
Notice of Incomplete 
Application



We use the “Incomplete Applications” to identify loans 
requiring an NOIA.

The Branch managers and Loan Officers are required to 
monitor the Incomplete application pipeline and send 

out the NOIA based off of the application date.

Notice of Incomplete Application 

*To add to the pipeline 
view to track the letters 

that have been sent, 
using the Deadline field.



To start your notice of incomplete 
application, you will need to first add 
commitment conditions to your file.

1. Go into the eFolder.

2. Open up the conditions tab.

3. Use the plus sign to add a condition. 
(you can add a blank condition or a 
select a condition from the conditions 
list or set)
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Best Practice: 

Make sure to select condition from the 
commitment condition set OR create a 
custom condition from blank 
conditions. 

If opting to add a blank condition, you 
need to select commitment type as 
commitment to ensure it pulls on NOIA 
document. 
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Best Practice: 

Complete your conditions as 
required: 

A blank condition will allow you to 
completely free-form the External 
Description. 

A condition from the condition 
sets can be edited as needed, but 
will already have preset text 
included.
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Then, go to Forms – M/I 
Notice of Incomplete 

Application to complete the 
required fields. 

Enter the deadline date for the 
NOIA letter.

Forms – M/I Notice of Incomplete Action

Then, go to Forms – M/I 
Notice of Incomplete 

Application to complete the 
required fields. 

Enter the deadline date for 
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Printing & Sending the NOIA 

Once you have 
added the  
conditions and 
completed the 
M/I Notice of 
Incomplete 
Application 
screen, go to your 
eFolder and add 
NOIA document 
and “request.” 



• Then Preview the 
document and 
click “Send” 

• An editable 
template email 
will appear. Click 
send 
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