA transactions will require ordering the Uniform Residential Appraisal Report and/or Final Inspection (if applicable) using Broker’s First.

· VA & Rural Housing loans do not currently require the use of this process.  The appraisal, final inspection and all applicable addendums should be included in your file package when submitted to Wells Fargo.

· Refer to section 900 of the Broker Guide for full details of the HVCC appraisal process.



	Joint Authorization Requirements

	· When the application is for joint credit, and all applicants have not signed the initial application one of the following is required:
· All applicants applying for credit must sign a submitted 1003, OR

· Client signed certification statement to evidence that non present applicant authorized submission of the credit information, OR

· Signed 1003 by one applicant with language indicating that the person signing has authorization from the  co-applicants to apply for credit (also acceptable is a signed addendum to the 1003 with that language), OR

· At least one borrower signed the 1003 under the Joint Applicant Statement at the top of 1003, OR 

· Verbal communication between a WFHM Submission/Receiving Department and the client confirming borrower authorized interviewer to apply for joint credit on behalf of the applicant(s) who were not present at the time application was taken.

	Simultaneous Submissions/Secondary Financing

	· In order to expedite the processing and underwriting of the loan, please include all pertinent information regarding secondary financing. For both new and existing secondary financing, please provide the type of loan (Credit Line or Loan), payment amount, and total loan amount. For HELOCS, please provide both the credit limit and the existing or expected draw amount at the time of closing.
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