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Combos:

Include both reference numbers in one email with one set of docs

New apps:

Enter ‘New Submission’ in subject line 
· Attach Fannie Mae 1003, 
certified U.S. Bank Submission form, MLOA and 
Title Company Customer Request Form (loans only) in PDF format
· Send stips after Credit Decision Notification received on a new application

PDFs:


Individual PDF attachments for each document – Do not combine stips in one PDF
· Multiple PDF attachments for same file should be sent in one email 
· Up to 20 PDFs of 25 pgs or less (each PDF) can be attached to one email
· Up to 5 PDFs of 75 pgs or less (each PDF) can be attached to one email

· Separate emails for each reference number/applicant  (see Combo loans)
· Only PDF files can be accepted; can not process Word, JPG, TIF and ZIP files 
· PDF attachments must be included in the email – an unable to process letter will be sent when no attachments or non-PDF attachments are included

· Best PDF File names are last name or doc name. Do not use symbols (& / - @ #) 
Protected:

Include password in body of same email with password-protected PDF documents
· Password not provided or password does not open protected attachments,
an Unable to Process letter is sent and original email must be deleted
· Broker can not call to provide password for password-protected documents
· Broker can not send password in a separate email 
· PDFs stored in encrypted online storage web sites can usually be accessed; documents will take twice as long to be indexed using this retrieval method
Subject line:
Include U.S. Bank reference number and borrower name in subject line

Tips:

Do not copy usbankstips@usbank.com on correspondence emails

· Processing can not respond to email status questions from brokers; file comments or requests to change terms of loan are forwarded to Credit / Underwriting 
· Processing does not send email confirmation that stips were received; broker and Account Executive will receive automated letter indicating if any stips are pending 
· Corrupt PDFs are occasionally received.  If Processing is unable to view or index documents, an unable to process letter is sent to broker and email is deleted
· Emailed documents are received in an inbox and imaged FIFO by Processing
Batch and Queue count is your guide to date/time of emails being worked
· If broker receives an unable to process letter, original docs have been deleted

· An unable to process letter provides detailed information to help correct issues
· Emails or faxes requesting previously sent docs be destroyed can not be completed 

· Appraisals and identification documents must be scanned (no fax copies)
· Stips can be sent when available rather than sent as a complete package
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This document is not a Consumer Credit Advertisement and is intended for Mortgage Broker use only.  This information is provided to assist Real Estate Brokers and is not a consumer credit advertisement as defined by Regulation Z. If you would like to obtain information about U.S. Bank products and services, please call 800-USBANKS or visit usbank.com    Brokers who wish to be  removed from this distribution list, please contact any of the following [consumer.finance@usbank.com], toll free phone 866-850-4180 or toll free fax 866-350-3146. Our postal address: U.S. Bank, Consumer Finance Broker Sales, 4325 17th Ave. S.W., Fargo, ND  58103.    
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