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Red Diamond Home Loans, LLC (“RDHL”)
Community Bank Loan Officer (“CLO”)
Mortgage Origination Procedures
1. Initial Contact:

a. Receive interest in obtaining a residential mortgage loan from prospect.
b. Take information from the prospect:  

i. If the prospect provides less than the 6 items required for an application by RDHL, (i.e., borrower name, social security number,  property address, monthly income, house value or estimate, and amount of the loan), then the CLO can prequalify the prospect in 2. below.  

ii.  If the prospect provides all items required for an application by RDHL, then the CLO takes the application in 3. below.

2. Prequalification:
a. Analyze the prospect’s income and debt and prequalify the prospect to determine the maximum mortgage that the prospect can afford.  
b. Do not collect any supplemental documentation at this time.

c. When all items required for an application by RDHL are received, then the CLO takes the application in 3. below.

3.   Application:
a. Fill out the application on RDHL web portal.  
b. Educate the prospect in the home buying and financing process, as applicable, advising the prospect about the different types of loan products available, and demonstrating how closing costs and monthly payment could vary under each product.
c. Do not collect any supplemental documentation at this time.
4.
Initial Disclosures:
a. RDHL will provide the Loan Estimate (“LE”) and other initial disclosures (e.g., Broker, etc.) to the CLO for delivery to the prospect within 3 business days of the Application. 
5.
Borrower Intent:

a. If CLO or RDHL receives a signed LE or an electronic acceptance from the prospect, the prospect shall be deemed to have given the intent to proceed.  Absent receiving either of these items, if CLO receives positive word from the prospect by some other means, or when contacting prospect within 10 days after the LE is delivered, document same or assure the proper documentation is in the loan file, and collect supplemental documentation in 6. below. 

b.  If CLO receives word that the prospect that will not be proceeding with the loan, does not receive confirmation of intent from the prospect either way, or is unable to contact prospect within 10 days after the LE is delivered, document prospect’s lack of intent to proceed in the loan file and that the initial LE has expired.
6.
Supplemental Documentation:
a.
Collect financial information (tax returns, W-2s, bank statements, etc.) and other related documents that are part of the application process.
b.
Deliver file to RDHL for additional processing.
7.
Additional Origination Services:
a.
Assist the prospect in understanding and clearing credit problems.
b.
Maintain regular contact with the prospect, realtors, RDHL and other parties to the transaction, as applicable, between application and closing, to apprise them of the status of the application and gather any additional information as needed.  Communicate interest rate lock information and requests, as well as other changed circumstances to RDHL, as applicable. 
c.
Participate in loan closing (i.e., attend the closing and / or discuss the final settlement statement with the borrower).
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