
Loan Meeting Notes 

July 18, 2024 

Next planned meeting date: August 22, 2024 

Attendees: Aaron, Anali, Andee, Boe, Gary, GinGar, Jade, Jamie R, Jamie S, Lacey, Laura H, Laura 
M, Lindsay, Liz F, Nick K, Rhonda, Rusty, Ryan, Shannon H, Shantell M, Tara. 

 

• HELOC Applications: 
 

o  Put everything in Forza first and generate the application packet.  
 

o The application packet can be sent via Right Signature and electronically signed. 

 

• Notes Tab in Forza: Put notes in the notes! If you start an application, put notes in Forza. 
This helps other lenders and is helpful for the auditors. 
 

• Moving Loans for Compromised Accounts: Tara and GinGar are both able to assist in 
moving loans from compromised accounts to new accounts. 
 

• Collateral Codes: Make sure you are booking the loan under the correct collateral code.  
 

o Changing Loan Category: The loan category can be changed after the loan is 
started in loan management in Forza. 
 
 

 



• Loan Risk Analysis Report:  
 

o This can be used instead of the Financial Data printout from Forza. Each page of 
the Loan Risk Analysis Report needs to be included in the documents. If there are 
notes in Forza on the loan they will print on the Loan Risk Analysis Report. 
 

o Please do not use the Loan Risk Analysis Report if you have a cosigner on the 
loan. Each borrower needs to have their own debt to income obligations shown 
in the Financial Data tab and the Loan Risk Analysis combines them, which will 
not work. 

 
• Adding Backend Products to Booked Loans: All documents signed should be scanned 

into the loan in Forza and into the L Drive- L:\ 1-LOAN DEPT\2024\ SUBSEQUENT ACTION 
FORMS 
 

o Debt Protection: To add debt protection to an existing loan, the member must 
sign a new debt protection contract. The subsequent election box must be 
checked, and the total fee amount should be included in the new contract. 

 

 

 
 

 
 

 

 

 

 

 

 

 
 

 

 



 Calculating Estimated Fee Amount: Use Quick Amortization. See example 
below: 

 

 After you have attached the new signed debt protection contract to the loan 
and saved it in the L drive, email Stephanie and GinGar to have the coverage 
added. 

 
o GAP: To add GAP to an existing loan there is a subsequent election box that needs to 

be checked on the GAP contract. If the member is adding it to the loan and 
extending the term or increasing the payments, there must also be a subsequent 
action completed. The only time there will not be a subsequent action form needed 
is if the member pays cash for GAP. 

 

 See example below of the GAP Waiver Agreement and the Subsequent 
Action: 

 



 



o MRC: To add MRC to an existing loan the subsequent action form needs to be 
completed. The term of the loan can be extended, or the monthly payments can be 
increased when adding MRC to the loan. If the member is paying cash for MRC, a 
subsequent action is not needed. 

 
 See example below of the Subsequent Action: 

 

• Signature Pads: All signature pads should be working for members to sign loan 
documents. Put in a help desk ticket if your signature pad is not working. 
 

• Second Signatures/ Loan Document Review: If you have a second signer on a loan, put 
the entire signed loan document packet in file stacking order in the L Drive for the 
second person to sign. This will allow the second signer to review the entire loan, sign 
the worksheet, and credit application. Please ensure each loan is checked by another 
person before it gets to loan review. 
 
 
 
 



• Reminders: 
 

o Taxes need to be uploaded into Digital Documents (digi docs). Do not put the 
taxes in the loan documents. All taxes need to be uploaded regardless of the 
lending decision on the loan. 
 

o Insurance declarations pages for HELOCs need to be uploaded to Insurtrak. They 
can be uploaded before the account is created in Insurtrak. 

 
o For out of state collateral loans contact the Titles and Insurance Clerk before 

booking the loan to ensure the correct taxes and title documentation are 
collected. 

 
• HELOC Modifications with Rerecordings: If the Deed and Encumbrance Report includes 

a rerecorded date and instrument number to correct a previous Deed of Trust recording, 
the rerecorded date and instrument number must be used in the Modification to Deed 
of Trust. See example below: 

 

 



• Titles and Insurance: All correspondence and documents should be sent to 
Loanservice@connectidaho.org to ensure continuity of service for members and to 
streamline processes. 
 

o Send all titles to Oak Street Branch- PO Box 4909 Pocatello, ID 83205 
 

• Loan Reviews: 
 

o Lenders acting as second signers will be included in loan review emails. They 
share equal responsibility for ensuring the loan's accuracy and completeness. 
 

o Make sure you are marking the FDI box on the worksheet AND filing it in 
Dealertrack. The Resolutions Department is now tracking this weekly so please 
be sure to complete this as soon as possible. 

 
 

• Ordering Appraisal Process: The process for ordering an appraisal has been updated on 
the intranet. An example of the Appraisal Order Form is now included in the Ordering 
Appraisals Process, which can be found on the HELOC page on the intranet. 
 

• GL Transaction Descriptions: Whenever you make any changes in account adjustment, 
be sure to enter a transaction description. This assists in tracking the modifications made 
and the reasons behind them, which is also beneficial for reporting. 



 
• HELOC Payment Dates: The system is currently extending the payment due date by an 

extra month after the loan disbursal. Payments should not be scheduled more than 45 
days out. This issue is being addressed with ESP. Please double-check after 
booking/disbursing a HELOC to ensure the payment date does not exceed 45 days. 
 

• Credit Card Closure Form: Whenever we pay off and close a revolving line of credit and 
remove the payment from the debt-to-income ratio, the signed credit card closure form 
must be sent along with the account statement and payoff check. This form is located on 
the Credit Card page of the intranet. 
 
 




