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HERMIT - Servicing Module Training 

Training Schedule  
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DAY Time Audience Modules 

DAY 1 

 2:00 PM – 3:00 PM ET  HECM 
Mortgagees 

Loan Setup: 
 Manual and B2G 
 Late Charges and Interest 
 Refunds Request 
 Initial Transfer 

 4:00 PM – 5:00 PM ET  HECM 
Mortgagees 

Loan Module: 
 Loan Balance and Loan Details 
 Manage Contacts, Property 

Information and Values 
 Upload Documents 
 Notes and Audit Tracking 
 Change of Plan 
 Update servicer Bank Information 
 Transfer Servicer (Manual and B2G) 



HERMIT - Servicing Module Training 

Training Schedule  

  

3 

DAY Time Audience Modules 

DAY 2 

 2:00 PM – 3:00 PM ET  HECM 
Mortgagees 

Transaction Management: 
 Scheduled Disbursements and Monthly 

Accruals 
 Unscheduled Disbursements 
 Property Charges Pre D&P-ML 2011-01 
 Corporate Advances – Preservation and 

Protection 
 Partial Repayments and Full 

Payoffs/Terminations 
 B2G Transactions File Upload 

 4:00 PM – 5:00 PM ET  HECM 
Mortgagees 

Servicing Requests: 
 D&P w/HUD approval 
 Preservation and Protection 
 Request for HUD Advance 
 Extension timelines 
 Investor Short Sale 

DAY 3 

 2:00 PM – 3:00 PM ET  HECM 
Mortgagees 

Claim Type 22 (Assignment and Repurchase) 

 4:00 PM – 5:00 PM ET  HECM 
Mortgagees 

Initiation and Submission of Claims: 
 Claim Type 21 
 Claim Type 23 
 Claim Type 24 
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HERMIT System Reminders 
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9/28 - IACS Transaction entry cutoff date 

9/28 – EVARS entry cutoff date 

10/1 - IACS will be in ‘read-only’ mode 

10/1 - HERMIT becomes the system of record for HUD 

10/9 - HERMIT accessible to all users 
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HERMIT System Reminders 
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 10/9 - HERMIT action items / process reminders: 

 
 Execute ‘catch up’ activities performed between 10/1 and 10/8 

 
 Validate Servicer bank accounts; update if needed 

 
 Servicer Requests - must submit in HERMIT; new Servicer Requests 

will no longer be accepted by HUD’s Loan Servicing Contractor 
 

 Extension Requests - must submit in HERMIT; new Extension 
Requests will no longer be accepted by EVARS 
 

 Date of Death Notifications - must report DOD events in HERMIT  
 

 Initiation of Foreclosure - must report Foreclosure initiations in 
HERMIT 
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HECM Communication 

 System Inquiries 

 HERMIT – support@hecmsp.com 

 FHA Connection – SFAdmin@hud.gov 

 Transition Questions – IACSAdmin@hud.gov 

 Policy Inquiries 

 Loan Origination and Premiums  –  hecmadmin@hud.gov 

 Servicing & Loss Mitigation – HECMServicing@hud.gov 

 Claims – FHA_SFClaims@hud.gov 
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System Login 
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 Open Internet Explorer and 
go to 
http://www.hecmsp.com  

 Enter User Name and 
Password 
 Passwords are case sensitive 

 Available functions are 
provided through defined 
user roles 

User Guide: 2.3 
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Home Page 

Recently Viewed Rates 

Announcements 
(Message Board) 

 

Helpful Links 
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User Guide: 2.4 
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Screen Navigation 

 Top Menu – Available Modules 

 

 

 

 

 Refer to the User Guide, 

Appendix B for a 

detailed Navigation Map 

 

 Left Menu – Available functions within 
the active Module 
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User Guide: 2.4 
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Loan Search Engine 

 Search, review and edit loan level information 

 

 

 

 Find loans based on a number of different criteria 

 

Multiple fields can be used to narrow the search results 

 To search, click             on the top menu bar, enter your search 
criteria and click             
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 Examples: Loan Status | Borrower Name | Servicer Name | Property Location | 

User Guide: 2.4.3 
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Loan Search Results 

 Change sort order by clicking any column heading 

 Total records found are displayed below the search results 

 Change results per page  

 Default is 10 results per page 

 Export to Excel  

 Please note that the result limit is 10,000 records at one time 
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Servicer Request Overview 

 Servicer Requests are servicing activities requiring HUD’s 
Decision 

All Servicer Requests follow a specific “timeline” of 
sequential tasks required to fulfill the request 

Access to Servicer Request timelines and steps is governed 
by Security Roles 

 Servicer Requests are initiated by using the Servicer 
Request functionality 
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User Guide: 7.1 
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Servicer Request Overview 

Servicer Requests include the following servicing activities: 

 Due and Payable with HUD Approval 

 Preservation and Protection 

 Request for HUD Advance (Assignment) 

 Subordination 

 Extensions 

 Consent of Lienholder 

 Investor Short Sale 

 Partial Release 

 ALL Claim types  
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Servicer Request Steps 

A Servicer Request includes a series of Steps  

 Each step has a predefined Scheduled Date (i.e. due date) 

 Each step uses the actual Complete Date (cannot be a 
future date) to track the completion of the step 

Optional Steps can be added to a timeline 

Upload Steps require submission of required servicing 
documents (pdf format only) 

 Click        to work on an upload step 

 Click        to view an uploaded document 

 Documents uploaded as part of a timeline are also available 
from the Documents tab for the individual loan 
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Servicer Request Step Groups 

 There are 3 Step Groups which identify the user group that 
must complete the activity associated with the step 

 Servicer 

 HUD Contractor 

 HUD 

All groups can see the other group’s steps  

Only the group owner can modify the group step  
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Servicer Requests Progression 

 Each timeline updates as it progresses: 

 Before – the timeline has just been created . . . 

 
 
 
 
 
 

 After – Complete Date column and PDF icon show progress 
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HUD Decision 

Obtaining Servicer Request Status 

 Servicer Requests are either APPROVED, DENIED, or PENDING 
Additional information 

One of the following steps is created within the timeline to 
correspond to the status 

 HUD Decision – Approved 

 HUD Decision – Denied 

 HUD Decision – Pending Additional Info 

HUD Decision – Pending Additional Info requires the 
Servicer to provide the requested information for HUD to 
make the decision 
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Servicer Request Initiation 

 Servicer Requests are initiated  

 From the top menu                                         

OR 

 From within the Loan Module 
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Due & Payable w/ HUD Approval 

 Initiating a Due and Payable w/ HUD Approval Request 

 Navigate to  

 Search for the Loan using selection criteria 

 Click on the loan to initiate the Servicer Request 

 Select Servicing Type “Due & Payable w/HUD Approval” 

 Enter all required fields indicated with a red asterisk 

 Optionally CHECK Go to Servicing Steps after Submit 

 Click 
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User Guide: 7.3.1.3 
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Due & Payable w/ HUD Approval 

 Completing Servicer Request Steps 

 Click on the Step to enter the Complete Date  

 Upload Steps require documents (PDFs) to be uploaded 

 Upload Steps auto complete the Complete Date  

 Step Note field is available for comments 
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Request for HUD Advance (Assignment) 

 Initiating a Request for HUD Advance (Assignment) 

 Navigate to  

 Search for the Loan using selection criteria 

 Click on the loan to initiate the Servicer Request 

 Select Servicing Type “Request for HUD Advance (Assignment)” 

 Enter all required fields indicated with a red asterisk 

 Optionally CHECK Go to Servicing Steps after Submit 

 Click 

User Guide: 7.3.1.11 
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Request for HUD Advance (Assignment) 

 Completing Servicer Request Steps 

 Click on the Step to enter the Complete Date  

 Upload Steps require documents (PDFs) to be uploaded 

 Upload Steps auto complete the Complete Date  

 Step Note field is available for comments 

 

 

 

 

 

 If approved, the funds are advanced 
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Preservation and Protection  

 Initiating a Preservation and Protection (P&P) timeline 

 Navigate to  

 Search for the Loan using selection criteria 

 Click on the loan to initiate the Servicer Request 

 Select Servicing Type “Preservation and Protection” 

 Enter all required fields indicated with a red asterisk 

 Optionally CHECK Go to Servicing Steps after Submit 

 Click 

User Guide: 7.3.1.10 
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Preservation and Protection  

Multiple active P&P timelines can exist 

 Preserve & Protect page: Add Request to Exceed Limits for 
Preservation and Protection 

 

 

 

 Servicers can Edit or Delete the request until submission to 
HUD. 
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Preservation and Protection  

 Servicers must Print and complete ‘Send P&P Package to HUD’ 
step in order to submit request to HUD for Approval 

 

 

 

 The P&P form that will be submitted to HUD: 
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Preservation and Protection  

 If the P&P Request is approved the Servicer can then 
proceed with creating P&P transactions through the Loan 
Transactions functionality 
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Investor Short Sale 

 Initiating an Investor Short Sale 

 Navigate to  

 Search for the Loan using selection criteria 

 Click on the loan to initiate the Servicer Request 

 Select Servicing Type “Investor Short Sale” 

 Enter all required fields indicated with a red asterisk 

 Optionally CHECK Go to Servicing Steps after Submit 

 Click 

 

 

 

 

 

 

 

User Guide: 7.3.1.8 
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Investor Short Sale 

 Completing Servicer Request Steps 

 Click on the Step to enter the Complete Date  

 Upload Steps require documents (PDFs) to be uploaded 

 Upload Steps auto complete the Complete Date  

 Step Note field is available for comments 
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Subordination 

 Initiating a Subordination 

 Navigate to  

 Search for the Loan using selection criteria 

 Click on the loan to initiate the Servicer Request 

 Select Servicing Type “Subordination” 

 Enter all required fields indicated with a red asterisk 

 Optionally CHECK Go to Servicing Steps after Submit 

 Click 

 

User Guide: 7.3.1.12 
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HERMIT - Servicing Module Training 

Subordination 

 Completing Servicer Request Steps 

 Click on the Step to enter the Complete Date  

 Upload Steps require documents (PDFs) to be uploaded 

 Upload Steps auto complete the Complete Date  

 Step Note field is available for comments 
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Consent of Lienholder 
 Initiating a Consent of Lienholder 

 Navigate to  

 Search for the Loan using selection criteria 

 Click on the loan to initiate the Servicer Request 

 Select Servicing Type “Consent of Lienholder” 

 Enter all required fields indicated with a red asterisk 

 Optionally CHECK Go to Servicing Steps after Submit 

 Click 

User Guide: 7.3.1.2 
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Consent of Lienholder 

 Completing Servicer Request Steps 

 Click on the Step to enter the Complete Date  

 Upload Steps require documents (PDFs) to be uploaded 

 Upload Steps auto complete the Complete Date  

 Step Note field is available for comments 
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Partial Release 

 Initiating a Partial Release 

 Navigate to  

 Search for the Loan using selection criteria 

 Click on the loan to initiate the Servicer Request 

 Select Servicing Type “Partial Release” 

 Enter all required fields indicated with a red asterisk 

 Optionally CHECK Go to Servicing Steps after Submit 

 Click 

User Guide: 7.3.1.9 
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Partial Release 

 Completing Servicer Request Steps 

 Click on the Step to enter the Complete Date  

 Upload Steps require documents (PDFs) to be uploaded 

 Upload Steps auto complete the Complete Date  

 Step Note field is available for comments 
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HERMIT - Servicing Module Training 

Extension – Request to Delay Foreclosure 
 Reporting of Due and Payable events is a pre-requisite for 

Extension – Request to Delay Foreclosure timeline initiation  

 Report by using the Due & Payable timeline  
 Due & Payable without HUD Approval Timeline (Conveyed Title or Death) 

 

 

 

 Due & Payable with HUD Approval Timeline (Occupancy Compliance, 
Repairs & Upkeep, Residency,  Unpaid Insurance, Unpaid Taxes, Unpaid 
Taxes & Unpaid Insurance) 
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Extension – Request to Delay Foreclosure 

 To file an Extension – Request to Delay Foreclosure the Servicer 
must create Extension - Request to Delay Foreclosure  timeline 

 Initiating a Extension – Request to Delay Foreclosure timeline 

 Navigate to  

 Search for the Loan and Click on the record.  Select Servicing 
Type “Extension – Request to Delay Foreclosure” 

 Enter all required fields indicated with a red asterisk 

 Click 
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 The first two requests are auto-approved by the system, the 
automatic expiration date is populated upon auto-approval  

 Servicer can create up to 3 active Extension – Request to Delay 
Foreclosure timelines   

 

 

 

 

 Servicer must request Extensions within 30 days of the Expiration 
Date of each extensions  
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Extension – Request to Delay Foreclosure 
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 First and Subsequent Extensions may be granted in 90 day 
intervals and these 180 days cannot exceed the 12 months from 
the date of death or notification 

 First Extension is auto approved and Expiration Date for First 
Extension is 6 months + 90 Days from time of death or notification 
of Due & Payable timeline 

 Subsequent Extension is auto approved and Expiration Date of 
Subsequent Extension is 90 Days from the First Extension 
Expiration Date 
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Extension – Request to Delay Foreclosure 



HERMIT - Servicing Module Training 

 All request beyond the Subsequent Extension will be routed to 
HUD for review (No Auto- Approve).   

 HUD has ability to enter Extension Expiration Date 
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Extension – Request to Delay Foreclosure 
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Extension – Repair 

 To file an Extension – Repair the Servicer must create Extension – 
Repair timeline 

 Initiating an Extension – Repair 

 Navigate to  

 Search for the Loan and Click on the record.  Select Servicing 
Type “Extension – Repair” 

 Enter all required fields indicated with a red asterisk 

 Click 
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 Servicers must enter Repair Rider Expiration Date when creating a 
timeline.   

 Repair Rider Expiration  Date must be > Closing Date and <= 
(Closing Date + 12 months) 

 Multiple Extension - Repair timelines are allowed 

 Servicer must request Extensions within 30 days of the Expiration 
Date of each extensions  

 

 

 

42 

Extension – Repair 
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Extension – Repair 

 All requested Extensions will be sent to HUD for review and 
approval (No Auto- Approve).  HUD has ability to enter Extension 
Expiration Date if Extension is granted 
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 First Extension Expiration Date must be > Repair Rider Expiration 
Date and <= 90 days from the Repair Rider Expiration Date and 
within 12 months from the Closing Date.  

 Subsequent Extension Expiration Date must be >=  First Extension 
Expiration Date and <= 90 days from the First Extension 
Expiration Date and within 12 months from the Closing Date. 

 Subsequent (3rd) Extension Expiration Date must be >=  2nd  
Extension Expiration Date and <= 90 days from the 2nd Extension 
Expiration Date and within 12 months from the Closing Date.  
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Extension – Repair 
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Extension – Deed-in-Lieu 

 To file an Extension – Deed-in-Lieu the Servicer must create 
Extension – Deed-In-Lieu timeline 

 Initiating an Extension – Deed-In-Lieu 

 Navigate to  

 Search for the Loan and Click on the record.  Select Servicing 
Type “Extension – Deed-In-Lieu” 

 Enter all required fields indicated with a red asterisk 

 Click 
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 Multiple Extension – Deed-in-Lieu timelines are allowed 

 All requested Extensions will be sent to HUD for review and 
approval (No Auto- Approval).   

 HUD has ability to enter Extension Expiration Date if Extension is 
granted 
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Extension – Deed-in-Lieu 
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Extension – Claim Filing 

 To file an Extension – Claim Filing the Servicer must create 
Extension – Claim Filing timeline 

 Initiating an Extension – Claim Filing 

 Navigate to  

 Search for the Loan and Click on the record.  Select Servicing 
Type “Extension – Claim Filing” 

 Enter all required fields indicated with a red asterisk 

 Click 
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 Multiple Extension – Claim Filing timelines are not allowed 

 All requested Extensions will be sent to HUD for review and 
approval (No Auto- Approval).   

 HUD has ability to enter Extension Expiration Date if Extension is 
granted 
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Extension – Claim Filing 
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Working with Existing Servicer Requests 

 Click                                              to Search for an existing 
Servicer Request 

 Search for Servicer Requests based on: 
 Loan Information 
 Servicing Management Criteria such as Type, Step Group, etc. 
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Servicer Requests Servicing Status 

 The Servicing Status is the next incomplete step in the 
timeline 
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Servicer Requests Timeline Status 

 Timeline Status is Active or Inactive 

 Each new Timeline is assigned Active Status 

 The Timeline Status can be changed on the Servicing 
Management page by clicking                

 

 

 

Once the timeline is inactivated, none of the steps can be 
edited and the Servicer Request is terminated 
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Servicer Requests Timeline Status 

 Changes can be made to a timeline by clicking                     

 Click                   to change the key fields specific to the timeline 
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Wrap Up 
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