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NOTE AND SECURITY INSTRUMENT MODIFICATION JOB AID  

      

 

                             

 



2 
 

Step Document Field 

Comparison 
Source 

Document Comments 

1 Recording Information N/A 
Loan Modification is required to be sent for 
recording 

2 Modification Date  N/A Date the Loan Modification is prepared  

3 Borrower Names 
Collateral 
Documents 

Borrower Names must appear exactly as shown 
on collateral documents 

4 Lender Name  
Collateral 
Documents 

Lender Name must appear exactly as shown on 
collateral documents 

5 Document Date  
Collateral 
Documents  

Document Date must appear exactly as shown on 
collateral documents 

6 Loan Amount  
Collateral 
Documents  

Loan Amount must appear exactly as shown on 
collateral documents 

7 Property Address  
Collateral 
Documents 

Property Address must appear exactly as shown 
on collateral documents 

8 Legal Description 
Collateral 
Documents 

Legal Description is required and can be included 
within the body of the Loan Modification or 
attached as an exhibit. Please indicate on the 
Loan Modification if attached. Legal Description 
on Loan Modification must appear exactly as 
shown on collateral documents 

9 Correction N/A 

Correction is required to be clearly defined along 
with stating the impacted documents.  
For example: ARM Change Date is being 
corrected to XX/XX/XX on the Note and ARM 
Rider of the Security Instrument 

10 Lender Signature N/A 
Signature of Authorized Lender Representative is 
required 

11 
Lender Typed Name 
and Title  N/A 

Typed Name and Title of Authorized Lender 
Representative is required  

12 Borrower Signatures N/A 

All borrowers and vested parties must sign the 
Loan Modification in acknowledgment that both 
the Note and Security Instrument are being 
modified. Please include the typed name for all 
borrowers and vested parties signing the Loan 
Modification     

13 

MERS Representative 
Typed Name and 
Signature N/A 

Typed Name and Signature of Authorized MERS 
Representative is required      

14 
Notary 
Acknowledgment   N/A 

All parties who signed the Loan Modification are 
required to be notarized 

 
` Borrower Typed Undersign  
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SECURITY INSTRUMENT MODIFICATION JOB AID   
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Step Document Field 

Comparison 
Source 

Document Comments 

1 Recording Information N/A 
Loan Modification is required to be sent for 
recording 

2 Modification Date  N/A Date the Loan Modification is prepared  

3 Borrower Names 
Collateral 
Documents 

Borrower Names must appear exactly as shown 
on collateral documents 

4 Lender Name  
Collateral 
Documents 

Lender Name must appear exactly as shown on 
collateral documents 

5 Document Date  
Collateral 
Documents  

Document Date must appear exactly as shown 
on collateral documents 

6 Loan Amount 
Collateral 
Documents 

Loan Amount must appear exactly as shown on 
collateral documents 

7 Property Address  
Collateral 
Documents 

Property Address must appear exactly as shown 
on collateral documents 

8 Legal Description 
Collateral 
Documents 

Legal Description is required and can be 
included within the body of the Loan Modification 
or attached as an exhibit. Please indicate on the 
Loan Modification if attached. Legal Description 
on Loan Modification must appear exactly as 
shown on collateral documents 

9 Correction N/A 

Correction is required to be clearly defined along 
with stating the impacted documents.  
For example: The vesting is being corrected to 
John Mac and Jane Mac on the Security 
Instrument 

10 Lender Signature N/A 
Signature of Authorized Lender Representative is 
required 

11 
Lender Typed Name 
and Title  N/A 

Typed name and title of Authorized Lender 
Representative is required  

12 Borrower Signatures N/A 

All vested parties must sign the Loan 
Modification. Please include the typed name for 
vested parties signing the Loan Modification  

13 

MERS Representative 
Typed Name and 
Signature N/A 

Typed Name and Signature of Authorized MERS 
Representative is required   

14 
Notary 
Acknowledgment   N/A 

All parties who signed the Loan Modification are 
required to be notarized 

 
` 
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GOVERNMENT NOTE MODIFICATION JOB AID 
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Step Document Field 

Comparison 
Source 

Document Comments 

1 Recording Information N/A 
Note Modification is required to be sent for 
recording 

2 Modification Date  N/A Date the Note Modification is prepared  

3 Borrower Names 
Collateral 
Documents 

Borrower Names must appear exactly as shown on 
collateral documents 

4 Lender Name  
Collateral 
Documents 

Lender Name must appear exactly as shown on 
collateral documents 

5 Document Date  
Collateral 
Documents  

Document Date must appear exactly as shown on 
collateral documents 

6 Loan Amount  
Collateral 
Documents  

Loan Amount must appear exactly as shown on 
collateral documents 

7 Property Address  
Collateral 
Documents 

Property Address must appear exactly as shown 
on collateral documents 

8 Correction N/A 

Correction is required to be clearly defined along 
with stating the impacted document.  
For example: Non-borrowing spouse, Jane Mac,is 
being removed from the Note 

9 Lender Signature N/A 
Signature of Authorized Lender Representative is 
required 

10 
Lender Typed Name 
and Title  N/A 

Typed Name and Title of Authorized Lender 
Representative is required  

11 Borrower Signatures N/A 

All borrowers and co-signers must sign the Note 
Modification. If a non-borrowing spouse is being 
removed from the Note the individual will still need 
to sign the Note Modification in acknowledgment 
that they are being removed from the Note. Please 
include the typed name for the individuals signing 
the Note Modification  

12 
Notary 
Acknowledgment   N/A 

All parties who signed the Note Modification are 
required to be notarized, since the Note 
Modification will be sent for recording 

 
` 

 



7 
 

CONVENTIONAL NOTE MODIFICATION JOB AID 
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Step Document Field 

Comparison 
Source 

Document Comments 

1 Modification Date  N/A Date the Note Modification is prepared  

2 Borrower Names 
Collateral 
Documents 

Borrower Names must appear exactly as shown 
on collateral documents 

3 Lender Name  
Collateral 
Documents 

Lender Name must appear exactly as shown on 
collateral documents 

4 Document Date  
Collateral 
Documents  

Document Date must appear exactly as shown on 
collateral documents 

5 Loan Amount  
Collateral 
Documents  

Loan Amount must appear exactly as shown on 
collateral documents 

6 Property Address  
Collateral 
Documents 

Property Address must appear exactly as shown 
on collateral documents 

7 Correction N/A 

Correction is required to be clearly defined along 
with stating the impacted document.  
For example: Non-borrowing spouse, Jane Mac,is 
being removed from the Note 

8 Lender Signature N/A 
Signature of Authorized Lender Representative is 
required 

9 
Lender Typed Name 
and Title  N/A 

Typed Name and Title of Authorized Lender 
Representative is required  

10 Borrower Signatures N/A 

All borrowers and co-signers must sign the Note 
Modification. If a non-borrowing spouse is being 
removed from the Note the individual will still need 
to sign the Note Modification in acknowledgment 
that they are being removed from the Note. 
Please include the typed name for the individuals 
signing the Note Modification  
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JUMBO NOTE MODIFICATION JOB AID  
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Step Document Field 

Comparison 
Source 

Document Comments 

1 Modification Date  N/A Date the Note Modification is prepared  

2 Borrower Names 
Collateral 
Documents 

Borrower Names must appear exactly as shown 
on collateral documents 

3 Lender Name  
Collateral 
Documents 

Lender Name must appear exactly as shown on 
collateral documents 

4 Document Date  
Collateral 
Documents  

Document Date must appear exactly as shown on 
collateral documents 

5 Loan Amount  
Collateral 
Documents  

Loan Amount must appear exactly as shown on 
collateral documents 

6 Property Address  
Collateral 
Documents 

Property Address must appear exactly as shown 
on collateral documents 

7 Correction N/A 

Correction is required to be clearly defined along 
with stating the impacted document.  
For example: Non-borrowing spouse, Jane Mac,is 
being removed from the Note 

8 Lender Signature N/A 
Signature of Authorized Lender Representative is 
required 

9 
Lender Typed Name 
and Title  N/A 

Typed Name and Title of Authorized Lender 
Representative is required  

10 Borrower Signatures N/A 

All borrowers and co-signers must sign the Note 
Modification. If a non-borrowing spouse is being 
removed from the Note the individual will still need 
to sign the Note Modification in acknowledgment 
that they are being removed from the Note. 
Please include the typed name for the individuals 
signing the Note Modification  

 

 

 

 

 

 

 

 

 

 

 


