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Flow of an ER Dr. Loan or Non-Warrantable 
Condo sold to Huntington  

Pricing 
Loans will be locked using the Optimal Blue pricing engine in Encompass. 

Loan Officer 
 Doctor loans and Non-Warrantable Condos can be priced using Optimal Blue pricing engine in 
Encompass.  Doctor loans and Non-Warrantable Condos loans sold to Huntington National Bank must be 
purchased by the lock expiration date.  A loan that is locked for 60 days must be closed within 45 days to 
allow a 15-day window for the loan to be purchased. 
 

State Restrictions:  Connecticut, Indiana, Kentucky, Maryland, Massachusetts (limited), Michigan, North 
Carolina, Ohio, Pennsylvania, South Carolina, Virginia, West Virginia 
 
All Dr. Loans and Non-Warrantable Condo files will be sent to Huntington for their initial approval prior to 
ER underwriting the file.  
 

Loan Officer Instructions 
Loan Officer to submit the file with a story that mentions the loan is a Huntington Jumbo. Also, LO must 
use the HNB drop down box in Additional Application to choose HNB JUMBO or HNB DR. This will send an 
auto email to our designated HNB Processors.  Failing to complete this drop down could delay the process 
of the loan. 
 

 
 

Order all and Initial Submission for the Processor (In house) 
The processor assigned will complete the order-all and process the loan. Designated Processors are:  
 

• Kevin Ball 
• Justin Ehret 

 
 



   
 

Revised 10/13/20 
 

After the processor has been identified send an email to Ben Hannah with Huntington at 
benjamin.hannah@huntington.com requesting that the assigned processor and Jamie Drayton be added 
to the thread (cc the Processor on this request). You will need to know the HNB Investor loan number 
before you send the request. 
 
Example: 
 
Ben, 
 
Please add Kevin Ball and Jamie Drayton to the thread so she can access the Bill Jones loan, Investor loan 
number #123456. 
 
Thank you, 
 
Melanie Lund 
 
Processor:  Please enter the following note into Conversation Log under Appraisal Notes on all ER and 
Non-Warrantable Condo HNB loans: 
 

 
 
The Processor will submit directly Huntington to underwrite via HNB website. The turn time on initial 
underwrites varies, check current turn times with HNB and update in Processor notes in conversation log.  
Update next action dates to reflect and follow-up every 2 days. You can email Ben Hannah for turn times. 
 
If a condo, the condo documents should be submitted to Huntington for their initial review by the 
Processor during the initial submission process. However, the Processor should note that it is a condo, 
not-warrantable, condo etc. and ensure that it is reviewed and approved.  
 
Neither the Appraisal Dept nor the Condo Review Dept at Huntington publish turn times. The Processor 
will call to obtain possible turn times on these items and note the conversation log in Encompass. If the 
review isn’t complete in 3 business days, the Processor can call Ben Hannah to escalate the review.  
 
HNB has its own checklist that must be utilized and completed prior to sending the loan file. Submission 
instructions are on the checklist and thread access has already been given.  Processor to pull checklist 
from the Procedures folder in Sharepoint (Procedures> Specialty Loans>Jumbo Loans) and make sure all 
items on the checklist are in the file. Once the Processor submits the file to HNB, they will change the 
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next action date to the next day. The Processor is required to call the Investor to confirm the they 
received the submission and update conversation log. If Huntington is holding the file for review because 
something is missing and we are disputing whether it is needed, contact the UW if you know who it is or if 
you don’t reach out to our rep Ben Hannah at Benjamin.Hannah@huntington.com. 
 
 
Email appraisal to TPL_Processing@Huntington.com. Must be sent in .XML file format. Purchase Contract 
should be in PDF format. 
 
The subject line should read HNB’s loan number and the borrowers last name 
 
Here is the checklist that needs followed: 
 
Appraisal report in .xml formal - attached 
• Purchase contract for all purchase transactions. – n/a this is a refinance 
• Borrower Name – “SMITH” 
• Loan Number – “HNB Loan number, not ours” 
• Report Type (i.e. 1004 or 1073) - 1004 
• Type of review—Initial, RETS Requested Revisions, Completion Report, or Client Initiated Revisions. A Client 
Initiated Revision would be a change not requested by RETS such as an update resulting from a renegotiated 
purchase price or seller concessions – Initial 

This should be embedded in the email when you send the appraisal to HNB. 

Both our Processors and Underwriters can call Huntington and talk to the Huntington Underwriter if they 
need any clarification or if a questionable item comes up. 
 
Once the file is back from Huntington, the Processor will submit to ER underwriting with the HNB 
approval and chooses the appropriate submission type of HNB. Underwriting will copy over conditions so 
that the LO & processor will have an approval. 
 

Follow-Up Submission and Resubmission 
Once approval comes out of ER Underwriting, the Processor will mark-up the approval and email 
requested borrower conditions to the LO and LOA. It is the LO and LOA’s responsibility to get the 
borrower conditions as quickly as possible.  
 

Closing Preparation 
Follow normal preparation for CD prep. Huntington’s final approval is not required. Processor to add a 
note to the closer that loan is a Huntington Dr. Loan or Non-Warrantable Condo so closing documents are 
prepared correctly. 
 
Once the Processor has received the final approval from our underwriter, the loan can be set to close.  
 

Final Submission to Investor 
Once all of Huntington’s conditions are satisfied, the Processor should submit to Huntington for the final 
approval. Processor will update the next action and next action date so that the file will stay in their 
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pipeline post-closing and they will continue to follow up on the final approval from Huntington until it is 
in. Underwriting will see the file once HNB issues a CTC so that underwriting can copy over the closing 
conditions.  

If there is a minor item left and we are comfortable closing the loan without HNB’s CTC then Roger or 
Christina will need to make that determination and if the exception is made the processor will have to 
submit the file to the UW queue to have the milestone moved. 

If Letters of Explanations (LOXs) are in email form from the borrower(s), an actual LOX with a signature 
won’t be required.  
 
Email appraisal to TPL_Processing@Huntington.com. Must be sent in .XML file format.  
 
The subject line should contain HNB’s loan number and the borrowers last name 
 
Here is the checklist that needs followed: 
 
Appraisal report in .xml formal - attached 
• Purchase contract for all purchase transactions. – n/a this is a refinance 
• Borrower Name – “SMITH” 
• Loan Number – “HNB Loan number, not ours” 
• Report Type (i.e. 1004 or 1073) - 1004 
• Type of review—Initial, RETS Requested Revisions, Completion Report, or Client Initiated Revisions. A Client 
Initiated Revision would be a change not requested by RETS such as an update resulting from a renegotiated 
purchase price or seller concessions – Initial 

 

Closed Loan Package to Investor 
Loans can be delivered to Huntington without the final approval IF the missing item is minor. This 
decision should be made by Andy Lohr. The Post Closer will send the file to the Investor using their 
normal shipping methods. If there were outstanding items for final approval, the Processor is 
responsible for submitting those and obtaining the final approval.  
 
The Shipper should read and sign off on all ATC conditions on the Investor Approval. 
 

Suspense  
Any Suspense received should be reviewed with Jamie Drayton prior to communicating with the Loan 
Officer. 
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