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Introduction 
Loan processors are the gatekeepers of mortgage file integrity. From initial intake to 
underwriting submission, this stage of the loan cycle benefits immensely from streamlined 
workflows, reduced redundancy, and improved document tracking. 

Key Optimization Areas 

Standardized Intake Process 
Use a universal loan intake form and checklist to ensure all required documentation is collected 
upfront. 

Automated Task Management 
Leverage CRM or LOS tasking features to track due dates, third-party orders, and client requests. 

Communication Protocols 
Standardize all borrower and vendor touchpoints through templated emails and shared status 
updates. 

Sample Processing Workflow 
Step Task Owner 
1 Initial file intake and stacking Loan Processor 
2 Verify income, assets, credit, 

disclosures 
Loan Processor 

3 Run AUS and validate against 
documentation 

Loan Processor 

4 Order appraisal, VOE, title Loan Processor 
5 Prepare file for Underwriting 

submission 
Loan Processor 
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THA Optimization Tips 
• Color-code tasks in a pipeline tracker by urgency or status. 
• Use dual-checks for all AUS matches and required documentation. 
• Integrate secure portals for document upload to reduce manual intake delays. 
• Bundle borrower documents by category using PDF merge tools before submission. 
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Introduction 
Underwriters are responsible for assessing risk and ensuring that mortgage loans meet investor, 
agency, and regulatory requirements. Optimizing underwriting processes reduces approval 
delays, enhances loan quality, and strengthens compliance outcomes. 

Key Optimization Areas 

Pre-Underwriting Review 
Implement a checklist to ensure processors submit clean files that are stacking order-ready. 

Automated Risk Assessment 
Ensure proper usage and validation of AUS results (DU, LPA, etc.) to streamline condition 
requirements. 

Condition Management 
Track conditions by risk category (income, credit, collateral) and route follow-ups efficiently. 

Underwriting File Review Priorities 
Category Focus Area Tools/Checks 
Income Consistency, stability, and 

calculation method 
WVOE, paystubs, 1040s, 
4506-C 

Credit Late payments, disputes, 
utilization 

Tri-merge credit report, LOE 
templates 

Collateral Appraisal review, value gaps, 
subject condition 

Appraisal checklist, SSRs 

Assets Sourcing, large deposits, 
ownership 

Bank statements, VOD, LOE 
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THA Optimization Tips 
• Use pre-approved income calculation worksheets to speed up income analysis. 
• Cross-reference AUS findings with investor overlays at the beginning. 
• Create templates for common LOEs to reduce time spent writing new ones. 
• Leverage condition-specific email templates to reduce repetitive typing. 
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Introduction 
The closing stage is where all prior efforts come together, making accuracy and 
coordination critical. A streamlined closing process reduces funding delays, improves 
borrower experience, and ensures compliance with federal and investor requirements. 

Key Optimization Areas 

Final Document Review 
Use a closing checklist to validate all executed documents, signatures, and timelines. 

Clear-to-Close Readiness 
Create an internal pre-closing audit to catch any last-minute condition or disclosure issues. 

Collaboration with Title/Settlement 
Standardize communication protocols and document delivery with settlement agents. 

Closing Milestone Checklist 
Task Responsible Party Timing 
Issue Closing Disclosure 
(CD) 

Lender At least 3 business days 
before closing 

Confirm clear to close (CTC) Underwriter/Closer 1–2 days before closing 
Coordinate with title 
company 

Closer Upon CTC 

Review and send final CD Closer 1 day before closing 
Fund loan and disburse Lender/Title On closing day 

THA Optimization Tips 
• Automate delivery of Closing Disclosures based on approval date. 
• Use a shared calendar or checklist to track all CTC and CD deadlines. 
• Create a standardized funding request form for title companies. 
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• Double-check vesting, loan amounts, and insurance details before funding wire 
requests. 
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Introduction 
Post-closing is where quality control and compliance safeguards are validated. Optimizing 
this stage ensures loan salability, prevents repurchase risk, and strengthens internal audit 
readiness. Accuracy and audit trails are key to maintaining lender credibility and investor 
trust. 

Key Optimization Areas 

Document Audit Procedures 
Use a standardized audit checklist to review file completeness, signature verification, and 
compliance timing. 

Shipping & Delivery Accuracy 
Track all required investor documents and use version control to ensure proper delivery. 

Trailing Docs & Corrections 
Log missing documents, exceptions, and document cure efforts in a centralized tracker. 

Post-Closing Audit Checklist 
Document/Task Reviewed For Due Date or Timing 
Note & Security Instrument Signature, dates, recording 

match 
Immediately post-closing 

Final CD & Compliance Docs Accuracy, disclosure timing 3 days post-closing 
Title Policy & Insurance Proper coverage, vesting 10–14 days post-closing 
Loan Delivery Package Investor stacking order & 

completeness 
Per investor delivery SLAs 

THA Optimization Tips 
• Use color-coded post-close checklists to track cure status by loan. 
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• Automate reminders for outstanding trailing docs. 
• Establish a quality control rotation or peer review model to reduce oversights. 
• Create a delivery log per investor with date stamps and exceptions noted. 
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