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New Loan Submission 

Loan Officer Workflow Procedure 
 

This is our Loan Officer workflow for loan submission to process loan files.  We want to make 
sure things are very clear and done the right way from our processors / loan setup people and 
also from our loan officers.    

Loan Setup 
LoanSetup@TeamERM.com  
925-398-6808 x109 

1. Initial loan submission goes to Loan Setup. 

2. Submit Loan Submission Sheet and Docs Included Sheet to Setup. 

3. Submit all documents to Setup. 

4. The document review by Loan Setup is done the same day if the file is received by 1pm.  If it 
is after 1pm it may be the next day. 

5. You can email the above information to Setup, but we would prefer a Dropbox link sent to 
Loan Setup via email. 

6. Once the initial review is completed you will either receive an email letting you know the 
loan is moving on to loan processing and which processor is processing this file, or you will 
get an email with instructions and items to correct prior to the loan moving on to loan 
processing. 

7. If there are many issues not addressed in your loan application/Point file and or many 
outstanding documents needed, the loan will stay with Loan Setup, until the issues and 
documentation come in.  The additional documentation should be sent to Setup. 

8. If the loan has not moved to Loan Processing, Setup will send you an updated needs list 
every Tuesday & Thursday.   

9. Once the file has moved to Loan Processing, all conditions and updated documents should 
be set directly to the processor. 

Loan Processing 
We currently have two in-house processors 
(We do have two additional processors that work for specific lending teams, so you will 
always be covered.)  
Once the file has moved to loan processing, the assigned processor will do the following: 
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1. Reviews the loan application and all fees for the LE (please see our LE Policy for more 
information on the LE). 

2. Processing will go over the issues/problems that they see in the loan application/file.  This 
is usually done over the phone, or by email if they are small issues.  

3. Processing will provide the reviewed LE, 1003, disclosures and booklets.  If there are lender 
specific disclosures, processing will provide them as well. 

4. If you asked on your submission sheet and the lender allows electronic signatures, 
processing will send all the above documents for electronic signatures.  If not, processing 
will highlight all areas that need your borrower’s signatures.  

5. Once your borrower(s) sign the documents and return them, we are able to order the 
appraisal and submit to underwriting.  (If we did this electronically, we receive them back 
automatically once the borrowers have “signed” them.)   

6. Once initial underwriting is complete, the processor will go over all aspects of the 
conditions and who will be responsible to complete each condition. All updated documents 
should be sent directly to the Processor. 

7. Processing will send, you the loan officer, an update on your loan every Tuesday & 
Thursday. 

8. If there are any change in circumstances that will require an updated LE along the way, the 
processor will send you the LE to have your borrower(s) sign.   

9. Once we are clear to close on your file, we will generate the CD and provide this to you / 
your borrower for signature.  We will order docs for your borrower to sign at the title 
company or outside signing service.  This can be done in the Excel Mortgage Services 
conference room. (We have Skype services available so you can “attend” the signing even 
you are not physically there.  This must be set up prior to your borrower arriving at our 
office.) 

10. Once everything has been signed, title will send us a scanned in closing package.   

11. Once reviewed for accuracy, we can fund the loan.   

12. The Processor / Loan Setup will upload the full file to our transaction management system 
to complete the process on this file.  

 


