SUMMARY SCHEDULE FOR HIGHLY RATED THRIFTS

Preliminary Examination Response Kit

Office of Thrift Supervision

	Docket #:
	DocketNo

	Institution Name: 
	entity name

	Examination As of Date:
	August 18, 1989



This information request will help facilitate your upcoming examination.  We encourage you to submit your information in an electronic format, via OTS Secure Messaging or CD, although hard copy responses remain acceptable.  Providing information electronically to our examiners will be helpful and may expedite the examination process.  If you would like to provide any of the information electronically, please contact       at       to discuss before the examination.  

Any electronic responses should be as specified.  Please use descriptive titles for all electronic schedules and documents to facilitate identification and cataloging.  Also refrain from using special symbols and other non-alpha numeric characters such as #, $, % in the electronic file name.  If you elect to scan the documents, please save them as PDF files.  

Please provide the requested information as follows:

“A” – Send to our Office at least 10 business days in advance of the examination start date.  

“X” – Provide to the Examiner-in-Charge at the start of the examination.

“O” – Make available for the examiners’ on‑site review but do not provide to the examiners at the start of the examination.  

“D” – Management should be prepared to discuss.

Please note that examiners may request additional information after they begin their review.

An officer of the association (or subordinate organization in the case of such information) should sign and date all responses as being complete and accurate.  Finally, prepare all information as of the most recent quarter end of      , except for information requested as of the prior examination date of      , or otherwise indicated.  Please indicate who prepared the information for each response and the date it was prepared.  If you have any questions about this information request, please contact your Examiner-in-Charge (EIC), Field Manager, or Assistant Regional Director. 

Contact Title/ Name
Telephone Number
E-Mail 

	Examiner-in-Charge:  
	     
	     
	     

	Field Manager:
	     
	     
	     

	Assistant Regional Director:
	     
	     
	     


PERK REQUESTS

In addition to the information requested in this Summary Schedule, we would like you to complete and provide to the examiner in charge or the above signatory the following enclosed PERK documents:

	     
	1. 
	Internal Control Questionnaire (PERK 004)

	     
	2. 
	Fair Lending Questionnaire (PERK 007)

	     
	3. 
	IT Overview and IT Update Form.  The IT Overview presents information from OTS records for the institution’s current IT environment.  If this contains service providers and software vendors no longer used, delete these.  If the IT Overview does not list all significant service providers and software vendors used, add this information using the IT Update form.  Refer to the IT Service Codes and Definitions in completing the forms for the institution’s IT environment.

	     
	4. 
	Bank Secrecy Act Request (PERK 023)



EXAMINATION REQUESTS

You may provide the following information in the format you currently use, including computer printouts, work papers, and reports.  Providing information electronically to our examiners will be helpful and may expedite the examination process.  Several of the information requests include listings of data that examiners typically find useful.  If management reports do not include each data item requested, please discuss the matter with the field manager or examiner in charge before retrieving the information from other reports or sources.  If the requested information is already in board or committee minutes, please identify the names and phone numbers of the individuals responsible for providing documents.

Capital Adequacy

	     
	1. 
	A copy of the worksheet used to complete schedule CCR of the Thrift Financial Report (TFR).


Asset Quality

	     
	1. 
	Summary of new lending for each category of assets since the prior examination date.  Information needed, by type of loan, includes total number of new loans and the aggregate loan amount.

	     
	2. 
	Access to a loan register or similar records (such as loan activity reports prepared for board meetings or worksheets used to complete the loan activity section Schedule CF in the TFR) that disclose details on all loan activity conducted since the prior examination.

	     
	3. 
	A list of nonresidential real estate loans, multifamily real estate loans, construction loans, commercial loans, and land loans, including origination dates, in excess of $     .  As an alternative, the institution may provide loan codes or other information that will readily identify all new such loans.

	     
	4. 
	Loan trial balance (in alphabetical order by borrower’s names, if available) for each category of loans the institution originated or purchased.

	     
	5. 
	A list of all loans reviewed through the internal asset review function, excluding single‑family permanent mortgages and consumer loans, since the prior examination date.  Information needed includes:

 loan number

 loan type

 borrower

 loan balance at time of review 

 date of review 

 classification

	     
	6. 
	A list of problem assets and assets classified internally and any subsequent updates.  Suggested information includes: 

 loan number/CUSIP number

 loan type/security type

 date of loan or purchase

 borrower/issuer

 project/type of property/collateral

 classification

 brief explanation of reason for classification

 original loan amount 

 current balance 

 book and par values

 loans in process

 premium or discount

 accrued interest 

 specific valuation allowance 

 type of valuation, valuation amount, and date 

 impairment amount, if applicable, and date measured

 Internal Asset Review rating or classification

 paid through (last payment received)

 payment status (current, defaulted, or deferred – if Trust Preferred Security)

 accounting status (held to maturity, available for sale, trading account)

	     
	7. 
	A breakdown of all valuation allowances, showing both allowances for loan and lease losses (ALLL), general allowances on non‑loan and lease assets, and specific allowances.  Identify the assets for which the specific allowances were established.  Provide supporting documentation to show how the level of ALLL and specific allowances were established, including historic loss experience and other risk factors.

	     
	8. 
	A list of REO, REO sold, and loans to facilitate the sale of REO since the prior examination date.

	     
	9. 
	A list of major/multiple borrowers, as defined by institution management, segregated by loans (including loans made by subsidiaries to the same borrowers) and investments in commercial paper and corporate debt securities.  Provide supporting documentation to show how major borrowers were defined, for example, a certain percentage of assets or capital pursuant to 12 CFR § 560.93.  Suggested information includes:

 loan number

 borrower

 outstanding principal balance

 date of loan

 name of issuer

 issues

	     
	10. 
	A list of non‑SFD loan participations purchased/sold since the prior examination date.  Suggested information includes:

 loan number

 dollar amount purchased

 date of loan

 current participation balance

 borrower

 seller/purchaser

 interest rate on participation

 premiums/discounts received/granted

 date paid through

 date purchased/sold

 total loan to value

 recourse agreements or attorney opinion on non‑recourse

 appraised value

	     
	11. 
	Access to a list of outstanding loan commitments in excess of $      to originate higher-risk loans, including subprime loans, construction loans, nonresidential loans, multifamily loans, commercial loans, and land loans.  Include commitments on contingent liabilities to purchase or sell securities.  Suggested information includes:

 name of borrower 

 commitment date

 commitment amount

 to whom committed

 currently funded portion of commitment

 type of loan 

 expiration of commitment 

 other commitment terms, i.e., optional or firm 

 commitment rate 

	     
	12. 
	Access to a summary of loans in process account balances in excess of $     .

	     
	13. 
	A list of loan production offices (LPO) operated by the association and/ or its subsidiaries, and any third-party loan originators (mortgage brokers, auto dealerships, etc.).  The list should include the address, phone number, and the type of lending activity conducted from each LPO.  If employees or agents of the association conduct out-of-state lending for the association and/ or its subsidiaries from a location other than an LPO, for example, at home or from an independently owned office, please provide the names of these employees and/ or agents, including the location where they conduct the activity.

	     
	14. 
	Access to board policies and controls governing the operation of out-of-state LPOs and/ or agents, including underwriting criteria.


Management/Administration

Corporate Structure/ BOD Oversight

	     
	1. 
	Organizational chart that includes executive officers and pertinent department heads.  Provide only if there are changes since the prior examination and identify changes in writing to the EIC.

	     
	2. 
	Corporate structure chart including holding company, other affiliates, and subordinate organizations.  Provide only if there are changes since the prior examination and identify changes in writing to the EIC.

	     
	3. 
	Maps, drawings, or other descriptions of the institution’s IT environment, including local area networks and wide area networks, telecommunications, and Internet access.

	     
	4. 
	Access to all meeting minutes of the board of directors and principal committees.

	     
	5. 
	Access to the board package, that is, reports prepared for the board of directors on a regular basis and presented at the last board meeting.  Also, for the duration of the examination, please include the examiner in charge in your distribution of such reports.

	     
	6. 
	Access to all significant written policies including those governing:

 Lending (all types), Appraisal, Environmental Risk, and Collection

 Investment

 Internal Asset Review

 Asset Classification/Valuation Allowance

 Interest Rate Risk 

 Liquidity/Funding

 Sale of Nondeposit Investment Products

 Internal Control

 Information Security, Business Continuity, Vendor Management, Internet Access and Usage

	     
	7. 
	Identify policies with significant changes since the prior examination. 

	     
	8. 
	Identify any new or proposed material changes in business strategy.

	     
	9. 
	A list of any new or modified employment contracts including information on employee contracts that expired or were revoked since the prior examination date.  Other employment contracts should be available for review.

	     
	10. 
	Identify any overtly threatened or pending litigation against the association or any of its subsidiaries where the amount claimed is more than $     .  

	     
	11. 
	Access to reports and records and supporting documentation pertaining to all transactions and arrangements with affiliates (in a manner consistent with the requirements in 12 CFR §§ 563.41 and 563.42) and extensions of credit to insiders of the institution, its subsidiaries or affiliates (as required in § 563.43 and 12 CFR Part 215).

	     
	12. 
	Access to all contracts with third parties.  Identify those new or modified since the last examination.

	     
	13. 
	Suspicious Activity Reports (OTS Form 1601) filed in accordance with Section 12 CFR § 563.180(d).


Internal/External Audit

	     
	14. 
	Copies of the most recent external audit report, management letter, internal control letters, and any other reports from the external auditor that make reference to the audit for the parent holding company, institution, and any subordinate organizations that have not been otherwise filed, with the OTS or the FDIC as required by 12 CFR § 562.4 and Part 363.

	     
	15. 
	A list of journal vouchers making external audit adjustments, plus a list of all unposted audit adjustments.

	     
	16. 
	A copy of the internal audit program (or any changes) and a list of (and access to) compliance, asset review, information technology, and any other material oversight department reports for the institution and its subordinate organizations completed since the prior examination date.

	     
	17. 
	A copy of the internal auditor’s plan and report(s) to the Audit Committee and any management responses.

	     
	18. 
	Access to internal audit reports, including third-party reviews and client control consideration letters, for the institution’s significant information technology service providers and any management responses.


Technology Risk Controls

	     
	19. 
	Documentation pertaining to implementation and maintenance of an Information Security Program to comply with Section 501(b) of the Gramm-Leach-Bliley Act of 1999 (GLBA), including contractual language to confirm that the institution’s service providers have implemented appropriate security programs designed to meet the objectives of the GLBA.

	     
	20. 
	Documentation of actions taken to implement a transactional web site in compliance with a no objection letter issued pursuant to OTS CEO Letter No. 109.

	     
	21. 
	Policies and procedures for assigning user access to a significant system, for example, general ledger or Fedline.  Printouts of user access profiles for an employee in the following departments: deposit servicing, loan servicing, accounting, and internal audit.

	     
	22. 
	Information concerning any tests of the institution’s business continuity plan since the last examination.

	     
	23. 
	Policies and procedures for wire transfers.  Indicate the method used (for example, Fedline, money transfer workstation, or voice), average number of transfers, dollar volume, and frequency (for example, daily, weekly, or monthly).


Earnings

	1.      
	2. 
	Access to or a copy of the general ledger for the institution and applicable subsidiaries, including a legend of Thrift Financial Report (TFR) line numbers and corresponding general ledger account numbers.  Access to any worksheet that documents the preparation of the TFR from the general ledger.

	     
	3. 
	Copy of the business plan (include mission statement) and budget projections, along with your assumptions.

	     
	4. 
	Access to 10K, 10Q, and 8K reports and other securities filings, if applicable.


Liquidity 

	     
	1. 
	A list of all investment securities segregated by type.  Information needed includes:

 issuer

 type of security

 date of purchase

 CUSIP number

 par value

 book value

 premium (or discount)

 accrued interest

 National rating, if applicable

 Broker

	     
	2. 
	A list of brokered deposits.  Information needed includes:

 interest rate

 dollar amount

 maturity date

 date of deposit

	     
	3. 
	A schedule of borrowed money.  Information needed includes:

 borrowed from

 amount borrowed

 date borrowed

 current balance

 maturity date 

 interest rate; reset frequency and index on adjustable products

 collateral

	     
	4. 
	A list of all securities bought and sold with gains and losses since the prior examination date.


Sensitivity to Market Risk 

	     
	1. 
	Provide a copy of all reports used by the Board and senior management to monitor the level of interest rate risk.  Also, provide a copy of all reports showing management’s compliance during the review period with the Board’s internal interest rate risk limits.

	     
	2. 
	If the institution does not file Schedule CMR, provide documentation explaining how the level of interest rate risk is measured and monitored.

	     
	3. 
	Provide analyses detailing the rationale for any activities undertaken since the prior examination that altered the institution’s interest‑rate risk profile (hedge positions, investments, balance sheet restructurings, etc.).


Compliance

	     
	1. 
	Identify policies with significant changes or that were newly adopted since the prior examination.

	     
	2. 
	Access to all significant written policies including those governing:

 Management’s self-assessments and audits of compliance controls and its record of self-correcting compliance program deficiencies or remedying violations.

 Formal compliance policy and program adopted by the board of directors.

 Provide the security policy and program. (Bank Protection Act).

 Bank Secrecy Act/USA Patriot Act/OFAC policy and program.

 Electronic Fund Transfer Act policy.

 Equal Employment Opportunity policy.

 Expedited Funds Availability Act.

 Flood Disaster Protection Act.

 Home Mortgage Disclosure Act.

 Fair lending/nondiscrimination.

 Privacy of Consumer Financial Information.

	     
	3. 
	Identify any products or services initiated since the last examination that prompted changes to or supplementation of compliance procedures, controls, or training.

	     
	4. 
	Provide all compliance self-assessment reports since the last examination and record of implementing corrective action recommended by such reports.

	     
	5. 
	Access to all Currency Transaction Reports (forms 4789 and 4790).

	     
	6. 
	Access to all consumer complaints since the last examination.  Identify any consumer complaints that prompted changes to compliance procedures, systems, monitoring, or training.

	     
	7. 
	Identify forms, disclosures, or notices on this list that changed during the period and provide access to the revised form.

 All credit application forms, including applicant financial statement, for all types of credit offered by the institution.

 Application denial, counteroffer, approval, and credit account adverse action forms.

 Internal application transmittal, credit evaluation, and credit scoring forms.

 Note and security agreement forms for all loans and lines of credit.  If applicable, include any consumer lease financing documents and disclosures.

 Segregated disclosures for closed‑end credit.

 Itemization of amount financed forms.

 Initial and periodic disclosure statements for open‑end credit.

 Any additional disclosure materials provided for credit cards, home equity lines of credit, or reverse mortgages.

 Program disclosures for each type of ARM mortgage loan offered and the ARM informational booklet.

 ARM adjustment notice forms.

 Servicing transfer policy and three‑year history disclosure statement form.

 Servicing transfer to/from notification forms.

 Initial and annual disclosure forms used for escrow accounts.

 Uniform Settlement Statement (Form HUD‑1), Good Faith Estimate form, required provider disclosures, and settlement costs informational booklet.

 Truth in Savings disclosures, including initial and periodic disclosures, maturity notices, and sample rate sheets for all types of consumer deposit accounts available or held during the review period.

 Savings (passbook, certificate, NOW, MMDA) and demand deposit account agreement forms, for accounts now being offered/accepted.
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