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Sample Business Plan for  
Affiliate Branch Office or Virtual Loan Officer
Forward
The business plan consists of a narrative and several financial worksheets. The narrative template is the body of the business plan.  It contains several sections.  Work through the sections in any order that you want, except for the Executive Summary, which should be done last. 

The real value of creating a business plan is not in having the finished product in hand; rather, the value lies in the process of researching and thinking about your business in a compliant and systematic way. The act of planning helps you to think things through thoroughly, study and research if you are not sure of the facts, and assure that you have given strong consideration to your compliance with the laws governing our industry. We understand that this may take some effort on your part, however, it will avoid costly, perhaps disastrous, mistakes later.
The role of our Branch Manager is important to the branch’s success.  The Branch Manager is the strategic planner and must be deeply knowledgeable about the laws that govern our industry.  This strategic plan impacts the HR services such as the design and work positions and duties of each employee, hiring, rewarding and compensating each employee.
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I. Executive Summary

Write this section last.
We suggest that you make it these two pages.  Make it complete, and concise.

Include everything that you would cover in a five-minute interview.

Explain the fundamentals of the proposed branch:  Where will your leads come from? Who will process your loans? Who will solicit the consumer? Who will be required to be licensed? What do you think the future holds for your business and your industry?
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II. General Business Description

Mission Statement: Many companies have a brief mission statement, usually in 30 words or fewer, explaining their reason for being and their guiding principles. If you want to draft a mission statement, this is a good place to put it in the plan.

Goals and Objectives: Goals and Objectives are progress markers along the way to goal achievement.  For example, a goal might be to have a healthy, successful company that is a leader in customer service and that has a loyal customer following. Objectives might be annual origination targets and some specific measures of customer satisfaction.

Business Philosophy: What is important to you in business?

Describe your most important strengths and core competencies. What factors will make you succeed? What do you think your major competitive strengths will be? What background experience, skills, and strengths do you personally bring to this new venture?
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III. Products and Services

Describe in depth your products or services, what you specialize in. 
What factors will give you competitive advantages or disadvantages? Examples include level of quality or unique features.

_________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

__________________________________________________________________________________________________

IV. Marketing Plan

Marketing 
No matter how good your product and your service, the Affiliate Branch cannot succeed without effective marketing. How will you Market your Affiliate Branch?
__________________________________________________________________________________________________
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Customers

Identify your targeted customers, their characteristics, and their geographic locations, otherwise known as their demographics.
__________________________________________________________________________________________________
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__________________________________________________________________________________________________

Competition

What products and companies will compete with you? List your major competitors:
Now, write a short paragraph stating your competitive advantages and disadvantages.
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Niche

In one short paragraph, define your niche, your unique corner of the market.
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Strategy

Now outline a marketing strategy that is consistent with your niche.
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Promotion

How will you get the word out to customers?
What image do you want to project? How do you want customers to see you?
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Sales Forecast

Now that you have described your products, services, customers, markets, and marketing plans in detail, it’s time to attach some numbers to your plan.
Year _______    Total anticipated originations monthly ____________   % Conventional ______   % FHA _____

Year _______    Total anticipated originations monthly ____________   % Conventional ______   % FHA _____

Year _______    Total anticipated originations monthly ____________   % Conventional ______   % FHA _____

V. Operational Plan

Explain the daily operation of the business, its location, equipment, people and processes.

Location

What qualities do you need in a location? Describe the type of location you’ll have.

What will be your business hours?
__________________________________________________________________________________________________

__________________________________________________________________________________________________
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Legal Environment

Describe the following:
Licensing and bonding requirements, special regulations covering your industry or profession.
__________________________________________________________________________________________________

__________________________________________________________________________________________________
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__________________________________________________________________________________________________

Personnel

Number of employees, type of labor (skilled, unskilled, and professional)

Where and how will you find the right employees, pay structure, training methods and requirements.
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VI. Management and Organization

Who will manage the business on a day-to-day basis? What experience does that person bring to the business? What special or distinctive competencies? If you’ll have more than 10 employees, create an organizational chart showing the management hierarchy and who is responsible for key functions.
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VII. Job Descriptions – Please complete as you would implement
POSITION TITLE:
  Affiliate Branch Manager
DEPARTMENT:
  Management & Sales 

SUPERVISOR:
  Sr. Management of SFSI
ESSENTIAL JOB FUNCTIONS 

· Manages all functions of the sales for branch
· Works with other  loan officers to find appropriate programs and pricing for their loans
· Is familiar with all products that are offered by the company and underwriting standards

· Loan officer training and development evaluations

· Interview 

· ________________________________________________________________________________________

· ________________________________________________________________________________________

· ________________________________________________________________________________________

· ________________________________________________________________________________________

DAILY JOB FUNCTIONS 
· Review loan files
· Professionally represent SFSI.

· Evaluate and assist loan officers
· Receive leads as handled b y ______________________________________________
· Dispense leads  to_________________________________________________________
· Approve and monitor commissions and pay structures.

· Train new loan officers to establish standards (work ethics and production)

· Comply with all underwriting guidelines

· Educate all loan officers with all changes in guidelines and policy

· File maintenance and efficiency

· Product development and research

· Stay abreast of government guidelines and revisions

· ________________________________________________________________________________________

· ________________________________________________________________________________________

· ________________________________________________________________________________________

· ________________________________________________________________________________________

SCHEDULE

· Monday –Thursday __________
· Saturday ___________
DISCLAIMER
All the above duties and responsibilities are essential job functions subject to reasonable accommodation.  All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently.  Employees may be required to perform any other job related instructions as requested by their supervisor, subject to reasonable accommodations.  This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship. 

POSITION TITLE:
  Loan Processor

DEPARTMENT:
   Retail Processing

SUPERVISOR:
   Affiliate Branch Manager
________________________________________________________________________________________________________

JOB SUMMARY
This position exists to provide processing to Loan Officers.  Our goal is to provide all clients, internal and external, the best service in the industry as economically as possible.  Our team can only achieve this goal by possessing and constantly demonstrating positive attitudes, possessing superior program knowledge, knowing all policies and procedures of our company as well as the guidelines of our Investors and being effective communicators.  The employee must be fully competent in underwriting fundamentals including property evaluation.

DECISION RESPONSIBILITIES

The Processor is required to have a thorough knowledge of all products and guidelines in order to process  loans to be approved by the Corporate Office and be saleable in the secondary market.  Must be able to analyze each loan submission to determine if the loan meets our investor’s guidelines and offer alternatives when the loan cannot be approved the way it was submitted by the loan officer.  Must have the ability to know and answer product questions. 

JOB DUTIES AND RESPONSIBILITIES 
Provide world class service to all internal and external clients

· Answer questions on our systems, AUS and products

· Take phone calls from __________________________________________________________.
· Return all phone calls the same day

· Make out bound phone calls as necessary to ______________________________________________________.
· Serve as help desk for internal staff

· Knowledge of mortgage agency products, including FNMA, FHLMC, FHA, VA as well as private conduit and mortgage insurance guidelines

· Understand the factors and red flags indicating likelihood of borrower, appraiser or lender misrepresentation

· Be highly motivated and flexible and Possess excellent communication skills.
· Possess skills for determining the creditworthiness of the loan applicant and accuracy of appraisal used to estimate value of the property

· Professionally represent SFSI.
· Be self disciplined to get the job done on a daily basis

· Be able to work with minimal supervision

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

WORK HOURS AND ENVIRONMENT

Located in the Branch Office working Monday through Friday from 8:30 to 5:00 unless otherwise noted as: _________________________________________________________________________________________.

JOB QUALIFICATIONS

Education:

High School Graduate, college preferred
Experience:
2 Years as an Underwriting with a minimum of 5 years of experience in the mortgage industry demonstrating increasing responsibility over those five years.

DISCLAIMER

All the above duties and responsibilities are essential job functions subject to reasonable accommodation.  All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently.  Employees may be required to perform any other job-related instructions as requested by their supervisor, subject to reasonable accommodation.  This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.

POSITION TITLE:
  Loan Officer

DEPARTMENT:
   Retail Sales

SUPERVISOR:
   Affiliate Branch Manager

________________________________________________________________________________________________________

JOB SUMMARY

The Loan Officer position exists to provide our customers the best mortgage products and service available in the mortgage marketplace. _________________________________________________________________________________________________________
______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

______________________________________________________________________________________________________________________

JOB DUTIES AND RESPONSIBILITIES 

· Successful completion of the Loan Officer Originator licensing process

· Possess a NMLS License Number

· Follow up and maintain relationships and origination integrity on behalf of SFSI
· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

WORK HOURS AND ENVIRONMENT

Flexible schedule depending on branch; evening and Saturday hours are required as part of the Loan Officers's role and in order to be successful. This individual will work out of ________________________________________________________________________________________________________________________
_______________________________________________________________________________________.

DISCLAIMER

All the above duties and responsibilities are essential job functions subject to reasonable accommodation.  All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently.  Employees may be required to perform any other job-related instructions as requested by their supervisor, subject to reasonable accommodation.  This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.
Please complete for any positions not covered
POSITION TITLE:
  _________________________________________________

DEPARTMENT:
  _______________________________________________________

SUPERVISOR:
   Affiliate Branch Manager

________________________________________________________________________________________________________

JOB SUMMARY

This position exists to provide ________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________ 

DECISION RESPONSIBILITIES

This position is required to 

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________ 

JOB DUTIES AND RESPONSIBILITIES 

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

WORK HOURS AND ENVIRONMENT

Located in the Branch Office.  Work hours are Monday through Friday from 8:30 to 5:00 unless otherwise noted as: _________________________________________________________________________________________.

JOB QUALIFICATIONS

Education:

_________________________________________________________________

Experience:

_________________________________________________________________  

DISCLAIMER

All the above duties and responsibilities are essential job functions subject to reasonable accommodation.  All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently.  Employees may be required to perform any other job-related instructions as requested by their supervisor, subject to reasonable accommodation.  This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.

Please complete for any positions not covered
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  _______________________________________________________

SUPERVISOR:
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________________________________________________________________________________________________________

JOB SUMMARY

This position exists to provide ________________________________________________________________________________________________________________________
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________________________________________________________________________________________________________________________ 

DECISION RESPONSIBILITIES
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________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________

________________________________________________________________________________________________________________________ 

JOB DUTIES AND RESPONSIBILITIES 

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

WORK HOURS AND ENVIRONMENT

Located in the Branch Office.  Work hours are Monday through Friday from 8:30 to 5:00 unless otherwise noted as: _________________________________________________________________________________________.

JOB QUALIFICATIONS

Education:

_________________________________________________________________

Experience:

_________________________________________________________________  

DISCLAIMER

All the above duties and responsibilities are essential job functions subject to reasonable accommodation.  All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently.  Employees may be required to perform any other job-related instructions as requested by their supervisor, subject to reasonable accommodation.  This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.

Please complete for any positions not covered
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JOB SUMMARY

This position exists to provide ________________________________________________________________________________________________________________________
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DECISION RESPONSIBILITIES

This position is required to 
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________________________________________________________________________________________________________________________ 

JOB DUTIES AND RESPONSIBILITIES 
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· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

· ___________________________________________________________________________________________________________

WORK HOURS AND ENVIRONMENT

Located in the Branch Office.  Work hours are Monday through Friday from 8:30 to 5:00 unless otherwise noted as: _________________________________________________________________________________________.

JOB QUALIFICATIONS

Education:

_________________________________________________________________

Experience:

_________________________________________________________________  

DISCLAIMER

All the above duties and responsibilities are essential job functions subject to reasonable accommodation.  All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently.  Employees may be required to perform any other job-related instructions as requested by their supervisor, subject to reasonable accommodation.  This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.

Please complete for any positions not covered
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SUPERVISOR:
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JOB SUMMARY

This position exists to provide ________________________________________________________________________________________________________________________
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WORK HOURS AND ENVIRONMENT

Located in the Branch Office.  Work hours are Monday through Friday from 8:30 to 5:00 unless otherwise noted as: _________________________________________________________________________________________.

JOB QUALIFICATIONS

Education:

_________________________________________________________________

Experience:

_________________________________________________________________  

DISCLAIMER

All the above duties and responsibilities are essential job functions subject to reasonable accommodation.  All job requirements listed indicate the minimum level of knowledge, skills and/or ability deemed necessary to perform the job proficiently.  Employees may be required to perform any other job-related instructions as requested by their supervisor, subject to reasonable accommodation.  This document does not create an employment contract, implied or otherwise, other than an “at will” employment relationship.

