Step 4
Step 4a: Clearing off Client Checklist
You are required to work with each client to clear all documents that's on the Client
Checklist as mentioned in several previous steps. Go to the Document Section of
the Training Site to open Checklists and download the correct Checklist for your
Client and save in their folder. Keep this Checklist updated at all times.

You have 3 Days To Get All Documents Cleared!
You must call each client EVERYDAY to get them to submit their documents. While
you are collecting the documents, it is your job to update the Client Checklist every
time you receive more documents.
Most of the communication from you to the Client should be by phone. You must
pick up the phone and call them.
Every time you collect new documents, do the following:
 Add all documents to the Drive
 Update the Checklist by putting Received in the box next to the document
 Click File & Print
 Save updated Client Checklist to your Desktop
 Now the Checklist is updated in the Drive & you have the PDF version on your
computer
 E-mail the updated Client Checklist to your Client and inform your Client to
send you the remaining documents
 Your Client should receive an updated Checklist every time he or she send you
new documents

Step 4b
Step 4b: Receiving E-mails that the Disclosures was eSigned
Part of clearing the Checklist is for the Back Office to send the Disclosures to each
Client. Once all items on the Checklist has been cleared, the Back Office would be
able to prep the Disclosures to send to the Client.
When Client completes the eSignature, we'll forward you the e-mail confirmation
that says Signing Completed, when you get this e-mail, you are required to do the
following:
 Click the link to download the documents
 Save each document separately in your Client's folder on your desktop
 Also, put each document in the Drive in the Client Disclosures folder
 Each document should be in it’s own name labeled correctly with no spaces
so you may have to rename each document
 Go to the Document Section of the Training Site, click Forms then download
Document Labeling to view DocumentLabeling to view how to label each
document
 If documents isn't labeled correctly, you will be informed to label it correctly
 Send an e-mail to Processing@PhoneOpsFunding.com stating that this task
has been completed

Step 4c
Step 4c: Sending out the VOE
It is very important to send out the VOE(s) as soon you get the signed Disclosures
back and you have separated them & placed them in the Drive. It also may take a
few days to a week to get the completed VOE back from the Employer so if you’ve
completed the VOE prior to sending out Disclosures, the VOE should be eSigned
and ready to be submitted.
There are 2 options on how to send out the VOE(s). You may send it either by Email
or by Fax. We provided you with both options:

Step 4c - Continues
Emailing the VOE(s) to the Employer:
Copy & paste everything that’s between the two Red Lines onto the body of the
email.
Subject - VOE Needed for: Client’s First & Last Name
__________________________________________________

VOE
REQUEST
Hello, our Client is in the process of purchasing a home and we need someone in
your HR Dept. to complete the VOE as soon as possible as this is a requirement.

Below, you'll see a sample of all HIGHLIGHTED fields that needs to be
completed. If a field doesn't apply, put N/A as it CANNOT be left blank.

Step 4c - Continues
Included with this email, you’ll find the VOE. Please complete ASAP and fax it back
to us at: 253-252-8754 or email it directly to: Processing@PhoneOpsFunding.com.
__________________________________________________
Go to the Document Section of the Training Site, click Forms to download
SampleVOE and attach it to the body of the email. Remember to send an email to
each Employer for each Job your Client(s) have.
For all previous jobs (all within 2yrs), download SampleVOE2 to add to the body of
the email and send to each Employer. Always BCC the Back Office when sending
out all VOE’s for record keeping.
Faxing the VOE directly to the Employer:
Copy & paste everything that’s between the two Red Lines onto the body of the
Fax.
Subject - VOE Needed for: Client’s First & Last Name
__________________________________________________
Hello, our Client is in the process of purchasing a home and we need someone in
your HR Dept. to complete the VOE as soon as possible as this is a requirement.
Below, you'll see a sample of all HIGHLIGHTED fields that needs to be completed. If
a field doesn't apply, put N/A as it CANNOT be left blank.

Step 4c - Continues

Included with this fax, you’ll find the actual VOE. Please complete ASAP and fax it
back to us at: 253-252-8754 or email it directly to: Processing@PhoneOpsFunding.com.
__________________________________________________

Step 4c - Continues
Remember to fax 1 VOE per Employer. It has to be all Employers within the last
2yrs of employment. If any Employer fax or email back information on the Work
Number, you MUST follow the instructions provided to get the full printout from the
Work Number. It will guide the Borrower on how to do it and 9 times out of 10; the
Borrower will need your help so help your Client to get through this step.

Step 4d
Step 4d: Sending out the VOR
When your client is paying rent and renting from a Property Management Company
or a regular company, a VOR needs to be submitted for completion as soon as
possible. This form is also found in the Calyx Point Software.
You can follow the same steps in Step5i on how to send an email, but these are the
instructions on how to send a VOR by fax. Copy & paste everything that’s between
the two Red Lines onto the body of the Fax.
Subject - VOR Needed for: Client’s First & Last Name
__________________________________________________
Hello, our Client is in the process of purchasing a home and we need someone in
your Property Management Dept. to complete the VOR as soon as possible as this
is a requirement.
Below, you'll see a sample of all HIGHLIGHTED fields that needs to be completed. If
a field doesn't apply, put N/A as it CANNOT be left blank.

Step 4d - Continues

Included with this fax, you’ll find the signed VOR. Please complete ASAP and fax it
back to us at: 253-252-8754 or email it directly to:
Processing@PhoneOpsFunding.com.
__________________________________________________

Step 4d - Continues
Go to the Document Section of the Training Site, click Forms to download
SampleVOR and attach it to the body of the fax. Remember to make sure that the
Borrower signs the VOR as well as the Broker during eSigning.

Step 4e
Step 4e: Compensation Forfeit
There are a few Compensation Forfeits you must know as there are deadlines to
meet to avoid these forfeits. These Compensation Forfeits are as follows:
Credit Pull Fee:
You are paid $5 for each Client that pays their Credit Pull Fee. Compensation
Forfeit - You have within 1 DAY from Application Submission to encourage each
client to pay the Credit Pull Fee or your $5 compensation will be FORFEITED!
Checklist:
You have within 3 DAYS from Application Submission to get all items on the
Checklist Cleared or $25 will be FORFEITED! So basically, $25 will be deducted
from your pay.
3-Day Process:
You have within 3 DAYS from Application Submission to work with your client to
complete their 3-Day Process or $25 will be FORFEITED! We know they are excited
to purchase a home of their dreams and if you pick up the phone and actually
speak to each of your clients, it will really show as they will submit their
documents, email Processing and respond back to the emails that was sent to them
in a timely manner. This 3-Day Process is extremely easy to accomplish.
Approval with Conditions:
You have within 1 WEEK from receiving the Approval to get all Conditions Cleared
or $50 will be FORFEITED! It is very important to work these Conditions as soon
as you get them as TIME IS OF THE ESSENCE. We need to get the CTC (Clear To
Close) as soon as possible in order to schedule settlement and get paid.

Step 4e - Continues
Posting Properties:
You must post 2 properties on Craig’s List and 2 properties on Facebook everyday
or $25 will be FORFEITED per pay period.
Our goal is to keep this exciting career fun and lucrative but with a little pressure
to let everyone know that this is still a serious situation with very important
documentation such as bank statements, socials, DOBs, etc and that information
can’t be left open lingering so we do our best to open a file and close a file as
quickly as possible.

Step 4f
Step 4f: Submitting File to U/W
Once you've cleared all the documents on the Client Checklist, it is time to submit
the file to the Back Office. Follow the steps to move forward:
 Go to the Client's folder to make sure all documents are in, everything has
been cleared and the Client Checklist has been updated showing everything
cleared
 e-mail Processing@PhoneOpsFunding.com & put in Subject Line: File Ready
for U/W: Jane Smith. Remove Jane Smith and put the Client's first & last
name.
Once your Client is Pre-Approved, he/she will receive an e-mail stating the
Approval and you will be cc'd on that email.

The next step is for your Client to find a home of their choice.
Ms. Dunn or her Assistant will show your Client a property and
once the AOS (Agreement of Sale) comes in, then we’ll be able to
move forward.
Keep in contact with your Client and inform him or her that their
Pre-Approval expires in 30 Days And their Credit Report is only
good for 30 Days from the date that it was pulled!

Step 4g
Step 4g: When we get a Signed Contract (AOS)
When the AOS (Agreement of Sale or Sale's Contract) is signed by the Seller and the
Client & it has been received, simply put the AOS in the Drive and do the following:
 Inform our Back Office that our Client is now under contract and the AOS is
in the Drive
Now that the Client is under Contract, the file needs to be submitted to the Lender
so we can get the actual Approval with Conditions in order for you to can get the
Conditions cleared.
We have a long journey a head of us, getting the AOS takes us 1/3 rd through the
process so Time Is Of The Essence. It is now time to:
1. Request Title & Draft CD
2. Update the Point File

(IHP Completes)

(Back Office Completes)

3. Re-disclose to the Borrower(s)

(Back Office Completes)

4. Re-run DU to get the updated DU Findings

(Back Office Completes)

5. Inform our Back Office that the file is ready for Approval

(IHP Completes)

Step 4h
Step 4h: Requesting Title & Draft CD
It is VERY IMPORTANT that you request Title and the Draft CD as soon as you get
the AOS. You need the Draft CD in order to submit the file to the Lender as the fees
that the Title Company is charging must be disclosed properly when you re-disclose
and when the Lender disclose.
If you under-disclose and the fees are more, you will have to pay the additional fees
to cure the cost. It happened before and the Lender will make you pay as the Loan
Officer as this is TRID LAW so it’s important to get the fees UP FRONT as soon as
possible.

Step 4h - Continues
The first step is to complete the Title Request Form. Go to the Document Section of
the Training Site, click on Title Request, then click on Title Request – Land Home
for completion. Open the AOS as you will need this open to get the information
along with the 1003 application from the Disclosures. Only edit the following:
 Purchase Price: Enter the sale’s price from the AOS
 Mortgage Amount: Enter the full amount that’s on the first page in the
Amount box on the Uniform Residential Loan Application (1003)
 Date Binder: Put the date that is 5 days from current day
 Date of Closing: Look on the AOS and put that date. If you can’t find it, put
the date that is 2 weeks from current day. They will find it and fix it, no big
deal
 Address: Look on AOS and put address
 Municipality: Look on AOS and put Municipality
 Tax ID: Look on AOS and put Tax ID. If you can’t find it, skip it
 County: Look on AOS and put County
 Owner 1 & 2: Look on AOS and put Owner’s 1 & 2
 Buyer 1 & 2: Put the name(s) of your Client(s)
 Deed - Owner 1 & 2: Look on AOS and put Owner’s 1 & 2
 Deed - Buyer 1 & 2: Put the name(s) of your Client(s)
Save the Document then do the following:
 Click File
 Click Print
 Make sure Printer name is PDFCreator
 Print Range put from 1 to 1
 Click Ok

Step 4h - Continues
Open the AOS and look for the Title Company’s information and use that Title
Company. If it’s just a phone number, call to get their email address. If there is no
Title Company, use the Title Company below:
Global Title Services
info@myglobaltitle.com
8150 Leesburg Pike, Suite 410
Vienna, VA 22182
O - (703) 459-9343
F - (703) 574-8082
www.MyGlobalTitle.com
Now it’s time to send an email to the Title Company. In the Subject Line, put Title &
Draft CD Request For: Jane Doe - Remove Jane Doe and put your Client’s full name
E-mail the following (everything that’s between the 2 Red Lines) to the Title
Company
_______________________________________________________
Hello, in attachment you'll find the following:
 Title Request
 AOS
Please complete the request and e-mail all title information to me & please CC
Processing@PhoneOpsFunding.com as soon as possible.
Also, I need you to send us a Draft CD with all your fees within the hour; I we need
this to disclose to Client and submit to the Lender but I can’t without your actual
fees so please send as soon as possible!!!
_______________________________________________________
After you’ve sent this email, contact them to make sure they received it. Keep in
mind, Title Companies are extremely busy so it is possible that they won't respond
to your request in a timely manner, sometimes they don't respond at all so it is very
important to call them and inform them that you sent a Title Request and for them
to confirm that they received it and confirm that they will send the Draft CD ASAP!

Step 4i
Step 4i: Things to Remember
 ALWAYS pick up the phone and call your Client
 ALWAYS clear the Client Check List within 3 Days
 ALWAYS contact our Back Office if you don't know an answer to any
questions
 ALWAYS have at least 2 years of residence - get previous addresses to total a
full 2yrs
 ALWAYS have at least 2 years of employment - LOX's (Letter of Explanation) is
always needed when there are more than 1 month gap
 ALWAYS send VOE Request to Employer as soon after you separate the signed
Disclosures
 ALWAYS send VOR Request to Landlord as soon after you separate the signed
Disclosures
 ALWAYS collect all W2's if the Client had multiple jobs throughout the 2 years
of employment
 ALWAYS collect all pages of the Tax Returns, make sure all pages are upright,
in order and is signed by the Borrower(s)
 ALWAYS collect the Award Letters if the Client is collecting SSI or SSD payments from the bank statement will not be accepted
 ALWAYS send the LOX’s to the Client as soon after pulling credit

Step 4i - Continues
 ALWAYS make sure all documents are labeled correctly or it will be deleted
from the Drive
 ALWAYS send an email to our Back Office when your file is ready for PreApproval.
 NEVER e-mail the credit report to the client as this is a violation. If they
want a copy of their credit report, they must go to:
www.AnnualCreditReport.com to get a copy
 NEVER Assume, ASK!!!

Completes Step 4

