Loan Department

New Employee Visit Checklist

Employee Name: _________________________________________
Date of Visit: _________________
Employees I met in the Loan Department: __________________________________________________________________________
__________________________________________________________________________

__________________________________________________________________________

	After my visit to the Loan Department I should be able to describe:


( The types of loans
( How to access loan queue
( How to pull a credit report

( Run an actual loan through
( How to read messages, regarding loan approvals, denials, and pending status
(  How to make a payroll deduction change card
(  Visa policy
(  Score a Visa application/ limit increase
(  Paperwork to complete Visa process
( Symitar Visa screens
( Transfer a payment from FECCA members account and review payment methods
( Certegy Visa Screens
( Review payment transfers and history
titles and insurance
( Insurance requirements

( Loan payoff
( Release of a title
( Collections

( How to make a payment on an account

( Collection queue and listen in on collection calls

( Negative share accounts

( Payroll deduction issues

I have a basic understanding of the topics listed above and how they relate to my duties and responsibilities.

Employee Signature:     ______________________________________
Department Manager Signature: ______________________________

