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LOAN SERVICING PROCESS MAP 

Loan Officer Credit Analyst Loan Admin Loan Fund Mgr President Risk Management Finance 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

      

Customer 
makes 
request 

Disburse 
funds to loan 

Check disbursal 
status 

ADDITIONAL DISBURSEMENTS 

Review file 
& status for 
compliance  

Sign off on 
disbursal request 
(2 signatures 
req’d) 

Prepare 
disbursal 
request 

Post to GL 

Send 
disbursement 
form to finance 
dept. for funds 
transfer 
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LOAN MODIFICATIONS 

Customer 
makes request, 
or SED 
identifies need 
 

Discuss  

Evaluate 
situation/credit 
memo 
 

If maturity 
extension or 
more funds, 
obtain Loan 
Committee 
approval 
 

Prepare doc, 
obtain customer 
signature 
 Post changes 

to NLS 
 

If 
payment 
deferral, 
make 
decision 
with 
Fund 
Manager   
 

Sign off on 
changes 
 

May disburse 
funds 
 

Discuss  

May prepare 
docs 
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LOAN MONITORING 

Monitor for 
customer info 
due: 
 Financial 

statements 
 Insurance 
Call customer 

Discuss status 
as warranted 

Update 
calendar as 
items arrive, 
date-stamp 
items Review 

financials, 
discuss with 
customer as 
warranted 
 

File loan 
officer’s 
memo & 
financial 
statements 

Review new 
insurance 
docs against 
requirements 

Review new 
insurance 
docs  

File insurance 
docs  

Visit customers, 
reevaluate credit 
issues on at least 
an annual basis  
 

Report to Loan 
committee  

Discuss status  

Write credit 
review for file 
and Loan 
Committee 

Spread & 
analyze 
financial 
statements
, document 
file 
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LOAN PAYMENTS 

Prepare & send 
payment 
invoices  

Receive 
payments –  
 Deposit 
 Post to NLS 
 Fax copies 

Post to GL  

Monitor NLS 
for past due 
loans, inform 
lenders  

Handle some 
routine 
collection  

Collect past 
due loans  

Consult on 
problems  

Report to Loan 
Committee  

Collect or 
work out 
problems  

Check payment 
handling on 
NLS  

Handle some 
routine 
collection  

Consult on 
problems  


