
POINT OF CONTACT

• Hot Call or Walk in - Use  Script format
• Referral or Off-Site lead contact

Get Name, Address, and Phone #!

†IF "YES"
Enter information into TRAX system  
[*entry date such that notice goes 

out 4 days prior]
†Send TEXT  "Welcome to "

IF "No" - Without having a name and address 
&/or phone #, they can't be followed-up.

PRE-QUAL MEETING
(OFFICE INTERVIEW)  [can be same day]

†If QUALIFIED 
[Yes]

APPOINTMENT SET TO 
SELECT PROPERTY

Put specific information into customer database

†Send TEXT - APPOINTMENT SET TO SELECT 
PROPERTY

†Prompt agent to create property list 2 days before 
appointment - CALL to excite [confirm] †NO APPOINTMENT SET

†Loop back untill DO [CALL] 
[if no 2 times, send LETTER of inquiery as to why no appointment]

†If NOT 
QUALIFIED [No]

COUNSELLING FOR CORRECTIVE ACTION

 †enter P.Q. code in "comments" section of TRAX - send follow 
LETTER[s][cycle] untill Qualified [Found $ step]

SELECT PROPERTY
[can be same day]

Customer Shows up for appointment 
[Yes]

Agency disclosure - customer 
acknowledges by signing

Show 
property[s]

Customer Selects home 
[Yes]

WRITE 
DEPOSIT 
RECEIPT

Have loan officer prepare Lender 
opinion letter

Make trust account entry in trust 
ledger

†SET APPOINTMENT TO 
PRESENT [can be same day]

† CALL customer on daily basis 
untill offer presentation

†Customer does not select home 
[No]

† Loop back to appointment to select 
property

†No Show for appointment 
[No]

† Loop back to 
"show property(s)

PRESENT Deposit Receipt
[can be same day]

†ACCEPTED 
[Yes]

†CALL to congradulate and inform customer - set loan application appointment

†Send TEXT w/ escrow activity outline and general  support language [Escrow week #1 begins]

Acquire from seller/listing agent a copy of Transfer Disclosure statement

Signiture on agency disclosure [both parties]

†COUNTER  
[Maybe]

†CALL to inform and create appointment for decision on new terms [Time is of the Essencee]

[Yes] - loop to accepted

[Maybe][Counter to the counter] 
loop back to "Present deposit receipt"

-†[No]

Loop to appointment to select property

†REJECTED 
[No]

Loop to appointment to select property

 Agent Keeps 
track of or does:

Open or Verify that escrow was opened properly

Set appointment w/ buyer and loan officer for loan 
application [within 3 days of acceptance is ideal]

†Loan application is completed - Progress LETTER - 
inform of coming 

credit report - 
instructions for when 

they receive it.

Prepare customer for 
"Truth in Lending 

Statement"

next step - 2 weeks - to 
credit report status

Verification [by weekly update 
from lender] that loan 

application was turned in

Prepare or verify comps. in co-op w/ listing agent Title Co

MLS - computer or booksGenerate or verify lead sheets for solar, 
insurance, appraisal.

Start Escrow file - broker review within 5 days Deposit Receipt including counter offers &/or addendums if applicable

Trust fund entry

Transfer disclosure statement

Agency disclosure statement

Funds receipt

Buyers info sheet

Check to see if listing agent has received his 
weekly report

ESCROW 

 Week #1 Agent Keeps 
track of or does:

Check to see if listing agent has received his weekly report

call listing agent to confirm apprasial appointment 

if not complete by end of week 
#2, call loan officer for tracking - 

this could mean a delay.

Set appointment and sign escrow instructions w/ buyer - 
including statement of identification

prepare buyer for "Truth in 
Lending" instructions

†Review credit report w/ loan officer [if necessary, w/ buyer] †when complete, send 
completion LETTER to buyer

Title or Escrow Send escrow instructions & statement of identity

Loan Process Receive credit report - review w/ agent & buyer

issue weekly updates to agents

 Week #2

Agent Keeps 
track of or does

†Appraiser should have been to property by 
now - if NO loop untill DO [very important]

† CALL - listing agent to see if appraisal is 
done [report only when done]

Check  if listing agent has received his weekly loan report 

Make sure loan activities are on schedule

Order or confirm Home protection policy if applicciple

Title or Escrow Has signed escrow instructions from buyer and 
seller and grant deed from seller [if bi-lateral]

Loan Process Re-sending verifications 
[if not received at this time]

 Week #3

Agent Keeps 
track of or does

Check to see if listing agent has received his weekly report

Check to see if Statement of Identity has been verified and is O.K. !! - 

Check on Apprasial Received - Request copy of notice given to tennants of subject property - 

Prompt buyer to give tentitive notice w/ week to week extention to landlord 

Work reqmts.[if any] - copy listing agent - verify schedule of completion

amount of appraisal - if low, negotiate [see instructions]

†Verify loan is submitted LETTER - progress, acknowledgement

Title or Escrow Statement of Identity has been verified

Loan Process

Apprasial Received and reported to agent

Work loan pkg. for submission hand carry missing 
items, if possible

Submit loan pkg. to underwriting

 Week #4

Agent Keeps 
track of or does 

Check to see if listing agent has received his 
weekly report

Receive loan 
disposition - 

No Status [still in 
underwriting]

†Loan 
Approved

†CALL - schedule walk-through 
inspection w/ buyer - [create 

agenda for walk-through]

†TEXT of congradulations and 
closing steps

Notify title/escrow company of 
approval 

Order loan documents if:

points are within contract - if NO, 
negotiate - [script]

appraisal reqmts. are scheduled 
to be completed

termite reqmts. completed or 
scheduled

all other contractual reqmts. 
scheduled for completion

†Loan 
Dissapproved

Start Drinking - alot!
Get a real life!

Pick up sales person change 
application and see broker!

† CALL for meeting - meet w/ 
client & loan rep - establish 

strategy 
[immediately if not sooner!]

Loop back to 
Loan 

Submission 
process 

If YES - [Approval steps]

If NO - here we are

Initiate recision form to all parties

get signitures from both parties, 
negotiate if appropriate, send 

completed form to title/escrow Co.

†Suspended List of approval reqmts.
loop back to Approval step

Title or Escrow

Loan Process

† CALL - co-ordinate w/ buyer and loan officer to 
handle necessary requirements

 Week #5

Loan Process 
completion steps

Documents get to title/escrow co.

make arrangements for signing loan documents/escrow papers - 
escrow officer &buyer

sign documents - verify arrangements for return to mortgage co.

†Verifies recordation CALL to arrange key transfer

† LETTER - Thank you, congradulations, etc. Get housewarming gift.

Title or Escrow

receives loan documents - 
prepares pkg. for signitures

papers get signed

receives funds

dispurses proceeds [define]

redcordation

Loan Process

loan documents are prepared 
properly [script] - define properly

deliver to title/escrow co.

return pkg. to mortgage co.
completed loan pkg./escrow 

pkg. returned for funding

loan funds / funds delivered to 
title/escrow co.

Agent Keeps 
track of or does 
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