
Brokered Loans



In order to duplicate the 
loan you will need to 

highlight the loan, right 
click, and press 

duplicate the loan.

Brokered Loans – Duplicating a loan

To start your brokered loan, 
you will need to duplicate 

the current loan.
To duplicate the loan, you 
will need to highlight the 

loan, right click, and press 
duplicate the loan.

**Keep in mind If your current loan is 
active in encompass and you have 
the RESPA 6 entered, you will need 
to have the loan dispositioned for 

HMDA/compliance.**



Brokered Loan – Duplicating a loan

You will get confirmation that 
the loan has been successfully 

duplicated.  Encompass will 
ask you to apply a template 

set.  You will pick the template 
set that resembles the product 

you will be using with the 
investor.

Go to  Loan and select “Apply 
loan template set”



Brokered Loan  - Input of Application

You will want to update the 
channel to a Brokered 
Loan, in M/I Borrower 

Summary – Origination.
Encompass will want you 

to confirm that the change 
is correct, and you will 

mark yes.
Then you will need to save 

the loan.



Brokered Loan – Input of Application

Once your loan is 
duplicated, you can add 
the RESPA 6 under the 

brokered channel.
In M/I Borrower Summary 

– Origination screen the 
blue fields are the required 

fields. 
You will need to select a 

lender.

You will also want to select 
the reason for brokering 
the loan: MIF Denial OR 

Loan Product

DO NOT 
PRICE 

LOAN IN 
OPTIMAL 

BLUE



You will need to go into 2015 Itemization and enter the broker compensation 
percentage.  This will carry over onto your broker fee agreement form.

Brokered Loan – Input of Application

Go into 2015 Itemization screen and enter the broker compensation percentage.  This 
percentage will carry over onto your broker fee agreement form.



The application 
worksheet will 

provide you with a 
list of documents, 

fields, and tasks that 
need to be 
completed.

Brokered Loan – Application Worksheet

The application 
worksheet will 

provide you with a 
list of documents, 
fields, and tasks 
that need to be 

completed.



The Broker Fee Agreement will 
need to be sent out to the 
borrower for signature. 

You will need to press the print 
button, Custom forms, choose 
Broker Fee Agreement.

The Broker List of Services 
Performed form will need to be 
added to your eFolder as well.

Brokered Loan – Forms to be Sent to Borrower

The Broker Fee Agreement will 
need to be sent out to the 

borrower for signature. 
Open the eFolder, press request, 
the add button,  Custom forms, 

add document, select Broker Fee 
Agreement and The Broker List 

of Services, then add. 



Once the forms are added, you 
will send the documents to the 

borrower.

Brokered Loan – Forms to be Sent to Borrower

Once the forms are added, you will 
send the documents to the 

borrower.





Once the Brokered List of 
Services Performed form is 

added, you will need to 
annotate (as the loan 

officer/branch manager) that 
you have reviewed and 

completed part A, B, C, D, and 
K.

The annotation will need to be 
made public.

To make several annotations, 
you will need to utilize the 

bubble.

Brokered List of Services 

Once the Brokered List of 
Services Performed form is 

added in the Documents, you will 
need to annotate (as the loan 

officer/branch manager) that you 
have reviewed and completed 

part A, B, C, D, and K.
The annotation will need to be 

made public.
To make several annotations, you 

will need to utilize the bubble.





Brokered Process

Once the broker 
agreement is sent and 
signed, and the list of 

services are complete,  
go to your worksheet 

and clear the 
outstanding items.



You will also need to 
make sure and add the 
estimated closing date

You will need to 
complete the application 

expected milestone.

Brokered Process

Go into M/I Borrower 
Summary – Origination 

and enter the estimated 
closing date.

You will then need to 
complete the application 

expected milestone

DO NOT PRICE 
LOAN IN 

OPTIMAL BLUE



Once the brokered loan is set for closing, you will need to enter the 
scheduled closing date and total loan amount. Once the final executed 
closing disclosure is uploaded to encompass, the branch manager will 

complete the task and the clear to close milestone.  

Brokered Process

Once the brokered loan is set for closing, you will need to enter the scheduled closing 
date and total loan amount. Once the final executed closing disclosure is uploaded to 

encompass, the branch manager will complete the task and the clear to close milestone.  



Always make sure to document that this is a Brokered Loan in the 
Conversation Log.

You will need to make sure and reference the loan number.

Always make sure to document that this is a Brokered Loan in the 
Conversation Log.

You will need to make sure and reference the loan number.



Once the wire is received, Corporate will go into the Broker Check Calculation screen from the 
tool's menu.  They will enter the check confirmed box and complete the completion milestone 

and add the check confirmed date in the required fields.




