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Introduction 

 
Mission Statement 
 
 “Provide education for mortgage professionals and consumers through a variety of  
 educational choices that satisfy national and state needs.” 
 
 
The growth of the National Association of Mortgage Brokers (NAMB) education 
program has been phenomenal in the past few years. With the change from NAMBEF to 
an Education Committee under NAMB, education has flourished. Long time state 
affiliates have seen an increase in product availability, quality of programs and training, 
and an increase in students. New state affiliates are seeing the financial benefits of 
hosting quality educational courses and legislative advantages as regulators grow to 
respect NAMB’s education program more and more. 

With the growth of the program there is an accompanying need to adjust and revise the 
program to meet the needs of our state affiliates, our members, and students. As new 
situations arise within various areas of education, particularly related to faculty, 
NAMB’s education committee has instituted new policies and reinforced already 
existing policies to ensure the smooth running of the program and equity for all state 
affiliates and students. 

This manual is a compilation of existing policies and procedures for the education 
program. This book is a reference for your state affiliate. It should be reproduced and 
distributed to all members related to the education program: all instructors, Board 
members, and members of your education committee. 

As new policies are established we will distribute the information to your state 
association office for inclusion in this handbook, and for distribution to your key 
members. 

We look forward to continuing a successful education program and to working with 
your state affiliate to serve our industry. 



State Education Affiliate and Instructor Policies and Procedures Handbook 

7/2006   Page 4   

About NAMB Education 
 
Program Overview 
 
The NAMB education program provides educational opportunities to mortgage 
professionals. Through courses taught in classroom settings and online programs, 
NAMB creates continuing education for professionals that must meet state licensing 
requirements and those interested in furthering their knowledge of their industry. 

All aspects of NAMB’s education program are overseen by an Education Committee. 
Previous to the committee structure, the education program operated as a separate 
entity from NAMB called the NAMB Education Foundation (NAMBEF). The NAMBEF 
was established as an Arizona non-profit corporation on July 16, 1992. The corporation 
was organized exclusively for charitable and educational purposes under Section 501© 
(3) of the Internal Revenue Code. 

On January 1, 2001 the NAMBEF ceased operations and the education program was 
merged into the overall NAMB structure. Under the new structure the Board of 
Directors of the NAMBEF maintained their roles with the education program by 
forming the NAMB Education Committee. Under the reorganization the Education 
Committee has successfully created a more efficient, cost-effective education program 
that meets the educational needs of more mortgage professionals than ever before.  

A chronology of NAMB’s education-related activities is provided in Exhibit 1. 
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I. State Education and Affiliation Agreement 
 
Effective in 2005, NAMB’s education program was opened to all State Affiliates, 
formally known as State Partners.  Prior agreements were incorporated into the State 
Affiliation Agreement under Section 12.  A copy of the agreement is under Exhibit 2. 

With the launch of eLearning and e-NAMB University, a “web only” revenue share is 
available to all state affiliates. NAMB will provide state affiliates with a share of 
revenue generated from registrations in the web-based courses by students in the State 
Affiliate state. (See Exhibit 3)  

II. Faculty Requirements 
 
NAMB’s policies do not replace any State Affiliate instructor policies.  If a State affiliate has 
instructor policies, the instructor must adhere to NAMB’s policies and their state 
association’s policies.  At no time may an instructor teach any NAMB course within 
their own state boundaries without first completing all requirements in sections A 
through F.  
 

A. Membership 

NAMB instructors must be NAMB members in good standing. 

Instructors who fail to maintain their NAMB membership will be suspended from 
teaching until the membership is renewed at NAMB. A letter of suspension (see Exhibit 
4) will be sent from the NAMB Faculty Chairperson to the instructor, with a copy to the 
State Education Chair. Upon receipt of the membership at NAMB, full re-instatement 
will be instituted. 

Should an instructor resign or let his/her NAMB membership lapse, he/she also 
relinquishes their status as a NAMB instructor; they can no longer teach any NAMB 
course and can no longer wear the NAMB faculty pin.   

B. Teaching of Courses Offered by Industry Partners 

All NAMB instructors wishing to teach courses offered by industry partners must 
adhere to the training requirements of the third-party course providers.  

C. Basic Requirements for State and National Faculty  

1. State Faculty 
 
To become a state–level instructor, an instructor must: 
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a. Complete a Faculty Application form (Exhibit 5). The instructor candidate 
should submit the completed application to their State Education Director. 
The State Education Director should submit the application to NAMB’s Vice 
President of Education. 

b. Successfully complete a two-day NAMB approved Basic Instructor Training 
course.  

c. The NAMB approved Basic Instructor Training course must be completed 
before co-teaching a course.  

d. After completing items a, b, and c above, the instructor must then fulfill the 
following requirements for each course he/she is requesting instructor 
approval status:  

1) Enroll in and obtain a Certificate of Completion for the course. 

2) Co-teach the course with an experienced State Instructor (minimum 
acceptable level). In order to teach a course offered through an industry 
partner, the instructor must receive training by either the industry partner 
or a NAMB instructor that has been approved to provide training. 

3) Have the experienced State Instructor (or industry partner instructor) 
conduct an evaluation (Exhibit 6). If the evaluation is at least a rating of 
“good” or “above average” then the instructor may teach the course in 
which he/she was evaluated. If the rating is not “good” or better, he/she 
must “team teach” until he/she has reached the acceptable rating level.   

An individual with State instructor status may only teach in his/her “home state.” 
He/she may not go outside of his/her particular home state to teach. The instructor must 
meet the qualifications of a National Instructor to teach NAMB courses across state 
lines. If a person has membership in more than one state he/she must claim one as their 
home state.     

2. National Level Faculty 
 
There is one level of national faculty.  The qualifications are:  
 

1. Must have completed all of the state instructor requirements (listed above)  
2. Must be willing to teach NAMB courses throughout the country. 
3. Must be continually revaluated based upon student rating forms. 
4. Must have a minimum of a CRMS or CMC designation, or commit to getting 

the designation within 6 months.  
5. Compensation is $100.00 per credit hour plus travel expenses. ** 
6. Must have a minimum of five years experience in the mortgage industry.  

** When teaching on a state level within your home state, compensation is per state 
guidelines. 
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7. Must be nominated in writing by a State President or State Education Chair 
and by an existing National Instructor.  Nomination will then be reviewed 
and approved/denied by NAMB’s Education committee.   

 
 

D. State Responsibilities 

It is the State Affiliates responsibility to submit the following documents to the NAMB 
Vice President of Education: 

1. Faculty Application form (Exhibit 5). 
2. Instructor Evaluation form. An Instructor Evaluation form for each course 

the instructor seeks approval (Exhibit 6). 
3. Annual Instructor History form (Exhibit 7). The history form tracks the 

specific courses that each instructor is approved to teach.  
4. Course Evaluation form (Exhibit 8a) or 
5. Course Evaluation Compilation form (Exhibit 8b) 
6. Course Feedback form (Exhibit 9)  
 

In addition, the State Affiliate is responsible for the timely issuance and distribution of 
all Certificates of Completion for courses. A Certificate of Completion template is 
available in the Education Faculty section of NAMB’s web site. 
 

E. Instructor Responsibilities 

1. Course Duration. NAMB courses provide a variety of hours of education 
– 3 hours, 4 hours, 6 hours, 8 hours, 16 hours and 24 hours of classroom 
education. Each course includes a syllabus and breakdown of the amount of time 
to be spent for each course, and each module of a course. Depending on 
classroom interaction between instructor and student, there may be slight 
variations in the timing of a course. 

However, at no time may an instructor reduce the time spent teaching a 
NAMB course. Each course is to be taught in the time allotted for the class.  

If an instructor teaches a course in an “abbreviated” manner (for example, a 4 
hour course is taught in 45 minutes), written notice must be forwarded to the 
NAMB Faculty Chair indicating the instructor, date, time, and location of the 
course. The result will be immediate probation from teaching that course. 
The instructor will be required to return to team-teaching the course with a 
national level instructor until the national level instructor “signs off” on the 
instructor, which will immediately release the probation. This policy does 
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not affect instances in which an emergency (i.e., illness, fire, etc.) requires an 
immediate end to a class. 

2. Course Evaluations. Course evaluation forms (Exhibit 8a) are to be 
provided to students. The evaluations should be submitted to the 
appropriate contact at the state in which the course was held, or the NAMB 
Vice President of Education, as directed by the host state. Evaluations will be 
reviewed to track instructor ratings, student views on course materials, and 
areas of interest for potential new courses. Evaluations are a key component 
to NAMB’s classroom experience and every effort is to be made to encourage 
students to complete evaluation forms.  The course evaluations should be 
forwarded to the NAMB Vice President of Education on all classes, whether 
the instructor has state or national status.  The completed forms may be sent 
in their entirety or a compilation may be used.  A compilation example is 
included as Exhibit 8b.   

3. Annual History Form. All NAMB-approved instructors are 
responsible for maintaining records of their teaching assignments. After 
teaching a course, an instructor completes an Annual Instructor History form 
(Exhibit 7). One copy should be maintained for his/her personal records, and 
another provided to the State Affiliate who forwards a copy to the NAMB 
Director of Education.  

NAMB will not track teaching assignments for instructors. As State Affiliates 
host courses at their discretion, without NAMB involvement, NAMB will not 
have knowledge of which instructor has been hired to teach which course at 
the local level. Note: this form is available in the Education Faculty section of 
NAMB’s web site.  

4. Course Feedback Form. When appropriate, the instructor completes a 
Course Feedback form (Exhibit 9) and sends to NAMB’s Vice President of 
Education via email at education@namb.org or fax at 703-342-5905.  

F. Instructor Training Requirements 

Each potential NAMB instructor is required to successfully complete an intensive, two-
day instructor training program. Attendance at a NAMB approved Basic Instructor 
Training course does not automatically guarantee that the potential instructor will 
become part of NAMB’s or the State’s faculty. All participants in the course are 
evaluated on their performance. Students that do not perform well, as evaluated by 
facilitators of the course, are required to re-take the instructor training until they receive 
a satisfactory evaluation. 
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G. Attending and/or Scheduling Instructor Training 

 Instructor Training Attendance 

Members wishing to become NAMB instructors must register their interest in teaching 
with their state association with the submission of a Faculty Application (see Exhibit 5). 
The state association will make arrangements with the student and the NAMB Vice 
President of Education, for the student’s participation in instructor training.  
 
NAMB’s Vice President of Education will provide notice to State Affiliate 
representatives two to four weeks in advance of a nationally sponsored NAMB 
approved training program. All State Affiliates will be given an opportunity to register 
participants on a first-come, first-serve basis. Registrants in the course must be a 
member of NAMB, in good standing. 
 

 Scheduling Instructor Training 

a. An approved Basic Instructor Training program is offered by NAMB three to 
four times per year, at the discretion of NAMB’s Education Committee.   

b. Effective July 2003 State Affiliates can host this training according to their 
training needs, and at their expense.  

The State Affiliate must coordinate the details of the training directly with 
NAMB’s Vice President of Education, and must confirm the dates and 
location of the training with the NAMB Vice President of Education. 

The State Affiliate will be required to pay all expenses for each NAMB 
approved Basic Instructor training hosted by the state association. The state 
association will have to pay all travel related fees for instructors (two) and all 
facility fees (including, but not limited to: room rental, audio visual rental, 
food & beverage, etc.). 

There is a maximum attendance of 15 students and minimum attendance of 
10 students. State affiliate may determine whether or not to charge a 
registration fee for attendance at their training at their discretion. 

As with a nationally sponsored training, students are required to attend two 
full days of instruction in order to meet NAMB instructor status. The 
facilitators will also determine whether or not a participant needs to retake 
the training before moving forward in their pursuit to teach on behalf of 
NAMB; there are no exceptions. 

State affiliates hosting a training session are expected to allow attendance by 
participants in other State Affiliate associations, if the host state has not 
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utilized all 15 available spaces in the seminar. If space is available, the host 
state is expected to contact the NAMB Vice President of Education -- NAMB 
so that notification can be provided to all State Affiliate associations. Such 
notice is to be provided six to eight weeks prior to the training to allow for 
travel and other arrangements. 

Host states are required to provide a final roster of attendees to NAMB two 
weeks in advance of the training. There is a 100% cancellation fee for the 
cancellation of any state hosted training, at any time. There are no exceptions 
to the cancellation policy except for emergency situations (such as natural 
disasters like earthquakes, fire, illness of the instructor, etc.). 

H. State Affiliates Scheduling a Course and/or Hiring Instructors 

1. Hiring Instructors 
 
Many State Affiliates will hire instructors from within their state boundaries. In-state 
instructors are to be paid according to the pay scale agreed upon in their state. The State 
Affiliate will contact the instructor to confirm the details of the teaching assignment 
(such as date, location, course to be taught, registration expectations, a/v, etc.) 

Some states will utilize the services of National Instructors. If a State Affiliate has a 
relationship with a particular instructor, and would like to hire that instructor, the State 
Affiliate is welcome to contact the instructor directly to confirm the instructor’s services, 
but must notify NAMB’s Vice President of Education two weeks prior to the scheduled 
event to verify status of the instructor.  

If the state association does not have a preference for a particular National Instructor, 
the State Affiliate should contact the NAMB Vice President of Education for assistance 
in confirming a National Instructor for a course. The NAMB Vice President of 
Education will work with the chair of the Faculty Subcommittee to confirm a qualified 
instructor for the State Affiliate. Once confirmed, the State Affiliate will work directly 
with the National Instructor to confirm the details of the teaching assignment. The state 
association hosting the course is required to pay the instructor according to the pay 
scale outlined in Section II. 

The state association is responsible for reimbursement of all travel-related expenses 
incurred by the instructor to attend the teaching assignment. 

2. Scheduling a Course 
 
As instructors successfully teach NAMB classes around the country, the instructor may 
develop a rapport with students and be asked to teach a NAMB class in a private 
setting (e.g., an organization, company or other entity). 



State Education Affiliate and Instructor Policies and Procedures Handbook 

7/2006   Page 11 

NAMB is committed to education for all interested parties and supports the efforts of 
private entities to schedule NAMB classes. However, certain procedures must be 
followed when scheduling such a course. 

If a NAMB instructor is contacted to teach a NAMB class, the instructor must: 

a. Determine if the person, an organization representative, or company 
representative is a member of the state association in the state in which the 
class is to be taught.  

b. If the request for a NAMB course is being requested by a member of a state 
association, the instructor must refer the scheduling request to the association 
executive of the state association. The state association will coordinate the 
logistics of the class. The instructor that received the scheduling request will 
be asked to teach the course. 

c. If the organization, company, or person requesting the class does not have a 
state association membership, the instructor must refer the scheduling 
request to NAMB’s Vice President of Education. NAMB national staff will 
coordinate the logistics of the class. The instructor that received the 
scheduling request will be asked to teach the course. 

d. If there is a membership affiliation with the state association, the state 
association is entitled to any revenue fees due for hosting the course.  

e. If there is no membership affiliation with a state association, NAMB national 
is entitled to any revenue fees due for hosting the course. 

f. For any course that is scheduled, by a state association or NAMB national, the 
instructor is entitled to the instructor fee and reimbursement of travel 
expenses as paid by the organization or company requesting the course. 

g. At no time may an instructor independently schedule and teach a course. At 
no time is an instructor entitled to any revenue fees associated with hosting a 
NAMB course. 

Instructors that violate this policy will be banned from teaching NAMB courses. 

I. Canceling a Course and/or Instructor 

In the event, a course must be canceled for any reason; the course instructor should be 
notified immediately. Notification to the instructor should be in the following forms: 

• fax notification; 
• email notification; and 
• telephone notification. 
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Confirmations should be retained for fax and email notifications. If the instructor is not 
available by telephone, a voicemail must be left for the instructor. All forms of 
notification should be utilized for all cancellations. 

All cancellations will be billed according to the following time schedule. 

a. If a course is canceled at least thirty (30) days prior to the scheduled course, 
no charges will apply, except for reimbursement of any nonrefundable 
course-related expenses. 

b. If a course is canceled 21 days prior to the scheduled course, the hosting 
organization (State Affiliate or company) will be billed 25% of the instructor’s 
teaching fee. The hosting organization will also be responsible for full 
reimbursement of any nonrefundable course-related expenses. 

c. If a course is canceled 14 days prior to the scheduled course, the hosting 
organization (State Affiliate or company) will be billed 50% of the instructor’s 
teaching fee and reimbursement of any nonrefundable course-related 
expenses. 

d. If a course is canceled seven days prior to the scheduled course, the hosting 
organization (State Affiliate or company) will be billed 75% of the instructor’s 
teaching fee and reimbursement of any nonrefundable course-related 
expenses. 

e. If the course is canceled less than seven days prior to the scheduled course, 
the hosting organization (State Affiliate or company) will be billed 100% of 
the instructor’s teaching fee and reimbursement of any nonrefundable course-
related expenses (such as costs involved with the changing of airline tickets). 

When engaging an instructor’s teaching services, the hosting organization (State 
Affiliate or company) and instructor must mutually agree upon a fax number, email 
address, and phone number to be used for correspondence purposes. 

Payment for instructor’s fee and reimbursement to the instructor for all expenses is due 
within 30 days of receipt of the instructor’s expense report. Instructor must submit 
reimbursement request no later than 30 days from the date of the course being taught.  
If there are questions regarding any of the instructor’s expense items, the instructor 
should be contacted within 30 days to discuss the item(s) in question. 

III. Instructors Teaching Courses Offered Through Mortgage Insurance 
Companies  

 
Instructors that are currently employees of one mortgage insurance (MI) company are 
not eligible for training and/or teaching the courses of another mortgage insurance 
company. 
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IV. Recognition of Instructors 
 
State and National instructors can be recognized at local and national events by 
instructor pins. By wearing an instructor pin issued by NAMB our instructors are 
demonstrating that they meet all the requirements for teaching NAMB courses. 

One instructor pin is provided to each instructor. When a state level instructor reaches 
national status a National Instructor pin will be issued. 

Replacement pins will be provided to instructors at a cost of $10.00 per pin. 

V. Courses by Other Education Providers 
 
Several states recognize NAMB as the premiere industry education provider and have 
enacted state laws assigning NAMB the responsibility of approving all education taught 
within the state. NAMB understands that in addition to our education affiliates, there 
are other companies and organizations that offer high quality education to our industry. 

To maintain open channels of education provision to other education providers, and 
maintain the highest levels of quality for all education approved by NAMB, course 
approval process and guidelines have been established for the review of education 
materials created by outside vendors. This information is provided as Exhibit 10 and is 
also posted in the Education Section of NAMB’s website. 

 
VI. Course Materials 
 
Live classroom course materials are published on the NAMB website.  This includes the 
Leaders Guide, participant manual and PowerPoint presentation.  They are accessible 
only to the State Affiliate President, the State Education Chair and the State Association 
Director by using their NAMB User Name and Password.  Access to the material is 
keyed to these individuals’ NAMB profiles.  In order to add someone new, the old 
contact must be removed. 
 
In March of 2004, NAMB also contracted with an outside vendor for printing of these 
materials.  This service is available to all State Affiliates.  Please consult with NAMB’s 
Vice President of Education or Chair of the Education committee for details on its use.   
 
When preparing for a live classroom event, please make sure you have used the most 
up to date materials.  The Adobe Acrobat files are available for download from the 
NAMB website for use with your own printing vendor or by utilizing NAMB’s outside 
vendor who also maintains a database of the updated materials.   
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Prior to March of 2004, CD’s containing the materials were issued to the state affiliates.  
These CD’s are outdated and should no longer be used.  
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Exhibit 1 
 

 
 

CHRONOLOGY 
1992 – Present 

1992 
• NAMB educational activities managed from NAMB headquarters in Phoenix, AZ. 
• NAMBEF incorporated in Arizona. 
• Five state partners committed to the Foundation including Illinois, Florida, Ohio and Georgia. 
• A $20,000 contribution by a NAMB corporate affiliate provided ‘seed money’ for the design of 

educational programs and services. 
 
1994 
• Foundation secured additional financial support from affiliated NAMB state associations including 

Indiana, Ohio, Georgia and Florida. 
 
1995 
• NAMB/NAMBEF implemented agreement on the development of NAMBEF educational 

programs; however, no action ensued. 
• Foundation moved its offices from Phoenix, AZ to Las Vegas, NV. 
• Beyond the goal to develop and deliver education, Foundation leaders were undecided about the 

scope of the Foundation’s activities. 
 
1996 
• Task Force appointed to establish guidelines for NAMBEF development. 
• First paid chief staff executive appointed. 
• Task Force recommended that the Foundation review a variety of delivery channels. 
 
1997 
• Foundation staff directed to develop comprehensive ‘Plan of Work’ for 1997. 
• Monthly reports on projects/activities requested. 
 
1998 
• New ‘Plan of Work’ (for calendar year 1999) was requested. 
• Report(s) to NAMB members were requested. 
• Faculty Directory was requested. 
• Course deliverables could not be verified as having been completed as promised. 
• NAMBEF office in Las Vegas, NV was closed; office space was subleased. 
• NAMBEF offices moved to Association Management Group’s (AMG) offices in McLean, VA. 
• NAMB Board of Directors assumed close oversight of Foundation activities including budget 

development, course content, delivery, and funding. 
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• Task Force formed to redesign the Foundation and draft new Bylaws.  Members included Ginny 
Ferguson, Armand Cosenza, David Barton, Ralph Rosynek, Todd Williams, Terry Bivens, Chuck 
Rumbarger, and Brian Kinsella. 

• State Partner system defined: 
- Develop standardized training course design for the mortgage broker industry on national 

level. 
- Reduce training development to state partners. 
- Focus on inclusion of Leader Guides for all courses. 
- Seven Regional Directors appointed to serve as liaisons to states in their region(s). 
- Twelve state partners join NAMBEF. 

• NAMBEF User’s Guidelines developed to publicize: 
- Products and services of the Foundation. 
- Details of educational opportunities. 
- How to become involved in Foundation activities. 

• Cadre of qualified faculty organized on national level. 
 
1999 
• Face-to-face meeting held in February. 
• Budget included expectation of $50,000 in sponsorship. 
• Seventeen State Partners confirmed by February. 
• In February, NAMB appointed NAMBEF Board of Directors.  New Board elected Board’s 

officers. 
• NAMBEF Board set-up to serve State Partners without fanfare, personal agendas, and/or conflicts 

of interest. 
• All core courses rewritten. 
• Comprehensive course catalog developed. 
• Circle of Excellence sponsorship program created and ‘rolled out’. 
• NAMBEF website launched. 
• Updated Residential Mortgage School presented at the June annual convention. 
• Ted Farrell Scholarship Fund created. 
• Second Education Conference held in November in conjunction with NAMB Western Regional 

Conference. 
• Policy to hold State Partner meetings at national events established. 
• Sponsorship for Commercial Loan Brokering II course received from Alliance Funding. 
 
2000 

Fundraising 
• Sponsorship goal set at $100,000; $230,250 collected by June 2000. 
• Number of state partners increased to 22 by June 2000. 

Courses 
• Legal review and editing of all NAMBEF courses completed by June 2000. 
• Coordination of core course materials, printing, shipping completed. 
• New adult learning section of RML School completed. 
• Development of advanced commercial loan brokering course initiated. 
• Initiated investigation of use of PowerPoint visual aids versus Overheads. 
• Four new courses offered to State Partners by GEMICO (GE). 
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• “Power Up Your Skills” (courtesy of United Guaranty (UG) professional faculty). 
• New courses offered to State Partners by UG. 
• GE offered two scholarships to each State Partner in May 2000. 
• Freddie Mac-sponsored technology training program (with scholarships) set up. 
• Initiated investigation into use of e-learning. 
• Began search of co-operative educational ventures with other organizations. 
• National faculty listed on NAMBEF website. 

Communication 
• Education articles regularly featured in National Mortgage Broker Magazine. 
• NAMBEF website updated on a regular basis. 
• Regular communication with State Partner representatives established. 
• NAMBEF utilized newly designed booth at 2000 Annual Convention. 

New State Partner Benefits 
• GE courses. 
• UG courses. 
• Freddie Mac training scholarships. 
• UG training courses provided at State Partner educational conferences (at no expense). 
• Receipt of copies of updated course Leader Guides and Participant Manuals. 

Administration 
• NAMBEF 2000 Project Work Plan in place. 
• Monthly status reports produced. 
• New educational goals – including budget ramifications – in place. 
• NAMB and NAMBEF Boards agree to merge Circle of Excellence program with Industry Partner 

Program. 
• Decided to have NAMBEF staff supervised by NAMB Executive Vice President. 
• September 2000, New Foundation Director hired. 
 
2001 
• NAMBEF puts Foundation tax status into dormancy. 
• NAMBEF programs folded into NAMB; increases program efficiencies and reduces expenses. 
• NAMBEF Board dissolved and Board members become members of new Education Committee; 

subcommittee structure also set up. 
• Education Committee hires industry consultant to work with staff on all education programs. 
• Education Committee reviews all NAMB educational programs and activities. 
• Mississippi and Wisconsin join state partner program. 
• NAMBEF website folded into NAMB website. 
• Course materials placed in password protected area of NAMB website. 
• Successful educational programs held at Legislative Conference and Annual Convention. 
• Over 250 courses scheduled around the country. 
• California and Maryland associations drop out of the state partner program citing faculty-training 

demands as their reason. 
• Education Committee hosts three state partner meetings and four state partner conference calls. 
• Second set of core curriculum course books provided to all state partner associations. 
• Education program completes year with 23 state partners. 
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2002 
• Oklahoma, Tennessee and Massachusetts join state partner program. 
• NAMB, in partnership with United Guaranty, creates Road to Homeownership, a course targeted 

to consumers. 
• Accelerated Track program created to “fast track” instructors. 
• New courses added to curriculum, including: Credit Scoring, Commercial II.  
• Annual convention includes two days of courses with over 15 classes. 
 
2003 
• Three online courses launched: Credit Scoring, Ethics and Fair Lending. 
• New classroom-based courses added to curriculum: Diversity in Today’s Marketplace, 

Introduction to SubPrime, Advanced SubPrime, 203(k), and Small Commercial. 
• Basic and advanced instructor training provided to over 50 instructors. 
• State partner program boasts 26 state affiliate members. 
• Over 400 students participate in educational programs at Annual Convention. 
 
2004 
• Launched the online course: Small Commercial Lending For Residential Mortgage Brokers. 
• New courses added to curriculum, including: Reverse Mortgage, How to Process a Conventional 

Loan, and Construction to Permanent Lending 
• Updated the Advanced Commercial course 
• Added two new State Education Partners: Iowa and Washington  
• Performed three “Roll Outs” for: Montana, Iowa, and Washington 
• NAMB, in partnership with United Guaranty, created a Road to Homeownership contest where one 

state will win an “Education Fair” for delivering the most Road to Homeownership seminars in a 
year 

 
2005 
• The Curriculum Sub-Committee Completes review and updates of: 

o RESPA 
o TILA 
o Shedding Light on Credit Scoring 
o Introduction to Commercial Lending 
o 203k 
o Construction to Permanent Lending 

• The Education Committee Enters into agreements with two on-line course providers to increase the 
number of On-line Educational Opportunities to nearly 100 courses 

• The Education Committee streamlines the process for becoming a National NAMB Instructor 
• Performed three “Roll Outs” for: Maine, Arkansas, and Oregon 
• The NAMB Board of Directors approves the removal of State Partner fees, opening up Education 

to all State Affiliates 
 
 
2006 
• Preformed rollouts in Alaska 
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Exhibit 2 

 
 

NATIONAL ASSOCIATION OF MORTGAGE BROKERS 
AFFILIATON AGREEMENT 

 
 This Agreement, effective the _____ day of _________, 20__, is made between the 
National Association of Mortgage Brokers (“NAMB"), a Florida non-profit corporation, and 
________________________________________, a ______________ nonprofit corporation (the 
State/Regional Affiliate), for mutual consideration, agree to work together for the betterment of 
mortgage brokers as follows:  
 
1) Grant Of Charter 

a) Charter.  NAMB hereby grants to the State/Regional Affiliate, and the 
State/Regional Affiliate accepts by action of its governing body, a charter to be a 
State/Regional Affiliate of NAMB.  The State/Regional Affiliate shall use the 
designation "An independent State/Regional Affiliate of NAMB" or “An 
independent State/Regional Affiliate of the National Association of Mortgage 
Brokers” with authority to use such designation in connection with the activities 
of the State/Regional Affiliate. 

b) Territory. The State Regional Affiliate is authorized to operate in the specific 
geographic area identified in Exhibit A. The State/Regional Affiliate agrees to 
respect the mutual rights and responsibilities and the geographic territory of 
other associations that are a part of this affiliation. 

 
2) Obligations Of NAMB:   

a) NAMB’s obligations under this Agreement shall include the following: 
(1) Permit the State/Regional Affiliate to utilize the NAMB name in the name of 

the State/Regional Affiliate. 
(2) Collect dues for State/Regional Affiliates if that State/Regional Affiliate 

chooses to utilize that option. NAMB shall send State/Regional Affiliate’s 
portion of dues to them on the 15th and the last business day of the month 
following the collection of the dues. 

(3) Dedicate NAMB support staff to maintain and enhance the NAMB-
State/Regional Affiliate relationship. 

(4) Make products and services available to the State/Regional Affiliate that are 
designed to help the State/Regional Affiliate carry out its responsibilities 
under this Agreement, including compliance with the criteria for 
State/Regional Affiliate status. 

(5) Notify the State/Regional Affiliate of educational and other opportunities 
available to State/Regional Affiliate members, including those activities of 
NAMB that will take place within the territory of the State/Regional Affiliate. 

(6) Provide copy of NAMB Operating Budget. 
(7) Provide copy of NAMB Strategic Plan. 
(8) Provide copy of current NAMB Board of Directors Roster. 
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(9) NAMB shall notify the State/Regional Affiliate of changes to criteria for 
eligibility to be a State/Regional Affiliate. 

(10) Provide a Federal Government Affairs Staff to provide support in federal 
NAMB related issues. 

(11) Promote membership in NAMB state/regional affiliates. 
(12) Communicate to members of NAMB that membership in the State/Regional 

Affiliate and its chapters (as applicable) constitutes membership in NAMB. 
 
3) Obligations Of The State/Regional Affiliate 

a) The State/Regional Affiliate's obligations under this Agreement shall include the 
following: 

(1) Collect dues for NAMB. The state affiliate is obligated to send those collected 
dues to NAMB by the 10th of the month following collection. 

(2) Promote membership in NAMB. 
(3) State/Regional Affiliate Bylaws must be consistent with, but need not be 

limited to, the Bylaws of NAMB.  
(4) State/Regional Affiliate membership classifications shall be consistent with 

NAMB membership classifications. 
(5) Communicate to members of the State/Regional Affiliate that membership in 

the State/Regional Affiliate and its chapters (as applicable) constitutes 
membership in NAMB. 

(6) The State/Regional Affiliate agrees to respect the mutual rights and 
responsibilities and the geographic territory of other State and Regional 
Affiliates that are affiliated with NAMB. 

(7) Promote and encourage the use of NAMB programs, products and services. 
(8) Coordinate Federal government affairs efforts with NAMB Government 

Relations staff 
• Communicate Federal policy concerns to the NAMB Legislative 

Committee. 
• Avoid conflicting policy positions. 
•  With respect to the Congressional and Executive Branch contact, relate 

significant issue feed back to NAMB Government Affairs staff. 
• Coordinate lobbying activities with NAMB Government Affairs staff 

(9) Comply with the Criteria for State/Regional Affiliate status: 
(a) Corporate and tax status verification 

1. Submit a copy of State/Regional Affiliate’s Articles of Incorporation 
2. Submit a copy of State/Regional Affiliate’s current Bylaws 
3. Submit a copy of the state/Regional Affiliate’s Federal tax exemption 

letter 
(b) Comply with all state and federal laws 
(c) Annual Reporting – this report is due no later than 90 days after the close of 

the State/Regional Affiliate’s fiscal year. 
1. Outline of State/Regional Affiliate activities for the past year 
2. A list of current officers and delegate council representatives, with 

current contact information and term expiration dates 
3. Copies of Certificates of Insurance for General Liability and Directors 

& Officers Liability Insurance  
4. A copy of the State/Regional Affiliate’s IRS 990 filing. 
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5. A copy of the State/Regional Affiliate’s annual corporate report to the 
state in which it is incorporated and a copy of any bylaw amendments 
made during the year. 

6. Notification of any pending or active litigation against the 
State/Regional Affiliate. 

 
4) Political Action Committees 

  
The Federal election Commission (FEC) considers all Federal PAC’s of NAMB 
State/Regional affiliates to be “affiliated” with NAMBPAC. To avoid problems with 
the FEC statute, rules and regulations, activities regarding contribution/donation 
limitations to candidates for federal offices need to be coordinated/ reported to 
NAMBPAC. The State/Regional Affiliated PAC will be responsible for 
communicating their Federal contributions/donations to the NAMBPAC Treasurer 
at least quarterly. The affiliated State/Federal PAC shall appoint a member 
(preferably the Treasurer or Chairman) to serve as a member of NAMBPAC to better 
coordinate and prevent NAMBPAC from exceeding the contribution/donation levels 
set by the FEC for all federal candidates 

 
5) Voting Representation.  State/Regional Affiliates have the privilege and obligation to be 

represented at all meetings of the Delegate Council of NAMB by two (2) delegates. Such 
delegates shall represent and be authorized to cast the votes of the voting members of NAMB 
who are also members of such State/Regional Affiliate.  

 
6) Compliance With Laws and Insurance.  Each party warrants that it has and shall continue to 

comply with all applicable laws, regulations, and other requirements that may affect its 
performance of this Agreement.  Each party warrants that it shall make all required filings, 
such as annual corporate filings and tax filings, as may affect its corporate or tax status.  
Each party shall maintain appropriate liability insurance. 

 
7) Separate Entities; Indemnification; NAMB Activities 
 

a) Separate Entities.  NAMB and the State/Regional Affiliate expressly acknowledge and 
agree that they are, and shall remain, separate entities and that no partnership or agency is 
created by virtue of this Agreement.  As such, neither party shall be authorized to incur 
any liability, obligation, or expense on behalf of the other.  The State/Regional Affiliate 
is not liable or responsible for the debts or obligations of NAMB and NAMB is not liable 
for the debts or obligations of the State/Regional Affiliate. 

 
b) Indemnification.  In furtherance of the above intention and agreement, NAMB hereby 

agrees to indemnify and hold harmless the State/Regional Affiliate, its officers, directors, 
agents, members and employees, from and against any action, suit, proceeding, claim, 
damage, liability, obligation, cost or expense which may arise by reason of any act or 
omission by NAMB, or any of its officers, directors, affiliates, or employees thereof.  The 
State/Regional Affiliate hereby agrees to indemnify and hold harmless NAMB, its 
officers, directors, agents, affiliates, and employees, from and against any action, suit, 
proceeding, claim, damage, liability, obligation, cost or expense which may arise by 
reason of any act or omission by the State/Regional Affiliate, or any of its officers, 
directors, members, or employees thereof. 
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c) NAMB Activities.  NAMB, may, by way of mutual consent with the State/Regional 

Affiliate, conduct its own activities within the specified geographic area identified in 
Exhibit A during the term of this Agreement. Such activities include, but are not limited 
to, NAMB’s Annual Convention, Leadership Conference and Legislative Conference.  

 
d) The State/Regional Affiliate shall refrain from entering into an official relationship with 

another national individual membership organization serving mortgage professionals 
without prior written approval of NAMB. 

 
8) Termination Of Charter.  Either party may terminate this agreement immediately by written 

notice upon the occurrence of any of the following events: 
 

a) If the other ceases to do business, or otherwise terminates its business operations. 
b) Either party may terminate the Agreement at any time during or after the initial term, 

without any further obligation to the other party, upon at least sixty (60) days’ prior 
written notice to the other party. 

c) If the other shall fail to promptly secure or renew any  license, registration, permit, 
authorization or approval for the conduct of its business in the manner contemplated by 
this Agreement or if any such license, registration, permit, authorization or approval is 
revoked or suspended and not reinstated within sixty (60) days; 

d) If the other materially breaches any material provision of this Agreement and fails to cure 
such breach within thirty (30) days of written notice of such breach from the non-
defaulting party to the defaulting party; 

e) Effective immediately and without notice if the other becomes insolvent or seeks 
protection under any bankruptcy, receivership, trust deed, creditors arrangement, 
composition or comparable proceeding, of if such proceeding is instituted against the 
other (and not dismissed within ninety (90) days); or 

f) 90 days after the one year anniversary of the Agreement if the parties, after entering 
discussions in good faith, have not re-signed the agreement. 

 
Effect of Termination. Upon termination or expiration of the Term for any reason, all 
rights and obligations of the parties under this Agreement shall be extinguished, except 
any rights and obligations of the parties under Section 9 shall survive any termination or 
expiration of the Term. 
 

9) Warranty; Limitation Of Liability 
 

a) Warranty.  NAMB makes no representation or warranty, express or implied (including 
implied warranties of merchantability and fitness for a particular purpose) concerning any 
educational materials, educational programs, membership publications or any other 
article or service provided hereunder.  All guarantees, warranties, conditions and 
representations, either express or implied, whether arising under any statute, law, 
commercial usage or otherwise are hereby excluded. 

 
b) Limitation of liability.  The State/Regional Affiliate acknowledges and agrees that 

NAMB shall not be responsible for any damages, which the State/Regional Affiliate may 
incur from any cause, whether liability is asserted in contract or tort (including 
negligence).  In no event shall NAMB be liable to any person for loss of profits, loss of 
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use, loss of production, loss of goodwill, or incidental, indirect, consequential, or special 
damages of any kind. 

 
c) Limitation of Liability. NAMB acknowledges and agrees that the State/Regional Affiliate 

shall not be responsible for any damages, which NAMB may incur from any cause, 
whether liability is asserted in contract or tort (including negligence). In no event shall 
the State/Regional Affiliate be liable to any person for loss of profits, loss of use, loss of 
production, loss of goodwill, or incidental, indirect, consequential or special damages of 
any kind. 

 
10)  Appeal 
 

A State/Regional Affiliate may request an opportunity to present an objection to a 
proposed modification of its geographic area identified in Exhibit A or a proposed 
termination under Section 7 to the NAMB Board of Directors, in which case the proposed 
action shall not become effective unless and until ratified by the NAMB Delegate 
Council. 
 

11) Compliance Requirements.  
 

NAMB shall submit to the State/Regional Affiliates, by December 31 of each calendar 
year, a report documenting the extent to which the State/Regional Affiliates have 
complied with the requirements pursuant to section 3.a.(8) of this agreement. Failure to 
comply with the requirements of this section shall be grounds for immediate termination 
of this agreement by the State/Regional Affiliate. If, by December 31 of each calendar 
year, NAMB fails to document full compliance with the requirements of section 3.a.(8) of 
this agreement by at least fifty (50) percent of all State/Regional Affiliates, a 
State/Regional Affiliate may terminate this agreement on seven (7) days written notice. 

 
12) Education State Partners 
 

 the state of ____________ chooses not to participate as a NAMB state partner program. 
And the following section is no longer part of this agreement. Initials of the signee: 
_________. 
 
State/Regional Affiliates agree to the following conditions for curriculum licenses for each 
NAMB course: 
 

a) Leader's Guides and Student Manuals for each course will be utilized and followed to 
ensure that learning objectives are adequately covered. 

b) No omissions will be made to the instructional content of curriculum. 
c) No new instructional material will be added to the course without prior approval of 

NAMB's Education Committee. (New material should be reserved for annual curriculum 
updates and revisions.) 

d) Licensee acknowledges and agrees that the instructional materials, including but not 
limited to Leader's Guides, Student Manuals, online courses, sample testing materials, 
visual aids, worksheets, student handouts, related books, support reference materials and 
other educational curriculum items, are the sole property of NAMB, extended to the 
Licensee for use and controlled distribution. These instructional materials are not the sole 
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property of any one person, entity, organization or group of individuals by right, authority 
or possession other than NAMB who gives notice that all rights are reserved.  

e) No NAMB course, whole or in part, including but not limited to Leader Guides, Student 
Manuals, Internet courses, participant handouts, or other course materials owned and 
copyrighted by NAMB may be used in the creation of a new course by a state affiliate for 
teaching in the state’s association without written permission by NAMB. 

f) Licensees are authorized to duplicate Leader's Guides for distribution to approved faculty 
members as deemed appropriate and necessary for proper course instruction. 

g) ALL instructors will be advised to check with the state association office or the state's 
responsible curriculum representative immediately prior to instruction of any course to 
ensure that the most recent changes to curriculum have been incorporated into the 
Leader's Guide and Student Manual. 

h) Licensees are authorized to provide updated forms and/or loan documents to course 
participants and incorporate instruction of any form/document change(s) to current 
curriculum provided NAMB is notified of the change to be incorporated in advance. 

i) Curriculum "Updates" forwarded electronically by NAMB will be promptly inserted into 
the Leader's Guides and/or forwarded to all instructors who maintain copies of the 
Leader's Guides. 

j) Licensees may provide sections of a Leader's Guide to an invited guest instructor solely 
for the purpose of specific content instruction; however, complete NAMB copyrighted 
Leader's Guides may not be given to guest instructors who are not approved faculty 
members. 

k) Licensee is granted all permissions to deliver, present, duplicate, and/or instruct the 
curriculum and its components to members and non-members residing within the 
physical boundaries of the specific State and State Partner Mortgage Brokers Association 
licensed by this agreement except NAMB shall have the exclusive right to deliver, 
present, duplicate, and/or instruct its curriculum and its components at any event holding 
NAMB sponsored educational courses or classes (such as NAMB sponsored events or 
non-NAMB sponsored events, i.e., regional events). Further, Licensee agrees and 
acknowledges that any developer of a course or class has the right to deliver, present, 
duplicate, and/or instruct that course or class at any event. No presentation, delivery, 
duplication or instruction of these instructional materials, is licensed, granted, afforded, 
expressed or implied to individuals, groups, associations, gatherings or meetings of 
persons assembled outside the physical boundaries of the State or geographic coverage of 
the State Partner Association licensed by this Agreement. 

l) No sub-licensing, singular presentation agreement, or presentation not previously defined 
as permissible by this Agreement shall be undertaken by any individual or groups of 
individuals without the expressed written permission of NAMB. 

m) All presentation, delivery, instruction and/or use of the instructional materials shall be 
conducted in the realm of public access, regardless of membership, according the strictest 
interpretation of this Agreement.  

n) All presentation, delivery, instruction and/or use of the instructional materials shall 
conform to the highest standards of quality, expectation, policy, and performance as 
defined by NAMB. Licensee agrees and acknowledges it shall be the sole right of NAMB 
to employ any and all necessary means to protect, preserve and maintain the highest 
levels of integrity and professionalism in providing the instructional materials to the 
licensee and its audience. 
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o) Licensee agrees and acknowledges that no waiver of the right to amend, change, alter, 
delete, add, remove or replace any and all of the instruction materials is hereby made by 
NAMB to any one person or entity as the result of mutual execution of this Agreement. 

p) Licensee, in conjunction with NAMB, is responsible for approval of and monitoring of 
all faculty members.  All instructors must be members of State Affiliate and NAMB in 
good standing.  All instructors must follow NAMB guidelines per the State Partner Policy 
& Procedure manual. 

q) Licensee agrees to provide NAMB with an updated contact list for the three (and only 
three) individuals who should receive all communications from NAMB 

r) Licensee agrees to list, advertise, and otherwise promote the following NAMB courses by 
their Full Names and CEU value as listed on Education portion of the NAMB Web site, 
www.namb.org 

 
 
13) Miscellaneous 
 

s) Entire Agreement.  This Agreement (together with any exhibits hereto) constitutes the 
entire Agreement between NAMB and the State/Regional Affiliate with respect to the 
subject matter hereof.  This Agreement may be amended only by a writing executed by 
both parties. 

 
t) Controlling Law.  This Agreement shall be governed by and construed in accordance 

with the laws of the State of Virginia, and venue for any litigation arising hereunder shall 
be the State of Virginia. 

 
u) Waiver.  Any waiver by either party to this Agreement of any provision shall not be 

construed as a waiver of any other provision of this Agreement, nor shall such waiver be 
construed as a waiver of such provision with respect to any other event or circumstance, 
whether past, present, or future. 

 
v) Severability.  If any provision of this Agreement is determined to be invalid or 

unenforceable in whole or in part, the remaining provisions shall be enforceable to the 
maximum extent possible. 

 
w) Successors and Assigns.  This Agreement shall inure to the benefit of the parties and their 

successors and assigns.  Neither party may sublicense or assign any of its rights or 
obligations under this Agreement without the prior written consent of the other party. 

 
x) Notices.  Any notice contemplated by, or made pursuant to, this Agreement shall be in 

writing and made by courier, facsimile, or mail addressed or directed to NAMB at 7900 
Westpark Drive, Suite T-309, McLean, Virginia 22102 or the State/Regional Affiliate at 
the home or business address of the President of the State/Regional Affiliate in office at 
the time the notice is sent.  Either party may change the address for notice by 10 days 
advance written notice to the other party. 

 
y) Term. The term of this agreement shall be one year and shall be automatically renewed 

unless either party provides 60 days written notice of cancellation, except as otherwise 
provided in section 11. 
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IN WITNESS WHEREOF, the parties have caused this Agreement to be executed by their duly 
authorized representatives, effective as of the date first written above.  
 
FOR THE: 
 
____________________________________________________________ 
(State/Regional Affiliate Name)      
 
 
(Signature) 
 
____________________________________________________________ 
(Name) 
 
State/Regional Affiliate President 
 
_________________________________________ 
Date) 
 
 
FOR THE: 
NATIONAL ASSOCIATION OF MORTGAGE BROKERS 
 
 
              
(Signature) 
 
              
(Name/title) 
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Exhibit 3 

 
 
 

Dear State Education Affiliate: 
 
NAMB has produced six online courses as of June 2006.  The courses are available to 
members and non-members.  They are 
 

• A Study of the Nation’s Fair Lending Law 
• Mortgage Broker Business Ethics 
• Reverse Mortgage 
• Shedding Light on Credit Scoring 
• Small Commercial Lending for the Residential Broker 
• SubPrime Lending: “What You Need to Know” 

 
The amount of revenue share will be determined by the number of students in a state 
that sign-up for, and pay for NAMB’s online courses.  The revenue share for these 
courses are as follows, with the larger percentage of the revenue share going to the 
state affiliate association. 
 
60/40 for 50 students or less 
65/35 for 51 to 100 students 
70/30 for 101 to 200 students 
75/25 for over 200 students 
 
The revenue share will be determined by monthly reports submitted to NAMB staff 
tracking registration for the online courses.  The revenue share will be determined on a 
quarterly basis.  Revenue checks will be distributed to state affiliates approximately 45-
60 days after receipt of the tracking report from the web hosting company. 
 
In addition to these NAMB courses, NAMB may partner with an outside vendor to 
provide online education to our members at a reduced cost.  The revenue share for 
these courses may be based on a different scale.  Please consult with NAMB’s Vice 
President of Education for this information. 
 
We hope that your state association leaders and members will be pleased with the 
possibility of additional revenue coming to your association. 
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Exhibit 4 

 
 

 
Dear NAMB Instructor: 
 
A recent review of the National Association of Mortgage Brokers (NAMB) membership 
records indicates that your membership has lapsed.  As you know, membership in 
NAMB is a requirement for all NAMB instructors. 
 
Due to the lapse in membership, your teaching privileges are suspended immediately.  
Once you have renewed your membership in NAMB, I will be happy to reinstate your 
teaching privileges.   
 
I understand that there is generally a lag time between the time a member renews 
his/her membership with the state association, and the time the national office receives 
notification of the membership renewal.  Therefore, if you have renewed your state 
association membership, and wish to maintain your instructor status with NAMB, please 
have your state association forward confirmation of your renewal to NAMB’s Vice 
President of Education at education@namb.org  
 
If you have already renewed your membership with NAMB, I apologize for the 
inconvenience.  If you have not renewed your membership with NAMB, please do so as 
soon as possible to regain your instructor status. 
 
 
Sincerely, 
 
 
 
Faculty Chair 
National Association of Mortgage Brokers 
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                                Exhibit 5 
 

 
 

Faculty Application  
 

Individuals interested in becoming an instructor for NAMB courses, should complete this 
application and submit it to the Education Director of their State Association.  Qualification 
standards are provided in Section II, Faculty Requirements, in the State Affiliate Policy and 
Procedure Handbook. 
 
Applicant’s name: _______________________________________________ 
 
Address: ________________________________________________________ 
 
City________________________________, State __________  Zip__________ 
 
Phone: _________________________Fax: ____________________________ 
 
E-mail address  ___________________________________________________ 
 
Social Security number:_________________________(for 1099 information) 
 
My interests are in teaching the following courses: 
  
 ____ State and Federal Compliance Courses   
 ____ Residential Mortgage Lending (3 day course) 

____ Introduction to Commercial Loan 
 Brokering (3 years’ commercial experience required) 

____ Credit Scoring 
____ Sub-prime lending 
____ Ethics Course 
____ Appraisal or Self employed analysis 
____ Fraud/Quality Control Course 
____   FHA/VA (2 years’ FHA experience and must work for a company that has at least 

a mini-eagle designation) 
 
Experience as an instructor:   ________________________________________ 
________________________________________________________________  
________________________________________________________________  
________________________________________________________________  
________________________________________________________________  
 
Number of years in mortgage business _______  
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Identify type of mortgage experience __________________________________  
________________________________________________________________  
________________________________________________________________  
 
Professional speaking experience if any – explain: ________________________ 
________________________________________________________________  
________________________________________________________________  
 
Why are you interested in becoming an instructor?  
________________________________________________________________  
________________________________________________________________  
________________________________________________________________  
________________________________________________________________  
 

Will your job permit you to travel and take time from the office:  ______________ 
 
Do you have any limitations: ie:  Geographical areas that you must teach in. 
______________________________________________________________________ 
______________________________________________________________________  
______________________________________________________________________  

 
I understand that I will be required to schedule myself to attend and review training courses prior 
to my becoming accomplished to teach.  I also acknowledge that I will not be paid as an 
instructor during that period 
 
I agree to sit for my designation examination within six months from the date I am accepted as 
an instructor 
 
I further acknowledge that all teaching texts and materials are the copyrighted materials of 
NAMB and that said materials and overheads are the property of NAMB.   I agree not to use the 
materials for any other purpose or for profit or gain.  
 
Dated this ______day of _____________________, 2____ 
 
By:____________________________________________ 
 
_______________________________________________ 
Print Name 
 
 
Upon completion, please submit this form to your State Education Director. 
 
 
 
_______________________________________________ 
Signature of State Association Representative 
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Exhibit 7 

 
 

Annual Instructor History Form 
 

Instructors and State Association Representative: Please complete and submit this form 
to NAMB, c/o Education Department, 7900 Westpark Drive, Suite T309, McLean, VA 
22102.  Fax 703-342-5905 or email education@namb.org   
 
Instructor Name: _________________________________________________ 
 
Email Address: ___________________________________________________ 
 
State Affiliate: ____________________________________________________ 
 
Please provide the following information: 
 
Courses approved to teach: 
 
 Course         Date taught         Original Co-Instructor 
 
1. ____________________     ___________    ___________________________ 
 
2. ____________________     ___________    ___________________________ 
 
3. ____________________     ___________    ___________________________ 
 
4. ____________________     ___________    ___________________________ 
 
5. ____________________     ___________    ___________________________ 
 
6. ____________________     ___________    ___________________________ 
 
7. ____________________     ___________    ___________________________ 
 
8. ____________________     ___________    ___________________________ 
 
9. ____________________     ___________    ___________________________ 
 
10.____________________    ___________    ___________________________ 
 
11.____________________    ___________    ___________________________ 
 
12.____________________    ___________    ___________________________ 
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Additional Information: 
 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
 
 
____________________________________________     __________________ 
 
Instructor Signature       Date 
 
 
 
____________________________________________     __________________ 
 
State Association Representative     Date 
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Exhibit 8a 

 
 



State Education Affiliate and Instructor Policies and Procedures Handbook 

7/2006   Page 35 

 
Exhibit 8b 
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Exhibit 9 

 
 

COURSE FEEDBACK 
 

INSTRUCTORS: Please complete this form if you locate any clerical or content errors, 
or if you have suggestions for improving the course content.  Forward this form along 
with the course evaluations and roster.  Send them to NAMB, c/o Education 
Department, 7900 Westpark Dr., Suite T309, McLean, VA 22102 or email to 
education@namb.org or fax to 703-342-5905. 
 
Name of Course: _________________________   Number of Hours: _______ 
 
Reviewer: ______________________________________________________ 
 
Problem Area: 
 
Section: ________________________________  Page:__________________ 
 
Current text material: 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
Suggested change: 
______________________________________________________________________
______________________________________________________________________ 
 
 
Problem Area: 
 
Section : ________________________________  Page:___________________ 
 
Current text material: 
 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
 
Suggested change: 
 
______________________________________________________________________
______________________________________________________________________
______________________________________________________________________ 
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Exhibit 10 

 
 

COURSE APPROVAL PROCESS AND GUIDELINES 
CURRICULIUM SUB-COMMITTEE  

 
 
OVERVIEW AND PURPOSE: 
 
To deliver quality courses to the NAMB membership enhancing the Broker’s business 
by educating and informing those individuals employed in the mortgage business.  
Quality mortgage education will benefit the consumer as well as the state regulatory 
agencies.   
 
Course development, review and updates of existing courses are a constant, which 
requires continual funding resources.  Therefore, in order to insure a successful flow of 
this task the curriculum sub-committee chair, staff and the industry partner’s chair need 
to work in concert.  The funding source for legal reviews and new course sponsorship 
will be the lenders and industry funders who purchase our product.   
 
The NAMB courses (core live courses) need to be packaged in a manner that will afford 
reciprocity for all the state regulatory agencies.  The goal we need to obtain is that our 
CEU’s can be used across the board with NAMB as the provider not the individual 
states.   
  
The Curriculum Subcommittee needs to continually work with enhancement of Strategic 
Partners in an effort to deliver the best educational criteria to the membership.  On-line 
education must be an on-going platform that needs to be refined and made deliverable 
to the membership as well as the state regulators.  The regulators need to be educated 
and made comfortable with on-line testing and security, which is a work in progress.   
 
 
SUBCOMMITTEE SELECTION: 
 
The curriculum subcommittee is made up of 8 individuals who are knowledgeable in all 
facets of the mortgage brokerage business.  They should have background and show a 
propensity for education, which should be reflective on their résumé’s.  i.e. state faculty, 
state education chair, training and education provider, etc. 
 
The terms are as follows:  2-3yr terms, 2-2yr terms, 2-1yr terms.  Nominating 2 new 
people can rotate the terms each year, and those already in position moving down in 
the terms outlined above.  This way the newest person gets the longest term having an 
opportunity for continuity for a three-year period.  The subcommittee would be 
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continually developing new members building a pool of competent individuals who can 
learn from those already on the existing subcommittee.                                                                               
 
The selection of the members for this subcommittee should consist of the current 
education chair, staff and curriculum subcommittee chair.  The curriculum sub-
committee chair should be appointed from the 2-year term group allowing them to step 
down and assist the next chair during their last year’s term.   
 
NEW COURSE DEVELOPMENT AND REVIEW FLOW: 
 
Any individual, lender, industry partner, trainer etc. who wants to have a course 
reviewed and booked as a NAMB approved course must follow the following steps:   
 
Submit a letter outlining the course content and flow along with the course contents on 
CD to: 

Vice President of Education 
National Association of Mortgage Brokers 

7900 Westpark Drive, Suite T309 
McLean, VA  22102 

 
Prior to the course moving to the Subcommittee for review, and prior to actual 
development if approved by review committee, the provider should receive a 
confirmation letter from NAMB.  
 
The letter should be drafted by NAMB legal and should outline the rules the provider 
abides by.  The authors should be given credit as the author of the course and the 
amount of CEU’s their course would carry.   
 
Further, the letter should detail the fact that once NAMB accepts their course, the 
authors do not have any rights to dictate how and when the course is delivered, nor any 
residual rights to the course.  As the author, they would be afforded the right to teach 
the course at NAMB functions.  (There should be a separate and distinct list of authors 
that are allowed to teach their courses from the actual NAMB faculty that teaches other 
various courses)   
 
The author will be expected to teach the course to all NAMB instructors as a Train-the-
Trainer class.  NAMB will pay the author the appropriate instructor fee for the Train-the-
Trainer session.  The faculty committee will make the decision as to whom the 
instructors will be, not the author of the course.   
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The author will be contacted for further updates and reviews to the course to keep 
ongoing and current but will work within the constraints of the curriculum subcommittee.  
 
This letter of understanding should be sent to the author and be signed prior to any 
additional course development or review. 
 
Upon committee acceptance of a proposed course, the Industry Partners chair may be 
contacted to match a sponsor with the course for the necessary funding to proceed on 
with the process.  
 
Legal review is a requirement for all new courses.  Payment for review will be charged 
on a case by case basis, at the discretion of NAMB’s Education committee.   
 
Once the funds are established, the author and staff can move forward to develop the 
course.   
 
The committee needs to establish a realistic time line for the course development and 
roll-out. 
 
EXISTING COURSE REVIEW AND COMMITTEE MEETINGS 
 
All existing courses and reviews go through staff. 
 
A log should be kept to record dates courses and reviews are received, letters sent to 
authors, etc.   
 
A monthly phone conference should be held with all 8 members present including staff.  
The new courses and review items need to be sent to the committee a minimum of two 
weeks prior to the meeting so they can be reviewed.    
 
If only updates are required to revise an existing course, the committee will review and 
allow staff to forward the appropriate revisions to the states, and NAMB faculty.  A 
system should be set in place that states sign off on most recent revisions to NAMB 
courses.  Updates to industry materials need to be facilitated weekly.  
 
The above follow-up should be given to State Regulators as well keeping them informed 
as to changes, updates etc.  
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                                                           Exhibit 11 
 
 
 
 
 
 

 
By signing this document, I, ____________________________, herby certify that – 

(Print name) 
 
A. I have received a copy of the document titled “State Education Affiliate and Instructor  

Policies and Procedures Handbook” revised June 2006;  
 
B. I have read and understood the contents of this document; and  

 
C. I agree to adhere to the policies and procedures outlined in this document.  

 
 
 
By: ____________________________________________________ 

Signature of Instructor/State Association Representative 
 
 
Date: ___________________ 
 (MM/DD/YYYY) 
 
 
Please fax this form to 703-342-5905 to the attention of the Vice President of Education at  
the National Association of Mortgage Brokers after obtaining the instructor’s signature.    

 


