Completing the Mortgage Fact Find

the key'I

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 Mortgage or Protection/Gl is selected 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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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
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= Client
Contact En-gg—l [F] Protection/Gl Viiew previous versions Shaw nates for (7] Client [#] Sale [7] Product [ Tasks [£] Syst
Fact Find r I Clert Cort FIR Employment | [5%_Financials | Curent Mortgage | [3%, Preferences | [3% New Motgage | Notes | I
- Ovenview X
- Personal Details Applicant 1 Applicant 2
Products Relstionship to other applicant
- Documents
Notes Tax Rate % a0 -
- Admin
- Admin —Lostionslin
K _ §
D.‘ aryrras S Doyou have any Dependants @ Yes ) No Yes No
- Pipeline
Reviews Please enter Names David, aged 4 -
¢ i : =
- Cantacts Date moved into your current address  14/08/2008 1. T
= Commissions
Receipts I ‘ Previous address
- Reconciled
Amounts due Current residential status?
- Marketing
Reports Ifrenting, how much do you pay £ o [ <) per
- Setup e you on the electoral rollthere: @Yes ONo Yes © Mo
Are you in good health? @ Yes )N Mare Yes No More
Do you have any religious beliefs that =) ves @ No Hore Yes No Hiors
could affect mortgage planning?
Have you smoked in the last 12 months @28 O Mo

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

any dependants.

e Dependants: If a Yes is answered an additional box will appear to allow names and ages to be
entered

¢ Previous Addresses: 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
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Applicant1 Mr Tom Bradley
Applicant2 -

45 Bandany Way. Exeter EX4 5TH

rahoo.co.uk

H:01543 528565, M:07852 956325, /01542 859632

Vigw previous versions

‘Show notes for 7] Client 7] Sale [ Produet [ Tasks [ Syst

[¥] Morigage Pootectinnt
I, Clier Carfl. | [#! Employment | [ Fnancials [ Curent Morigage | IR Preferences | 3 New Morgage | Noics |
Applicant 1 Applicant 2
Employment status - are you [C] Employed [F] Employed

[F7] Seif Employed [C] Self Employed
[[] Retired [0} Retired
[ Not Emplayed [E] Net Employed
T8 Sepoles

[ Address
Building Ste Agent - Building and constru

Current employeriName of business
IOncupatmm‘ Job Title

Hours worked per week 40

Accountant |

Current smployment start date 15/03/2002 1v
Details of probationary period, ifany  None ‘
[ TUT EXpecied renrement 208 127 C
If employed less than 1 year
Previous [ |
Previous employer [ | [ |
Teinenslomert  Seres [ [~ E—
| L (I (R
More Occupations [ More Previous Employmert | | More Previous Employmert |
] [ VensEw

| —

Add Note

Private

This tab requires the current and historical employment information to be entered

The Occupation / Job Title field contains a list of pre-set occupations which can be selected. If the
required occupation is not listed this can be free-typed.

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.

If the client is self employed details of the client’s Accountant can be entered by clicking on the Search

button.

Financials Tab
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Applicant1 Mr Tom Bradley
Applicant 2

45 Bandany Way. Exeter, EX4 5TH

[¥] Mortaage [T Protectije
J¥7. Glient Cort, | [ Employmelle | [## Financials |

ahoo.co.uk

Mortgage | IR Preferences | [3 New Mortgage | Notes |

View previous versions

Total annual Income £

Are you willing and able to prove your
income

Have you ever had any adverse credit issues or
merigagelloan refused

Monthly Amounts

Monthly Net Income £

Financial Commitments (loans, Credit Cards,
Child maintenance)

Total committed Monthly Liabilities £

Budget available to meet Morigage needs £

Applicant 1 Applicant 2
50,000 More:
L
@Yes ©ONo Yes ©No
@Yes O No Yes ) No
3,000
500 [ ] [ Moe ]
500
1.080 Budget Planner

This tab requires the financial details of the client to be entered:
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¢ 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 =3
Applicant 1 Applicant 2
Employed
Basic salary p.a.
Guaranteed additional p.a.
Regular additional p.a.
Other Earned Income (2.g. 2nd job)

Self-employed
Number of years accounts available k]
Net profit last year (before tax) 50,000
Previous year 40,000
Year before that 30,000
Amount of any other income p.a

Details of where other income is from
(e.g. pensions, rental, investment, state benefits,
allowances)

Total Annual Income 50.000

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

Credit History ==
Applicant 1 Applicant 2
Have you ever had a mortgage or a loan application refused? @ Yes () No Yes o
Have you ever had a judgment for debt or a loan default “IYes @ Mo Yes o

registered against you?

Have you ever been declared bankrupt or made an arrangement () Yes @ No Yes Ma
with your creditors?

Have you ever failed to keep up your payments under any “iYes @ Mo Yes Ma
previous or current mortgage, rental or loan agreement?

Where a Yes is answered to one of the 4 questions a prompt will be displayed to complete the Credit
History and Current Credit Issues questionnaire as shown below:

The Key E3

N Would you like to complete the Adverse Credit supplementary
" questionnaire

ves || Ne

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

Commitments

=S

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

Commitment =
Type Credit/Store Card -
Company Goldfish
Payment £ &00
Amount Outstanding £ 7.000
Client Bradley, Tom -
To Be Repaid With Mortgage I Yes @ No
Do you repay the full amount each month? ) Yes
Maonths remaining
ok | | Cancal
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e 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.

Combined Budget Planner =3
Current Mortgage G985 Total Combined Income
‘Lurrent Rent 3,000
Hire Purchase 1]

Currert Total Marthiy
QOther Loans ] Expenditure
< P
Credit/Store Cards 600 2925
Maintenance for Dependants 0
Current digposable income
Utility Bills 150
Council Tax 200 75
TelephoneiMobile 30
. Maximum budget available
Food & Clothing 400 to mest neads
Matoring, fares, other travel 150
1.060
Contributions/Pensions 150
Educational Fees 1]
Going out, holidays, other leisure 150
Alcohol/Tobacco 1]
Household goods 1]
Home insurance and other household services 30
Medicines, hairdressing, other personal items 30
Regular savings 50
Other )

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

o 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

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.

Bl The Key v26.22 (KCDODD) =R
-~ Start Page Applicant1 M Tom Bradiey 45 Bandany \ay, Exeter EX4 5TH H.01643 528565, M.07E52 956325, 01543 869632
= New Client - 2
Create - 1bEvahoo.co.uk

& Client
. Contadt Mortgage [Z] Protection/Gl View previous versions Show notes for [7] Client [#] Sale [7] Product [] Tasks [7] Systt

| -FactFing |7 Clert Cort. | &7 Employment | [ Financiaisl Curent Morigage * Preferences | JR New Motgage | Notes | B
L Overview

Personal Details Select Merlg
- Products Add another current morigage Add existing product Remave existing product
Documents

i-Notes
L admin

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.

¢ Add another current mortgage — click on this tab to enter details of a client’s current mortgage
arrangement(s)

e Add existing product — click on this tab to add Products created for the same client in other sales
with a status of Completed or Current

e Remove existing product — click on this tab to remove products from the Fact Find which have
incorrectly been added under a previous sale

Further details of the Add and Remove Product functions can be found in the user guide Using
Multi-sale at http.//www.thekey.uk.com/sesame thekey.aspx
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Start Page Applicant1 Mr Tom Bradley 45 Bandany Way, Exeter EX4 5TH H:01543 528565, M:07852 956325, \:01543 853632

Mew Client
L. Create
Client

fopia2 tb@yahoo.couk

Contadt Mortgage Protection/Gl View previous versions Show notes Client le Preduct [7] Tasks [7] Syst
- FactFind W Client Cart. | 7 Emplaymert | [ Financialsl Curent Morigage $ Preferences | [3 New Mortgage | Notes | ”
Overview
Personal Details Select Mortgage | Bank OF Scotland, Bradiey, Tomikiatpepesll -
- Products [ Add anather current mortgage | | Add existing product | [ Remove existing product |
Documents
~Notes Lender  [Bank Of Scatland v Owner [Bradiey, Tom - I Address Defails I
- Admin . _ T
.\ Admin Amount of Loan outstanding £ 150,000 Termremaining 18 years
~DianfTasks Current interest rate % 420 Monthly Payment£ 420
- Pipeline
Reviews Interestrate typs | Fixed = It applicable when does rate end 19/06/2011 1+ ZToday
L. C
- Contacts v the tes if " - . .
| Commissions & there any penalties if you transfer or repay your existing mortgage? @ Yes ©No
Receipts Are you prepared to pay these if you transfer/repay your current mortgage? @ Yes @ No
i Reconciled =
Amaounts due ——
Marketing ERC end date 18/06/2011
Reports . —
Property Value | Sale price £ 20,000 Ar nt morigage t rtable t roperty? -
Setup perty p & your current morigage terms portable to a new property

Repayment method Interest orly -

Interest Only Details

How much is interest only? 150000 Remaining Capital and Interest €0
How do you intend to repay the capital?
De you want to continue using it / them for any new morigage arrangement? @ Yes @ No

e 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
questions will appear in order for further details to be added

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

e [f 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.

A The Key v356.22 (KC0000] ==
- Start Page Applicant 1 Mr Tom Bradley 45 Bandany \Way. Exeter, EX4 5TH H.01543 528565, M:07852 956325. 01543 859632
= New Client = 2
. Create = th@vyahoo.couk
- Client
Contact Morigage Protection/Gl View previous versions Show notes for [7] Client [7] Sale Preduct [7] Tasks [7] Syst
- FactFind rt. | Ji7 Employment | Ji7! Financials | Curent Morigag| 1 Freferences (I8 New Morigage | Notes B
Qverview
Personal Details Tof2 [pof2
~Products Reason andier timescale
Documents An upper limit on your mortgage costs for a specific period @ Yes @ No
:;‘55 To fix your morigage costs for a certain period @ Yes C)No Focfor23yeam
min @ ®
&1 Admin Adiscount on your mortgage repayments in the early years ) Yes @) No
- DiaryTasks Access to an initial cash sum (Cashback) @ Yes @ No
Pipeline No Early Repayment Charae on full or part repayment EYes @ No
- Reviews - =
.. Complaints Making limited overpayments without early repayment charges Yes Fexibility to overpay "
Contacts Mo tie-in after a fixed, discounted or capped interest period Yes
- Commissions No higher lend han .
. Receipts 0 igher lending charge (01 Yes
. Reconciled Speed of mortgage completion ) Yes (&
. Amounts due Ability to add fees to the loan D Yes © No
Marketing - _
Reports Ability to vary the repayment amount or tzke repayment helidays ) Yes @ Mo
Setup Ability to link your finances (e.g. bank account, savings, @ Yes @ MNo
morigage)
Might your income or h: within the future? (3 to 7 years)
Income @ Yes (O No
Timescale/AmountiReason  May fluctuate due to self employed business|
Expenditure (D) Yes @ No
Add Note
Private
i Next =
.
Mortgage Sourcing >>
[ Delete |
_

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

M The Key v3.6.22 (KC0000)

Start Page

FJ New Client
i Create

- Client
Contact

- FactFind
Qverview
Personal Details

- Products
Documents

~Notes
Admin

= Admin

- DiaryTasks
Pipeline

- Reviews

-.Complaints
Contacts

- Commissions
: Receipts

Reconciled

Amaunts due
Marketing

- Reports
Setup

45 Bandany Way.Exeter, EX4 5TH

Applicant1 Mr Tom Bradley

1b@yahoo.co.uk

[E=RE|

H:01543 528565, M:07852 956325, /01542 859632

Mortgage [7] Protection/Gl View previous versions
I# Cient Cont. | 7 Employment | Ji7. Financials | Curent Morigagl| [#! Freferences New Morigage | Notes
a2
Do you have any plans to pay off some or zll of the mortgage within the term? ) No
Timescale/AmountiReasen  nnually f sufficient profits

Are you likely to move or sell within the term? @ Yes @ No

Areyou concerned about the possibility of future interest rate movements? ©Yes ©@No

Attitude to risk
You prefer to accumulate savings 1o repay your mortgage when itis due. You understand there W %
is arisk that your savings may not be sufficient to do so.
You prefer to have the certainty that your mortgage loan is repaid at the end of the term. This 0 %

means taking out a repayment morigage that is designed lo use each menthly payment to pay
interest and pay back part of the capital outstanding. If you keep up your payments your entire
loan will be repaid at the end of the mortaage term

You are not concerned with making regular monthly contributions towards repaying the capital @ Yes

element of the mortgage. You will make your own arrangements to clear the debt

Interest Only Mortgage Questionnaire |

Mortgage Sourcing >>

Shaw notes for [7] Client [7] Sale [ Product [F] Tasks [ Syst

i

Add Nete
[ Private

to |Sale -

Delete

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.

o e

Subject

=]

Save Pt | [EmaiDocument | [ EmaiTet | .o,

[F=5 i )

B i
Advisor

- Cliertt
Cliert2
Commitmerts

- CumentMortgage
CurrertMorigage1
CurrertMortgage Details

- CumertMortgage Details 1
FactFindNotes

- finsurance

- fiMortgage
fiProperty

- MortgageCosts

- MyDetails
Salesinfo

- System

16 7 U]

k&p b SE AT

IR LT

Interest Only Mortgage Questionnaire

sesame

Client(s) Name | T°™ Bradley

Date

Mongage repayment breakdown summary

Capital and interest

nvestment-backed interest-only

Uncovered interest-only

L Rid Bl

[Total loan

Part 1: Uncovered interest-only mortgage questionnaire

ill the mortgaged property be used as your main residence?

If not the main residence, please describe below how you intend to use the property:

mortgage on an uncovered interest-only basis:

Please explain below, in as much detail as you can, the reason(s) why you wish to arrange part, or all, of this|

Please indicate one or more of the options, then give more detail in box:

Plan for repaying uncovered interest-only debt Risks

ortgaged property is not main residence, so it can always be sold in absence of
gny other plan to repay interest-only debt

/'We am [ are already retired, and the mortgage debt will be repaid from estate
ftar death
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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.

M The Key v356.22 (KC0000) =
Start Page Applicant1 Mr Tom Bradley 45 Bandany Way, Exeter EX4 5TH H:01543 528565, M:07852 956325, \:01543 853632
- Mew Client —
L Create Applicant th@yahoo.couk
£ Client
. Contact Mortaage [F] Protection/Gl View previous versions Show notes for [] Client [#] Sale [7] Product [ Tasks [ Syst
Fact Find [i7, Clert Cort. | [ Employment | [i7 Financisls | Cursnt Morgags | [i7 Prefersncell| 9% Mew Motgage |Mctes | o
- Overview
Personal Details L ongage ety
- Products
Not —
oes Vslustion/Price £ 205,000
- Admin
& Admin Loan Amount 150,000
Fiy v R
- Pipeline
Reviews Term (years) 18
-~ Complaints Are you borrowing an additionsl amount, &.g home improvements, fess ste?  ® Yes () No
Contacts
- Commissions If borrowing additional amount, how much Amount £ 5000
' Recelpts do you require and for what purpose? T
Resson  Comservatory
- Reconciled
- Amounts due Funds available to complete this ransaction (deposit. fees etc) | 55,000
Marketing -
- Reports Source of funds available  Equity and savings|
Setup

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.

[ | e ]

- Start Page Applicant 1 Mr Tom Bradley 45 Bandany \Way, Exeter, EX4 5TH H.01543 528565, M:07852 956325. 01543 859632
= New Client 3 S
Create Appl tb@&vahoo co uk
- Client
Contact Mortgage [C] Protection/GI View previous versions Show notes for 7] Client [7] Sale [7] Product [ Tasks [ Syst
- Fact Find I# Ciient Cont. | 7 Employment | [i7 Financials | Curent Morigage | [i7 Preferencel}| I New Mortgage uum | N
- Overview
Personal Details e Propety
Bébmen [FEmErey
- Documents
Notes Propety Address
.. Admin 45 Bandany Way YearBuill 1985
= Admin (T
DiaryiTasks >
- Pipeline
Reviews
. Complaints —_—
esens EX4 5TH Use Main client sddress
= Commissions Update client sddress with this address
Receipts
L Reconciled Tenure | Freshold -
M;;Z:;g”'s i Is the property of non-standard construction (ie thalched roof, bam conversion etc)? @) Yes @ MNo [ Tlore |
Reports Are you buying on & Shared Ownershipscheme? @ Yes @No [ Moe |
- Setup Wwiill this be the only property you own? @) Yes @ No
Is this your main residence @ Yes () No
Do you have a merigage on the cther property(s) @) Yes @ No
Do you intend to clear any of these other mortgages @) Yes @ No
Add Note
[ Private
.
M haee |

On the Property tab:

e 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.

e if the property is of non-standard construction and/or the client is buying the property on a shared
ownership scheme, additional information can be input via the More button.

e [f 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.

M The Key v3.6.22 (KC0000)

-~ Start Page

[¥] Mortgage

[ Protection/Gl

[i# Ciiert Cort. | [## Employment [ [i7 Financials | Curent Mortgage | [ Preferences [ Ji7 New Mnnig_e_\ Hotes | I

- Overview
Personal Details

- Products

- Documents
Notes

- Admin

=+ Admin

- DiaryTasks
Pipeline

- Reviews
Complaints

- Contacts

= Commissions

i Receipts

" Reconciled

. Amounts due

- Marketing

[ Reports

_i-Setup

Show notes for [7] Client [7] Sale [F] Product [[] Tasks [7] System

Add Note

View previous versions

Fact Find note regarding client|

e Type any notes into the Add Note box

e Tick the Private box if the note is not required to be displayed on the Fact Find. If left unticked the
note will appear on the Fact Find when clicking on the Print Preview button

e Decide whether the note is to be added as a Client or Sale note. A Client note will appear on all
future sales for the client. A sale note will only appear on the specific sale to which it has been

added.

e When finished click on the Add Note button
NB: any notes relevant to a specific product or contract should be entered via the Product Notes area
rather than within the Fact Find Notes area.

Printing the Fact Find

[T Private

to |Sale =

Add Note

Show notes for [¥7] Client [¥] Sale |

EREE=T

] Product [F] Tasks [] Systt

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.

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.

o Word Viewer

Subject

Close Save

J |

J [

Print

e i

- Advisor

S ——
lacro leat

| [ Email Document | [ Email Ted | £ png Bizads

| W Editin Vord

(=& =]

v Aral ~ 10

-8B U|F

- Client2

1- Cliert L

51 Commiments

- CumertMortgage

- CumrertMortgage 1

- CunertMortgageDetails
- CumertMortgage Detalls 1
- FactFindNotes

- fiinsurance

- fiMorigage

- fiProperty

- MortgageCosts

- MyDetails

- Salesinfo

[l System

APPLICANT DETAILS

1t Applicant

2nd ppplicant

Title

Hr

First name

Tom

Widdle name

Sumname

Bradley

Previous surname

Current Address

45 Bandany Way
Exeter
£vA RTU

m

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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