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How to Use This Chapter


 


Introduction�
This chapter contains a variety of internal requirements that station management and VA loan processing employees must be aware of and comply with.  The focus is administrative rather than loan-related.�
�
 


�
Section�
Heading�
�
Subjects in this Chapter�
14.01  Local Releases to Lenders�
�SYMBOL 183 \f "Symbol" \s 10 \h�	Policy


�SYMBOL 183 \f "Symbol" \s 10 \h�	When is No Central Office Approval Required?


�SYMBOL 183 \f "Symbol" \s 10 \h�	Central Office Approval�
�
�
14.02  Station Training of Loan Processing Employees�
�SYMBOL 183 \f "Symbol" \s 10 \h�	Why is Training Required?


�SYMBOL 183 \f "Symbol" \s 10 \h�	Who is Required to Receive Training?


�SYMBOL 183 \f "Symbol" \s 10 \h�	What Abilities Must a Loan Examiner/Underwriter Possess?


�SYMBOL 183 \f "Symbol" \s 10 \h�	On-Station Training


�SYMBOL 183 \f "Symbol" \s 10 \h�	Formal Training Off-Station


�SYMBOL 183 \f "Symbol" \s 10 \h�	MBA Training


�SYMBOL 183 \f "Symbol" \s 10 \h�	Reimbursement of Tuition and Other Costs


�SYMBOL 183 \f "Symbol" \s 10 \h�	Employee Training File�
�
�
14.03  Employee Conduct Form�
�SYMBOL 183 \f "Symbol" \s 10 \h�	Requirement�
�
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�seq chapter \h \r14�14.01  Local Releases to Lenders


 


Policy�
Local releases involving policies or procedures which impact more than one station's area of jurisdiction must be approved by Central Office. 


�SYMBOL 183 \f "Symbol" \s 10 \h�	This is because many lenders underwrite from centralized locations, but make loans in more than one geographic area. 


�SYMBOL 168 \f "Symbol" \s 8 \h�	Consistency is extremely important.�
�
 


When is No Central Office Approval Required?�
No Central Office approval is required for local releases:


�SYMBOL 183 \f "Symbol" \s 10 \h�	Based on Central Office-issued material


OR


�SYMBOL 183 \f "Symbol" \s 10 \h�	Which address purely local issues. (The release must clearly state that it is for local application only.)


�SYMBOL 168 \f "Symbol" \s 8 \h�	For example, termite certifications or requirements for legal proceedings.�
�
 


Central Office Approval �
Submit station releases (directives, informational issues, bulletins, etc.), other than those described under the previous heading, to Central Office (265B1) for approval prior to publication.





Central Office will review the release and notify the station of approval, disapproval, or approval with modification.�
�



14.02  Station Training of Loan Processing Employees


 


Why is Training Required?�
�SYMBOL 183 \f "Symbol" \s 10 \h�	To ensure appropriate decisions are made in administering the loan guaranty program


AND


�SYMBOL 183 \f "Symbol" \s 10 \h�	To help reduce program losses by providing employees with the tools to make informed and proper decisions.�
�
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14.02  Station Training of Loan Processing Employees, Continued





Who is Required to Receive Training?�
Personnel who:


�SYMBOL 183 \f "Symbol" \s 10 \h�	Underwrite loan applications


�SYMBOL 183 \f "Symbol" \s 10 \h�	Process guaranty requests


�SYMBOL 183 \f "Symbol" \s 10 \h�	Complete full reviews of loans


�SYMBOL 183 \f "Symbol" \s 10 \h�	Process release of liability/substitution of entitlement requests


�SYMBOL 183 \f "Symbol" \s 10 \h�	Perform postaudits and review results


�SYMBOL 183 \f "Symbol" \s 10 \h�	Conduct lender training. �
�
 


What Abilities Must a Loan Examiner/


Underwriter Possess?�
To be qualified as a fully trained loan examiner, a VA employee must have the following:


�SYMBOL 183 \f "Symbol" \s 10 \h�	Working knowledge and understanding of VA's credit standards


�SYMBOL 183 \f "Symbol" \s 10 \h�	Ability to read and interpret credit reports and formats


�SYMBOL 183 \f "Symbol" \s 10 \h�	Ability to determine who is a satisfactory credit risk


�SYMBOL 183 \f "Symbol" \s 10 \h�	Ability to determine whether applicants meet income requirements.





A qualified loan examiner should also have general familiarity with:


�SYMBOL 183 \f "Symbol" \s 10 \h�	Federal, state and local tax laws on income from


�SYMBOL 168 \f "Symbol" \s 8 \h�	Employment


�SYMBOL 168 \f "Symbol" \s 8 \h�	Sole proprietorships


�SYMBOL 168 \f "Symbol" \s 8 \h�	Partnerships


�SYMBOL 168 \f "Symbol" \s 8 \h�	Corporations


�SYMBOL 183 \f "Symbol" \s 10 \h�	Local and regional economic conditions


�SYMBOL 183 \f "Symbol" \s 10 \h�	Accounting principles to evaluate financial statements


�SYMBOL 183 \f "Symbol" \s 10 \h�	Federal, state and local laws on compensation, pension and public assistance


�SYMBOL 183 \f "Symbol" \s 10 \h�	ECOA (Equal Credit Opportunity Act) and RESPA (Real Estate Settlement Procedures Act)





Newly assigned personnel must be properly trained before making credit decisions.�
�
 


On-Station Training�
Training is an ongoing process.  The Chief of Loan Processing or appropriate level individual should ensure that all employees involved in credit underwriting receive ongoing training on new issues or procedures, and any problem areas. �
�
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14.02  Station Training of Loan Processing Employees, Continued


 


On-Station Training (continued)�
�
�



�
At least annually all employees involved in credit underwriting must undergo a thorough study of:


�SYMBOL 183 \f "Symbol" \s 10 \h�	The Lender's Handbook


�SYMBOL 183 \f "Symbol" \s 10 \h�	M26-1, Revised, Loan Processing Manual.





Encourage employees to participate in interactive television training offered periodically on the Veterans Benefits Network when it pertains to loan processing.





In addition, self-paced training software on eligibility and loan processing is available from time to time as a training tool.  Contact Central Office (265B) to find out what is available and how to access it.�
�
 


Formal Training Off-Station�
To improve knowledge levels of loan examiners, they are encouraged to pursue job-related courses at colleges and universities and local accredited community colleges.  Some job-related courses include:


�SYMBOL 183 \f "Symbol" \s 10 \h�	Real estate finance


�SYMBOL 183 \f "Symbol" \s 10 \h�	Residential appraisal


�SYMBOL 183 \f "Symbol" \s 10 \h�	Economics


�SYMBOL 183 \f "Symbol" \s 10 \h�	Principles of accounting


�SYMBOL 183 \f "Symbol" \s 10 \h�	Real estate law


�SYMBOL 183 \f "Symbol" \s 10 \h�	Principles of finance


�SYMBOL 183 \f "Symbol" \s 10 \h�	Federal taxation


�SYMBOL 183 \f "Symbol" \s 10 \h�	Property management


�SYMBOL 183 \f "Symbol" \s 10 \h�	Real estate mathematics


�SYMBOL 183 \f "Symbol" \s 10 \h�	Real estate investment strategies


�SYMBOL 183 \f "Symbol" \s 10 \h�	Financial statement analysis.�
�



MBA Training�
MBA (Mortgage Bankers Association of America) offers a variety of training courses and materials that may be of benefit, including:


�SYMBOL 183 \f "Symbol" \s 10 \h�	The School of Mortgage Banking courses


�SYMBOL 183 \f "Symbol" \s 10 \h�	Correspondence courses


�SYMBOL 183 \f "Symbol" \s 10 \h�	Computer-based training courses


�SYMBOL 183 \f "Symbol" \s 10 \h�	ARU (Accredited Residential Underwriter) program.�
�
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14.02  Station Training of Loan Processing Employees, Continued


 


�styleref "Block Label"�MBA Training� (continued)�
�
�



�
Local MBA affiliates have access to MBA's catalog of products and services for interested loan processing personnel.�
�
 


Reimbursement of Tuition and Other Costs�
Check with the station training officer for information on tuition and other training costs.�
�
 


Employee Training File�
Supervisors will maintain a training file on each employee which contains a record of all training completed on VA Form 3913, Training Course Record.





The file will contain documentation of: 


�SYMBOL 183 \f "Symbol" \s 10 \h�	Supplemental training accomplished as a result of changes to the governing law, regulations and program manuals


AND


�SYMBOL 183 \f "Symbol" \s 10 \h�	Any formal training completed.





Station surveys will review names, grades and duty locations of employees trained.�
�



14.03  Employee Conduct Form


   


Requirement�
Station management must provide each Loan Guaranty Division employee a copy of VA Form 26-6375, Employee Conduct Statement, in January of each year.�
�
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