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Branch Underwriting 
Overview



Branch UW

What is the definition of a Branch UW? 

In Encompass, we define the Branch UW as the “manager 
assigned to sign-off on the loan” 

Typically, this is the Operations Manager, but can also be the 
Team Lead or Branch Manager 



Loan Workflow



Loan Workflow



UW Stages



UW Stages 

BM Review 1 This stage indicates that a Branch Manager, Operations Manager, or 
Team Lead has done a full file review, and has cleared what conditions 
could be cleared at the time.  This stage will only normally occur when 
a file is being reviewed for closing within 30 to 60 days.  This is NOT 
the stage to use if the Branch Manager has only done a cursory review 
prior to “Submit to Processing”

BM Review 2 This stage indicates that a second full file review has been done, but 
the loan still requires more than standard 10-day items.  This could be 
an indicator of a challenging loan and would suggest further inquiry 
with the branch about how the loan is progressing.

10 Day Pending This stage indicates that only 10-day items are pending review and 
approval. 

CTC Pending Final Inspection All conditions have been cleared to close except for 
receipt of a final inspection.

CTC Pending Sale of Home All conditions have been cleared to close except for 
receipt of documentation of a sale of a home. 

CTC The loan has been cleared to close.   



Initial Branch UW 
Reviews



Once the Initial UW review is completed 
(Cond. Approval), on a TBB, the Branch 
Manager will conduct a cursory review 
and assign the Loan Processor on the 
Cond. Approval Milestone. 
This will push the loan into the Loan 
Processors “Conditioned” Pipeline 

Loan Process – Cursory Review - TBB



Cursory Review: 
• Review AUS
• Review Corp. UW conditions
• Review analyzer findings – Income & Credit
• Review URLA
• Review Conversation Log
• Add Branch UW conditions, if needed

Loan Process – Cursory Review - TBB

The goal of the cursory review 
is to ensure we have a properly 

structured loan that qualifies 
before it goes to processing.

This is an especially important 
step on Automated Approval 

loans.



Loan Process – Cursory Review - TBB

Once the loan has been 
reviewed by corporate 
underwriting the Corporate UW 
will “Finish” the Cond. Approval 
milestone. This will push the 
loan to the managers “Assign 
Processor” pipeline. 
 
The Branch Manager will 
conduct a cursory review of the 
loan (reviewing analyzers 
(credit/income), conversation 
log, AUS findings, corporate 
underwriting conditions, and any 
potential issues)



Once the Initial UW review is completed 
(Cond. Approval), on a Spec, the 
Operations Manager will conduct a BM 
1 review and assign the Loan Processor 
on the Cond. Approval Milestone. 
This will push the loan into the Loan 
Processors “Conditioned” Pipeline 

Loan Process – BM 1 Review - Spec



Loan Process – BM 1 Review - Spec

Once the loan has been 
reviewed by corporate 
underwriting the Corporate UW 
will “Finish” the Cond. Approval 
milestone. This will push the 
loan to the managers “Assign 
Processor” pipeline. 
 
On a spec, the Ops Manager will 
conduct a BM 1 review (deep-
dive) of the loan and then assign 
to processor.



Conditional Review



Conditional Review: Milestone Recap



Conditional Review & Clear to Close
Once the processor has 
completed the processing of 
the loan, they will Finish the 
Processing Milestone. 

This will push the loan into the 
Operations Manager “Assign 
Branch UW” pipeline. (Branch 
managers& TL’s also have 
access to this pipeline view)



Conditions

As a Branch UW, you can add 
conditions, clear, reject or waive 

Branch UW conditions as needed. 

Corp UW conditions will ONLY be 
cleared by Corporate Underwriting 
team (like our UW conditions today) 



Branch UW will be adding Branch UW or Blank conditions. 
These can be cleared by Branch Managers, Operations 
Managers, and Team Leads.

Processors will use Commitment or Blank conditions will in the 
processing stage, as needed so they can add to condition list 
and send out their commitment letter. Remember we have 
enhanced conditions that will be added at Cond. Approval.

Corp UW conditions can only be cleared by corporate 
underwriting (just like our UW conditions today)

Conditions



Conditions – Adding blank conditions

To add blank 
conditions, 
follow these 
steps:

1

2
3

To ensure the blank 
condition prints on 

commitment letter, check 
that prior to approval is 

selected and print 
externally is checked

4



Conditions - Adding condition from list or set

To add Branch 
UW conditions, 
follow these 
steps:

1

2

3



Conditions – Clearing

One MAJOR change in our process is that 
processors will attach documents to 

conditions. 

This will streamline the review and CTC 
process for Branch UW. You can review the 

document and clear the condition in ONE 
place! 



Income & Credit Analyzer – Branch UW
• The Income and Credit Analyzer should be reviewed by the Branch UW during each 

review, but most importantly prior to Conditional Review milestone completion 
(equivalent to 10-day pending review) 

If the most conservative 
income calculated by the 

analyzer is used, then, 
Automated Approval is 

appropriate.

If the branch wishes to use 
a higher calculation from 

the analyzer (or otherwise), 
the branch will need to 
document the file and 

submit to Corp UW as a 
Full Approval



Income & Credit Analyzer



Income & Credit Analyzer

Corp UW will review 
the submission and 

determine if we have 
sufficient 

documentation to 
justify the higher 

income 



Advancing 
Milestones



Advancing Milestones – Cond. Review

If additional items are 
needed from processing, 
the Branch UW will 
uncheck the Processing 
milestone, so the 
processor has access, and 
milestones reflect. 

If loan is ready for 
Condition Review (5-day 
items pending), you will 
finish the Condition 
Review milestone and 
make notes in 
Conversation Log.



Advancing Milestones – Clear to Close

Once the conditional 
review milestone has 
been completed, next 
milestone is Clear to Close

You will review loan for 
the 5-day items along with 
the final inspection.

Confirm your Underwriter 
Summary is complete, 
along with checking the 
UW comparison, AUS 
findings, confirming your 
conditions have been 
cleared. 



UW Comparison & 
Clear to Close



UW Comparison

UW Comparison



If there is a discrepancy 
during the closing process 
with the funds verified or 
reserves needed increase, 
an alert will fire and the 
closer will reach out to the 
branch to review and 
resolve the issue. 
You will also need to 
review your final 
DU/Transmittal and clear 
the alert issued.

Clear to Close & Closing Disclosure Discrepancy



Underwriter Summary

Underwriter 
Summary



Underwriter Summary
Underwriter 

Summary



Underwriter Summary

Underwriter 
Summary Page 2 Entering the Clear to Close 

date will signal that the loan is 
completely clear to close and 

ALL conditions have been 
cleared.



Make sure and review your alerts and messages through out 
the underwriting process

Best Practice: Make sure you are 
reading and addressing alerts.

Loans should NOT close with 
open alerts. 



Notice of Incomplete 
Application 



To start your notice of incomplete 
application, you will need to first add 
commitment conditions to your file.
1. Go into the eFolder.
2. Open up the conditions tab.
3. Use the plus sign to add a condition. 

(you can add a blank condition or a 
select a condition from the conditions 
list or set)

,

Notice of Incomplete Application 



Best Practice: 
Make sure to select condition from the 
commitment condition set OR create a 
custom condition from blank 
conditions. 

If opting to add a blank condition, you 
need to select commitment type as 
commitment to ensure it pulls on NOIA 
document. 

,

Notice of Incomplete Application 



Best Practice: 

Complete your conditions as 
required: 

A blank condition will allow you to 
completely free-form the External 
Description. 

A condition from the condition 
sets can be edited as needed, but 
will already have preset text 
included.

Notice of Incomplete Application



Then, go to Forms – M/I 
Notice of Incomplete 

Application to complete the 
required fields. 

Enter the deadline date for the 
NOIA letter.

Forms – M/I Notice of Incomplete Action



• Once you have 
added the  
conditions and 
completed the 
M/I Notice of 
Incomplete 
Application 
screen, go to your 
eFolder and add 
NOIA document 
and “request.” 

Printing & Sending the NOIA 



• Then Preview the 
document and 
click “Send” 

• An editable 
template email 
will appear. Click 
send 

Printing & Sending the NOIA 



Notice of 
Incomplete 
Application 
Example: 



Interactive Demonstration:
Notice of Incomplete Application



Thank you
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