
For Arch MI and Arch MI for Credit Unions

Loan Processing and 
the URLA/Form 1003
Making the Loan Application 
Process Easier
a MORTGAGE SKILLS course



Legal Disclaimer 

Arch Mortgage Insurance Company 
is providing this training to you 
for use as a training tool only.
These materials are not intended 
nor should they be relied upon for 
any other purpose, including 
underwriting actual mortgage loans 
without independent verification 
and testing by your in-house quality 
control and/or compliance personnel 
or actual preparation of documents, 
which may be presented in the 
materials. All materials presented 
are samples for illustrative 
purposes only.
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Objectives

Define Loan Processing.
Become Familiar with the URLA/Form 1003:
 Borrower Information.
 Additional Borrower Information.
 Unmarried Addendum.
 Lender Loan Information.
 Continuation Form.

Prepare the Loan Application for Underwriting.

Utilize Resources.
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Loan Processing

The gathering and verifying of all documentation required to make 
a quality loan decision.

Application Processing Underwriting

4Loan Processing and the URLA/Form 1003



Define Loan 
Processing
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Why Process?

 Independent third-party
verification of information
on the loan application.

 Detect misrepresentations.
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The Uniform Residential Loan 
Application (URLA)

Form
1003

Form
65
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Role of Processing

Gather 
Information Verify 

Information

Obtain 
Explanations 

Update 
Information 
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Introducing the 
URLA/ Form 1003
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URLA/Form 1003 
Five Components

USE WITH EVERY LOAN

1. Borrower Information*

2. Lender Loan Information

USE AS NEEDED

3. Unmarried Borrower Addendum

4. Additional Borrower Information*

5. Continuation Sheet

*Flexible design allows different combinations to be used which best fit different borrower scenarios
and  lender and loan requirements.
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URLA/Form 1003  
Two URLA Components = Always Required

Borrower Information

Two Components are Required for All Loans

Lender Loan Information
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URLA/Form 1003  
Three URLA Components = Use As Needed

Three Components are to be Used As Needed

Unmarried Borrower Addendum

Additional Borrower Information
Continuation Sheet
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How to Use the Borrower and Additional 
Borrower URLA Components

Borrower Information is required for all loans.

Additional Borrower Information is optional.
Streamlines collection of assets, liabilities and real estate owned for 

multiple borrowers.
Therefore…
– Multiple borrowers who don’t mind having their financial information

combined (e.g., married couples) could complete the Borrower and
Additional Borrower components because it streamlines the collection of
assets, liabilities and real estate owned.

– Multiple borrowers who do not want to combine their asset, liability and
real estate information (e.g., friends) can complete the Borrower URLA
component for each borrower.
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URLA/Form 1003 
- Borrower Information
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Section 1: Borrower Information
1a. Personal Information
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Section 1: Borrower Information
1a. Personal Information
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Residence History

2
Two-Year 

Residence History 

Own

Rent

+
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Residence History

Rent 

 Verification of Rent (VOR).

 12 Months of Canceled Checks.

Mortgage

 Verification of Mortgage (VOM).

 Verified on Credit Report.

Own

Rent
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Knowledge Check One

The URLA is made up of five 
components.  How many 
components are ALWAYS 
required?

1. One component.

2. Two components.

3. Three components.

4. Four components.

5. All five components.

19Loan Processing and the URLA/Form 1003



Check Your Understanding One

The answer is 2. Two Components. 

 The Borrower Information and the
Lender Information are required for
every loan.  The other components
are used only when needed.
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Section 1: Borrower Information
1b. Current Employment, 1c. IF APPLICABLE
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Section 1: Borrower Information
1d. IF APPLICABLE

22Loan Processing and the URLA/Form 1003



Section 1: Borrower Information
1e. Income from Other Sources
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2
Two-Year 

Employment History

Validate

Employment History 
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Verify Monthly Income

Frequency Calculation

Hourly Hourly Rate x Number of Hours x 52 Weeks divided by 12 

Weekly Weekly Base Salary x 52 Weeks divided by 12 

Biweekly Biweekly Base Salary x 26 Weeks divided by 12 

Semi-Monthly Semi-Monthly Base Salary x 24 Weeks divided by 12

Monthly Monthly Base Pay as shown

Annual Annual Base Rate of Pay divided by 12
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Verify Monthly Income

2
Average – YTD and 

Past Two Years
Best documentation is written 

Verification of Employment.

Income should be 
Stable or Increasing
Income that continues to 
decline is generally not 

considered stable.

Commission, Bonus, Overtime
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Gather Income Documentation

Income Documentation

Commissions Two most recent tax returns.

Dividends  Two most recent tax returns with Schedule B, or
 Account statements and most recent two years’ IRS Form 1099-DIV.

Interest  Two most recent tax returns with Schedule B, or
 Account statements and most recent two years’ IRS Form 1099-INT.

Alimony
 Copy of divorce decree.
 Two most recent tax returns or 12 months of canceled checks as

Evidence of Payment.

Separate Maintenance  Copy of separation agreement.
 12 months of canceled checks as Evidence of Payment.

Child Support  Child support order.
 12 months of canceled checks as Evidence of Payment.
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Gather Income Documentation

Income Documentation

Annuity Most recent annuity renewal statement.

Auto Allowance Two most recent tax returns with Form 2106.

Pension/Retirement

 Letters from organization providing income, or
 Copies of retirement award letters, or
 Most recent tax return or Form 1099-R, or
 Two most recent bank statements.

Royalties Two most recent tax returns with Schedule E.

Social Security
 Copy of Social Security Administration award letter, or
 Copies of tax returns and IRS W-2, or
 Most recent two months’ bank statements.
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Gather Income Documentation

Income Documentation

Trust Income
 Copy of trust agreement, or
 Trustee’s statement, or
 Two most recent tax returns.

VA Benefits Letter of compensation distribution from Veterans Administration.
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General Guidelines

Income: Stability is key.

History: Two years

Continuance: Three years
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Knowledge Check Two

Is the following True or False?

 It is acceptable to include
bonus, commission and
overtime income in the base
pay.
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Check Your Understanding Two

The answer is False.

 Bonus, commission and
overtime income should be
calculated separately and not
included in base pay.
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Section 2: Financial Information
2a. Assets, 2b. Other Assets
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Source of Funds

Source of
Funds

Verified

Sufficient
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Assets

Verification of Deposit (VOD) Bank Statements

Assets
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Assets

Acceptable 
Donor

Receipt 
of Funds

No 
Repayment

Gifts
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Assets

Sale of Assets

Value Bill of
Sale

Receipt
of FundsOwnership
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Stocks/Bonds/Mutual Funds Used for 
Down Payment, Closing Cost, Reserves
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Determine and 
verify value of 

asset and verify 
borrower owns 
account/asset.

*Used for Down
Payment or Closing 

Costs:
Proof of liquidation 

required.

Used for Reserves:
100% of asset 
value may be 

considered and 
liquidation is not 

required.

Stocks/Bonds/Mutual Funds

Source: Fannie Mae Selling Guide B3-4.3-01, Stocks, Stock Options, Bonds, and Mutual Funds (06/30/2015)



Verify borrower owns 
account, confirm 

account is vested and 
withdrawals are 

allowed regardless of 
current employment 

status.

Retirement Funds Used for Down 
Payment, Closing Cost, Reserves
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Retirement Funds

*Stocks, bonds, mutual
funds used for Down
Payment or Closing 
Costs must comply 
with Stock/Bond/

Mutual Fund 
requirements.

Used for Reserves: 
funds do not need to 

be withdrawn from the 
account.

Source: Fannie Mae Selling Guide B3-4.3-03, Retirement Accounts (06/30/2015)



Liquidation Requirements: Stocks, Bonds, 
Mutual Funds and Retirement Funds
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*Used for Down Payment or Closing Costs

NO Documentation Required
--------------------------------------------

Borrower’s receipt of funds 
realized from sale or liquidation.

Value is greater than or equal to 
20% of amount needed for 

Down Payment or Closing Costs:

Documentation Required
--------------------------------------------

Borrower’s receipt of funds 
realized from sale or liquidation.

Value is less than 
20% of amount needed for

Down Payment or Closing Costs:

Source: Fannie Mae Selling Guide B3-4.3-01, Stocks, Stock Options, Bonds, and Mutual Funds (06/30/2015)



Knowledge Check Three

Is the following True or False?

 Undocumented source of funds is
acceptable as long as sufficient
funds have been verified.
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Check Your Understanding Three

The answer is False.

 Undocumented source of funds
is NOT acceptable.
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Section 2: Financial Information
2c. Liabilities, 2d. Other Liabilities
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Liabilities

Debts You Don’t Count
 Installment Loans ≤ 10 Payments.
 Loans Secured by Financial Assets.
 Contingent Debt.
 Credit Card Accounts Paid to Zero.

Debts You Count
 Student Loans.
 Auto Lease.
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Liabilities – Student Loans

Fannie Mae
 Income-Driven Payment Plan:

– Obtain student loan
documentation to verify actual
zero monthly payment.

 Deferred Loans or Loans in
Forbearance:
– Calculate a payment equal to 1%

of the outstanding loan balance or
fully amortizing payment using
documented repayment terms.

Freddie Mac
 Zero Monthly Payment:

– Use 0.5% of the outstanding
balance on credit report.

 Loans in Repayment, Deferment
or Forbearance:
– Use monthly payment amount on

credit report or other file
documentation when not zero.
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Section 3: Financial Information —
Real Estate, 3a. Property You Own  
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Section 3: Financial Information —
Real Estate, 3b. and 3c. IF APPLICABLE

47



Verify Rental Income

Rental Income — Lease Agreements

 Property acquired subsequent to most recently filed tax returns.

 Multiply Monthly Lease Payment by 75%.

Lease Payment Rental Income

($1,500 x 75% =  $1,125)

$1,500 $1,125

Example:
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Section 4: Loan and Property 
Information, 4a through 4c
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Loan Purpose

Sales 
Contract

Purchase

Complete Contract

Refinance

Address Match

Existing Liens
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Occupancy

Primary Second
Home Investment

Occupancy Status

51Loan Processing and the URLA/Form 1003



Preliminary Title Report

Title
Work

Names
Match

All Borrowers 
on Title
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Section 4: Loan and Property 
Information, 4d. Gifts or Grants
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Section 5: Declarations
5a. About This Property and Your Money
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Section 5: Declarations
5b. About Your Finances
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Gather Income Documentation

Question Documentation
a. Outstanding Judgments Written Explanation

b. Bankruptcy Written Explanation, Complete Copy of Bankruptcy Papers

c. Foreclosure/Deed in Lieu Written Explanation

d. Party to a Lawsuit Written Explanation

e. Obligated on Loan Written Explanation

f. Delinquent/Default Federal Debt Written Explanation

g. Alimony, Child Support,
Maintenance

Copy of Divorce Decree, Child Support Order or Separation 
Agreement

h. Down Payment Borrowed Loan Agreement and Statement

i. Co-Maker on a Note Loan Agreement and Statement
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Section 6: Acknowledgments 
and Agreements 
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Section 7: Military Service
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Section 8: Demographic Information
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Section 9: Loan Originator Information
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URLA/Form 1003
- Additional Borrower
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URLA/Form 1003 — Additional Borrower
Section 1: Borrower Information 
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URLA/Form 1003 — Additional Borrower
Section 2: Financial — Assets and Liabilities 
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URLA/Form 1003 — Additional Borrower
Section 3: Financial Information — Real Estate 
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URLA/Form 1003 — Additional Borrower
Section 4: Loan and Property Information 
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URLA/Form 1003 — Additional Borrower
Section 5: Declarations 
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URLA/Form 1003 — Additional Borrower
Section 6: Acknowledgments/Agreements
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URLA/Form 1003 — Additional Borrower
Section 7: Military Service
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URLA/Form 1003 — Additional Borrower
Section 8 and Section 9 
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Knowledge Check Four

The Additional Borrower 
Component can be used when you 
have an additional borrower who:

1. Shares joint assets, liabilities
and/or real estate information
with the Borrower.

2. Does NOT share joint assets,
liabilities and/or real estate
information with the Borrower.

3. Both 1 and 2 above.

4. None of the above.
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Check Your Understanding Four

The answer is 1. Shares joint assets, 
liabilities and/or real estate 
information with the Borrower.

 The Additional Borrower
component can be used to
streamline the application when
you have borrowers that share
assets, liabilities and/or real estate
information.
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URLA/Form 1003
- Unmarried Addendum

72Loan Processing and the URLA/Form 1003



URLA/Form 1003
Unmarried Addendum 
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URLA/Form 1003
- Lender Loan Information
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URLA/Form 1003 — Lender Loan Info
L1. Property and Loan Information
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URLA/Form 1003 — Lender Loan Info
L2. Title Information
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URLA/Form 1003 — Lender Loan Info
L3. Mortgage Loan Information
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URLA/Form 1003 — Lender Loan Info
L4. Qualifying the Borrower
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URLA/Form 1003
- Continuation Sheet
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URLA/Form 1003
Continuation Sheet
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Underwriting
Preparing the Application 
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1. Has all information been verified?

2. Have any discrepancies been addressed?

3. Has the information been updated and/or
corrected in the LOS system?

Final Application
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Utilizing Resources
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Fannie Mae Resources

www.fanniemae.com/urla
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Arch MI Resources

archmi.com for Mortgage Lenders and archmicu.com for Credit Unions
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Review of Objectives

 We have now concluded the session, intended
to help you:

 Define Loan Processing.

 Become more familiar with the elements of the 1003:
– Borrower Information.
– Additional Borrower Information.
– Unmarried Addendum.
– Lender Loan Information.
– Continuation Form.

 Prepare the Loan Application for Underwriting.

 Utilize Resources.
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FOLLOW US ON:

LinkedIn (Arch Mortgage Insurance Company)
Twitter (#archmi_us)
Facebook.com (Facebook.com/Arch-Mortgage-Insurance)
Instagram (archmi_us)
Vimeo (archmi_us)

THANK YOU

ARCH MORTGAGE INSURANCE COMPANY | 230 NORTH ELM STREET GREENSBORO NC 27401 | ARCHMI.COM

© 2020 Arch Mortgage Insurance Company. All Rights Reserved. Arch MI is a marketing term for Arch Mortgage Insurance Company and United Guaranty 
Residential Insurance Company. DU is a registered mark of Fannie Mae. Loan Product Advisor 
is a registered mark of Freddie Mac.  MCUS-B0423AB-1120

Diana Swift
Senior National Trainer 

and Instructional Designer

dswift@archmi.com
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