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			CHAPTER 7.  SERVICER NAME AND ADDRESS FILE







7.01  USE AND RESPONSIBILITY







The servicer name and address file in LCS (Liquidation and Claims System) consists of name and address records of loan servicers indexed by the assigned servicer code.  These records are used to identify loan servicers on LCS output and to mail directly to loan servicers various system-generated followup notices on pending default and liquidation cases.  Field stations are responsible for the accurate establishment and maintenance in this file of all servicer entries with addresses that fall within their own jurisdiction, including additions, corrections and deletions.  Once a servicer code is assigned to a firm's office, it  should not be changed unless absolutely necessary, as described in paragraph 7.05e.







7.02  LISTINGS







Updated nationwide servicer code listings (by State) are produced quarterly and distributed on microfiche to all stations.  At the same time, each station also receives printed lists for its own State or States.  A printed copy of the LCS Servicer Name and Address Nationwide Alphabetic listing will be produced semi-annually and distributed to all stations.  For control purposes and convenient reference, three types of listings are provided:







a.	LCS Servicer Name and Address File - Alphabetic Sort within State.







b.	LCS Servicer Name and Address File - Numeric Sort within State.







c.	LCS Servicer Name and Address File - Nationwide Alphabetic Control.







Examples are shown in figures 40 and 41.  Upon receipt and examination of new listings, all sets of the old printed and microfiche lists should be promptly destroyed in accordance with Records Control Schedule VB-1, part I, item No. 12-222.000.







7.03  DEFINITION OF SERVICER CODE







The servicer code is a six-digit code used to identify and classify servicing agents and holders servicing their own loan portfolios.  Each servicing office of an agent or holder from which field stations receive VA Form 26-6850, Notice of Default, VA Form 26-6851, Notice of Intention to Foreclose, and VA Form 26-8076, Notice of Default - 38 CFR 36.4600 Loan, will be assigned an individual servicer code for identification.
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7.04  NUMBERING SYSTEM







The servicer code consists of two parts: a geographic prefix of two digits, followed by an institutional serial number made up of four digits.  For example, code 56-3210 is assigned to Ohio Valley S&L, 424 Washington St., Steubenville, OH 43952.







a.	Geographic Prefix.  Certain cities are identified by geographic prefixes (01-49), which are listed in subparagraphs b and c below, in both numeric and State sequence for ease of reference.  A two-digit city prefix is used if the address of the servicing office is in one of those listed cities, or had been so located when the code was first assigned.  Otherwise, the proper two-digit State geographic prefix (50-99) will be used.  These are listed in subparagraph d below, in numeric sequence by area.  Refer to paragraph 7.05d and e for change of address or servicer code.







b.	 City List - Numeric Sequence (Geographic prefixes for Servicer Codes)





01	New  York		NY		26	Memphis	TN


02	Chicago			IL		27	Omaha		NE


03	Philadelphia		PA		28	Spokane		WA


04	St.  Louis		MO		29	Albany		NY


05	Boston			MA		30	San Antonio	TX


06	Cleveland		OH		31	Salt Lake City	UT


07	Baltimore		MD		32	Dallas		TX


08	Pittsburgh		PA		33	Des Moines	IA


09	Detroit			MI		34	Tacoma		WA


10	Buffalo			NY		35	Houston		TX


11	San Francisco		CA		36	St. Joseph	MO


12	Milwaukee		WI		37	Fort Worth	TX


13	Cincinnati		OH		38	Savannah	GA


14	New  Orleans		LA		39	Oklahoma City	OK


15	Washington		DC		40	Wichita		KS


16	Los  Angeles		CA		41	Sioux City	IA


17	Minneapolis		MN		42	Pueblo		CO


18	Kansas  City		MO		43	Lincoln		NE


19	Seattle			WA		44	Topeka		KS


20	Indianapolis		IN		45	Dubuque	IA


21	Louisville		KY		47	Cedar Rapids	IA


22	St.  Paul			MN		48	Waco		TX


23	Denver			CO		49	Muskogee	OK


24	Portland			OR


25	Columbus		OH
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c.	City List - State Sequence  (Geographic prefixes for Servicer Codes)








16	Los Angeles		CA		27	Omaha		NE


11	San Francisco	CA		29	Albany		NY



23	Denver	CO		10	Buffalo		NY



42	Pueblo	CO		01	New York	NY



15	Washington	DC		13	Cincinnati	OH



38	Savannah	GA		06	Cleveland	OH



02	Chicago	IL		25	Columbus	OH



20	Indianapolis	IN		49	Muskogee	OK



47	Cedar Rapids	IA		39	Oklahoma City	OK



33	Des Moines	IA		24	Portland		OR



45	Dubuque	IA		03	Philadelphia	PA



41	Sioux City	IA		08	Pittsburgh	PA



44	Topeka	KS		26	Memphis	TN



40	Wichita	KS		32	Dallas		TX



21	Louisville	KY		37	Fort Worth	TX



14	New Orleans	LA		35	Houston		TX



07	Baltimore	MD		30	San Antonio	TX



05	Boston	MA		48	Waco		TX



09	Detroit	MI		31	Salt Lake City	UT



17	Minneapolis	MN		19	Seattle		WA



22	St. Paul	MN		28	Spokane		WA



18	Kansas City	MO		34	Tacoma		WA



36	St. Joseph	MO		12	Milwaukee	WI



04	St. Louis	MO



43	Lincoln	NE







d.	State List (Geographic prefixes for Servicer Codes)







	East		Southeast



46	Puerto Rico	60	Pennsylvania



50	New York	61	Alabama



51	Connecticut	62	Delaware



52	Maine	63	Florida



53	Massachusetts	64	Georgia



54	New Hampshire	65	Maryland



55	New Jersey	66	North Carolina



56	Ohio	67	South Carolina



57	Rhode Island	68	Virginia



58	Vermont	69	West Virginia
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    	Central	South			West


70 	Illinois	80	Missouri		59	Hawaii


71 	Indiana	81	Arkansas		89	Alaska


72 	Iowa	82	Colorado		90	California


73 	Kentucky	83	Kansas		91	Arizona


74 	Michigan	84	Louisiana		92	Idaho


75  	Minnesota	85	Mississippi		93	Montana


76  	Nebraska	86	Oklahoma		94	Nevada


77  	North Dakota	87	Tennessee		95	New Mexico


78  	South Dakota	88	Texas		96	Oregon


79  	Wisconsin				97	Utah



					98	Washington



					99	Wyoming







e.	Serial Numbers. The institutional serial numbers (four digits) will be taken from the proper series of numbers which designates particular types of financial institutions:





(1)	Group 1 - Mutual savings and commercial banks:  0001 - 3999.  The standard bank transit number (the numerator in the check routing symbol) contains the institutional serial number to be used, but not to exceed 3999.





(2)	Group 2 - Insurance companies:  4001 - 4999.





(3)	Group 3 - Title, mortgage and real estate companies: 5001-6999.





(4)	Group 4 - Building and loan, and savings and loan organizations: 7001 - 8999.





Note:  These guidelines should be followed in assigning serial numbers in new servicer codes.  However, once a servicer code has been assigned and coded into LCS records, it is not desirable to change that code simply to maintain a technically correct serial number.  See also paragraph 7.05d and e.





f.	Exception for Prefix 59.  Since the single geographic prefix 59 covers Alaska, Hawaii and Puerto Rico, the following blocks of institutional serial numbers will be used to avoid duplication in the assignment of servicer codes to servicing offices of these three areas.





Type		Alaska	Hawaii	Puerto Rico





Group  2   -	BANKS	3001-3499	3501-3799	3801-3999


Group  3   -	INSUR	4001-4499	4501-4799	4801-4999


Group  4   -	MRTGE	5001-5799	5801-6499	6501-6999


Group  5   -	OTHER	7001-7499	7501-7799	7801-7999





g.	Servicer Code versus Lender Identification.  The numbering system for servicer codes in LCS is based on the system used for the lender's identification codes in the GIL (guaranteed/insured loan)
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system as described in M26-7, chapter 2.  In many instances, in fact, the codes will be identical.  However, although the numbering systems are similar, LCS differs from GIL in that, unlike the GIL system which should have only one lender identification number for a firm, LCS may have several servicer codes for the same firm, depending on the number of servicing offices which originate notices of default and notices of intention to foreclose.





7.05  	ASSIGNMENT AND USAGE





a.	Own Jurisdiction.  If a servicing office is located within your station's jurisdiction, use as the servicer code the lender identification code previously and properly assigned to that firm, at that location, under the GIL system procedures.  If no identification code had been designated for that firm at that address, assign the next unused or other valid number as servicer code and enter it in the station's control file or register.  To accomplish this, the Loan Service and Claims section must coordinate with the Loan Processing section or other element that maintains the lender identification file, as defined in M26-7, chapter 2.





b.	Other Jurisdictions.  If a servicing office is located outside your station's area of jurisdiction and the servicer is not found on the latest microfiche listing, obtain the proper servicer code by calling the Loan Guaranty Division of the station having responsibility for that area.  After the code is received, remind the station of jurisdiction to take the necessary coding actions to establish the servicer in the LCS servicer name and address file.  Do not attempt to establish, change, or delete an entry for a servicer located in another jurisdiction.





c.	Coordination Within States.  In cases of two field stations having areas of jurisdiction within the same State, prior coordination between stations on use of serial numbers is required to avoid assignment of duplicate servicer codes.





d.	Change of Address.  When assigning a new servicer code, use the proper city or state geographic prefix listed in paragraph 7.04c and d. However, should a firm change its address within a State and within the same VA jurisdiction area, do not change the servicer code in order to maintain a technically correct city vs. State prefix.  In such cases, change the address immediately, but keep the LCS servicer code as it was.





e.	Change of Servicer Code.  As a general rule , avoid changing the servicer code assigned to a firm's office unless absolutely necessary.  For example, once it is assigned and coded into LCS, the servicer code should not be changed in order to maintain a technically correct serial number or city vs.  State prefix.  However, should a firm move its servicing office to a different State or even to a different area of jurisdiction within the same State, it is not possible to correct the





											7-5





�
M26-13	January 13, 1993





records with a simple change of address.  A complete "change" of servicer code is required in such cases, as described in the following steps:





(1)	Delete the old servicer code entry as soon as it is invalid and establish the new, proper servicer code as soon as it is known.  Paragraph 7.09 provides coding instructions.  The new servicer code must be obtained by calling the Loan Guaranty Division having jurisdiction over the new address.  At that time, verify that this servicer code is either already in the name and address file or will promptly be established by the office of jurisdiction.





(2)	Identify all LCS loan records that have the incorrect servicer code by using the LCS servicer code indexes of active master records (see par. 7.11).  The servicer codes may then be corrected by coding individual transactions (TT 501).  (Cured cases still on the active file need not be changed.) If there is a large number of records to be coded, or if loans from other VA offices are involved, contact Central Office (265C) to arrange for an automatic mass correction of all LCS records from the old to the new servicer code.  When this is done, a list of corrected cases will be mailed to each station concerned to serve as notice that the servicer code has been changed.  Such changes should be marked on printed servicer code lists to assure correct coding on new default until the next set of listings and microfiche are received.





f.	Mergers.  Should a servicer merge with another firm, similar steps must be taken to reflect the change in the LCS accounts and in the servicer name and address file as follows:





(1)	Delete the servicer code entry for the firm which is absorbed into the other firm.   Establish the servicer code entry for the surviving firm, if it is not already in the name and address file.  Paragraph 7.09 provides coding instructions.





(2)	In most cases it would be advantageous to establish a cross-reference entry from the old name to the new firm, so that anyone referring to the file will be referred to the proper name and servicer code.





(3)	Correct individual LCS records by coding or by mass action as described in subparagraph e(2) above.





7.06	KEEPING THE FILE CURRENT





a.	In the event that a servicer code is used in LCS which is not included in the servicer name and address file, all LCS-generated followup letters and acknowledgments for that servicer will be sent to the office of jurisdiction to be reviewed, addressed, and promptly mailed.  On all such cases, either the LCS record should be changed to reflect a valid servicer code, or the proper coding action taken to establish the new servicer code in the name and address file.
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b 	The LCS servicer code index of active master records and the diary action list sorted by servicer code, both indicate unmatched cases with the legend "Unknown Servicer--if code is correct, submit name and address data."  The unknown servicers appear at the end of the index listings.  Each month the index should be checked upon receipt for any such legends, and action taken to correct the servicer code in the LCS records (TT 501), or to establish the servicer in the name and address file (see par. 7.11).





c.	Additions and routine changes of names and addresses soon invalidate old lists.  For this reason, all copies of microfiche and paper listings on hand should be disposed of upon receipt of the new set of lists and microfiche, which will generally be produced quarterly.  If coding clerks maintain reference lists of out-of-State servicers, these lists should be verified carefully each time new microfiche output is received.





7.07	INPUT PROCESSING





a.	Preparation.  VA Form 26-8789, LCS  Servicer Name and Address Code Sheet, will be completed in original and two copies in accordance with detailed coding instructions contained in paragraph 7.09.  Follow standard coding procedures, such as use of ink, CAPITAL letters and slash line (0) to designate numeric zero in fields of address data.  Examples of completed code sheets are given in figure 43-52.  Distribution of completed code sheets is prescribed below.





b.	Transmittal.  One or more completed VA Form 26-8789 code sheets will be attached for transmittal to an overprinted SF 41, Routing and Transmittal Slip.  This batch transmittal will show the transmittal number, station number, and number of VA Form 26-8789 code sheets attached.  Each station will assign its transmittal numbers sequentially, starting with 01 at the beginning of each calendar year.  Transmittals with code sheets will be promptly distributed when completed, as follows:





(1)	Mail original code sheets and transmittal to:





Director (347B)


Austin Automation Center


1615 East Woodward Street


Austin, Texas  78772





Indicate contents of envelope by the legend:  "LCS-File Maintenance."





(2)	Mail one copy of code sheets and transmittal to Central Office (265C).





(3)	Retain the other copy of code sheets and transmittal at the LCS CP (control point) for verification and correction of input as described below.
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c.	Update.  VA Form 26-8789 code sheets will usually be processed on a weekly schedule at Austin to update the LCS servicer name and address file with the name and address changes and additions.  A transaction and reject list will be generated from each update processing to identify each transaction accepted and each rejected for edit and audit reasons.





d.	Control.  The LCS CP in Loan Guaranty will be responsible for all control functions applicable to LCS servicer name and address file input and output.  This includes review of code sheets, preparation of transmittals for mailing, verification of accepted transactions and clearance of rejects.  The CP will use the hold-back copies of input transmittals and the transaction and reject list to verify the accuracy and completeness of the update.  It is especially important that every servicer code and address be proofread for accuracy as soon as the transaction appears on the transaction and reject list and that all errors and rejects be promptly cleared by resubmission of corrective coding.  Input materials and transaction lists will be retained for 3 months after the month of processing.  Retention standard for this material appears in Records Control Schedule VB-1, part I, item No. 12-221.000.





7.08	TRANSACTION TYPES





There are three transaction types (E, C and D) available for maintenance of accurate data in the servicer code file:





a.	Transaction type E is used to establish a new servicer name and address entry in the file or to establish a cross-reference name using a suffix to a servicer code already in the file.





b.	Transaction type C is used to change a servicer name or a address (or both) already in the file.  It is also possible to change the ZIP code alone by coding transaction C. (Note that a cross-reference name entry cannot be changed, only established or deleted.)





c.	Transaction Type  D is designed to delete from the file a servicer name and address item in its entirely, including any cross-reference name entries.  Transaction D may also be used to delete only a cross-reference entry without affecting the main servicer name entry.
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7.09	SERVICER AND ADDRESS CODING







a.	Coding Chart.  (See also figs. 43-52.)






<I<ADVANCED,26M13701.RPL>> Double - click here To display Coding Chart for Servicer and Address Coding </D> 






Note:  Combination coding of two or more actions on same VA Form 26-8789 is often possible e.g. , actions (1) and (2), or actions (3), (4) and  (7), etc.  Figure 51 shows example of combination coding of actions (2) and (3).






b.	Coding Instructions.  The preceding coding chart specifies the fields to be coded for each servicer name and address coding action.  The instructions which follow refer in turn to each data field on VA Form VA Form 26-8789.







(1)	File Type.  Precoded 4 to identify the servicer name and address file.







(2)	Servicer Code.  Use six-digit code assigned by VA office of jurisdiction to the servicer in accordance with provisions of this chapter. provisions of this chapter.
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(3)	SFX (Suffix).  Precoded 00 for main servicer transactions. (See also subpar. (17) below.)







(4)	State Code.  (For location of servicer.) Use FIPS (Federal Information Processing Standards) two-digit State codes from Manual M26-7, appendix A.







(5)	Off. Juris.  Code two-digit station number of office of jurisdiction.







(6)	Action Code.  Leave blank (for future use).







(7)	Trans. Type.  Code E. C, or D to establish, change, or delete name and address entries.







(8)	Card.  Precoded 1 (for processing sequence).







(9)	Servicer Name.  Code the name (35 spaces  maximum) exactly as it should appear on alphabetic lists and mailing labels.  (For example, "A. B. Zweiback" would be listed under A, but "Zweiback, A. B." under Z.)  To maintain value of alphabetic lists, drop the word "The" in all names, avoid use of "1st" for "First," and abbreviate uniformly; e.g., "S&L Assn." (Note that in a D transaction, item (9) must match servicer name in the file record exactly.)







(10)	First Address Line.  Code the first line of address.  (To change any line, recode all Tines used for address.)







(11)	Card.  Precoded 2 (for processing sequence).







(12 and 13)  Second and Third Address Lines.  Code the second and third lines of address as necessary.  (To change any one line, recode all lines used for address.)







Address Note:  Occasionally it may be considered desirable to include both a street address and a P.O. Box number.  Postal Service policy is to place desired delivery point (street or P.O. Box) on the line before city and State.  The ZIP code must be correct for that delivery point address.







(14)	ZIP Code.  Must be included in every address.  (ZIP code may be changed without recoding entire address.







(15)	File Type.  Same as item (1).







(16)	Servicer Code.  Same as item (2). (Use the code for the main servicer, not the alternate.)







(17)	SFX (Suffix).  Code a two-digit suffix (01, etc.) assigned to identify each cross-reference to main servicer code entry.  (For example, if three cross-reference names are to be used for a single main servicer, assign suffix numbers 01, 02, 03 to the three cross-references.) See also subparagraph (3) above.
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(18)	State Code.  Same as item (4).






(19)	Off. Juris.  Same as item (5).







(20)	Action Code.  Leave blank (for future use).







(21)	Tran. Type.  Code only E or D to establish or delete cross-reference name entries.  (To change a cross-reference, two transactions are necessary: D to delete the old and E to establish a new cross-reference.)







(22)	Card.  Precoded 3 (for processing sequence).







(23)	Cross-Reference Name.  Code the alternate name (35 spaces maximum) used to help Locate the main servicer name and address entry in the alphabetic listings.  It may be especially useful in cases of merger, consolidation or corporate name change to use the "old" name as a cross-reference.  Similarly a cross-reference might be used for firms with initials in the name, such as "A. B. Zweiback." (Note that in a D transaction, item (23) must match cross-reference name in the file record exactly.)  On alphabetic and numeric servicer code lists, the cross-reference name entry appears after the servicer code and office of jurisdiction code and is followed on the next two lines by the suffix number, then the word "See" and the main servicer name.  For example:







615024 	22	Cobb, Allen and Hall



		SFX 01



		See Mortgage Corp. of South







(24)	Main Servicer Name.  Code the servicer name as it appears on the alphabetic list of servicers, abbreviating at the end of the name if the 25 allowed spaces are not sufficient.  See figure 60 for example of a main servicer name ("PENNAMCO INC") shown in a cross-reference entry on the alphabetical list.







7.10	EDITS AND AUDITS







Reject reason codes for transaction edits and audits are listed below with a description of the reject condition and the related field item number on VA Form 26-8789.  All rejected transactions are identified on the transaction and reject list to facilitate correction. (See fig. 63.)







a.	General  Edits.  (Applicable to all transactions)






<I<ADVANCED,26M13702.RPL>> Double - click here To display General Edits </D> 
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7.11	SERVICER CODE INDEXES







a.	Two microfiche indexes are provided each month:







(1)	LCS nationwide servicer code index of active master records.







(2)	LCS servicer code index of active master records by Office of Jurisdiction.







These indexes are sorted according to servicer codes, identify each servicer by name and address, give total count of LCS records per servicer, and list in VA loan identification sequence all active LCS cases for each servicer along with data such as name, State and county, servicer loan number, purpose, stage and status, and last transaction data.







b.	Uses.  Division management and supervisors will find the servicer code index a useful tool in such areas as:  Determination of number and status of default or claim cases for particular servicers; observation of patterns of activity or nonactivity requiring closer management attention; selection of cases for special followup action with servicer; observation of level and consistency of quality rating assigned to holder's servicing; and identification of older "dormant" cases for review and possible update for termination.







c.	When there is a need to change servicer codes (e.g., a merger of servicers, a transfer of servicing from one firm to another, etc.) the servicer code indexes will be used to identify all LCS records locally and nationwide that require change.  If loans from more than one VA office are involved, contact Central Office (265C) for assistance.  Refer to paragraph 7.05e and f.





d.	Each month upon receipt, the station's service code index should be reviewed for any "unknown servicers," which will appear at the end of each station's list.  These should be corrected immediately by changing the servicer code in each master record with a TT 501, or by establishing the servicer in the servicer name and address file (see par. 7.06).
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