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WFG Lender Services, LLC
2625 Townsgate Road Suite 101

Westlake Village, CA  91361

SERVICE REQUEST-ResWare SYSTEM
https://resware.wfgnationaltitle.com
THIS form acts as your invoice and MUST be returned

with every package and fax/scan as the COVER PAGE



SERVICE REQUESTED - 
Order No.:

10054217NJ
Client Name:
Bank of America, N.A.
VENDOR INFORMATION

Vendor Charge:
$125.00
Vendor Name:
Notary Narayan*
Projected Closing Date:
December 26, 2017 11:00AM
BORROWER INFORMATION

Borrower Name(s):
RICHARD J. PARISH and GAIL G. PARISH
Borrower Home Phone:
   
Borrower Office Phone:
(732) 388-7825   
Borrower Cell Phone:
(732) 900-0115    
Borrower Fax:
   
Borrower Email Primary:
0412rich@gmail.com   
Borrower Email Secondary:
   
PARTIES TO ATTEND THE SIGNING

RICHARD J. PARISH and GAIL G. PARISH
PROPERTY/LOAN INFORMATION

Property Address:
767 Rodgers Court, Rahway, NJ  07065-3616
County:  Union
**CLOSING LOCATION**

Bank Of America Financial, 1034 St George Ave, Rahway, NJ  07065
Rahway, NJ  07065
County:  Union
SPECIAL INSTRUCTIONS

REQUIRES Fax/Scan backs -
SIGNING COMMENTS

For ALL Bank of America Signings:
IMMEDIATE ACTION REQUIRED – NO TEXTING TO BANK OF AMERICA CLIENTS!
Signing Agents: Texting to Bank of America clients is not allowed and should be discontinued immediately. 

This method of communication to clients is prohibited by the bank.

1. Failure to return required documents via Fax Back to WFGLS will result in a lowering of your agreed upon fee as well as your ranking score.

2. Call the borrower if they are short to close prior to leaving for the signing to insure they have funds to cover the shortage.  If they do not, please contact the closer for further instructions.

3. Bank of America documents ha a bar code at the bottom of the page.  Print a test page first to verify the bar code is printing property.  If the bar code is not verified and prints incorrectly (as jumbled numbers) then the entire set will need to be re-signed at notaries expense.  If they cannot be immediately re-signed notary will forfeit their signing fee.  Immediately Contact bacwest@wfgls.com if there is an issue.

REQUIREMENTS

1. Verify appointment with Borrower within 1 hour of receipt.
2. Retrieve docs via the Vendor Portal at:   https://resware.wfgnationaltitle.com
3. The closing documents contain a form named “SIGNING CONFIRMATION CHECKLIST”.  This form lists our special instructions that pertain to the lender for the loan.  Please be sure to take the time and read it before you leave the signing table.
4. Refer to the “STACKING ORDER” sheet when returning documents by FedEx/UPS.
5. IMPORTANT:  In the event of a customer complaint, immediately please place a detailed note in the WFG Vendor Portal.  If you do not have immediate access to the portal send an email to customermgmt@wfgls.com.
WFG MOBILE NOTARIES ARE REQUIRED TO:
· Dress professionally and clothes must neat, clean, pressed and appropriate for the workplace.

· You are expected to use good hygiene practices.

· Your clothes should not be distracting, tight, revealing or exceptionally loose or low cut.

· You may NOT wear torn or frayed clothes, denim, sweat suits, beach wear, beach-style shoes, slippers, shorts, halters, tank tops, crop tops, hats, caps or closing with profane or offensive words or logos.

· Visible body piercing (except ears), visible tattoos and unprofessional hair styles/colors are not appropriate.

?QUESTIONS?
(Looking for Documents / Document Questions)

CLOSER:  Katie Johnston  (888) 246-7905 x7202  kjohnston@wfgls.com
Scheduling / Vendor PortalQuestions

Username and Password help:  phelp@wfgls.com
Robin Kirsch: (805) 915-5211 rkirsch@wfgls.com

At the Closing:

1st try the borrower’s loan officer contact

2nd try the Closer and/or Scheduler

3rd try emergency number below (for after hours)

After Hours EMERGENCY – Closing Document Questions:

(M-F: 5pm-8pm and Weekends from 7am-8pm):

CLOSER/MANAGER on CALL: (805) 208-5660
After Hours EMERGENCY SCHEDULING Issues:

(M-F: 5pm-8pm and Weekends from 7am-8pm):

(214)-470-3998
BANK OF AMERICA SIGNING PROFESSIONAL EXPECTATIONS
The purpose of this document is to share what is expected of signing professionals supporting Bank of America real estate transactions. Each stage of the real estate transaction leaves an impression on the Borrower and the signing experience is no exception. Preparedness, professionalism and presentation, among other important attributes, help establish the confidence the Borrower has in the signing professional’s abilities and ultimately reflect back on our company brand.

GENERAL

The signing professional is expected to perform his/her duties as established by the law and other governing bodies.

Misconduct in any form, to include the mishandling of Borrower information/loan documents, is not tolerated and will require corrective action. Corrective action includes, but is not limited to:

· Waiver of the NTP settlement bundle

· Removal of signing professional from supporting future NTP signings for not complying with guidelines on 3 separate occurrences

· Removal of signing professional from supporting future NTP signings at the request of the Bank of America
COMMUICATION WITH THE BORROWER

When establishing contact with the Borrower it is important that the signing professional properly introduces himself/herself in a manner that assures the Borrower of the representative’s identity and legitimacy.

· Introduction: “Hello, my name is John Smith with (XYZ Company) and I am handling the signing of your loan with Bank of America.”

· If the signing professional receives the Borrower’s voicemail, the representative should leave a clear message to include their name, role, purpose and call back number.

· The call back number for the signing professional should have voicemail with a recorded message stating their first and last name, role as notary/attorney, and a professional message. Also, the Borrower should be able to leave a message.

· The signing professional should confirm with the Borrower the signing logistics (date, time, location) and that all parties required to sign on the loan documents will be present at the signing table.
PREPERATION FOR THE SIGNING
Careful preparation for a signing is essential to a positive signing experience. The signing professional should ensure they have everything they need prior to arriving at the signing.

· Obtain directions to signing location from a reliable resource (Borrower, MapQuest…)

· Print two copies of the documents before the signing. One is for execution, the other copy is for the Borrower’s records. The signing professional should never send an electronic copy of the closing package (signed or unsigned) to the Borrower. Should the Borrower request a copy be provided electronically, the signing professional should engage the title company to facilitate the request.

· Ensure the documents are for the Borrower prior to presenting them for Borrower’s signature. If an error is noticed on the documents, the signing professional should alert the Service Provider contact right away for guidance.

· Do not make corrections to the documents to include the HUD-1 or back-date/post-date any documents.

· Be organized. Have the documents ready to present to the Borrower and carry plenty of black or blue ink pens as required.
PUNCTUALITY

Punctuality is another important aspect of the signing experience and shows the Borrower that their time is valuable.

Be on time.

· Stay in touch. The signing professional should notify the Borrower prior to the scheduled appointment time and advise them of your delay even if the anticipated arrival time is 1 minute past the scheduled appointment time. Preferably, notification to the Borrower should occur at least 30 minutes prior to the scheduled appointment time. The signing professional should also contact their Service Provider if he or she will be delayed.

· Do not overbook. The signing professional should not accept any appointments that may prevent their prompt arrival to a signing due to a delay/conflict with a prior commitment.

· Do not reassign. If the signing professional is unable to keep a signing appointment, they should work with their Service Provider to have another representative attend. The signing professional should not delegate the signing to someone else.

APPEARANCE AND HYGIENE
The signing professional should project a professional, well-groomed image to include a neat appearance and good personal hygiene. Both business attire and business casual attire are appropriate. Smokers should be conscious of the sensitivity of non-smokers as well as the lingering affect that smoking may have on clothing, hair and skin.

	Acceptable
	Not Acceptable

	Business Attire

· Business Suits-Men & Women’s

· Business Slacks Skirts/Dresses (to the knee or below)

· Dress Shirts with Tie

· Blouses

· Dress Shoes

Business Casual Attire

· All of the above plus

· Pants

· Tailored Slacks (including dockers and khakis)

· Capris/Crop Pants (must be 4” below knee)

· Split Skirts (to the knee or below) Pants

· Shirts:

· Dress Shirt – without tie

· Polo Shirt (must have a collar)

· Sweaters

· Sleeveless shirts/dresses (must cover shoulders, back and midriff at all times

· Shoes

· Casual dress shoe

· Slingback/Open-toe shoes
	Standards

· No writing and/or logos on any clothing (exception is mall logos such as BA, Polo or Nike over the chest or on pocket)

· No closing where undergarments are seen

· No bare backs, cleavage, midriffs or hips

· Nothing too tight too baggie, too low or too sparkly

· No rips, tears, holes or shredding of any kind

· No distractive facial piercings or exposes body piercings

· No inappropriate, distracting or obscene tattoos  (must be covered)

· No hair styles/color that are distracting example: Mohawks, unnatural colors)

· No footwear with straps between the toes (example: flip-flops/thongs)

Attire

· No camouflage

· No skorts

· No mid-calf pants for men

· No overalls

· No head scarves

· No jogging/exercise apparel No leggings, stirrup pants, spandex or cycling pants/shorts No halter or tube tops

· No jeans

· No shorts

· No sneakers


Courtesy

The signing professional should always depict professional and respectful behavior during the signing regardless of the signing location (Borrower’s home, Bank of America banking center, etc…) and the informality reflected in the environment.

· Do not bring a guest (friend, child, spouse, or pet) into the signing or have guests wait outside in a vehicle.

· Park your vehicle on the street and never in the Borrower’s driveway.

· Use designated walkways and paths to get to the front door. Do not cross over the lawn and/or the flowerbeds. Be careful not to track any dirt or debris into the Borrower’s home on your shoes.

· The signing agent should introduce himself/herself as a signing professional at the request of Bank of America and the title company.

· Be prepared to present identification to the Borrower to establish identity of signing professional.

· Greet the Borrower with a handshake and wait to be invited inside. Once inside, suggest an appropriate place to conduct the signing such as a kitchen or dining room table.

· Be respectful of the banking center environment. The signing professional should connect with bank personnel upon arrival to identify what space has been designated for the signing.

Conduct During Signing

Each Borrower’s prior involvement with the signing process will be different. Some Borrowers may have had participated in many signings and for others, the current signing represents their very first experience. The Borrower may have many concerns or have lots of questions. The signing agent should be prepared to respond appropriately to include calling their Service Provider for assistance or directing the Borrower back to the Bank for answers, as warranted. The signing professional’s confidence, control and preparation can influence the direction of the signing.

· Focus complete attention on the Borrower and signing activity at hand.

· Do not accept calls during the signing.

· Place cell phones, pagers and other electrical devices on silent or off mode.

· Witness the Borrower signing. Do not leave the Borrower to sign alone for any reason.

· Present the entire document to the Borrower for review and signature. It is never acceptable to present the signature pages only.

· Be patient. Borrowers should not be rushed through the signing process.

· Be prepared to speak to the general functionality of a document in the package. Borrower should direct any loan specific questions to their bank representative if they have questions regarding the details of the loan. Any opinion/response from the signing professional may confuse the Borrower or imply a promise or commitment outside the scope of the transaction.

· Contact the Service Provider immediately if Borrower refuses to sign any documents.

· Respect the importance of this transaction to the companies you represent.

· Do not engage in conversation with the Borrower that may discredit either Bank of America or the title company being represented.

· Do not provide advice of any sort to the Borrower or any party involved in the transaction.

· Do not engage in personal conversation with Borrowers at any time. Personal conversation can be defined as discussing anything unrelated or not associated with the closing.

· Avoid small talk. Sports, politics, religion, news events and even comments about the Borrower’s home should be avoided.

· Never use foul language or slang while speaking with a Borrower.

· Double check closing documentation for accuracy before closing and after closing.

· Thank the Borrower for his/her time.

· Forward the executed package immediately to the appropriate party following the signing.

· The security of the Borrower’s information is a priority. The transporting and transmission of the closing package and all related documents/information should be handled with extreme care. Please refer to “NTP Communication: Privacy Event...” published on March 15, 2012 for guidelines on handling Borrower data.
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REQUIRED FAX BACKS for: 

Bank of America

A.
VENDOR PORTAL (Preferred): As an attachment via the Vendor Portal at https://resware.wfgnationaltitle.com.
B.
FAX (Alternative): If Scanner is unavailable
fax to (866) 395-0993.
	Borrower:
	RICHARD J. PARISH and GAIL G. PARISH

	
	

	WFG Order Number:
	10054217NJ


FAX LIST 

· Copy of Shortage Check (if applicable)

· Note

· Security Instrument (DOT) with all riders

· Fully Executed HUD1 or Closing Disclosure

· 4506-T

· Notice of Right to Cancel

· Truth In Lending

· Itemization of Amount Financed

· 1003/Loan Application

· Grant/Warranty Deed (if applicable)

· AKA/Name Affidavit

· Pay Plan Authorization Form

· Close Out Letter for 2nd Mortgage (if applicable)

· Subordination (if applicable)
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