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SECTION ONE 
CREDIT

1.1
General Information
Contact U.S. Bank Credit line with questions on an application:  800-803-4212      Option 2  

New Applications and Conditions:    Fax: 800-576-9431    E-mail: usbankstips@usbank.com
(Separate attachments for each condition – U.S. Bank reference number and applicant as subject line)
1.2
Loan Submission
To submit a loan, fax the required submission documentation to 800-576-9431 or e-mail to usbankstips@usbank.com  (separate attachments for each document – “new submission” as subject line):
· Fully completed, legible and certified U.S. Bank application submission form

· Submission Form must be current version and signed/certified by broker
· Certification date of when terms of compensation discussed with borrower(s)
· Fully completed and legible Fannie Mae 1003 loan application 
· Title Company Customer Request Form required for all loan submissions. 
(HELOCs excluded)

· All fees must be accurate and correspond directly to its specific transaction. Fees omitted or are later deemed incomplete or short by the title company will be satisfied through broker credits back to the customer.
Fax only the documents required at loan submission to 800-576-9431 or e-mail to usbankstips@usbank.com  (Acceptable file attachment types:  pdf, doc, jpg, png, rtf, tif, wpd, wps and xls)
All submission documents should be reviewed for completeness before they are faxed in order to expedite the credit decision process. 

Loans will be suspended for incomplete documentation (including missing/incomplete documents or HMDA – How application was taken, Race, Sex and Ethnicity of borrower(s)) and will not be credit decisioned until all required submission documentation has been received.  Loans will be prioritized for credit review based on the day and time a complete loan submission is received.  Do not send paper files or hard copies of any documentation;  missing, incomplete or illegible documents will delay processing of your file
1.3
Completing the U.S. Bank Application Submission Form

All sections of the U.S. Bank application submission form must be legibly completed.  If any required information is missing from the submission form, a missing information letter will be faxed and e-mailed to the broker.  
The requested information should be faxed to 800-576-9431 or e-mailed to usbankstips@usbank.com with the certified U.S. Bank application submission, 1003 and 
Title Company Customer Request Form (loans only) using the missing information letter as the cover sheet.  The application will not be processed any further until this information is received.

1.4
Completing the 1003

All sections of the loan application 1003 must be legibly completed.  If any required information is missing from the 1003, a missing information letter will be faxed and e-mailed to the broker.  
The requested information should be faxed with the U.S. Bank application submission, 1003 and Title Company Customer Request Form (loans only) using the missing information letter as the cover sheet to 800-576-9431.  The application will not be processed any further until this information is received.

1.5
Mortgage Loan Origination Agreement (MLOA) 
The Mortgage Loan Origination Agreement will be issued by U.S. Bank and mailed directly to applicant(s).  Completed MLOA is not required from broker.  Application Submission form must include certification date of when terms of compensation were discussed with the borrower.
1.6
Requesting Changes 
Any change to an application in process requires a completed U.S. Bank Change Acknowledgement Form; corresponding increases to settlement charges associated with changes must always be provided.  Any increase in Yield Spread Premium is only allowed with an increase in loan amount. Send Change Acknowledgement Form and revised 1003, if applicable, by fax: 800-576-9431 or e-mail usbankstips@usbank.com   Contact our Credit department at 800-803-4212 option 2 for assistance.
1.7
Credit report
U.S. Bank will obtain a credit report on the borrower as part of our initial credit application review process.  We will use the credit scores obtained on our credit report for qualifying purposes.  We cannot use your credit report or supplements to decision the file.  Any additional information submitted by you regarding the borrower’s account must be obtained directly from the creditor. 

1.8
Lexis Nexis instant IDB report (identity theft & fraud prevention)

U.S. Bank will pull a Lexis Nexis report upon entering the application.  Any borrower scoring below the minimum required will need to provide the following information before the application can be decisioned:
· Copy of the applicant(s) social security card (If the borrower(s) cannot find, they will need to get a replacement card or a Numident Report from the Social Security Administration.  No other documents will be allowed as a substitute)

· Copy of applicant(s) driver’s license

· Copy of current residential utility bill

A missing information letter will be faxed and e-mailed to the broker requesting this information be faxed to 800-576-9431 or e-mailed to usbankstips@usbank.com using the missing information letter as the cover sheet.


1.9
Denied or counter-offered loans

If a loan is denied or counter-offered, an adverse action notice will be sent to the borrower.
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SECTION TWO  
UNDERWRITING
2.1
General Information 
For questions about a specific application, contact your U.S. Bank underwriter listed on the Broker Action Letter or contact the U.S. Bank Service Team: 
800-803-4212 
Option 1  
Your underwriter is responsible for reviewing and clearing loan stips.  They will keep you informed on remaining items needed on your file.   
2.2
Underwriting Decision
Loans will be approved, denied, counter-offered or suspended.  A notice regarding the underwriting decision will be faxed and e-mailed to the contact listed on the submission form.  

For current Underwriting turn times, refer to our website:  www.usbank/brokerloans.com
2.3
Appraisal requirements
The mortgage broker is responsible for ordering and submitting the appraisal.  Forms required:
· Single Family, PUD, Townhome or modular

FNMA 1004
· Manufactured home




FNMA 1004C
· Duplex






FNMA 1025
· Condo (Freddie Mac 465 is also acceptable)

FNMA 1073
· Recertification 





FNMA 1004D
The appraisal can not be more than 180 days old.  Appraisals with an effective date older than three months from application date require Form 1004D.  Comparables should be within 90 days and the cost approach section should be completed on all full appraisal forms.  Maximum of 10 acres plus the home should be given value.  Certified appraiser required for property value > $1,000,000.
Original appraisals (.pdf format) are required for each file and should be e-mailed to:  usbankstips@usbank.com
Allow sufficient time for the appraisal review to be completed and the appraisal condition to be cleared.  Debt-to-income issues with the file will delay the appraisal review process.  Fax all income documents in with your initial complete package to avoid delays.

2.4
Appraiser eligibility

Only appraisals completed by certified appraisers will be accepted.  Appraisals completed by a trainee or licensed appraiser are accepted only if also signed by a certified supervisory appraiser who has indicated on the appraisal form that he/she has inspected both the interior and exterior of the property.  The appraiser must have no interest (financial or otherwise) in the subject property or transaction and must be in good standing in the state in which the property is located. 

We reserve the right to discontinue accepting appraisals from an appraiser at any time due to quality control findings.  Any appraiser who has been placed on the U.S. Bank exclusionary list due to the submission of poor quality appraisals will not be eligible to submit further appraisals.  Although our exclusionary list is not published, appraisers have been notified when placed on this list. 
2.5
Loan conditions
All loan conditions noted on the conditional loan approval must be cleared before closing documents can be drawn (we do not have “at close” or “pre-funding” conditions).  We will work with you to accommodate your target closing date, but we cannot reserve or guarantee a closing/signing date based on the closing date in the purchase agreement.  We must receive all required conditions before scheduling your closing documents. 

Check the current turn times on our website for underwriting.  Submit all required conditions with sufficient lead time before your targeted closing/signing date.  

The appraisal must be emailed in .pdf format.  Include the file’s U.S. Bank reference number and borrower(s) last name in the subject line of the email. 


Email:  usbankstips@usbank.com
Loan conditions: 
  Fax:   800-576-9431

E-mail:  usbankstips@usbank.com

With your faxed conditions, use your U.S. Bank conditional Credit Approval as your fax cover sheet.  As conditions are satisfied or if additional items remain, a Broker Action Letter will be faxed and e-mailed to the loan officer and/or loan processor designated on the file.
Notes:

· Don’t send hard copies of any documentation

· Don’t send illegible documents

· Complete all required forms with accuracy (ie: 4506-T must be properly filled out and signed by all parties)
· Provide verifiable contact numbers for employer(s) and borrower(s)

Submit all conditions as soon as possible in order to avoid closing/signing delays.
· For email submission, individual attachments for each condition – unlimited attachments in one email for same applicant or reference number – acceptable file attachment types include:  pdf, doc, jpg, png, rtf, tif, wpd, wps and xls.
· Submit conditions well in advance of closing/signing

· Verify all documents that were completed by the borrower(s) were completed accurately, as inaccurate documents will cause delays
The following conditions must be reviewed prior to scheduling a closing and are part of the final underwriting decision.  These should be submitted as soon as possible to allow time for review.
· All income documentation 

· Appraisal

· Fully executed 4506-T
· Title commitment

· Terms/approval of simultaneous financing or existing financing

· Full Homeowners insurance policy including premium and proof paid

· Flood Insurance binder application with paid receipt and/or flood declaration page 
(if applicable)
· Purchase Agreement (if applicable)

Note:  Above conditions are general outlines of common stips.  Additional items may be required due to an individual file and/or additional guideline requirements.

2.6
Preliminary Title Commitment

The title commitment must meet the following requirements:
· The title commitment cannot be more than 60 days old when the closing documents are drawn.

· The proposed insured on the title commitment must be shown as “U.S. Bank National Association ND”

· The property address must be shown on the title commitment

· The insured amount on the title commitment and policy must be at least as high as the loan amount

· Borrower’s name(s) must be consistent with loan documents (application, etc)
· Title policy must insure U.S. Bank’s lien position.
The following title endorsements must be ordered with the preliminary title commitment; those marked with an asterisk (*) are required only if applicable:
· Alta 8 or 8.1

(environmental protection lien endorsement)
· Alta 6 or 6.1

(variable rate endorsement)
· Alta 100

(comprehensive endorsement or it equivalent)
· Alta 116 *

(location of land endorsement for detached SFR)
· Alta 4* 

(condominium endorsement)
· Alta 5*

(PUD endorsement)
· Alta 7 or 7.1* 
(manufactured home endorsement)

The title insurer must be authorized (licensed if required by state law) to transact business in the state where the property is located.  Title insurance not required on non-purchase HELOC seconds less than $150,000 if U.S. Bank Preferred Vendor is used.  Property report can not be ordered for loan applications.  
Any changes to fees after initial submission may result in closing delays or Broker credits back to the customer.  
2.7 
Subordinate financing

Subordinate financing is permitted however only as a second lien and files must meet maximum CLTV restrictions based on transaction type.  We do not allow multiple subordinate liens.  The terms of the subordinate financing must be approved by underwriting prior to closing documents being drawn.  Subordinate financing must be clearly subordinate to our first position mortgage.  
2.8 
Estate and vesting

The property must be owned by the borrower in fee simple absolute.  Title cannot be held in the name of a corporation.  Living trusts are acceptable if they meet the guidelines noted below.

2.9 
Living trust

A living trust (revocable trust) is permitted as long as it complies with state law.
If a loan will close in the name of a trust, this must be clearly indicated on the application.

The trust documents must be approved by underwriting prior to closing documents being drawn.

A borrower must be on the loan and must be named as both a trustee and trustor of the trust.

At a minimum, trust documents must comply with the following:

· The trust must be revocable

· The individual must be trustee(s) and trustor(s) of the trust

· There are no unusual risks or impairments of the lender’s rights

· The trust is valid under applicable state law

· The trustees(s) have the power to borrower money and to mortgage the security property

· Full title insurance is required and may not list any exceptions arising from the trust ownership of the property
· The trust must be signed and notarized
Loan Documents:
· The note must be executed by the borrowers in their individual capacity and by the trustees on behalf of the trust

· The security instrument, rider and addenda must be executed by the trustees on behalf of the trust and he/she must execute the security instrument as both an individual and as a trustee 

2.10 
Power of attorney

 If a power of attorney is used, at least one borrower must be present at closing; closing with a power of attorney is reviewed case-by-case and are approved on an exception only basis. 
The power of attorney form must be reviewed by the closing manager prior documents being drawn.

The power of attorney form must be specific to the transaction (noting the subject property address or legal description and note U.S. Bank).  It must also comply with state law, allow for the note to be legally enforced and be acceptable to the title insurer and closing agent. 

2.11 
Hazard insurance

A copy of the borrower’s current homeowner’s hazard insurance policy with a lost payee clause in favor of U.S. Bancorp is required as evidence of hazard insurance.  Coverage must extend > 90 days from closing.
 The policy must be, at minimal, the lesser of:
· Total of the U.S. Bank Consumer Finance lien plus any existing superior liens,

· 100% of the insurable value of the improvements, as determined by the property insurer (this is calculated by the cost to build new from the appraisal)
Maximum deductible:
· $1,000 or 1% of dwelling coverage amount

· $2,000 or 2% of dwelling coverage for windstorm or hail damage

· $5,000 or 5% of the replacement cost of the unit (for condo/PUDS)

2.12  
Flood insurance

Flood insurance will be required if the flood certificate indicates that the property is located in a designated flood zone.  Proper flood insurance coverage must be obtained.
If the subject property is located in a flood zone, the following is required:
· The flood zone documented on the flood determination must match the flood zone provided by the Insurance Agent on the declarations page of the insurance policy
· Type of property described on the insurance policy much match the property as described on the credit display/documentation in the file
· Coordination with prior lien holders – The lien listed on the policy must match how U.S. Bank is listed for loss payee

Deductible:  The underwriter must determine the amount of the flood insurance deductible (located on the borrower’s Flood Insurance policy).  For 1-4 family dwellings, the maximum allowable deductible is $1,000 or 1% of the property value, subject to a maximum deductible of $5,000.  For condominiums, the maximum allowable deductible allowed for condominium association flood insurance policy shall be the greater of $1,000 or 1% of the property value, subject to a maximum deductible of $25,000.
2.13 
Income requirements:
Income is not calculated off a fixed formula however it is assessed from a standpoint of common sense based on job time, job type, income calculation, trends and history of employment.
Salary/wage earners require two paystubs for the most recent 45-day period showing year-to-date income including the most recent two years W2’s.   Bonus, overtime, gratuity, and commission income is acceptable with a verified two year history of receipt with the same employer.
Self-employed borrowers require two years personal and business tax returns with a signed/dated year-to-date profit and loss statement.    At least two consecutive years of self-employment and evidence of ongoing stable income are required.  In addition, we must be able to verify the previous two years through a third party vendor.  If the most current previous year’s filings are not verifiable, we may determine income based on a three year average.  For example, if the 2008 tax returns are not filed, we will need 2006 and 2007 verified along with a 2008 P&L.  If the 2008 returns are filed, however, not available through the IRS, we will use 2008, 2007 and 2006 with 2006/2007 being verifiable.  Once the most current year is verifiable, we will take the most current two years average.
Rental income will be considered with current yearly lease agreement(s) and the most recent schedule E of the federal tax return.   Future rent is not considered.

Other sources of income that can be included in the income calculation if verifiable and likely to continue:
· Fixed
· Interest and dividend
· Trust
· Note
· Income used for military reserves or National Guard called to active duty
· Inherited and guaranteed
· Tax-exempt
· Foster
· Second job
· Car allowance (directly paid or reimbursed by employer)
· Housing allowance
· Non applicant spouse income (Wisconsin applications only)
2.14 
Mortgage Loan Origination Agreement (MLOA ):

The Mortgage Loan Origination Agreement will be issued by U.S. Bank and mailed directly to applicant(s).  Completed MLOA is not required from broker. U.S. Bank Application Submission form must include certification date of when terms of compensation were discussed with the borrower.  Increases to broker compensation after the initial GFE is created will not be allowed. However, if borrower(s) requests larger loan amount then originally requested, YSP will be allowed to increase in conjunction with the new approved loan amount. In that situation, a newly executed MLOA will be issued. Reductions to broker compensation for applications in process are allowed without a new MLOA at anytime during the process.
For compensation, this must include any and all fees that the broker is collecting such as Processing Fee, Origination Fee. collecting for an appraisal paid for, etc.   Yield Spread Premium must be listed as a percentage and a dollar amount.  Maximum broker compensation is 4%.   
2.15 
Form 4506-T:

A form 4506-T must be completely filled out and signed by all parties.  U.S. Bank will execute the 4506-T to obtain IRS information on each file.  

2.16 
Pre-close Calls

A pre-close call will be completed with the borrower(s) on each file.  To help speed up this process, provide accurate, verifiable contact information for each borrower.  
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SECTION THREE 
CLOSING 
3.1 
Ordering closing docs

Closing documents may be ordered after receipt of the final approval letter.  To schedule a closing, call:  
  800-803-4212 option 3, option 1
Request for closing package should only be made after a date has been confirmed with  borrower(s) and settlement agent.

Requests to schedule a closing must be received by 1:00 p.m. local time in order to close the following business day; except for Texas properties (see Texas requirements).

DRF (Document Request Form) will be completed and faxed for review.  If there are any discrepancies on the DRF you must call for a corrected form.  Alterations are not accepted.

· DRF must be signed by the broker or designee.
· DRF must be returned by e-mail or fax within 30 minutes of receipt to assure your closing date and time:


Fax: 

866-350-3146


E-mail:

usbcfdfrontdesk@usbank.com
Advise your settlement agent that U.S. Bank will contact them to verify closing fees.  A delay in verifying fees with the title company may cause a delay in sending the closing docs or a redraw.
3.2 
Texas closing requirements

Purchase and refinance loans must be scheduled a minimum of 48 hours out.

Home equity (cash out) loans must be scheduled a minimum of 72 hours out.

3.3 
Escrows (impounds)

Escrow accounts may be established on all first position loans.  Escrow accounts can not be established on first position lines of credit.  

U.S. Bank will require an escrow account be established on all Section 35 high priced loan products.   
Any taxes due within three months of the note date must be paid from proceeds.  A full year premium must be paid on the hazard insurance from proceeds.
A recent copy of the property tax statement, showing the tax amount and due date(s), is required to be returned with the DRF.   
If the property is new construction and the taxes for the fully assessed value are not available, an estimate of 1% of the purchase price will be used to establish the escrow account.  The escrow account will be adjusted once the property is taxed based on land and structure by the taxing authority. 
3.3.1 
Escrows for repairs or completion
Any escrow for minor repairs and/or completion must be arranged and agreed upon between the borrower and seller.  USBCF will not be responsible for inspections or disbursements related to the escrow. 

3.4
 Title fees

U.S. Bank will contact the settlement agent to verify closing fees.
Title fees exceeding the 10% tolerance or 0% tolerance buckets will cause a broker credit or cure.  The broker will be notified of the credit and the amount.

3.5
 Date sensitive documents

U.S. Bank documents are date sensitive and must be executed on the same day as the note date.  If documents are not signed on the appropriate day, there may be a redraw fee for new documents.

3.6 
Cancelled or delayed closings

If a closing is cancelled or rescheduled, you must immediately call 800-803-4212 option 3, option 1.  If loan documents have already been sent, there will be a redraw fee for new documents. 

3.7 
HUD-1 Settlement Statement approval 

A title company prepared HUD-1 Settlement Statement must be faxed to:  866-459-5849 or         e-mailed to:  usbcfdhuds@usbank.com for approval prior to the document signing. 
The HUD-1 Settlement Statement approved by U.S. Bank must be signed and included in the document package that is returned.

3.8 
After Close 

Loan documents are received daily from UPS and Fed Ex.  Files are prioritized according to fund date and each file is organized into a specific stacking order.  Each file is then reviewed to ensure it was executed properly.  Closing agent is contacted on any requirements that were not met.

3.9 
Funding

All closing packages must be returned within 24 hours of signing.  Funding is dependent upon receipt of signed documents by the U.S. Bank Consumer Finance Division in Hopkins – with the exception of purchase money/non-rescission files:

U.S. Bank

16 Ninth Avenue North

Hopkins, MN  55343

Loans with three day rescissions require the signed, completed document package prior to funding along with the following items: 

· Approved HUD-1 Settlement Statement (if applicable)

· Wiring instructions referencing the borrower’s name

· Signed page 7 of the U.S. Bank closing instructions

· A closing protection letter referencing the borrower’s name and lender specific address

Loans without rescission require the following items be faxed:  866-459-5849 or e-mailed: usbcfdhuds@usbank.com for table funding:

· Approved HUD-1 Settlement Statement (if applicable)

· Wiring instructions referencing the borrower’s name

· Signed page 7 of the U.S. Bank closing instructions

· A closing protection letter referencing the borrower’s name and lender specific address

3.10 
Closing protection letter 

The title company must issue a loan-specific closing protection letter – one that covers only the loan being closed. If required under specific state/county practices, evidence of the closing agent’s errors and omissions insurance listing US Bank as loss payee and a loan-specific Agent Authorization/Clearance letter from the Title Insurance Underwriter may be provided in lieu of a closing protection letter.  Closing Protection Letter required on all real estate loan transactions with title insurance.  Third-party closings may require sub-escrow account or other possible requirements.

The closing protection letter must:

· Insure against closing errors and fraudulent acts of the closing agent

· Be issued by the national title insurer who stands behind the closing agent and on whose paper title insurance will be issued on the loan 

· Show the insured as:

U.S. Bank

16 Ninth Avenue North

Hopkins, MN  55343

The closing agent, and the national title insurer that stands behind it, must meet all legal and regulatory requirements and be acceptable to U.S. Bank. U.S. Bank reserves the right to assess the performance of closing agents and determine, in its sole discretion, the continued acceptability of each closing agent.


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 US Bank products and services, please call 1-800-USBANKS or visit usbank.com      Brokers who wish to be removed from this distribution list should contact any of the following [consumer.finance@usbank.com], toll free phone 800-403-4212 option #3 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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