Completing the Mortgage Fact Find

the key'l

The Fact Find section of The Key can be completed as soon as a Client Contact has been created (see
Client Management User Guide ).

The Fact Find is accessed from the browser section on the left hand side of the screen. The Fact Find
includes various tabs which relate to whether you select Mortgage or Protection/Gl as an advice process.

Each tab contains a number of mandatory indicators which will be displayed when first entering the
screen. All mandatory questions must be answered, in order for the cross at the top of each page, to
change to a green tick however each screen should be individually checked to ensure that all relevant
information to justify the advice has been recorded.
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You will notice that the client’s details are displayed at the top of the screen, including an email hyperlink.
A brief description of each section is detailed below:
Client Cont. Tab

This tab requires basic client information, including employment status, nationality, tax rates and details of

any dependants.

- Dependants : If a Yes is answered an additional box will appear to allow names and ages to be
entered
Previous Addresses : you should enter details of previous addresses (by clicking on the Previous
address button) if the client has lived in the current address for less than 3 years.
Health: If a No is answered, additional notes should be entered by clicking on the More button
Religious beliefs and Smoking : If a Yes is answered, additional notes should be entered by clicking
on the More button
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Employment Tab

This tab requires the current and historical employment information to be entered. If the client has been
employed for less than 1 year with their current employer, details of the previous employer should be
entered in the previous employment section.

If the client has more than one occupation additional details can be entered by clicking on the More
Occupations button.
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If the client is self employed details of the client's Accountant can be entered by clicking on the Search
button.
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Financials Tab
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This tab requires the financial details of the client to be entered:

Total Annual Income : Details are entered by clicking on the More button on the right hand side.
This will open up an additional screen where details of the client’'s income can be added.

Income Details |Z|
Applicant 1 Applicant 2
Employed
E asic: salary p.a. |E | |D |
Guaranteed additional p. a. | 0 | | 0 |
Fegular additional p.a. | 0 | | 0 |
Other Eamed Income [e.g. 2nd job] |D | |D |

5 elf-employed

Mumber of years accounts available |3 | | 0 |
Met profit last year [befare tax) | 50,000 | | i |
Previous pear |4D,DDD | | |
“fear before that |3D,DDD | | |

Amount of any other incame |U | |U |

Detail: of where other income is from

[e.g. pensions, rental, investment, state benefits,

allowances)

Total Annual Income 50.000 | | |

Cloge
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Credit issues : If the answer is Yes, additional details should be entered by clicking on the More
Button which will display the following screen:

Where a Yes is answered to one of the 4 questions you will be prompted to complete the Credit
Issues Questionnaire as shown below:

Click on Yes and a copy of the Credit Issues Questionnaire will be opened which can be edited to
reflect the client’s specific circumstances. Click on Save and Close and a copy of the form will be
saved in the client’s Documents folder.
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Financial Commitments : Details of any regular commitments e.g. from loans and credit cards, can
be entered by clicking on the More button

/

Click on Add to record details of the client’s current commitments which will be transferred to the
Budget Planner. If any amounts are to be added to the mortgage click in the relevant box and the
regular payment will be excluded from the Budget Planner.

Existing commitments can be amended by clicking on the Edit button

Budget Planner : By clicking on the Budget Planner this allows a detailed breakdown of outgoings
and an accurate measure of affordability to be recorded. This is a mandatory compliance
requirement.

o Where an amount for Current Mortgage is entered this will be transferred into the Current
Mortgage section of the Fact Find as detailed below

o Any Commitments previously entered will be displayed unless they are to be added onto the new
mortgage amount

0 The Current disposable income will be displayed as well as the amount available to meet the
current needs taking account of the mortgage to be redeemed
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Current Mortgage Tab

This tab allows you to add information regarding any existing mortgages and the following screen allows
full details of any current mortgage to be added.

Firstly click on the button Add another current mortgage.

NB: Where a current mortgage expenditure amount has been previously recorded in the Budget Planner
this amount will already have been transferred into the screen below to create a current mortgage entry.

6 v3.0.20 July 09



Address details: full address details of the property can be entered including, type of property, year
built and number of bedrooms

Penalties: If there are any penalties in relation to amendment of the current mortgage additional
guestions will appear in order for further details to be added

Repayment Method: If the repayment method included an element of Interest Only additional
guestions will appear for further details to be added

If the client has more than one existing mortgage these can be added by clicking on the area Add
another current mortgage

Preferences Tab

This tab is split into two and records the client’s preferences towards their mortgage and attitude to
repayment of the mortgage.

/
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The first tab (1 of 2 above) records the client’s preferences. Where a Yes is recorded an additional box
will appear in order to record the reasons for the client’s choice. A similar additional box appears if the
client states that their income or expenditure may change within the next 3-7 years.

The second tab (2 of 2) records the client’s attitude to repayment of the mortgage. A Yes answer to

guestions will create an additional box to record a further explanation. Where there is any element of
Interest Only the user will be prompted to complete the Interest Only Questionnaire

/

Click on the Interest Only questionnaire  button and a copy of the Interest Only Questionnaire will be
opened which can be edited to reflect the client’s specific circumstances. Click on Save and Close and a
copy of the form will be saved in the client’'s Documents folder.
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New Mortgage Tab
This tab is split into two and records details of the new mortgage including property details.

These tabs are the primary source of information when using integrated sourcing within the Key and it is
therefore recommended that these two tabs are fully completed before clicking on the Mortgage
Sourcing tab at the bottom of each Fact Find tab. This will ensure maximum pre-population of data
within the sourcing system.

/

On the Mortgage tab, if an additional amount is being borrowed, choose the Yes option and fields
requesting more information will be displayed. You also need to confirm that the client has a deposit
available to complete on the property and confirm the source.

\

On the Property tab:

. The property address section can be copied from the Client screen or vice versa, by clicking on the
Use Main Client Address or Update client address with this address
if the property is of hon-standard construction and/or the client is buying the property on a shared
ownership scheme, additional information can be input via the More button.
If the client will have more than property additional questions will appear in relation other mortgages
that may be held
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Notes Tab

The Notes tab can be used to record any additional notes relevant to the client. This will also contain any
notes that have been added through completion of the fact find through use of the More button.

-

Simply type any notes to the Add Note box and click on Add. If you place a tick in the box next to
Private , this will ensure that the Note does not appear on the printed Fact Find.

NB: any notes relevant to a specific product or con tract should be entered via the Product Notes
area rather than within the Client Notes area.

Printing the Fact Find
Once all relevant tabs of the Fact Find have been completed, click on Print Preview, which is located at
the bottom of each Fact Find screen. This opens up into the Word Viewer , which does allow

amendments and additional information to be recorded however this information will not be automatically
saved in the Fact Find held on The Key.
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It is possible for the document to be converted into Microsoft Word format by clicking on the Edit in Word
button. However, this information will not be saved within the Fact Find held on the Key.

Therefore, where any information is found to be missing within the previewed document it is
recommended that the relevant tab of the Fact Find is updated within the Key and a further Print Preview
is undertaken.

When the document is completed, click on the Save and Close button and a copy will be held in the
Documents section within the system. The document can also be e-mailed to the client or printed by
clicking on the relevant buttons.
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