
 
 
 

New Hire Forms Checklist 
                          
 
 
Name: ______________________________     
 
Date: _______________________________ 
 

Please submit all original forms to: 
Allstate Mortgage and Loan Corporation 

Attn: Administration                        
2625 McCormick Drive Suite# 102 

Clearwater, Florida 33759   
 

�� Branch Manager Profile 
�� Branch Manager Agreement 
�� Application for Employment  
�� Notice and Disclosure 
�� Release Authorization 
�� W4 
�� State tax form, if applicable 
�� I-9 
�� Direct Deposit (voided check) 
�� Code of Ethics 
�� Report of Illegal Activity 
�� Kickback Certification 
�� Consequences of Loan Fraud 
�� Telemarketing Notice 
�� Important Information Disclosure 
�� Non-Signing Authority Agreement 061907 
�� Copy of license, if applicable 
�� Copy of Drivers License and Social Security Card 

 
 
_____________________________________ ______________________________ 
Signature      Date 
 
 



 
 
 

Branch Manager Profile 
 
Name of Proposed Branch Manager _________________________________ •  Initial 
 
Location of proposed branch________________________________________ •  Change 
 
 
 
Office Phone_____________________________               Home Phone________________________________ 
 
Fax Number______________________________              Cell Phone__________________________________ 
 
E-Mail________________________________________________________________  
 
Will this be a home branch?            •  YES                   •  NO 
 
 If Full Branch, describe the building (ex. Brick, stucco, concrete block, etc.)____________________________ 
 
 
 
Age of building _________ years                      Occupied square footage______________ 
 
Does building have a sprinkler system?        •  YES             •  NO 
 
Does building have alarm installed?              •  YES             •  NO 
If yes, what type? 
 
 
Number of current loan officers____________  Planned loan officers________________ 
 
Will you do your own processing?         •  YES                 •  NO 
 
Do you have a processor or plan to hire one? _________________________________ 
 
Do you plan to use a contract processor? ____________________________________ 
 
What is your marketing focus? ____________________________________________ 
 
What is your source for loans? _____________________________________________ 
 
*IMPORTANT! You MUST have an office number, fax number and E-mail address, even if you are a 
home branch. 
 



 
 
          
 
Mortgage Experience 
 
Years in the industry: _____________ Positions held: ______________________________________________ 
 
Describe processing/operations experience: 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Describe FHA/VA Origination/Processing experience: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Licenses held: 
__________________________________________________________________________________________
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Professional association memberships: 
__________________________________________________________________________________________
__________________________________________________________________________________________ 
 
Have any complaints been filed by any State Banking, Real Estate Commission, Other Licensing Authorities, or 
Consumer Advocacy group against your employer as a result of your actions?            •  YES             •  NO 
If yes, please attach a written explanation. 
 
I acknowledge that employment with AMLC is on an employment-at-will basis. This means that either I or 
AMLC can terminate the employment relationship at any time. This at-will provision may be modified or 
waived only in a written agreement signed by the company president and me. 
 
I further understand that I am responsible for being familiar with AMLC policies, rules and regulations and I 
understand that AMLC has complete discretion to modify its policies, rules, regulations and practices at any 
time, to the extent permitted by federal, state and local law, except that it will not modify its policy of 
employment at will. By my continued employment with AMLC, I consent to any such changes.  
 
I certify the above information is complete and accurate to the best of my knowledge. I understand that any 
falsification, misrepresentation or omission of information on this form or relating to my application of 
employment may result in my denial of employment, or if employed, my immediate dismissal. 
 
I hereby authorize AMLC or its agents to confirm all statements in this application and/or resume to the extent 
permitted by federal, state or local law and I agree to complete any requisite authorization forms. I release all 
parties from any liability arising out of the provision and the use of such information. 
 
_______________________________  _____________________________   _________ 
Employee Signature                              Employee Name (Print)                    Date 
 



 
 

Disclosure to Employment Applicant Regarding  
Procurement of a Consumer Report 

 
In connection with your application for employment, we may procure a consumer report on you as part 
of the process of considering your candidacy as an employee. In the event that information from the 
report is utilized in whole or in part in making an adverse decision with regard to your potential 
employment, before making the adverse decision, we will provide you with a copy of the consumer 
report and a description in writing of your rights under the law. 
 
Please be advised that we may also obtain an investigative report including information as to your 
character, general reputation, personal characteristics, and mode of living. This information may be 
obtained by contacting your previous employers or references supplied by you. Please be advised that 
you have the right to request, in writing, within a reasonable time, that we make a complete and 
accurate disclosure of the nature and scope of the information requested. Such disclosure will be made 
to you within five (5) days of the date on which we receive the request from you or within five (5) days 
of the time the report was first requested. 
 
The Fair Credit Reporting Act gives you specific rights in dealing with consumer reporting agencies. 
You will be given a summary of these rights together with this document. 
 
By your signature below, you hereby authorize us to obtain a consumer report and/or an investigative 
report about you in order to consider you for employment. 
 
This report will be provided by: 
 
ADP Screening and Selection Services 
301 Remington Street 
Fort Collins, Colorado 80524 
 
Applicant’s Name________________________________________________________ 

Applicant’s Address______________________________________________________ 

______________________________________________________________________ 

Signature_______________________________________________________________ 

Social Security Number___________________________________________________ 

 
*Retain a copy for your file 

 
 



 
 

RELEASE AUTHORIZATION 
                        Page 1 of 2 Authorization 
Applicant Complete the Following: 
 

I. In connection with my application for employment, I understand that a consumer report or an investigative 
consumer report may be requested that will include information as to my character, work habits, performance, and 
experience, along with reasons for termination of past employment. I understand that as directed by company 
policy and consistent with the job described, you may be requesting information from public and private sources 
about my: worker’s compensation injuries, driving record, court record, education, credentials, credit, and 
references.  If Company policy requires, I am willing to submit to drug testing to detect the use of illegal drugs 
prior to and during employment.  
       

II. Medical and Worker’s Compensation information will only be requested in compliance with the Federal 
Americans with Disabilities Act (ADA) and/or any other applicable state laws. According to the Fair Credit 
Reporting Act, I am entitled to know if employment is denied because of information obtained by my prospective 
employer from a consumer reporting agency. If so, I will be notified and given the name and address of the agency 
or the source which provided the information. 

 
III. I acknowledge that a telephonic facsimile (FAX) or photographic copy shall be as valid as the original. This 

release is valid for most federal, state and county agencies including the Florida Department of Labor. 
IV. Minnesota, Oklahoma and California applicants only:   

a. If you want a copy of the report(s) ordered, check this box • .   The report(s) will be processed by: ADP 
Screening and Selection Services, 301 Remington Street, Fort Collins, Colorado 80524. 

V.  
VI. I hereby authorize, without reservation, any law enforcement agency, institution, information service bureau, 

school, employer, reference or insurance company contacted by Allstate Mortgage & Loan Corporation, or its 
agent, to furnish the information described in Section 1. 

 
The following information is required by law enforcement agencies and other entities for positive identification purposes 
when checking public records. It is confidential and will not be used for any other purposes. I hereby release the employer 
and agents and all persons, agencies, and entities providing information or reports about me from any and all liability 
arising out of the requests for or release of any of the above mentioned information or reports. 
 
 
________________________________________________________________________ 
(Please print your full name)      (Last)                           (First)                        (Middle)  
 
________________________________________________________________________ 
(Please print other names you have used) 
 
________________________________________________________________________ 
(Home Address) 
 
________________________________________________________________________ 
(City)                                                      (State)                                         (Zip Code) 
 
________________________________________________________________________ 
(Social Security Number)                                           (Date of Birth)  
 
           
 
 



 
 

Page 2 of 2 Authorization 
 
 
 
 
 
 
The following states require sex and race to obtain information: 
AL, AR, FL, GA, IA, IL, IN, MI, OR, TX, WI 
Sex:    •  MALE        •  FEMALE 
Race:  •  Asian •  Black •  Hispanic •  White •  Other 
 
________________________________________________________________________ 
(Driver’s License Number)                                               (Issuing State) 
 
________________________________________________________________________ 
(Name as it appears on license) 
 
________________________________________________________________________ 
(Signature)                                                                         (Today’s Date) 
 
IF REQUIRED, NOTARIZE HERE 
 
When using an embossed seal, please shade and pencil before faxing. 
 
Subscribed and sworn before me: 
 
_______________________________________ 
(Name) 
 
_______________________________________ 
(Date) 
 
_______________________________________ 
(Notary Public) 
 
_______________________________________ 
(My Commission Expires)  
 
 
 
 
 
 
 
 
 
 
 



 

 
 

CODE OF ETHICS 
 
WHEREAS, the employees of Allstate Mortgage and Loan Corporation (AMLC) are mindful that the 
soundness, usefulness, prosperity and future of Mortgage Banking depend upon honor, integrity, and 
fidelity of all personnel engaged in this business. 
 
THEREFORE, BE IT RESOLVED, which each employee of AMLC pledges to honor, observe, and 
maintain the following standards of conduct in dealing with the public and with other members. 
  

· Employees shall conduct their business in a professional manner, ensuring that their personnel 
are knowledgeable in the areas of mortgage lending in which they participate and are acting in 
compliance with sound industry practices. 

· Employees shall act in a manner that recognizes that integrity and confidence are essential in 
the mortgage business. 

· Employees shall accord oral agreements in the same sanctity given to written agreements. 
· Employees shall not breach or avoid an agreement or commitment. 
· Employees shall encourage healthy competition in mortgage lending. 
· Employees shall preserve the integrity of all parts of a loan submission and appraisal report and 

make full disclosures of all pertinent facts including any interest they may have in the loan 
project or property. 

· Employees shall consider a servicing contract to be an integral part of the mortgage lending 
correspondent system and such a contract shall be terminated only with sufficient reason with 
the good faith nature of such contract being recognized by both parties. 

· Employees shall not quote to prospective borrower interest rates or other loan terms that are not 
likely of realization. 

· Employees shall make reasonable efforts to process loan applications and advise applicants of 
approval or disapproval promptly and to close and disburse in a timely manner. 

· Employees shall use all efforts available in servicing investments entrusted to their care to 
effectively discharge their obligations to both investor and debtor. 

· Employees shall cooperate with the Ethics and Standards of Practice Committee in furnishing 
information relative to any investigation of a possible violation of the AMLC Ethics and 
Standards of Practice. 

 
On behalf of AMLC, I hereby certify that I have and will conduct our business according to the above 
Standards and in accordance with the applicable Standards and Laws of our business. I hereby pledge 
to observe and maintain these Standards. 
 
 
__________________________________         _________________________________ 
(Employee Signature)                                          (Employee Name-Print)               (Date) 



 
 

 
Consequences of Loan Fraud 

 
The consequences of residential loan fraud are far-reaching and extensive. Allstate Mortgage and Loan 
Corporation (AMLC) warrants the quality of our loan production to our investors. Fraudulent loans 
may not be sold in the secondary market for home mortgages. If a loan is discovered to be fraudulent 
after its sale, AMLC could be obligated to repurchase the loan from our investor. Fraudulent loans may 
harm our reputation and strain our relationships with our investors and mortgage insurance carriers. 
 
The consequences of those who participate in loan fraud are even more severe. Following is a list of 
repercussions that may be experienced. 
 
Employee/ Branch Manager/ Originator/ Broker/ Lender : 
 

1. Criminal prosecution, which may result in possible fines and imprisonment. 
2. Revocation of license. 
3. Inability to obtain employment or access lenders caused by the exchange of legally permissible 

information between Lenders, Mortgage Insurance Companies, AMLC, and other Investors; 
Police Agencies, State and Federal Regulatory Agencies including the Department of Real 
Estate (DRE), and the Department of Housing and Urban Development (HUD). 

4. Civil action by AMLC. 
5. Loss of employment or approved Broker/ Correspondent status with AMLC. 

 
Borrower: 
 

1.  Acceleration of debt as mandated by the Security Instrument (Deed of Trust or Mortgage) 
2. Criminal prosecution, which may result in possible fines or imprisonment. 
3. Civil action by AMLC. 
4. Civil action by other parties to the transaction such as Seller or Real Estate Broker/ Agent. 
5. Termination of employment. 
6. Forfeiture of any Professional License. 
7. Adverse long-term affect on credit history. 

 
I have read the foregoing and I understand and accept AMLC’s policy on loan fraud. 
 
_______________________________     _____________________________________ 
(Employee Signature)                                (Employee Name-Print)             (Date) 
 
 
 
 
 
 



 
 
 

Report of Illegal Activity 
 
It is your responsibility as an employee of Allstate Mortgage and Loan Corporation to immediately 
report any activity that you discover that may be considered illegal under state or federal laws and 
regulations. 
 
Information should be referred to: 
 

Allstate Mortgage and Loan Corporation 
2625 McCormick Drive 

Suite# 102 
Clearwater, Florida 33759 

 
OR 

 
Jim McDermott, Owner/ President 

Jim@TailoredMoney.com 
 

 
Thank you for your assistance with this process. 
 
Please acknowledge your understanding of these requirements by signing and dating below: 
 
 
___________________________________________________ 
(Employee Signature) 
 
___________________________________________________ 
(Employee Name-Printed) 
 
___________________________________________________ 
(Date) 
 
___________________________________________________ 
(Branch Manager Name) 
 
(Branch Address 



 

 
 

Kickback Certification 
 
As an Employee of Allstate Mortgage & Loan Corporation (AMLC ), I hereby make the following 
acknowledgement: 
 
I understand that my signature attests to and certifies a full realization on my part that AMLC is 
supervised by government agencies. I further understand that any of my acts will be construed as acts 
of this Corporation and will not only jeopardize my position, but the employment of my fellow 
employees: 

 
1. Under no circumstances will I pay or permit to be paid any fee (including a fee 

representing all or part of an origination fee), kick-back, or other consideration, directly 
or indirectly, in connection with an insured mortgage loan to a broker, packaging 
personnel, or any other party, if such person or entity has received, or is to receive, any 
other payment or consideration for service related to the transaction. Additionally, I 
understand that no compensation may be paid as a “Finder’s Fee” or for referral of the 
loan. 

2. In addition, I understand that AMLC  and I, as an employee, are not permitted to pay 
any fee, kick-back or other consideration to a Real Estate Broker, Real Estate Agent, 
Mortgage Broker or packaging personnel except as provided by CLO regulations for 
assisting in the preparation of any application or document if such person or entity 
owns, is owned by, or is under any common ownership with the person or entity 
receiving the real estate commission. 

3. I further understand that AMLC  and I are not permitted to pay any fee, kickback or 
other consideration to a consultant that provides assistance to a sponsor in developing a 
multi-family project. 

4. I further understand that AMLC and I are not permitted to advance funds to a Real 
Estate Broker, Real Estate Agent, Mortgage Broker or packaging personnel in 
connection with FHA Insured or VA guaranteed mortgage loan to be provided by 
AMLC . 

5. I further understand that AMLC and I are not permitted to make a low interest or no 
interest loan to a Real Estate Broker, Real Estate Agent, Mortgage Broker, packaging 
personnel, or any other parties from whom AMLC accepts proposals involving FHA 
Insured or VA Guaranteed mortgage loans to be provided by AMLC .  

 
I fully understand that violation of any of the above regulations shall subject me to immediate removal 
from my position with AMLC . I also understand that I am obligated to immediately report any 
violations of the above regulations that may be observed by me. 
 
_________________________________    _____________________________________ 
(Employee Signature)                                   (Employee Name-Print)                     (Date) 



 

 
 

IMPORTANT INFORMATION 
 

 
Upon approval as an Allstate Mortgage and Loan Corporation branch, the following Policies and 
Regulations must be followed: 
 

· Phone lines must be transferred into Allstate Mortgage & Loan Corporation’s name. 
· Lease must be transferred into Allstate Mortgage & Loan Corporation’s name. 
· Phones must be answered “Allstate Mortgage & Loan Corporation”. 
· All individuals who work in your office must be W-2 employees of Allstate Mortgage & Loan 

Corporation and may not be employed by another company. 
· You may not work for another mortgage broker or lender while employed by AMLC. 
· All employees must be compensated per their employment agreement. 
· Any existing pipeline must be closed out or transferred to AMLC within 30 days of your 

employment, with the proper documentation. 
· All utilities (rent, phone, electric, gas) must be paid by AMLC through your operating account. 

(Exception: home based employees.)  
· All advertisements must be approved in writing by AMLC. 
· All stationery and printing must be approved by AMLC. 
· All web sites must be approved by AMLC. 
· Logos and Trademarks may not be altered. 
· All affiliated business arrangements must be approved by AMLC. 
· All files with closing proceeds must be submitted to the corporate compliance department 

within 48 hours of closing. 
· Allstate Mortgage & Loan Corporation does not permit “Doing Business As” (DBAs). 
· You may not profit from third party fees (credit reports, electronic data storage fees, courier 

fees). It is a violation of RESPA laws to charge any amount above the actual invoice. We 
strongly recommend that you build these fees into your origination fees. 

· If contacted by any State or Federal agency by mail, telephone or in person you must contact 
the corporate office immediately, prior to responding. 

· All employees must be approved by AMLC prior to beginning work. 
· All computers MUST HAVE up-to-date virus protection software. 
· All Florida Branches must have a designated mortgage broker. 
· Branch Managers and all employees have no signing authority on behalf of AMLC. 
· When an employee or Branch Manager signs on behalf of themselves nowhere on the form or 

contract is Allstate Mortgage & Loan Corporation or any variation thereof to appear. 
 
 
 
_________________________________    ___________________________________ 
(Employee Signature)       (Employer Signature)  (Date) 



 
 

 
 
 
 
 
 
 

Telemarketing 
 
 
If you will be telemarketing it is YOUR responsibility to learn and follow all State and Federal laws 
regarding such. You will find some of these regulations at http:www.ftc.gov/donotcall/   
 
Penalties for Violating the Rule 
 
Anyone who violates the Rule is subject to civil penalties of up to $11,000.00 per violation. In 
addition, violators may be subjected to nationwide injunctions that prohibit certain conduct and may be 
required to pay redress to injured consumers. 
 
I have read and understand the above information. I will adhere to all of the above. 
 
 
 
 
 
______________________________________      _______________________________ 
(Signature)                                                                 (Date) 
 
 
 
 
 
 
 
 
 
 
 
 
 
Rev061907 
 
 
 



 

Non-Signing Authority Agreement  
Form-(061907) 

 
 
 
It is hereby agreed that undersign acknowledges as Associate, Branch Manager, 
Employee or Sub-contractor that he or she has no signing authority. 
 
In no instance shall undersign commit Allstate Mortgage & Loan Corporation to 
contractual agreements of any kind. 
 
In no instance shall undersign sign any contract or agreement or other where the 
name Allstate Mortgage & Loan Corporation or a variation thereof appears. 
 
In all instances where the undersign or an associate of the undersign signs for 
commitments or contracts with a third party obligating payment for services or 
products, the undersign agrees to the commitment with the full understanding that 
undersign will be solely liable for repayment or fulfilling the terms of such 
agreement(s) exclusive of Allstate Mortgage & Loan Corporation. 
 
 
Date: ___________________________ 
 
Signature : ____________________________________________________ 
 
Print Name: ___________________________________________________ 

(Associate, Branch Manager, Employee or Sub-contractor) 

 
 
 

 
 
 
 


