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Branch Underwriting Procedures 
A branch underwriter’s principal duty is to ensure that all loans originated are processed and closed in 
accordance with MIF and secondary market lending guidelines and regulations. In addition, the branch 
underwriter will oversee the Loan Specialists to ensure that the loan specialist completes the loan 
review, submits the loan to the branch underwriter for approval, and prepares the loan for closing  for 
all M/I Homes borrowers, and is done in accordance with M/I Financial LLC policy and procedures. They 
will ensure that the Loan Specialists verify all information provided on the loan application including 
checking employment status, assets, and outstanding debts. They will monitor the loan specialist’s day-
to-day activity to ensure they work closely with the borrower to obtain any missing or additional 
documentation that is needed to comply with lending guidelines and regulations. In addition, the 
branch underwriter will set the appropriate expectation about the loan process so that we may 
successfully complete the sale of the M/I Home while maintaining a high degree of customer service 
our borrowers expect and deserve. 

The branch underwriter will be responsible for ensuring that every loan they approve for Clear to Close 
(CTC) contains all verified and validated data that makes the loan acceptable for sale to the intended 
investor.  
 

Service Level Agreements: 
Cursory Review – Cursory review to be completed within 2 business days of loan approval.  

Branch UW Review – Branch underwriting review to be completed within 2 business days of the processing 
milestone completion for conditional review. 

Clear to Close – Clear to close documentation to be reviewed within 1 business day of conditional review 
milestone completion for clear to close. 
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Milestones: 

 
The branch underwriter will primarily work in the Conditional Review and Clear to Close 
milestones. 

Milestone Tasks are required to be completed prior to “Finishing” the Milestone. 

 

 

 Pipeline Views: 
 

 The Pipeline is the starting point for 
underwriting, viewing, and managing loans.  
Branch Underwriter’s pipeline views consist 
of: 
All – entire pipeline 
Cursory Review Not Completed – Initial 
loan review has not been completed. 
Assign Branch UW – Processors finish 
processing milestone and if branch 
underwriter is not assigned. 
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Prequal – Loan started not complete. 
Active – Loans in Application, Submittal, 
Conditional Approval, Processing, 
Conditional Review, CTC, Ready for Docs, 
and Docs out. 
Floating – Active loans not locked or loans 
with rate lock expired alert. 
Follow Up – Loans with new Alerts, 
Conversation and Task follow up. 
Expiring Before Close – Lock will expire 
prior to closing. 
60 Day CIC – Loans closing in the next 90 
days, LE days >60 from closing. 
Applications Not Approved – Loans 
pending approval. 
Incomplete Applications – Active loans 
without Corporate UW approval, no NOIA 
due date present, not withdrawn. 
Conditioned – Loans where last finished 
milestone is Conditional Approval 
Processor 30-Day – Est Closing date within 
30 days 
Processor 60-Day – Est Closing date within 
60 days 
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Underwriting Stages:  

 
Not Reviewed - This stage is the Prequalification and 
application milestones of the loan application and has 
not been approved by corporate underwriting. 
 
Initial Approval - This stage indicates that the loan 
has been approved by corporate underwriting. 
 
BM Review 1 - This stage indicates that a Branch 
Manager, Operations Manager, or Team Lead has 
done a full file review, and has cleared completed 
conditions at the time. This stage will occur when a 
file is being reviewed for closing within 30 to 60 days. 
This stage should NOT be used if the Branch Manager 
has only completed 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 Pending VVOE - All conditions have been cleared 
to close except the 5-day verbal verification of 
employment. 
 
CTC - The loan has been cleared to close.    
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Branch Underwriter Review  

 Loan Review: Cursory Review Requirements 
The goal of the cursory review is to ensure we have a properly structured loan that qualifies before it goes to 
processing. The purpose of the review is to ensure that the loan application has been taken, validated income 
documentation has been received from the borrower, AUS (DU/LP) has been run and underwriting approval has 
been entered in the system by the corporate underwriting department. This will ensure that the loan is ready to 
be moved to processing and the Loan Officer has completed all origination steps necessary. 

This is an especially crucial step on Automated Approval loans. 

 To complete cursory review, you 
will need to address the 
following:  

• URLA: Structure and 
accuracy 

• Credit 
• AUS Findings 
• Income validation 
• Cond Review (add 

conditions, as required)  
• DRIVE Report review. 

 

 
 
 
 

 Open the Cursory Review Not 
Complete pipeline view and 
select a loan requiring review. 
Double click on the loan to 
open.  
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 Once the loan is open, go to 
Tools > Conversation Log to 
review loan comments. 
 
The conversation log section is 
used to keep everyone 
informed and document what is 
going on with the loan and 
conversations with the buyer. 
Review the comments prior to 
the review of the file to 
familiarize yourself with the 
loan. The Loan Officer will 
comment on any concerns or 
issues regarding the following: 
Income, assets, credit, high and 
medium findings on the DRIVE 
report and any other issue that 
should be addressed by the 
Loan Specialist prior to issuing 
the loan commitment letter. 

 

 Go to M/I Borrower Summary 
Origination to begin your 
overview of the loan file.  
 
The M/I Borrower Summary - 
Origination screen needs to be 
reviewed completely as it 
provides an overview of the 
loan. 
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 Then, go to all the 1003 URLA 
Forms to review the loan 
details: 
 
1003 URLA – Part 1  
1003 URLA – Part 2 
1003 URLA – Part 3 
1003 URLA – Part 4 
1003 URLA – URLA 
Continuation 
1003 URLA – Lender 
 
 

 
Review the loan application for completeness and irregularities. 
Check employment start dates, employer addresses, present 
housing payments, military status, and unmarried status, which are 
often where irregularities can be found. 

 1003 URLA Part 1 Screen – 
Review for accuracy for the 
borrower’s information. 
 
Note that all blue fields indicate 
a required field that needs to 
be completed. 
 
Check present monthly housing 
payments, military status, 
marital status, and Citizenship. 
 
 
 
Review for accuracy against any 
eFolder documentation, make 
note of missing items that 
would need to be addressed by 
the Loan Specialist. 
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 1003 URLA Part 2 
Review information for 
completeness: 
 Employer - check start 

dates, addresses. 
 Income including 

income from other 
sources.  

 Confirm full two years 
employment history 

 Review for employment 
by a family member. 

 
 
 
If Borrower is self-employed, 
confirm the percentage of 
ownership is correct. 
 
Review for accuracy against any 
eFolder documentation, make 
note of missing items that 
would need to be addressed by 
the Loan Specialist. 

 

 

 1003 URLA – Part 3 
Review Information for 
Accuracy: 
 
Section 2: Financial Information 
– Assets and Liabilities  
2a. Assets – Bank Accounts, 
Retirement and Other Accounts 
2b. Other Assets You Have, 
EMD,  
Review the net proceeds 
2c. Liabilities – Credit cards, 
other debts and leases use the 
Show All VOL button to see all 
the liabilities and make 
changes.  Check the student 
loan payments are correct.  If 
no payment listed, .5% or 1% 
should be listed along with the 
remaining months. 
 

EMD Example: 

 
VOL Example: 
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2d. Other Liabilities and 
Expenses (child 
support/alimony) 
 
Section 3: Financial Information 
– Real Estate: 
 Financial Information-

Real Estate – Use Show 
All VOM button – 
Review any real estate 
owned by the borrower. 

 
 
When the subject property will 
be used as a second home or 
investment, both present and 
proposed taxes will be added. 
If the subject property will be 
used as a primary residence, 
the present taxes/ins/expenses 
field will calculate automatically 
in the present monthly housing 
expense. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

VOL – Cross reference the Credit Bureau to review liabilities. 

 
 
 
VOM Example: 

 
*Tip*  Using the VOM and VOL Forms directly will allow you to view 
the eFolder and other loans screen simultaneously. 
 
 
 
 
Validate each mortgage (if applicable) is tied to an REO, 
income is computed correctly, if it is an investment.  The 
proper use of each property should be designated, 
investment, second or land.   
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VOM – Pending Sale & Back-to-
Back 
 
*Please note on Pending Sale 
homes, you will need to exclude 
the liability for ratios on VOL to 
read correctly. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
VOM – Investment (Rental) 
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VOM – Primary to Second 
 
 
 
 
 
 
 
 
 
 
 
 
Review for accuracy against any 
eFolder documentation, make 
note of missing items that 
would need to be addressed by 
the Loan Specialist. 
 

 
 

 1003 URLA – Part 4 
 
Section 4: Loan and Property 
Information 
4a. Loan and Property 
Information 
4b. Other New Mortgage Loans 
on the Property You are Buying 
or Refinancing 
4c. Rental Income on the 
Property You want to Purchase  
4d. Gifts or Grants You Have 
been given or will receive for 
this loan  
 
 

Investment (Subject Property) Example: 

 
 
Gift Example: 
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Review for accuracy against any 
eFolder documentation, make 
note of missing items that 
would need to be addressed by 
the Loan Specialist. 
Section 5A: Review declarations 
– property owned section and 
5C for borrower money. 
  
Section 6: Acknowledgements 
and Agreements  
 
Section 7. Military Service – 
Input in Part 1, 1a 
 
Section 8. Demographic 
Information 
 
Section 9. Loan Originator 
Information 
 

 

 

 1003 URLA Continuation 
 
 
Additional Information area is 
typically left blank.  It can be 
used by a Branch UW or Corp 
UW to note special situations 
on the loan. 
 

 

 1003 URLA – Lender: 
L1. Property and Loan 
Information 
• Verify Project Type 

accuracy. 
L2. Title Information 
• Title information 

completion 
L3. Mortgage Loan 
Information 
• Review loan details: 

Amortization type, Loan 
Features (Buydowns), 

 



 

Version 08/21/2026 M/I Financial Encompass Branch Underwriter SOP  Page 15 of 60 
 
 

Terms, Proposed 
monthly payment.  

L4. Qualifying the Borrower 
– Minimum Required Funds  
L5. Homeownership 
Education and Housing 
Counseling 

 
 Click Analyzers to open the 

Income Analyzer and complete 
your review.  
 
Click and review Business 
Association, Data Mapper and 
Income Analyzer for completion 
and accuracy. 
 
It is important to note that 
when a loan is submitted for 
Automated Approval at the 
Submittal milestone, Corporate 
Underwriting will not complete 
an income review, making a 
cursory income review crucial 
to our loan quality assurance. 
 
 
If the income analyzer income is 
being utilized, confirm that an 
Income analyzer income 
worksheet is in the eFolder. You 
will still need to follow AUS 
findings for income 
documentation requirements. 
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Confirm that only one “current” 
income analyzer is marked in 
the Efolder and uncheck any 
income analyzers that are not 
being used or incorrect. 
 
 
Compare the income 
documents in the Efolder with 
Income analyzer documents. If 
expired documents are being 
pulled into the data, they can 
be W/D under “Filed Doc”, go to 
the 3 vertical dots… and click on 
“Withdraw Acceptance” 
 
 
Make sure all alerts have been 
reviewed/fixed or waived. 
 
 
 
 
 
If Income Analyzer is not used, 
and the loan does not have Day 
1 Certainty validated by DU, an 
income worksheet will need to 
be completed to confirm 
income is in line with program 
guideline parameters. 
 
At Cursory Review, if the file 
needs restructuring for income, 
the loan will be sent back to the 
Loan Officer to complete. 

 
 
 
 

 
 

 

 

 
 

 
 
 

Always reference Underwriting Manual to check to meet if 
documents meet AUS/UW standards. 
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 Go to the eFolder and review 
the Credit Report.  
 
Confirm your credit report 
reference number matches 
your AUS Findings. 
 

Thoroughly review 
credit report. Check 
for alerts, transferred 
accounts, and 
incomplete MERS 
research. Review the 
Drive report for 
information on the 
incomplete MERS 
research. 
 

 
 
The Loan Officer will be responsible to pull any new credit during the life of the loan. 
 
Confirm the credit expiration date matches in Encompass with the AUS findings. 

 

  
 
Then review the AUS Findings in 
the Underwriting document 
placeholder.  
 
Review the findings to see if 
there is D1C.  Confirm the date 
that the credit will expire.   
 
 
 
 
Mark the most recent AUS 
finding as current in the Efolder. 
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 Review Conditions added by 
Corp UW during Cond. 
Approval.  
Review these conditions that 
need to be reviewed by Corp 
UW, flag these to ensure the 
conditions are gathered and 
submitted timely. 
 
Branch UW may add conditions 
as needed.  On Spec homes 
(closing within 60 days), the 
Operations Manager or Team 
Lead will add conditions at time 
of BM1 review.  The Branch 
Manager will add potential 
conditions at time of Cursory 
review for to be builds. 
 
 
**For Step by Step instructions 
on adding conditions please see 
page 24. 

 
 
 
At time of review, the Operations Manager or Team Lead will 
notify the Branch Manager and Loan Officer on any issues for 
the Spec Closings (closing within 60 days). 

 Review the DataVerify DRIVE 
report. Click Order Fraud on the 
Services menu on M/I 
Borrower Summary – 
Origination screen to access 
the report. 
 

Thoroughly review the 
DRIVE report to 
determine if there is 
any added information 
that was not included 
on the initial loan 
application. All major 
customer related 
“high” and “medium” 
risk conditions should 
have comments. 
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 Assign the Loan Specialist. Go 
to the Cond. Approval 
milestone> click the magnifying 
glass> select Loan Specialist 
name. 

• Spec sales are to have a 
Loan Specialist assigned 
at Application 
milestone. 

• Loan Specialist is 
assigned at Application 
are ONLY to work 
services prior to cursory 
review: Appraisal, 
transcripts, etc. No 
commitment letter 
should be sent. 
 

Assign Closer. Go to the Clear to 
Close milestone> click the 
magnifying glass> select Closer 
name. 

• Spec sales will already 
have a Closer assigned 
at Application 
milestone. 

 
 
 

 
 

 
 
 
 
 
 
 
 

 

 Check Cursory Review 
Completed box on the M/I 
Borrower Summary Page. 
 
To-Be-Built (TBB): 
Check Cursory Review and leave 
the Underwriting Stage as Initial 
Approval. 
 
Spec (closing within 60 days) – 
A full review will be completed. 
Check Cursory Review and 
update the Underwriting Stage 
to BM Review 1. 
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Enter Conversation Log notes.   
 

 
 
 

 
 
 

 
Loan Review: Full BM 1 Review Requirements 
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.” 

 Confirm and/or add yourself as the 
branch underwriter. 
 
Both in the Processing Worksheet 
on the M/I Borrower Origination – 
and Summary screen. 
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 30 to 45 days prior to closing, the 
branch underwriter will complete a 
BM Review 1. Open the 30-Day 
pipeline, select the loan to be 
reviewed.   
 
 
 
 

 

 
1 

To complete the BM Review 1, 
should address the following:  
 

• URLA: Structure and accuracy 
• Credit 
• AUS Findings 
• Income validation 
• Asset Review 
• REO Review 
• Conditions Review  
• DRIVE Report review 
• eFolder document review 
• Clear and satisfy conditions 
• Add additional conditions required upon re-review  

 
 
 
 
 

 Once the loan is open, go to Tools > 
Conversation Log to review loan 
comments. 
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 Review the UW comparison screen 
to confirm what changes have been 
made since Corp UW approval. As 
the Branch UW reviews the 
documents in the Efolder, confirm 
these changes are correct. 

 

  
 
Go to M/I Borrower Summary 
Origination to begin your overview 
of the loan file.  
 

 
 

 

 Then, go to all the 1003 URLA 
Forms to review the loan details: 
 
1003 URLA – Part 1 
1003 URLA – Part 2 
1003 URLA – Part 3 
1003 URLA – Part 4 
1003 URLA – URLA Continuation 
1003 URLA – Lender 
 
 
 
 

 
Review the loan application for completeness and 
irregularities. Check employment start dates, employer 
addresses, present housing payments, military status, 
and unmarried status, which are often where 
irregularities can be found. 
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 1003 URLA Part 1 Screen – Review 
for accuracy for the borrower’s 
information. 
 
Note that all blue fields indicate a 
required field that needs to be 
completed. 
 
Check present monthly housing 
payments, military status, marital 
status, and Citizenship. 
 
Review for accuracy compared to 
eFolder documentation. 
 
Review for accuracy against any 
eFolder documentation, make note 
of missing items that would need to 
be addressed by the Loan Specialist. 

  

 

 1003 URLA – Part 2 
Review information for completion: 
 Employer - check start 

dates, addresses. 
 Income including income 

from other sources.  
 Ensure a full two year 

employment history is 
listed. 

 
Review for accuracy against any 
eFolder documentation, make note 
of missing items that would need to 
be addressed by the Loan Specialist. 
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If Borrower is self-employed, 
confirm the percentage of 
ownership is correct. 
 

 

 

 1003 URLA – Part 3 
Review Information for Accuracy: 
 
Section 2: Financial Information – 
Assets and Liabilities  
2a. Assets – Bank Accounts, 
Retirement and Other Accounts 
2b. Other Assets You Have, EMD  
2c. Liabilities – Credit cards, other 
debts and leases use the Show All 
VOL button to see all the liabilities 
and make update if needed. 
Review the net proceeds of the 
loan. 
2d. Other Liabilities and Expenses 
(child support/alimony) 
 
Check the student loan payments 
are correct.  If no payment listed, 
.5% or 1% should be listed along 
with the remaining months. 
 
Section 3: Financial Information – 
Real Estate: 
 Financial Information-Real 

Estate – Use Show All VOM 
button – Review any real 
estate owned by the 
borrower. 

 
 
 
 
 

EMD Example: 

 
VOL Example: 

 
VOL – Cross reference the Credit Bureau to review liabilities. 

 
VOM Example: 
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When the subject property will be 
used as a second home or 
investment, both present and 
proposed taxes will be added. 
If the subject property will be used 
as a primary residence, the present 
taxes/ins/expenses field will 
calculate automatically in the 
present monthly housing expense. 
 
 
 
 
 
 
 
VOM – Pending Sale & Back-to-
Back 
 
*Please note on Pending Sale 
homes, you will need to exclude the 
liability for ratios on VOL to read 
correctly. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

*Tip*  Using the VOM and VOL Forms directly will allow you to 
view the eFolder and other loans screen simotaneously. 
 
 
Validate each mortgage (if applicable) is tied to an REO, income 
is computed correctly, if it is an investment.  The proper use of 
each property should be designated, investment, second or land.   
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VOM – Investment (Rental) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
VOM – Primary to Second 
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Review for accuracy against any 
eFolder documentation, make note 
of missing items that would need to 
be addressed by the Loan Specialist. 
 

 

 
 
 
 
 
 
 

 1003 URLA – Part 4 
 
Section 4: Loan and Property 
Information 
4a. Loan and Property Information 
4b. Other New Mortgage Loans on 
the Property You are Buying or 
Refinancing 
4c. Rental Income on the Property 
You want to Purchase.  
4d. Gifts or Grants You Have been 
given or will receive for this loan. 
Are the gift letters completed and 
the funds sourced? 
 
 

Investment (Subject Property) Example: 

 
 
Gift Example: 

 
The Branch UW should carefully review the details of the 
transaction, inclusive of seller contributions, sales price, 
financed MI, and required minimum down payment. 
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 Section 5: Declarations  
 
Section 6: Acknowledgements and 
Agreements  
 
Section 7. Military Service – Input in 
Part 1, 1a 
 
Section 8. Demographic Information 
 
Section 9. Loan Originator 
Information 

 
 
Review each of the declarations for any information that would 
prohibit the loan from moving forward. In particular validate the 
occupancy status of all borrowers and compare it to the REO 
status information in URLA Section 3. 
 

 1003 URLA – Continuation 
 
Additional Information  
 

 

 

 1003 URLA – Lender: 
L1. Property and Loan 
Information 
• Verify Project Type 

accuracy. 
L2. Title Information 
• Title information 

completion 
L3. Mortgage Loan Information 
• Review loan details: 

Amortization type, Loan 
Features (Buydowns), Seller 
Credits, Financed MI, 
Terms, Proposed monthly 
payment, cash to close 
comparison with AUS. 

L4. Qualifying the Borrower – 
Minimum Required Funds or 
Cash Back  

L5. Homeownership Education and 
Housing Counseling 
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 Click Analyzers to open the Income 
Analyzer and complete your review.  
 
Click and review Business 
Association, Data Mapper and 
Income Analyzer for completion and 
accuracy. 
 
It is important to note that when a 
loan is submitted for Automated 
Approval at the Submittal 
milestone, Corporate Underwriting 
will not complete an income review, 
making a cursory income review 
crucial to our loan quality 
assurance. 
 
 
 
If the income analyzer income is 
being utilized, confirm that an 
Income analyzer income worksheet 
is in the eFolder.  You will still need 
to follow AUS findings for income 
documentation requirements. 
 
 
 
Confirm that only one “current” 
income analyzer is marked in the 
Efolder and uncheck any income 
analyzers that are not being used or 
incorrect. 
 
 
Compare the income documents in 
the Efolder with Income analyzer 
documents. If expired documents 
are being pulled into the data, they 
can be W/D under “Filed Doc”, go to 
the 3 vertical docs… and click on 
“Withdraw Acceptance” 
 
Make sure all alerts have been 
reviewed/fixed or waived. 
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If Income Analyzer is not used, and 
the loan does not have Day 1 
Certainty validated by DU, an 
income worksheet will need to be 
completed by the Loan Officer or 
Loan Specialist to confirm income is 
in line with program guideline 
parameters. 
 

 

 Go to the eFolder and review the 
most recent Credit Report.  
 
Confirm the credit report reference 
number is the same as on the AUS 
findings. 
 

Thoroughly review credit 
report. Check for alerts, 
transferred accounts, and 
any incomplete MERS 
research. Review the 
DRIVE report for 
information on any 
incomplete MERS 
research. 
 

 
 
Confirm the credit expiration date is entered in Encompass to match AUS Findings. 

 

 Then review the eFolder documents 
and determine if the 
documentation is acceptable by 
underwriting standards or 
additional information is needed. 
 
 
 
***Always refer to corporate 
underwriting guidelines for 
acceptable documentation*** 
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 If the eFolder documents are 
acceptable by underwriting 
standards, review the Conditions 
and clear fulfilled conditions. Loan 
Specialists are required to attach 
documents to conditions to 
streamline the sign-off process. 
 

 
 

 
 

Adding Branch Conditions  
During the Cursory/BM1/BM2 there will be times as a branch underwriter you will add conditions.  As a Branch 
Underwriter, you can add conditions, clear, reject or waive Branch UW conditions as needed along the process. 

 Adding Branch 
Conditions: 
Go to Conditions in 
eFolder. 
 
 
 
Click Add 

 
Review any conditions that need to be reviewed by Corp UW, flag these to 
ensure the conditions are gathered and submitted timely. 
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 Select Condition type 
from the “Add From”, 
then click OK. 
 
You can add 
conditions from the 
condition list, 
condition set, or blank 
conditions. 

 
 

 Choosing conditions 
list, you will view the 
Branch UW List. 

 
` Select the condition(s) 

 
 
 
 
 
 
 
 
 
 
 
Click Add 
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 Choosing Condition 
Set, you will be able to 
select the categories 
to pick a condition to 
add. 

 
 You can edit the 

internal and external 
condition to be more 
specific in the request 
for documents. 
 
 
 
 
 
 
 
 
 
 
 

 

 Once the BM1 review 
is complete, go into 
the M/I Borrower 
Summary – 
Origination screen. 
 
Use the dropdown to 
reflect loan has been 
reviewed to the BM1 
status. 
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BM2  Underwriting Review 
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. 

 

 If the eFolder documents are 
acceptable by underwriting standards, 
review the Conditions and clear 
fulfilled conditions. Loan Specialists 
are required to attach documents to 
conditions to streamline the sign-off 
process. 
 
 
 
 

 

 
***Always refer to corporate underwriting guidelines for 
acceptable documentation*** 
 
 

 After the BM Review 2, if the file still 
requires more than 10-day items, 
move the underwriting dropdown to 
BM Review 2. If the file only needs 10 
day items move the underwriting 
dropdown to 10-day pending. 
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10 -Day/7-Day/5-Day/CTC Review 
  

10 Day DRIVE Review 
 
Review the DataVerify 
DRIVE report. Click Order 
Fraud on the Services 
menu on M/I Borrower 
Summary – Origination 
screen to access the 
report. 
Confirm on Drive all File 
Contacts are correct, 
inclusive of Branch 
Underwriter, Appraiser, 
and Realtors. 
 
 
Review required down 
payment. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

 

 

 

 
Thoroughly review the DRIVE report to determine if there is any new 
information that was not included on the initial loan application. All major 
customer related “high” and “medium” risk conditions must have comments 
from the Loan Officer to ensure they have been addressed at time of 
application. 
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Review maximum seller 
credit.  

 

   

 7 Day LQCC Review 
 
The Loan Specialist will pull 
a LQCC, loan quality credit 
check, this can be found in 
the document group of 
credit in the eFolder. 
 
 
 
If all conditions are met 
except for the 5-day VVOE, 
You can move the 
underwriting drop down to 
CTC pending VVOE. 
 
 
 
 

 
 
Check for updated new debt, changed debt/balances, and inquiries 
and update the URLA. 
 

 
**If student loans change, update the monthly payments and/or the 
remaining months reporting. 
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 5 Day VVOE 
 
The Loan Specialist will 
complete a 5 Day VVOE for 
all Employed borrowers. 
 
 
Review to confirm if the 
Closing Disclosure and the 
Appraisal have been sent 
to the borrower and 
acknowledged. 
 
 

 
Confirm, all borrowers that are employed or self-employed have 
valid employment at the time of 5-day VVOE. 
 
 
Check the Closing Disclosure in eFolder, packages 

 
If not already marked, complete the CD signed checkbox in M/I 
Borrower Summary-Origination screen. 

 
 
Check the appraisal acknowledgement, in M/I Appraisal 
information. 
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Clear to Close 

 

 Review the Conversation 
Log – Review Notes & 
Comments  
 

 

 Go to the M/I Borrower 
Summary Origination Page 
and 1003 URLA pages to 
review loan details.  
 

 

 

 Review eFolder:  
- Review documents 

& conditions  
- Open 1003, credit 

& AUS, income 
analyzer  

- Review documents 
received, 
requested, and 
determine if any 
additional items 
needed.  

 
 
Double check the documents to ensure only the most current AUS, DRIVE, 
Compliance Reports are check and uncheck any old files. 
 
The Loan Specialist as they reviewed the documents will link the documents 
to conditions, annotate and add expiration dates, as needed.  
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 Reviewing Alerts and 
Messages 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Alerts and Messages 
should be clear upon Clear 
to Close 

Review your alerts and messages throughout the underwriting process. 
 

 
 

Make sure you are reading and addressing alerts. 
Loans should NOT close with open alerts.  
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 Clearing Conditions  
 

 
 Condition Review 

Milestone 
Once you have reviewed all documenation and cleared conditions 
minus the 5 day items, you can complete the Conditional Review 
Milestone and press finish. 
 

 

 Send Back to Processing If the loan needs additional information and the Conditional Review 
milestone is not able to be completed, the branch UW will uncheck 
the processing milestone so that the Loan Specialist has access 
and loan would reflect back in processing. 
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 5 Day items received – 
Ready for CTC 

VVOE has been received and reviewed for accuracy. 

 CTC pending final 
inspection. 
CTC pending 5-day VVOE. 
CTC pending sale of home. 
 

The Branch UW will notify the closer  via email that the file is Clear to Close 
pending an item and that it is okay to release documents to the title company. 
 
The Branch UW will need to notify closing that the loan is CTC Pending, in 
order to release docs prior to Final Inspection, VVOE, or Sale of Home. 

 Clear to Close The Loan Specialist has obtained an updated transmittal and AUS finding and 
has validated all the final information needed to clear to close the loan. 
 
The following steps are needed in order to clear the loan to close. 
 
Always refer back to the underwriting manual and the AUS. 

 Reviewing the AUS and 
URLA -  
 
The housing and full debt-
to-income ratio should 
match between the AUS 
and Encompass. 
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Confirm the AUS findings 
match the type of loan 
(FNMA, FHLMC, FHA, or 
VA) for which you are 
signing off. 
 
 

 

 

 Confirm the closing 
disclosure and the 
appraisal 
acknowledgement has 
been signed 3 business 
days prior to closing. 

 

 
 

 Review the 
improved/unimproved real 
estate taxes are computed 
correctly in Encompass, 
and a tax worksheet is in 
the file showing the tax 
calculation. 
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 Confirm that Mavent has 
passed. 
The loan cannot proceed 
with a fail. 

 

 

 Review funds to close to 
confirm minimum required 
investment (down payment) 
has been met. 
 
In Encompass, go to the 1003 
URLA-Lender and review the 
down payment amount. 
 
Add the EMD from line M7 in 
URLA-Lender, plus the cash to 
close. 
 
**For FHA loans, verify that 
the required minimum 
investment meets or exceeds 
the “Minimum Required 
Investment” in the AUS 
Findings. 
 

 
 

 
 

 
 
In the above example funds for down payment are 128,317.49 plus 20,000 
= 148317.49 which would be short of required down payment funds. 
 

Combined total needs to be equal to or more than the amount of the 
down payment.  This ensures that the borrower has met the required 

investment amount to the loan. 

 Maximum Seller Credit 
 
In this example, the base 
sales price is 440,000 and 
they are putting 20% down 
on a conventional loan. 
This means the seller can 
contribute up to 6% of the 
sales price. 
440,000 x 6% = 26,400 is 
the max amount the seller 
can contribute. 
 

Maximum Seller Credit Chart: 
 

 
If the seller is contributing any more than that, it will need to be lessened to 
meet the grids guidelines.  This should be checked when you first review the 
loan, at 10-Day, and CTC to verify nothing has changed. 
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 Buyer Realtor 
 
If there is a realtor 
involved in the loan, 
confirm there is a copy of 
the buyer broker realtor 
agreement in the eFolder 
and that the terms of the 
agreement have been 
satisfied.   
 
 

 

 

 4506-C 
 
Confirm all borrowers have 
line 6C filled in as transcript 
requested and the correct 
years are in the years 
requested. 
 
 
 
 
 
 
If the borrower is self-
employed, confirm in 
Request for Transcript of Tax 
the tax form number and 
years are correct. 
 
 
If the business income is 
used, create a 4506-C for 
each business entity from 
which income was derived.  
Show the correct tax forms 
as needed (ex: 1120). 

 
 

 
 
Loans that start and end in separate years, confirm that there are the two 
most current years listed on the 4506C for closing. 
(EX: Loan started in 2024, closed in 2025, the 4506C would show 2023 and 
2024.  We may need t update to 2024 and 2025 if that income was used to 
qualify.) 
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 Review and Clear any 
Alerts and read messages 
throughout the 
underwriting process. 
 
 
 
 
 
 
All alerts must be cleared 
to clear to close a loan. 

 

 
 

 
 
 

 UW Comparison Screen 
 
Double check your UW 
Comparison screen to make 
sure all information 
matches 
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 File manager –  
Confirm that there are no 
borrower documents that 
have not been assigned. 
The Unassigned documents 
should be moved and 
assigned to a document 
placeholder (Loan 
Specialist should have 
completed) 
 
**Documents should not be 
deleted, they should be 
moved to recyle. 
 

 

 Clear any outstanding prior 
to approval conditions in 
the eFolder. 
 
As you are reviewing the 
conditions, the Loan 
Specialist is responsible for 
attaching eFolder 
documents to conditions 
that are to be cleared. 
 
 
Make sure as you review, 
Verify that all income and 
assets match the final 
URLA. 

 
 
 
 

 
 
Always reference Underwriting Manual to check to meet if documents meet 

AUS/UW standards. 
 

 Sign off on final AUS 
findings 
 
This is to be completed by 
annotation within 
Encompass.  Marking each 
condition has been 
reviewed. 

 

 
Adding a checkmark next to each item cleared 
√ 

 



 

Version 08/21/2026 M/I Financial Encompass Branch Underwriter SOP  Page 47 of 60 
 
 

 Update the underwriting 
stage to CTC. 
 
Update in the Borrower 
Summary – Origination 
Screen 
 
 

 

 
  

 Underwriter Summary 2  
 
 
 
Review the information on 
the “Underwriting Page 2: 
(UW P2) screen for 
accuracy against the DU 
findings. 
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 Conversation Log Note –  
 
Add a note in the 
Conversation log that loan is 
CTC and okay to release 
documents.  Add a note to 
reflect if there are any at 
close conditions. 
Once the CTC date is input 
an automated email is sent 
out with notification that 
loan is clear to close. 

 
 

 Complete the Clear to 
Close milestone 

 
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 match and a copy is signed off on, and confirming 
your conditions have been cleared.  
Once that is complete you will finish your clear to close milestone. 

 
 

 
 Further items to address: 

VA and FHA loans require 
input on additional fields 
and forms to complete 
underwriting. 
 
VA Lender Cert Signoff 
The branch UW is required 
to sign the “Automated 
Underwriting System 
Lender Certification for VA 
Loans.  This will be signed 
upon complete review of 
the VA loan and uploaded 
into Encompass. 
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Confirm that the VA 26-
1820 Loan Disbursement 
Section III – Veteran’s 
Certification 36a. 
Occupancy is complete. 
 

 

 FHA/VA Case numbers –  
Confirm the case numbers 
are accurate and input 
correctly in the LOS.  
Confirm the suffix of the 
FHA case number, paying 
close attention if there is a 
buydown. 
 
 

 
 

 
FHA Case Query –  
Confirm the Case Query 
was pulled and cleared. 
 
 
 
 

 
 
 
 
 

 CAIVRS – confirm the 
CAIVRS number has been 
pulled and cleared for 
either a FHA or VA loan. 
 

At time of application the Loan Officer is responsible for pulling the CAIVRS 
for all government and rural housing loans (FHA, VA, and USDA) and the 
Certificate of Eligibility (COE) for all VA loans. Thoroughly review the 
CAIVRS reports to ensure the borrower has no federal lien, judgment, or 
federal loan(s) currently in default or foreclosure or has had a claim paid by 
a reporting agency. A clear CAVIRS is required for all borrower(s) on 
government and rural housing loans. If there are any defaults they should 
be addressed immediately with the borrower. In addition, review the COE 
for all VA loans to ensure the Funding fee is correct in Encompass and the 
eligibility is sufficient for the new loan being requested. 

FHA: 
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VA: 

 
 

 Builder Docs 
 
Each division has a set of 
builder documents that is 
required to be uploaded to 
Encompass.  Confirm these 
documents have been 
added along with case 
number added to each 
document. 
 
 
 
 
 
 
 
 
 
FHA – HUD 92900LT 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

FHA:  
Builder Certifications (Make sure to enter the FHA Case # and Suffix) 
o HUD – 92541 Builder Certification (all 3 pages required)  
o HUD - NPMA- 99A & 99B (Subterranean Termite Protection Builders Guarantee & 
New Construction Subterranean Termite Service Record)  
o Plot Plan  
o Warranty of Completion, Building Permit where applicable. 
o Additional Builder Certs FHA ONLY: • Carpet Certificate  
• Insulation Certificate  
VA: 
Builder Certifications (Make sure to complete by entering the LIN#)  
o HUD – 92541 Builder Certification (all 3 pages required)  
o HUD - NPMA- 99A & 99B (Subterranean Termite Protection Builders Guarantee & 
New Construction Subterranean Termite Service Record)  
o Plot Plan  
o Copy of the blueprints - The blueprints are required for appraisals where the 
building is not yet complete.  
o Warranty of Completion, Building Permit where applicable. 
o Additional Builder Certs - VA ONLY: • Solder & Flux Letter  
• Radon Notice  
• Private Road Agreement (When applicable – Roads Maintained by HOA/CDD)  
Double check that the unit number is complete on the loan 
transmittal. 

 
 
Make sure CAIVRS # is listed, LDP is marked “No”, CHUMS ID # shows ZFHA, 
and Scored by Total Boxes are marked. 
If there are gift funds, ensure they are showing on the transmittal. 
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FHA – HUD 92900LT 

 
 FHA Conditional 

Commitment and VA 
NOV Conditions 
 
The Appraisal Review 
Department will provide 
the FHA Conditional 
Commitment or the VA 
NOV Conditions.  Review 
these conditions, obtain 
items that are marked and 
make sure they are 
uploaded to Encompass 
these documents need to 
be confirmed and sent to 
the borrower along with 
the appraisal. 
 
 
 
 
 
 
 

FHA: 

 
 
VA: 
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File Return from Closing/Re-Underwrite, Pre-Fund Audits, and 
Post Closing Issues 
The Loan Specialist will work with the Operations Manager to obtain any documentation needed 
for any prefund or Post-closing audits. 

 

 

Escrow Holdbacks 

 Escrow Holdback Loans 
The Operations Manager and Team 
Lead will be responsible for managing 
and completing the escrow holdback 
process.  
 
When a home is subject to completion, 
you will need to add the amount of the 
holdback to the Closing Disclosure page 3. 
 
 
 
Once the escrow amount is entered, go to 
M/I Escrow Holdback, enter an estimated 
completion date, the reason, and list the 
items to be completed. 
 
 
 
Work Completed 
Once the builder indicates that the escrow 
work is complete, the OM/TL will request 
a final inspection to verify the work is 
done. 
Go into the M/I Escrow Holdback screen 
and update the builder complete date 
along with the final inspection ordered 
date. 
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Once the final inspection is received, go 
into the M/I Escrow Holdback screen and 
complete the final inspection received 
date, checkmark repairs complete, add 
any comments relevant to the escrow 
holdback, and upload the inspection to 
the eFolder. 
 
Add to the eFolder the place holders for 
Escrow Transmittal and Escrow Inspection 
for later use. 
 
Go into Print and generate a Completion 
Escrow Transmittal Form. 
 
Save the form outside of Encompass to 
utilize DocuSign. 
The Branch or Operations Manager will: 

1. Sign the document. 
2. Add the M/I Homes builder 

contact for signature. 
3. CC: TransOhio accounting at 

titleaccounting@mihomes.com 
 
 
 
 
 
 
 
Once DocuSign is completed, title 
accounting will be notified to release 
funds. 
 
Title accounting will not release funds 
without the executed Completion 
Escrow Transmittal. 
 
Title accounting will release funds 
within 2 business days. 
 
Batching of escrows is preferred.  
Please send these as soon as possible 
and do not wait until the end of the 
month to release. 

 

 
 

 
 

 

 

mailto:titleaccounting@mihomes.com
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Notice of Incomplete Actions 
ECOA’s Regulation B requires a lender to notify the applicant of action taken on an application 
within 30 days of receipt of a completed application. If the application is incomplete and does 
not contain enough information to make a credit decision the applicants must be notified. We 
have elected to notify the buyer by providing a written notice of incompleteness. 

 
The Loan Officer is responsible to prepare and send the “Notice of Action Taken” to the 
borrower’s who have not returned the signed disclosures or supporting documentation 
required to get his/her/their loan approved, and commitment letter issued within the required 
30 days. We will give the buyer another 30 days to gather and submit their information to us. 
 

 To complete the NOIA, go to the M/I Notice 
of Incomplete Application screen.  
 
Complete: 
NOIA Issued 
Deadline to provide information. 
NOIA Conditions 
 
 
Then click eFolder> Request>Preview> 
Send. 
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Monitoring of Reports 

 Within Encompass there are 
several reports that a Branch 
UW will utilize to monitor the 
progress of the loans.  (This is 
not an all-inclusive list of all 
reports available) 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
Reports to monitor daily: 

 
 
80% by 15th of the Month 
 
 
 
Anticipated Closing - Next 30 
days 
Anticipated Closing – Next 60 
Days 
 
 
 

 

 
 
 

 
 
 
 
 
 
 
 
This report is important to monitor as the Branch UW progresses the 
branches loans.  This report tracks a service level agreement that 80% of 
loans with an application date of the 15th of the prior month or sooner will 
reach an underwriting status of 10 Day Pending by the 15th of the current 
(closing) month. 
 
 
Both of the Anticipated Closing reports are important to monitor as it shows 
what loans have an estimated closing date of either 30 or 60 days. This will 
help you manage the pipeline of each Loan Specialist and prioritize 
underwriting. 
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Approval and Commitment 
 
 
 
 
 
 
 
 
Cursory Review 
 
Final Inspection 
 
 
 
Operations Progress 

 
This report will allow the Branch UW to monitor the progress of loan 
applications.  It will show you if a loan has been submitted to corporate 
underwriting, if it’s been approved (and needs commitment letter sent), and 
also help monitor if a notice of incomplete action needs to be completed 
within 30 days of application date.  Our commitment letters should be issued 
within five business days after loan approval. 
 
This report reflects loans that are approved from corporate underwriting, that 
have not had a cursory review completed. 
 
Report shows the home is subject to or as is, to assist in monitoring loans 
that need a final inspection ordered, date it was ordered, and when the final 
was received. 
 
Operations Progress report is snapshot of the loan  and what is needed.  It 
includes the status of appraisal ordering, closing disclosures sent, and 
underwriting statuses. 
 

Additional Duties 
 

Supervision and Training 
of Loan Specialist(s) 

A branch underwriter should be able to coach and develop the 
Loan Specialist(s). This includes monitoring their performance, 
meeting with them on a regular basis to offer feedback on 
performance and assess what additional training is needed. 
 

 Support other Branch 
Activities 

Assisting the Loans Specialists when needed with loan processing 
duties including the initial prep work i.e., 
order the next month’s appraisals, help label/review docs for accuracy, 
etc. 

Work closely with all positions within the office – Primarily 
with the Loan Specialist but also with the Loan Officers and 
Branch Manager. 

Work closely with either an in-house closer or the Closing 
Center Manager and Loan Closer assigned to the branch. They 
should have a thorough knowledge of all steps within the closing 
process. They should know how to read a CD accurately and be 
able to review it with a customer and/or branch personnel 
when needed. 
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The Operations Manager, in coordination with the Branch 
Manager, should keep all branch personnel informed on new 
procedures, lending (Federal and State) regulations, compliance 
requirements, and any additional procedures issued by the 
corporate office including but not limited to the Underwriting, 
Secondary, Post Closing and /or Compliance departments. 

Operations Manager should know and understand state and 
federal compliance requirements. This will allow them to be 
available to all branch personnel when questions arise. 

Operations Manager should assist the Branch Manager in all 
areas as needed to ensure the Branch operates effectively and 
efficiently including but not limited to attending meetings with 
M/I Homes. They should assist with feedback on all new hires, 
staffing, and the overall leadership objectives of the M/I 
Financial branch. 

In the absence of the Branch Manager they should be 
prepared to act in that capacity and seek assistance from 
the Regional Manager if needed. 
 

 Product 
Guidelines/Underwriting 
Manual 
 

M/I Financial maintains an Underwriting Manual on the 
Intranet and all Operations Managers should have access to 
all Agency guidelines through AllRegs as well. The manual 
covers the guidelines for Conventional, FHA, and VA loans. 
All three products are broken down in categories of general, 
credit, assets, income, and appraisals. It is imperative for the 
success of an Operations Manager to have a thorough 
knowledge of the underwriting guidelines. This knowledge 
will allow you to know when you have an issue in a loan file 
or that you will need additional documentation for a specific 
situation. You will be able to address issues head on and not 
wait for a corporate underwriter to be the first person to 
recognize a problem. Recognizing challenging situations 
early in the process allows you to advise the Loan Specialist 
or Loan Officer on how to proceed and advise the borrower, 
M/I Homes and the sales consultant. By addressing potential 
issues earlier, we all have more time to work towards a 
viable solution. 
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 Monitoring Loans in 
Process/Updating 
Closing Date 

Every week there is a meeting with M/I Homes where the 
sales and closing backlog of the builder is addressed. During 
this meeting M/I Financial is made aware of changes being 
made to the closing dates of homes. The Operations Manager 
is responsible for updating Encompass with the updated 
closing date and sharing this information with the Loan 
Specialist and Loan Officers. 

In addition, the Operations Manager is responsible for 
monitoring the Loan Specialist to ensure they are completing 
all tasks necessary to properly process a loan application. 

 Pipeline Management Hold regular weekly pipeline meetings with Loan Specialists. 
Discussing current pipeline covering the next 60 days in detail 
with the loan specialist, any challenging loans, 
communications with borrowers, and any operational duties 
that need to be addressed. Emphasis should be focused on 
loans expected to close in the next 21 days. 

 

  

Touch Points 
 

Monitor the Loan Officer 
and Loan Specialist to 
make sure they contact 
every buyer once every 
30 days to check with 
them to see how the 
build process on their 
home is going, checking 
to see if they have any 
questions regarding 
their loan that you can 
answer for them. 
 

 
 
 
 
 
Remind them to get in touch with the borrowers if any changes occur in 
their financial situation. 

• Explain the importance of keeping their 
financial situation the same, i.e., no new 
credit, no new late payments. 

• Remind them to shop insurance options early and 
have the final decision made and ready to purchase 
30 days prior to closing to ensure a smooth closing 
process. 
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Underwriting Worksheet 
This worksheet is a job aide to assist the Branch UW with reviewing the details of the loan.  This 
worksheet can be started upon the cursory review and updated as the TBB or Spec progresses 
towards Clear to Close. 
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