Single Family Origination

Case Processing Support
Functions

The Case Processing menu provides you with the functions necessary to insure a case (Figure 1). The first four
functions* on the Case Processing menu are the key functions for initiating and processing a case. In this fact
sheet, the next twelve, the Support Functions, are explained and illustrated in Case Processing Support
Functions Defined and Using Case Processing Support Functions.

(*To find information on key functions, from the main Mortgagee Packet page:

For Case Number Assignment, click Processing a Case and Holds Tracking
For Appraisal Logging, click Logging an Appraisal

For Insurance Application, click Endorsing a Case

For HECM Insurance Application, click Endorsing a HECM Case)
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Figure 1. Case Processing menu provides four key and twelve support Case Processing functions
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Case Processing Support Functions Defined

The following functions assist you in endorsing a case:

¢

203k Case Close Out allows an authorized user to close out an endorsed 203k case (i.e., certify all required
rehabilitation documentation to be complete and accurate) or to reinstate a 203k case that was previously
closed out. A 203k case may be closed out after it has been endorsed, rehabilitation work has been
completed, and the case criteria have been met. If a 203k case needs to be reinstated, only the 203k case's
HOC can reinstate it.

Appraiser Reassignment allows change of an assigned appraiser prior to appraisal logging. An appraiser
may be assigned to a case only if the appraiser is licensed in the state where the property is located and is
on the FHA appraiser’s roster (verify using FHA Approval List Appraiser function). To reassign an appraiser,
the FHA case number and the current and new appraisers' IDs must be entered. Some of the reasons for
reassignment are: the current appraiser is unavailable, has a work overload, or the location is inconvenient.

Borrower/Address Change allows, for a nonendorsed case, the change or addition of information including
borrower information (such as name or Social Security Number), property address, and some case details,
depending upon the case’s processing status. To view additional case information, use the links at the
bottom of the page to Case Query, Case Number Assignment, Appraisal Logging, and Insurance
Application.

&5 If you receive a duplicate address error, contact your local HOC for assistance.

CAIVRS Authorization may be used to determine if a potential borrower/coborrower has past default, claim,
judgment, or foreclosure records in the Credit Alert Interactive Voice Response System (CAIVRS), a
Federal interagency database with delinquent debt information from HUD and the Departments of
Agriculture, Education, Veterans Affairs, or Small Business Administration, and lien information from the
Department of Justice.

Case Query provides view-only information on a specific case as it progresses through the FHA mortgage
insurance process. Case Query is a powerful tool, allowing you to find your case based on case number or
other relevant case information, such as property address, borrower name, or SSS/TIN. After retrieving
your case, you can view details in Case Query including the status of the case, property address, case type,
appraiser, MIP amount/received date, and dates of specific actions, such as appraisal or closing package
logging. You can also use the links at the bottom of the page to display your case in Case Number
Assignment, Appraisal Logging, Borrower/Address Change, and Insurance Application. Refer to the
following section, Using Case Processing Support Functions, for detailed explanation and illustration of
Case Query’s capabilities and how to use them.

Case Transfer allows you to transfer a case from the originating lender of record to a new lender
prior to endorsement. (This often happens when a loan is acquired/purchased by a new lender.)

The case’s sponsor/agent may also be changed on this page. The case transfer request must be
initiated by the current originator, sponsor/agent, or remitting lender.

&5 To transfer a case after endorsement, you must use the Servicer/Holder Transfer option
under the Single Family Servicing menu.

Inspector Assignment allows you to initially assign an inspector, log a compliance inspection, reassign an
inspector, and enter or update inspection information. An inspector may be assigned to the case once it has
been processed through the Case Number Assignment page. After insurance has been issued, case
information may only be queried unless the case is a 203k. After implementation of the FHA Inspector
Roster requirements, the inspector assigned to a new case must be a Roster inspector (see Mortgagee
Letter 2004-29).
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¢ MIC/NOR List allows a lender to request a list of cases that were either recently:

= Endorsed for mortgage insurance and electronically issued a Mortgage Insurance Certificate (MIC)
via the FHA Connection, or

= Not endorsed for mortgage insurance and issued a Notice of Non-Endorsement/Return (NOR)

A MIC/NOR List may be requested for cases which the lender originated or acted as a sponsor or agent.
Branch offices of the same lender may request a MIC/NOR List for any related branches.

MIC/NOR Lists are requested by specifying the Last Action of either Insured or NOR. Based on your
specification, either a MIC List is generated for endorsed cases for which MIC’s are available on the FHA
Connection (see Mortgage Insurance Certificate), or a NOR List is generated for cases that are not
endorsed and for which NOR’s have been issued.

¢ Mortgage Credit Reject maintains borrower credit rejection information for a direct endorsement (DE) case.
It cannot, however, be used for a DE Home Equity Conversion Mortgage (HECM) case. An FHA-approved
underwriter may determine that a borrower poses a credit risk and is ineligible for a mortgage. If a borrower
with a mortgage credit rejection record applies for another FHA-insured loan, the lender will be alerted when
requesting a case number through Case Number Assignment.

A lender can add, update, delete, or view borrower mortgage credit rejection information for a nonendorsed
DE case, depending on the authorization(s) associated with the lender's FHA Connection ID. Mortgage
Credit Reject records for non-DE cases can only be viewed.

For a preclosing DE case, one that is being processed by a newly authorized DE lender or a lender that is
under disciplinary action, the initial mortgage credit rejection record must be entered into HUD’s origination
system by the HUD Homeownership Center. Once the initial record is established, the lender can use
Mortgage Credit Reject to maintain mortgage credit rejection records for the case.

Borrower information used when processing a Mortgage Credit Reject record can be obtained from the
following forms: HUD-92900-PUR, HUD-92900-WS, and the borrower’s mortgage application form
(Uniform Residential Loan Application).

¢ Mortgage Insurance Certificate can be used by the originator, sponsor, agent, or servicer to view and print a
Mortgage Insurance Certificate (MIC). This serves as evidence of FHA insurance on the mortgage loan.
Mortgage Insurance Certificate can be used for all FHA cases endorsed since 1986. For cases endorsed
prior to 1986, duplicate MIC requests are submitted to the HOC. In addition, a request to the HOC must be
submitted for correcting information on the MIC that cannot be corrected by the lender (HUD Handbook
4000.2, paragraph 5-12).

¢ Refinance Authorization is used following case number assignment for a new refinance case to obtain the
Refinance Authorization Number (and expiration date) that verifies the old case being refinanced and to
view the upfront mortgage insurance premium (UFMIP) information, including earned and refundable
amounts from the old case. The information covers a two-month period--the indicated month and the
following month--and is based on the closing date entered. Refinance Authorization can also be used to
update the projected closing date, which extends the refinance expiration date, as well as update the
lender’s contact name and telephone number. Prior to case number assignment for the new loan, use the
Refinance Credit Query (see below) to view the UFMIP information and refinance credit available for an
active FHA case being refinanced. (This function is not applicable to HECM refinance cases.)

25 In the FHA Case Number field, make sure that you enter the new case number. Do not
enter the FHA case number for the original loan.

+ Refinance Credit Query is used before case number assignment to determine the refinance credit available
for an active FHA case being refinanced. The 30- and 60-day calculations provided are based on the
projected closing date entered for the new loan. After case number assignment for the new loan, use
Refinance Authorization (see above) to view refinance information (including the Refinance Authorization
Number) and to update the projected closing date. (This function is not applicable to HECM refinance
cases.)
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Using Case Processing Support Functions

The case processing support functions provide you the capability to query for information and to perform loan
processing steps. Basically, these functions operate in a way similar to each other and to many other FHA
Connection functions. After selecting the desired function, you begin work on a query or data input page,
entering the specific case-related information that will identify your case(s) and take you to the next step in the
process where you can update or view the information in HUD’s databases.

The Case Query function, used in the example below, illustrates this process but also has a unique role in
allowing you to view lists of cases, to see specific case detail, and to view that detail in three of the four key
functions (Case Number Assignment, Appraisal Logging, Insurance Application) and in Borrower/Address
Change.

ExamPLE - To use the Case Query function:

1. Select Case Query on the Case Processing menu.

2. Searching: Enter criteria that identifies the case you wish to view as narrowly as possible. The
page below displays a sample selection criterion (FHA case number). However, if you do not have
the FHA case number, you can retrieve a list of possible cases by using the selection criteria
combination of property address within a selected field office territory or by borrower's name or
SSN/TIN within a selected HUD field office.

&5 It is important to know the “rules” for successfully selecting/combining selection criteria. For
each function, these procedures are explained in the Steps for Processing in the Help.

Help links on each page provide FHA loan processing information, step-by-
step instructions, field descriptions, and master index of help topics

& Case Query
v v v v
Business Background | Steps for Processin | Field Descriptions Help

Field Office: ISeIecl Field Office 'l —

Choose one of the following:

FHA Case INumbher: H.m
_ Selection
Address: Hse Mo Street Name Zip Code criterion for
| | ! case search
Name: Last Name First Mame

| |
SSN/TIIV: [ - |
Send | Reset |

Case
Protessing
TEEEL

SF FHA| [Case Processing

] Comments ar Questions <5F Administration>

Figure 2: Case Query Search Page

3. Retrieving results: After entering the criteria, click . The case status data displays for
viewing or printing. If you have successfully entered a valid FHA case number, the Case Query
Results page shown in Figure 3 appears. If you have entered criteria that describe more than one
case, a Case Query List page similar to that shown in Figure 4 appears.
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& Case Query Results

| Business Background | Steps for Processin | Field Descriptions | Help
\/ Massage: CASE QUERY SUCCESSFULLY COMPLETED Information
FHA Caze MNumbar: 061-1035966 < appears on
Borrawer Name:! WASHINGTON, GEORGE the case
Praoperty Address: 1 PRESIDENTIAL ROW specified
WINDSOR CT 060950000

JEFFERSON NATIONAL INCORPORATED

Originator Name:

Click to view

Case Tpe: REGULAR DIRECT ENDORSEMENT MCC (ADP Codz 703) | detail on the
Appraisar License: CT01 Case Received Date: 09/05/91 loan
Appraiser Name: ADAMS, JOHN  dppraisal Logged Date: 09/05/91 originator
) Closing Package Received Date: 01/11/93 Closing Date: 10/05/92 (lender)
Link to Insurance Data: 01/13/93 Loan Data Print Date: 01/14/93
HELE Uinfront MIP Dua: $3,744.15 Unfrant MIP Received Date:  10/10/92
Setfall otn Q Upfront MIP Received: 3 $3.745.50 Uinfront MIP Late Dus? No
pfron
MIP | Appraized Value: $142,000.00
and/or Loan Term: 360 Marigage Amount: $128,550.00
pOSSi ble Last Action Daie: 01/14/93 Lender surance: No
problems/ Last Action: INSURED
warnings
. < Other Functions(Same Case) — -
RNB“ RequeSt a Case Number Assignment View the
P g ] S different Appraisal Logging case in
. Borrower/Address Change h
[5F FHA] [Case Processing] [MNew Bequest] case Insurance Application _ ot er.
functions
Camments ar Questions =58 Administration=

Figure 3: Case Query Results Page

4. Selecting from a List page’s options: Locate and select the desired choice to receive a
Results page similar to that shown in Figure 3 above.

® Case Query List
Business Background Steps for Processing Field Descriptions Help
Select the
R Records 1 hrough 30 e diplyed
choice (Page 1 of 5)
and click Go to page:
Send (at Seloct
bottom of One Case Number  Borrower Address Last Action
page) > @ 0612526539 MALLORY, LAWANDA C 266 LYME ST HARTE CLEG PACE
8 0612396987 MATLCRY, EOBEET 2HATNES ST EAST INSTRED
8 0612407699 MILLEE IO, WILLIAN G 143-145 LATUREL CT INSTRED
8 0612454623 MILLEE., ANDEEA 251 FOREST ED NOE
O D&1Z501225 LILLEE, ARTHUEE. 132 PLEASANT AVE CL3G PACKE
O 0612435778 LILLEE, BEARBAEAL 195 OAK ST WATEEE IMETEED

Figure 4: Case Query List Page
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