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Sales Process - RESTRUCTURING A LOAN
[bookmark: _GoBack]Changes are often times needed on a loan, and in order to help streamline this process, we wanted to provide a list to you on the instances in when you, as the loan officer, are required to make the loan changes and when your processor can do it on your behalf. 

Your loan processor can make the following changes:
1) Removing a Borrower
2) Changing a Purchase Price or Loan amount
3) Add/Remove MCC Only (not as part of the DPA Program)
4) If MI quote is supplied to processor they will adjust loan

Changes required to be made by the loan officer:
1) Adding a borrower
2) Property change
3) Any loan program change including MI changes**

** As clarification, loan program changes would include Loan type, Loan purpose, Rate changes, Special Product Type, MI changes, and Loan term.

Steps for the Loan officer to take to make the required changes:
1) Send a request to IT via IT Support Portal (itsupport.1hallmark.com) to unlock the loan
2) If the loan is locked, the LO will need to complete a Profile Change in Optimal Blue 
3) Once the loan is unlocked by IT, make the appropriate changes, rerun AUS
4) Contact IT via IT Support Portal (itsupport.1hallmark.com) to have file locked back down
5) Communicate the restructure with processor and note any changes 
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