
Withdrawing an Application



Withdrawing an Application

Prior to any action within 
Encompass, you will need to make 

a note in the conversation log.
There are three action taken 

reasons permitted. See 
slide 6-12 for specific 

withdraw 
guidance/approved not 

accepted guidance



Withdrawing an Application

If you loan has been 
locked, you will need 

to send a 
cancellation through 

Optimal Blue.



When an application needs to 
be withdrawn, go into forms, 
notice of incomplete action.  

Press the application 
withdrawn button, enter the 
NOIA issued date, and press 

save.

Withdrawing an Application
When an application needs to be 
withdrawn, go into, forms, notice 

of incomplete action. 

 Click the button with the 
applicable reason for withdrawing 

the loan and press save.

If it's withdrawn by buyer,  Press 
the application withdrawn button.

If it’s being withdrawn because 
buyer won't provide needed 

information, Press the File closed 
for Incompleteness button.

If it’s approved and buyer doesn't 
like the terms, Press the 

Application Approved but not 
Accepted button.



When you have 
completed the action 
taken, press the save 

button and the withdraw 
is now complete.  You 
can confirm the file is 

withdrawn by reviewing 
the M/I Borrower 

Summary – Origination 
screen.

Withdrawing an Application
When you have 

completed the action 
taken screen and 

pressed the save button, 
and the withdraw is now 

complete.  

You can confirm the file 
is withdrawn by 

reviewing the M/I 
Borrower Summary – 

Origination screen.

You will also get the 
following error when 

trying to go back into the 
loan.



Withdrawn/Approved not 
Accepted (ANA) Guidance

 



Withdrawn/Approved Not Accepted Guidance 

Please find the guidance on how to determine if a loan should be completed as Withdrawn or 
Approved Not Accepted.  

Upon receiving a loan application, MIF must notify the applicant(s) of the status of the loan within 
30 days, whether we have a complete or incomplete loan application. 

Generally, the notice to the borrower should be approved, declined, or withdrawn.



Withdrawn/Approved Not Accepted Guidance 

Withdrawal

Use this option if, within 30 days of application, a credit decision has not been made on the 
account and the borrower has expressed either verbally or in writing they no longer want to move 
forward with their loan application.  This is also used if the file is “conditionally” approved.



Withdrawn/Approved Not Accepted Guidance 
Application approved but not accepted.

If an Approved with conditions credit decision is provided, and the borrower decides not to move 
forward, the reason for withdrawal will be “Application approved but not accepted.”

Definition of approved is subject to loan documentation: have we determined creditworthiness? 
Do we have credit, assets, and income validated? (no outstanding LOXs, gifts, income or asset docs)

Conditional approval does NOT = approval (this is a change on how we view “approval”)

HMDA Definition of Approved Not Accepted:
Full UW credit approval needed.  All credit checks, income verification, and credit worthiness requirements are complete 
and met.
This would mean - 
The loan has no remaining prior to approval income, assets and creditworthiness conditions (Ex: Earnest Money deposits, LOE 
for large deposits, VOE to show breakdown of (type) income, etc.).

Managers will use their discretion to determine if the “approval threshold has been met. 
Please note documents and conditions should also reflect the approval of loan (cleared conditions)

 



Withdrawn/Approved Not Accepted Guidance 

File closed for Incompleteness

It is our goal to provide every applicant(s) adequate time to provide the required documents. 

If Borrower fails to return the necessary documents to extend credit. LO will issue a “ Notice of 
Incomplete Application” (NOIA), which will detail the missing documents and provide the 
response time (i.e., 30 days). In the event the borrower fails to return the necessary documents 
after sending the NOIA, the loan should be withdrawn, using “File closed for incompleteness.”

(Ex. If you send a NOIA giving the borrower 30 days to respond, and there is NO communication, 
you may only issue one more 30-day NOIA on the loan file- Our goal is to allow a max of 60 days 
total)

If the borrower responds to the NOIA by sending some or all of documents requested, then the 
LO should document the loan, and the clock would then start again.



Approved Not Accepted  - Example



Incorrect Actioned File

File was actioned as 
Approved Not Accepted.

File should have been 
actioned as Withdrawn.
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