
Supportive Information - Review & Booking
Review and Booking A B C D E F G H
Track Causes of Unbookable Loans? Yes Yes Yes Yes Yes Yes No Yes

Track Causes of Unbookable Loans by branch or region? No No Yes Yes Yes Yes No Yes

# of Review Points for Loan Packages 12 8 27 25 43 - LOC
71 - LOAN

16 14 12 

Distinguish between "critical" and "non-critical" review 
points?

Yes Yes Yes Yes Yes Yes Yes Yes

Method of notifying originators of unbookable loan Email Form
Document

Email Email
Phone

Email
Checklist

Fax 
Phone

Email Form
Phone

Dedicated FTE to handle unbookable loans? No No No Yes No Yes No No

Fund from faxed copies of loan packages? No NA No Yes No No Yes No

Loan funding location Centrally Branch Branch Centrally Branch Centrally Branch
Centrally

Centrally

Exception Booking Policy Book Some Book All Book Some Book Some Book All Book Some Book Some Book Some

Are processors assigned loans by product? (Yes, No) No Yes No No Yes Yes No No

Are processors assigned loans by region? (Yes, No) No No Yes Yes No No No No

Are processors assigned loans FIFO? (Yes, No) Yes Yes Yes Yes Yes No Yes Yes

What media do you review contracts on? (Originals, Image, 
Fax Copy, Other)

Originals Originals Originals Image Originals Originals Originals Originals

Is there a booking interface between the APS and LAS*? No No Yes Yes Yes Yes Yes Yes

Is there a booking interface between the Doc Prep system 
and LAS?

No Yes Yes No No Yes Yes No

Is there a funding interface between the LAS and a DDA, Wire 
or Checkwriter system?

No No No Yes No No No No

Do you utilize auto-fax for exception notification? Yes No No Yes No Yes No No

Where are documents reviewed for compliance information 
such as HMDA or RESPA? (Doc Prep, Review and Booking, 
Compliance)

Review & Booking Compliance Review & Booking Review & Booking Compliance Compliance Doc Prep Compliance



CENTRAL TECHNOLOGY ACTIONS

Lender E Review and Booking
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The branch office sends a booking request
via email to the Booking Representative. The
Booking Rep prints the email form which
includes the required loan information.
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Receive email from
branch

BOOKING

Retrieve application
in (APS)

Verify new loan
information

Book loan
in (LAS)

Is new loan a
line-of-credit?

Order line-of-credit
checks

Receive closed loan
package from branch

Enter new loan in
tracking database

Forward closed loan
package to QA

QUALITY ASSURANCE

Arrange loan
package documents

Conduct post-closing
review

Is exception(s)
identified?

Notate exception on
checklist

Update (LAS) with
exception code(s)

Update exception
database

Forward copy of
checklist to branch

Place loan package
in imaging box

Imaging vendor
picks-up box

To File
Set-up

Application
Processing System

(APS)

Loan Accounting
System (LAS)

Yes

No

Workstation

Yes

No

The Booking Rep retrieves the application
data in the Application processing System
(APS).
The Booking Rep verifies the loan information
provided on the email to the (APS).

The Booking Rep books the new loan on the
Loan Accounting System (LAS) through the
(APS) interface.

Is the new loan a line-of-credit?

The Booking Rep accesses an online
ordering system on the desktop and requests
the customer’s checks..

The Booking Department receives the loan
package from the branch within 2-5 days
after closing.
The Booking Rep enters the closed loan
information into a tracking database and
generates (2) imaging cover pages.
The Booking Rep inserts the image cover
sheets and forwards the loan package to
Quality Assurance.
The Quality Assurance Rep combines the
closed loan package with the credit file and
arranges the order of the documents behind
the image cover sheets.
The Quality Assurance Rep performs the
post-closing review utilizing a product-specific
checklist.
Are there exceptions identified during the
quality review process?

If the  Quality Assurance Rep identifies an
exception, a notation is made on the
checklist.
The Quality Assurance Rep enters the
exception code in the (LAS).

The Quality Assurance Rep enters the loan
exception into the tracking database.
The Quality Assurance Rep forwards the loan
review checklist and cover letter to the
branch representative for resolution of
exception.

The Quality Assurance Rep places the
reviewed loan packages into a box for pick-
up by the imaging vendor.

The Imaging vendor sends a courier to pick-
up the loan package for document scanning.

The Branch Rep will resolve the exception,
obtain necessary documentation and return
the checklist to the QA Rep. The QA Rep will
confirm the exception has been resolved and
remove the status code in the (LAS).

Retrieve credit loan
file from Doc Prep

The Booking Rep receives the booked loan
package and retrieves the credit file from the
Document Preparation Department.
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Review & Booking/Processing FTE
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