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M/ T FINANCIAL, LLC

A Subsidiary of MS1 Homes. Inc.

Role of a Loan Specialist

A loan specialist’s principal duty is the timely and accurate packaging of loans originated for submission
to underwriting and final preparation for closing for all M/l Homes borrowers. They must verify all
information provided on the loan application. This includes checking employment status, assets, and
outstanding debts. You will work closely with the borrower to obtain any missing or additional
documentation that is needed to comply with lending guidelines and regulations. In addition, the loan
specialist must set the appropriate expectations about the loan process so that we may successfully
complete the sale of the M/l Home while maintaining a high degree of customer service our borrowers
expect and deserve.

The following is our loan specialist standard operations procedure manual, which we have adopted to
ensure there is a clear understanding of their duties and responsibilities so that we may continue to
enjoy a respectable relationship with the M/l Homes Division and their home buyers.

Service Level Agreements:

Commitment Letter — Loan Commitment letter to be sent to the borrower within 2 business days from loan
assighment.

Submit to Branch UW for Clear to Close —a minimum of 7 business days prior to closing date.

Closing — Ready for Closing Disclosure box is marked to request closing disclosure a minimum of 7
business days prior to closing date and the LQCC/Credit refresh has been completed.
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M/ T FINANCIAL, LLC

A Subsidiary of MS1 Homes. Inc.

Milestones

R ED] slerts & Messages  Log i)
File Started 060126
] Application Finished 06M7Ti26
Submitted 06/18/26
= Cond. Approval finished 06/22/26
[H Processing OB/25126
Cond. Revieswy 0630026
[H] Clear to Close 0702126
[E] Ready for Docs 0704126
[ Docs Out 070526
(=] Funding 0709126
[H] Post Closing 0709126
[E] Purchasing 074126
[H] completion 08M 3126

The loan specialist will primarily work in the Processing milestone.

Milestone Tasks are required to be completed prior to “Finishing” the Milestone.

Processing Worksheet for J

Corp UV % Days to Finish -24 05/23/2026 03:43 PM
Loan Processor % ] Finished
Underwriter %
Documents eFolder Tasks
[ Bank Statement [ order sppraisal
|:| “erification Of Employment |:| Crder Final Inspection
[ Property Tax Bil [ Crder Final ‘verbal OE
|:| Loan Commitment |:| Crder Homeowners Insurance
|:| Loan Commiment - TX * |:| Order Mortgage Insurance
IM* |:| Flood Certificate |:| Run and Review Mavert
Compliance Report received | 05720025 * |:| Run DUAUS findings - Processing
Paystub reviewed ; 05/21/26 * Send Commitment Letter completed on 05/22/2026

Income and Debt Worksheet received : 05521128
Loan Commitment received : 05/21/26

Initial Processing Loan Review

Pipeline

‘ | Action | Screen Shot

Version 09/1/2026 M/l Financial Encompass Loan Specialist SOP Page 5 of 60



M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

The Pipeline is the starting
point for processing, viewing,

and managing loans. Pipeline View | Processor - Concitioned ~ . =l
Processor’s pipeline views Frocessor - &I

ist of- Loan Folder |Pipeli nicdtinried rehiv
consist ot Proceszsor - Followy Up
All — entire pipeline Fitter: Last Finished I pracessor - 30 Day

Processzoar - 90 Day
I 4 [1-10 ~ | of 10 F Pl

Conditioned — Loans where
last finished milestone is
Conditional Approval

Follow Up — Loans with new
Alerts, Conversation and Task
follow up.

Processor 30-Day — Est
Closing date within 30 days
Processor 60-Day — Est
Closing date within 60 days

Go to pipeline: Processor —
Conditioned

Within your Processor —

Conditioned pipeline view, AR oo - Condtioned = C =
the new loans that have

been initially approved and Loan Folder |Trﬂining v| [1 include Archive Loans ~ View | My Loans w
ready for commitment letter Fiter: Last Finished Milestone = Cond. Approval and Mortgage Loan Commitment Date = Empty Date Field
will appear. I4 4 [1-29 ~|of 29 j | Show Total Loan Count

Alerts  Mess Linked  Loan RWumber  Borrowwer Mam - File Start Date Loan Amaourt Mote Rete  Lock
Double click on the loan you

= = = S = =
wish to open. 000M002E2 5 Firstimer,  0207/2025 320,000.00 7i2 5
000100279 5 Bowdd, & 02M05/2025 525,000.00 7500 )

This will bring you to your

Processing Milestone B slerts & Messages  Log [EMl| Processing Worksheet for Processor User
M Compliance Review - Did Mot Pas: 02026025 ~
. " c . 0213
Worksheet M Send il Disclosures 120825 Corp UW CQ,  Days to Finish 21
M Loan Estimate Expires 030825 Loan Processor Processor User (processor) Q [ Finished
. Lock expired 04025025 Underwriter CQueuve Branch Underwriting (g- Q
You will be able to access Lt Data Comparison -
. i i Documents
yOUr Ioan through th is = engn eDfsclosures 02026025
B eSign eDisclosures 02726125 [ weritication Of Mortgage Or Rert
worksheet. H eSign ebisclosures 02126125 [ Praperty Tax Bil
[ econzert Accepted - Kentucky In - 02026125 [ Property Insurance Policy
E Documerts esigned 02126125 RS 1098
E cocuments esigned 02026025 [ Social Security Award Letter

[ Pension Award Letter
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Conversation Log

M/ T FINANCIAL, LLC

A Subsidiary of MS1 Homes. Inc.

1 | Reviewing the loan:

Conversation Log — Review Forms ~ Took  Services
Notes & Comments Wiorkflow Tasks -~
This can be viewed in Tools, File Contacts
Conversation Log. Canversation Log
Tasks
ALS Tracking
Rep and Warrant Tracker
2 | Conversation Log: Conversation Log
Review the notes from the Date Lser ID Mame Company Fallaw Up Meeded
Ioan Of_ﬁcer branch 04107126 o PREGLAL Mo
o D441 4026 e Disclosed Mo
underwriter, and corporate 04121026 - Review Mo
underwriting to determine 04122026 - A40RES DOC REVIEW Mo
any additional information Called on 04107126
Date Tue, 04/07/25 11:42 AM by Gilbert Arthur Luera (gluera)
that may negd to be Hame =
addressed with the Company |

borrower.

The conversation log is to be
used to keep everyone
informed about what is going
on with the loan and
conversations with the buyer.

New Comments.

Previous Comments

04/07/25 11:42 AW MTBB Inventory - ctc from ck'sav - D1C on income

pending:
= Driver's License for all applicants
o Please alzo include for your spouse
= L7597 for all applicants

Copy of Visa for all applicants

. Payment of 1% lock deposit once contract is executed for promotional financing

. Complete AccountChek for Azset Verification - link sent separatehy

. Copy of Buyer's Broker Compengation Agreement that you signed with your reaftor

Version 09/1/2026
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M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

M/1 Borrower Summary Origination

1| Go to the M/l Borrower
Summary Origination Page
and 1003 URLA pages to
review loan details.

Services

1003 URLA Part 1
1003 URLA Part 2
1003 URLA Part 3
1003 URLA Part 4
1003 URLA Continuation

M/l Borrower Summary - Origination

Banked - Retal ~] RESPAGEntered

Gurrent Status | Actve Loan

Channel

T appicaion s E]

[~] HMDA Action Date Jf =]

Borrower Information Ho co-appicant

Additional Information

Borrower 3 ¥ CoBorrower g3
The M/I Borrower Summary - | | vemome T | vestraToe | =
Origination screen, needs to

LastName | America Suffix || LastHame  Firstimer Suffic
be reviewed from top to = CENEN = [EEE
bottom SO you have an Marital Status [ Married ~ Martal Status v

Preferred Contact Method - Select All That Apply Preferred Contact Method - Select All That Apply
overview of the entire loan. — RETo HommProne 514577688 | 3 D

Work Phone | 614-418-8749 | | &3 Work Phone  123-456-7830 k=1

cet 145705281 | [7] @ cet ol

Accept Text/sms [¥] Accept Text/sMS v
E-mail O= E-mal Iyates@mihomes. com =

Foreign Address

[ empioyee Loan

Initial UW Submission Type [ Automated Approval ~
2]

Undenwriting Stage

Services

Order Credit

roduct and Pricing

ICE Fees.

Mortgage Insurance
Run Mavent
Truework - VOWOE

The Waork Number

°
S
g o
E]
o
g
g
2

Order 4506

Foreign Address ]
Street Address Strest Address 1630 N Taiman Ave JAcoouniChek 3.n,1
Unit Type: CRETS 7Y [ ~ Order Fraud
Uit # ] 3 Order Appraisal
Best Practice: Review the Mil Borrower
o Roview -
o Summary - Origination screen top to
ale i :

bottom. This will give you an overview of
Zip
Country the loan. Q [ wiPrequalteter |
How Long at Curl Once you have reviewed this screen, 3y 6™
Housing [% please continue to the URLA 1003 screens |arv Housing Expense

— 221000/ Month)

Borrower First-Time Homebuyer? Yes | v Co-Borrower First-Time Homebuyer? v

LT Sy o Maziinn Sama aa Current

Version 09/1/2026
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M/ T FINANCIAL, LLC

A Subsidiary of MS1 Homes. Inc.

1003 URLA Forms

1| 1003 URLA Part 1 Screen —
Review for accuracy for the
borrower’s information.

Note that all blue fields
indicate a required field that
needs to be completed.

Check present monthly
housing payments, military
status, marital status, and
Citizenship.

2-year residence history
required.

Make any necessary
corrections as you review the
URLA.

1003 URLA Part 1

To be completed by the Lender:
Agency Case No

Lender Case No | 000100470

Section 1: Borrower Information

1a. Personal Information - Borrower

[C] Permanent Resident Alien
[_] Men Permanent Resident Alien
Country of Citizenship

Type of Credit | | am applying forindividual credit.

| am applying for joint credit.

Expected Borrower Count 1

Borrower Count 5] 1

Marital Status

Married

[] separated

[] unmarried (20 [] Exclude Unmarried Addendum

I « Isthere a person who is not your legal spouse

but wha currently has real preperty nghts
similar to these of a legal spouse?

Domestic Relationship Type

First Name Alice

Middle Jon Test Loan

Last Name Firstimer Suffix

Alternate Names W
SSN 991-91-9891

DoB 01/15/1985 =

Citizenship U.S. Cilizen

[ Print UL/ NULI 6 URLA
Print both ULI/ NULI and Loan #
URLA Lean identifier | 000100470/549300PXL 1KASTOL20820001

1a. Personal Information - Co-Borrower No Co-applicant
Use Additional Borrower (Joint) Format 7

First Hame

Middle

Last Hame Suffix

Alternate Names Eg

SSN

DOB it ]
Citizenship U.5. Cilizen

Permanent Resident Alien
Non-Permanent Resident Alien

Country of Citizenship

Marital Status
Married
Separated }
Unmarried (2) 7] Exclude Unmarried Addendum
I s Isthere a person who is not your legal spouse
but wha currently has real preperty nights
similar to these of a legal spouse?
Domestic Relatienship Type

2| 1003 URLA Part 2
Review information for
completion:
=  Employer - check
start dates,
addresses. 2-year
history required.
= Income including
income from other
sources.

Make necessary corrections.
It is the loan specialist’s
responsibility to verify,
update and calculate income.

Any material changes should
be escalated to Branch UW
for review. Loan Officers will
assist on loans requiring
redisclosures or
restructuring.

Does Not Apply

Employer or Business Name
Foreign Address [
Street Address

Unit #
City
State
Zip
Phone

Country US

Paosition or Title
Start Date ) | B

How leng in this line of work Years

Unit Type I ﬂ

1b. Current/Self Employment and Income - Borrower

X | show al voE

0 | Months

Version 09/1/2026

M/l Financial Encompass Loan Specialist SOP

Page 9 of 60




M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

1003 URLA Part 3
Review information for
completion:
= 2a. Assets
= 2b. Other Assets -
Enter EMD here — it
will flow to URLA-
Lender M6. “Cash
Deposit on Sales
Contract”
= 2c. Liabilities — use
the Show All VOL
button to see all the
liabilities and make
changes.
=  VOL-Cross
reference the Credit
Bureau to review
liabilities.

Click the Link Liabilities
button to link a mortgage
liability to the REO.
= 3. Financial
Information-Real
Estate — Use Show
All VOM button

EMD Example:
2b. Other Assets You Have - Borrower and Co-Borrower

Borrower Does not apply
Co-Borrower Does not apply

Bor/Cob/Both Asset Type Other Description Cash or Market Value

[ sowmX
| =] —
| =] —

Borrower Total 5,000.00 Total Other Asset Amount 5,000.00

IBorrower s IEarnest Money

(<l <l [<]

Co-Borrower Total

VOL Example:

S Aetts 8 Messages  Log 3 | vou

U/ Data Comparison 082296 | Credtor Type Basnce Morins Paymert Exclude Von. Pay o Be Paid Off

N AUS Data Discrepancy Alert 0727125 | HWTINGTHNTL Instaliment 14,189.00 43 37800 N N

eCansent Accepted - Alexander ¢ 084028 | o Revalving 30300 50 4100 N N

[ eConsert Accepted - Mitchel Dan 08410126 CR T
2 loan documert(s) retievert o828 Revolving 717.00 18 4000 N N

Crecit anslyzer has open issues 07221126
B Income analyzer has open issues  07/21125

O e — oste

[ rint “Se attached borrower's authorization” on signature .

To: (Name & Address of Creditor)

Foreign Address O
Hame B CARD W oemee [ m
Atin | x| =]
Address PO BOX 15369 | Ena | |=
City WILMINGTON
State
zip 19850
.| country us
Forms  Took  Services || Credior Comments |
won From
woE
oL we [ | [ printusers name [] Print usersob tite
WOR Phone | B14-415-8752
o Fax 6144156776
Werbal Verificalion of Employment
Werification of Addtiensl Leans Accountisionnation)

Wetification of Gifts and Grants Account Type Account in Name of Account Number
Venifiestinn i Miner Dasete = 1 - =

VOM Example:

Section 3: Financial Information - Real Estate

Borrower Ido net own any real estate

Co-Borrower Ido not own any real estate

Property You Own - Borrower and Co-Borrower >< I Show all VOM
Owned by IEurruwer v O Subject Property

Iéreign Address O Property is used as |Primary Residence [~
Street Address 123 Main 5t Property wil be used as I||'|\re5tme|1t ﬂ
Unit Type [~ units Other Description

City Columbus |

Property Value 550,000.00
State OH Property Status ] v

Zip 43218 Ins, Taxes, Association Dues l:l

Country us

For Investment Property Only
Mortgage Loans on this Property [[] Does not apply Monthly Rental Income l:l
Link Liabilties | Het Monthly Rental Income &

*Tip* Using the VOM and VOL Forms directly will allow you to view the
eFolder and other loans screen simultaneously.

Version 09/1/2026
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A Subsidiary of MS1 Homes. Inc.

M

1003 URLA Part 4

4c. Rental Income
on the Property You
want to Purchase -
For Purchase Only
should be completed
on investment
purchases (subject
property)

4d. Gifts or Grants —
Add Gifts, Grants
and/or Bond
Information

Investment (Subject Property) Example:
4¢c. Rental Income on the Property You want to Purchase - For Purchase Only

Complete if the property iz a 2-4 Unit Primary Residence or an Investment Property
Expected Monthhy Rental Income 2,500.00

Occupancy Rate 75.00 | %

Gift Example:
4d. Gifts or Grants You Have Been Given or Will Receive for this Loan Show al Gifts or Grants
Borrower Does not apply
Co-Borrower Does not apply
Bor/Cob/Both  Asset Type: Deposited Source Amt Applied to Amt Appliedto  Cash or
Cash Gift, Gift of Equity, Grant Down Payment Closing Costs ~ Market Value
[Borrow[v] [gift of cash ] e [v] [Parent (FumaF]v] 5,000.00 5,000.00
[INE2 2| 2| [v]
Total of Gifts and Grants 5,000.00

Verify Declarations and Demographic areas are complete.

eFolder Document Review

1

Go to the eFolder and open
the documents tab.

€% Encompass eFolder

eFolder Documents Help

Documents Conditions Packages History

Documents View Standard View

~ a2 A

Document Group | (All Documents) w

Documents (124)

At Fo Mame -« Deszcription

1 -4 Family Rider

1003 - URLA

2015 Settlement Service Provider List
Acknowledgement of Intent to Proceed
Acknowledgement of Receipt of Loan Est..
Afficdavit of Cocupancy

Affilisted Business Arrangement Disclozure
Amartization Schedule

Appraizal UCDP Report

Affilisted Buziness Disclozure
Amortization Schedule, Complete

‘2 B PR

Stacking Order

Nene

For Barrowe

All
Alice Jon Tes
Alice Jon Te:
Alice Jon Te:
Alice Jon Te:
All
Alice Jon Tes
All
All

Version 09/1/2026
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M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

Review documents by
double clicking on the
document icon.

Within Documents, Open
and Review the URLA, credit
& AUS, income analyzer.

You can utilize the dropdown
list to review specific areas.

When reviewing the credit, if
you are in a community
property state and the loan is
a government loan, confirm
a credit report has been
pulled for the non-
purchasing spouse and
liabilities are included in the
qualifying ratios.

! Documents

: Conditions Packages History
| Documents View  Standard View v @ #
Document Group | (All Documents)
Documents (84)
At Fo o Mame » Description

1003 - URLA

2015 Settlement Service Provider List
Acknowledgemert of Intent to Procesd
Acknowledgement of Receipt of Loan Est..
Affilisted Business Arrangement Disclosure
Bank Statement

er Consent to the Use of Tax Retu..

s 4 PARFTIOR—T

Review the attached
files by double clicking
the document icon.

Complisnce
Compliance Report
Compliance Report
Compliance Report
Compliance Report
Cover Letter

Credit Report

Credit Score Disclosure

PFREFPRRREREY P PF PR
g

Affiliated Business Disclosure
wiellz Fargo Statements

Credit Report

G Encompass efolder

eFclder  Documentt  Helg

+*®
=

4 Ootumest Lemdtony Pachmgen Hitery

- Documents Wiew ot Ve e

DoCumen] e E-.-'-l:-cum-

A3

w| Smcang Croer  Nese

For Borrgen
A3

Adcw Jon T

-] Ascw Jon

] Arkraran Credt Al Jon Tt

] Ackree{ STCE Daca ko Jon e

i Dacicaurs -
A oo a§

-] Arilaiag lieeds List - it Adew Jor et
Amortzg P EEang =
*] APPrET | g ribng 4
Apprail Al

Bank Slalerwnt Ml ey ey

a Bsrrivaved Crenil 12 e Libs o Tae Rt Bt o Tt
Borrorer Corment o he Liss of Ta Retu Al

w

Stacking Order

Far Bo

Anchy ¢
Andy ¢
Anchy ¢
Andy ¢
Anchy ¢
Andy ¢
Ancdy ¢
Andy ¢
Ancy ¢
Andy ¢
Ancy ¢
Anchy ¢
Ancy ¢
Anchy ¢
Andy ¢
Anchy ¢
Andy ¢
Ancdy ¢
Andy ¢
Ancdy ¢
Andy ¢
Ancdy ¢
Andy ¢
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| FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,
3
Review the documents in file | « ..
AT G Emcom F
for validity and to also i
] . . o eFclder  Documents  Help
determine if any additional i [—
{ Ootwmesh  Cosdtiors.  Peciages  Hislery
documents are needed from . e o
the borrower. e s Stching Onier | Mee
Dutuments (I, £ -
Confirm the income, assets, i Wil bt | f Pasnin
and other documentation varm? pr
. . i le ] A0 - U - Alcw Jon T
match the information within Y e A
B Apkrre Crest " Al Jor e
the URLA. & ArhTope xf_':_';i:“ ke Jon e
2y
& Akcw Jon
sk Al
[«] ke T Al
Sy mehal ay
Bard Sisesent Acw o T
a Brireei Cofchsl 12 B Lkisk ol Toie il Aok Jon T
Buowv e Gt o b Ly ol T R )
4
& Encompass eFolder
AS you reV|eW your eFolder Documents  Help
documents the Ioan Documents  Conditions ~ Packages  History
specialist is responsible for R === Vo ~ BN
I|nk|ng docu mentS tO Document Group | (All Documents) ~ | Stacking Order |None
conditions, annotate within e _ :
At Fo o pMame « Descrigtion Far Borrower Pair Type F:
the description area. = ~
1-4 Family Rider Al Closing Document A
E 1003 - URLA Alice Jon Test Loan First eDizclosure A
E} 2015 Settlement Service Provider List Alice Jon Test Loan First...  eDizclosure A
E; Acknowledgement of Intent to Proceed Alice Jon Test Laan First.. elisclosure A
E; Acknowledgement of Receipt of Losn Est... Alice Jon Test Loan First.. eDisclosure &
Affidavit of Ocoupancy Al Closing Document A
’—C‘g Affilisted Business Arrangement Disclosure  Affiiated Business Disclosure Alice Jon Test Loan First eDizclozure Y
Conditions
1 GO to Cond|t|0ns, & Encompass eFolder
Review the corporate and cFolder Help  Conditions
branch underwnter Documents ~ Conditions  packages  History
conditions. Conditions View =T
A full review of the AUS
ﬁ n d | ngs Sho u Id be Condition Mame & Do External Description Prior To
completed at this time. . _ o =
Social Securty Income 1 Frovide & copy of most recent Socisl Security award lett.. Approval
Stock Statements 1 Provide the most recent stock or bond brokerage statem...  Approval
Survey [u} Surveys are subject to reviewy priorto Closing. There can...  Closing
WOD - Verification of Deposit a Provide written werification of deposit evidencing & minim...  Approval

Version 09/1/2026
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M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

Encompass Verification Forms

VOE FORM DATA ENTRY

E mployment For Employment Status Employer Hame

B orrower Current Baca & Howard, P.C.

VOE is for IBurruwer Date W

Print "See attached borrower's autherization™ on signature ine. Badge/Employee IO I:l

To: (Name & Address of Employer)

Foreign Address ]
Name | Baca & Howard, P.C. ||ij Phone | 505-200-3800 =
Attn HR/Payrol | Fax | =]
Street Address |21 55 Louisiana Bhvd ME | Email |mary.curduva@.hacahuward.Cum =]
Unit Type | Suite Unit | 7000
City |Altruquerque |
stats |
Zp 87110 |
Country us
Employer Comments |
From
Title |5r. Loan Specialist | |:| Print user's name |:| Print user's job fitle
Phone | 281-205-2132 |
Fax |832-415-1205 |
Employer Information
Version 09/1/2026 M/l Financial Encompass Loan Specialist SOP
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M/ T FINANCIAL, LLC

A Subsidiary of MS1 Homes. Inc.

Verbal Verification
of Employment

Use the Verbal
Verification of
Employment form to
print a VVOE from
Encompass:
e Copy borrower
information
e Complete fields
e Print VVOE
from the
Custom Forms
and send to
eFolder
e Then filein the
VVOE
placeholder
using File
Manager

Verbal Verification of Employment

Exhibit 3 Copy Borrower | [ Gopy CoBorrower | | ResetForm

Form to be completed with new applications on and after 11/1/09

Loan Number: ggg100307 Borrower Name: | ajceKristens loan do not use Freddil
Employer Name/Company Name: | Employed
Validated Employer Contact Phone Number:941-555-1212

Employer Contact Name and Title:

Salaried Applicant
VVOE must be completed not more than 10 days prior to the Note Date.
Business Phone Number must be independsntiy verified. (Do not use the phone number from 1003
application unless verified)

Was Employer Business Phone Number located independent of the borrower? |[vas ﬂ
Identify Source:
Internet (List site or print page) or
[] Directory Assistance?

[ other: (note: Other cannot come from 1003 or borrower)
Borrower is currenty employed at company listed on 10037 [yog ~]
Is Borrower active or on leave? |active ﬂ

Borrower Current Position: | Ganeral Managar

Borrower's Start Date: 01/01/2016 Jeze]

Probabilty of confinued employment? [AgainstPolicy ||

(Lender) Verifier Information

Name:  processor User
Tile: | processor

Date: | pg10/2026

Phone Number: g514-123-4567

| Print o X
FormGrows  Standard Forns  Custom Fomms
LookIn [ Compenywide B Selected Forma (1)
Nome: Neme
) 50 Day Lefter ) Verbal Veriiation of Employment

) Appreisl Acknowiecgement
() Appreisal Resuest
[ Anprsissl Weiver
[ #RM Disclosure
) Borrower's Cerlifcation and Autherizstion
|| B Eroker Fee Agrezment
) Broker List of Services Performed
[} Buycovn Depost Agresment
[ Commitment Letter
E) Commitment Texas
) Compietion Escrow Transital
) Goncition Sunmary - ntnal and Extsrmal
) Cover Sheet forinfial Disclosures
[E) Detaile Gonitional Approval Letter - Enhanced Gondtions
[E) Disclosure - HUD Lea Paint
) Escrow Account nformation
) Escrow Agresment
) Extended Iterest Rate Agreement
) Final Document Delivery Fallw-Up Form
) First Morlgage Payment FAQ
[ GiftLetter
) How to Stop Linsoliotedt Mortgage Offers

() Close after print or preview Opfons:  Prnt forms with borrowerdata

@ Learn more. Preview print Printto Fle | AddtosFolder | Close
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M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

& File Manager

Unassigned B D | j | Auto Assign
hlame Diate:
E} BEUszerGuide.pof 0210726 03.23 PM

Select a file above and drag it te a document below

Documents
Stacking Order None

Mame &
D Rental Agreement
D Request to Share Information
D Retirement Statement
D Socisl Security Administration Authori
D Social Security Avvard Letter
[E] ssa 1099
D Supplemental Consumer Information F
[E] Tex Returns
[} T Borrower's Right to Choose Ins Pr
D T¥ Mortyage Banker Dizclosure

D T¥ Mortyage Company Disclosure

D Underyriting

D Uncleryyriting

D Unileryyriting

B urtitied

D LS Patrict Act Information Disclosun
D “erification Of Employment

D “erification Of Mortgage Or Rent

[E] wire Fraud Disclosure

[E] *vour Home Loan Toolkit

For Borrowerer Pair

AliceKristens loan

Lo

Alicekristens loan...

Alicekristens loan...

Alicekristens loan...

Alicekristens loan...

Alicekristens oan...

Alicekristens loan...

Alicekristens loan...

Alicekristens loan...

AliceMristens loan...

AliceHristens lnan
AliceKristens loan
AliceKristens loan

Alicekristens loan...

Alicekristens loan...

Alicekristens loan...

Alicekristens loan...

Alicekristens oan...

Alicekristens loan...

Alicekristens loan...
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M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

Sample VVOE:

q [ n ~ ] [mox [~]© @ | ke | [ vieworiginal | | Downkoad -+ | =)

: S Verbal Verification of Employment
Exhibit 3

Form to be pl i with new icati on and after 11/1/09.

Loan #: Borrower Name:

1 000100307 AliceKristens loan do not use Freddie
Employer Name/Company Name:

Employed

Validated Employer Contact Phone Number:

941-555-1212

Employer Contact Name and Title:

Salaried Applicant
VVOE must be completed not more than 10 days prior to the Note Date.
Business Phone Number must be independently verified. (Do not use the phone number from 1003 application uniesg

Y ON Was Employer Business Phone Number located independent of the borrower?
Identify Source:
Internet (List site or print page) or
O Directory Assistance?
O Other: (note: other cannot come from 1003 or borrower)
Y ON Borrower is currently employed at company listed on 10037
Is Borrower active or on leave? & Active [J On Leave
Borrower Current Position: General Manager
Borrower’s Start Date: 01/01/2016
Probability of continued employment? Against Policy
Self-Em d licant

Must verify existence of the business through a third source not more than 30 da jor to the Not
Business existence must be independently verified through a disinterested third party and supporting documentation i:

Please confirm with an X the type of verification obtained:
O CPA (Name):
O Regulator Agency (Name):
OContractor or Professional Association (Name):

Version 09/1/2026

M/l Financial Encompass Loan Specialist SOP Page 17 of 60



M

A Subsidiary of M/ Homes. Inc,

Verification of Mortgage (VOM) Form

| FINANCIAL, LLC

Address

123 Rental ¥ay, Antioch, TH 37011

| [] printusers name [ Print user’s job fitle

Print "See attached borrower's autherization™ on signature line.

3|0
§
B
H
-
<

| Antioch

Tl
37011
us

IZ

[[] Does Mot Apply

|

PS hd
Single Family ~

50,000.00
01/01/2015
05/07/2026
2000

v

|:| Subject Property
Property is used as |Primar5.r Residence ﬂ

Property will be used as IDther ﬂ
Other Description | Pending Sale |

Include in Export (deselect if this is duplicated

asset)
[ 1]

Number of Units

Mortgage Balance = 420,306.00

3,362.00

]
]
]
]
al o]

Morigage Payment 3

Gross Rental Income
Taxes, Ins, Expenses
Percentage of Rental
Participation %

MNetincome / Loss

Verification | VOM - VoM
of Pending Sale Property I=
M ortgage & Back-to- Primary Residence
(VOM) Back
Form .
1 Please note
on Pending
Sale homes, From
you will need e |
to exclude the
. Phone |
|Iat.)l||ty for Fax |
ratios on VOL
to read Property Information
co rreCtly- Foreign Address
Street Address
Unit Type
Tip: Using the Unit #
VOM Form City
allows you to State
view the Zip
eFolder Country
documents :
and URLAon a
different Present Market \Value
screen. Property Status
Type of Property
Purchase Price
Date Acquired
Pending Sale Date
Year Built
Comments
Additional Provider Data
Service Provider
Reference ID

I

Enc
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M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

VOM -
Investment
(Rental)

VoM
Property Is

Primary Residence

From

Address

123 Rental Way, &ntioch, TH 37011

Title

Fhone

Fax

Property Information

Foreign Address
Street Address
Unit Type

Unit #

City

State

Zip

Country

Aftach/Show Liens

Present Market Value

Property Status
Type of Property
Purchase Price
Date Acquired
Pending Sale Date
“fear Built

O
[ [~

Antioch
TH
37011

us

[_] Does Mot Apply

—
R
R

Print “See attached borrowwer's authonization” en signature line.

D Print uzer's name |:| Print user's job title

|:| Subject Property
Property is used as Primary Residence

Property wil be used as |Investment .

Other Description

Include in Expoert (deselect if this is duplicated

asset)
]

Humber of Units

Mortgage Balance &) 420,306.00
Merigage Payment = 3,362.00
‘Gross Rental Income 5,000.00
Taxes, Ins, Expenses 250.00
Percentage of Rental T75.00
Participation %

Net Income { Loss = 138.00

Comments

Service Provider

Reference ID

Additional Provider Data

Import Source

Encompass
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M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

VOM -
Primary to
Second

VoM

Property Iz

Primary Residence

From

Address

123 Rental ¥ay, Antioch, TH 37011

Title |

Print "See attached borrower's autherization™ on signature line.

| [] printusers name [ Print user’s job fitle

Phone |

Fax |

Faoreign Address
Street Address
Unit Type

Unit #

City

State

Zip

Country

Attach/Show Liens

Present Market Value

Property Status
Type of Property
Purchase Price
Date Acquired
Pending Sale Date
Year Built

Property Information

3|0
§
B
H
-
<

| Antioch

37011

I-'
=

[[] Does Mot Apply

Single Famiby
50,000.00
01/01/2015

1l

2000

|:| Subject Property
Property is used as

IF"rimary.r Residence

Property will be used as IS'ECurId Home

Other Description

Include in Export (deselect if this is duplicated

asset)
[ 1]

Number of Units

Mortgage Balance = 420,306.00

Morigage Payment 3 3,362.00

Gross Rental Income
Taxes, Ins, Expenses
Percentage of Rental
Participation %

MNetincome / Loss é‘l

Comments

Service Provider

Reference ID

Additional Provider Data
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M/ T FINANCIAL, LLC

A Subsidiary of MS1 Homes. Inc.

Verification of Liabilities

Step | Action Screen Shot
1 To review your
liabilities, use the VOL voL
(Verification of Creitar Type Bislance Marths |
Liabilities screen.) LOANCARE LLT Mortgage 480,344.00 338 q
MOHEL &MY IENT Installment 111,311.00 107
. . FMBO SLICE Installment 74,271.00 202 1
Tip: Using the \_/OL Form SOFI BANK, MATIONSL  Installimert 71,619.00 50 1
allows you to view the K12, FIN A Instaliment 44,555.00 &6
eFolder documents and
URLA on a dif'ferent VOL is for IBurruwer ﬂ Date |/
screen. D Print "See attached borrower’s autherization™ on signature line.

To: (Name & Address of Creditor)
=  VOL-Cross

Foreign Address O
reference the - .
. Name LOANCARE LLC (e Phone =
Credit Bureau
K Attn Fax =n
t.O r.eYI.EW Address 3637 SENTARA WAY Email =
liabilities. City VIRGINIA BEACH
State VA
Zip 23452
Country us
Creditor Comments
From
Title Branch UWW D Print user's name D Print user's job titlie

Phone 813-393-5778
Fax 813-880-0311

Account Information
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A Subsidiary of M/ Homes. Inc,

Generating & Sending Commitment Letter

1

Enter the conditions you are
requesting from the borrower
into the M/I Commitment Letter
screen.

This is a freeform entry.

These conditions will print on
commitment letter.

[EAJ[EH slerts 2 Messages  Log
M Compliance Review - Had Warning
M &S Data Discrepancy Alert

B 30 loan document(s) retrisved

B Credit analyzer has open issues
Income analyzer has open issues

Forms  Tools Services

FH& Management

FL Broker Cortract Disclosure

FL Lender Disclosure:

Frecdie Mac Addtional Date

GSE Addtionsl Proviler Data

Home Counseling Providers

HUD 1003 Addendum
HUD-92900LT FHA Loan Transmittai
Loan Estimate Page 1

Loan Estimate Page 2

Loan Estimate Page 3

W1 Appraisal Information

Wi Borrower Summary - Origination
W Closing Summary

Ml Commiimert | etier

Go to eFolder> Select Loan
Commitment > Click Request

eFolder Documents

Documents

Documents View  Standard View

Document Group | (All Documents)

Documents (77)
At Fo o Mame -

Conditions

[4 | miCommitment Letter

D965 pn commitment Letter

050726

s || Commitment Conditions List

osetes || Borrower to provide proof of the earnest money cleared;

0spips  |[oank statements (all pages) (2 months for “Conventional loans”:
must include the most recent showing funds cleared your account,
and the prior month) - $2,000; $1,000 AND $1,000 = $4,000
(Borrower can use AccountChek where Lender can pull this
information)
2) Borrowers to provide contact information for title
companies closing on their current home (544 Maplewood Lane,
Nashville, TN 37216) - Preliminary settlement statement reflect
positive net procesds and payoff of Cadsnce Bank
3) Borrower to provide contact information for new hazard
insurance
4) Borrower to provide signed/completed credit inguiry
letter (SEE ATTACHED)
5) Borrower 1 (Makeda) to provide a letter of explanation
on derogatory credit (AES/PHEAR)

Help

Packages History

v @

w | Ste

Description

Hazard Insurance Authorization, Recuire...

Home-Cravnership Counseling Acknovwled. ..

|_—C3 Howy to Stop Unsolicited Mortgages
HUD Approved Homeowenership Counseli...
|_—C3 Important tems After Your Loan Approval

IRS 4506C - Reguest for Transcript of Ta..
IRS 4506C - Reguest for Transcript of Ta...

Loan Commitment - Tx

.ommitment

Loan Commitment - Tx

ommitment
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M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

Texas Commitment Letters

1

Texas Commitment
Letters

You will enter the
conditions in the
State-Specific
Disclosure form.
These conditions are
added to the
commitment letter
as a freeform entry.

Go the eFolder and
select Loan
Commitment-TX and
click request.

Follow the same
steps as outlined in
the commitment
letter instructions for
previewing, saving,
and sending.

Confirming in
additional
disclosures
information that the
commitment date
has been filled in.

Conditional Approval Letter

Lock Expiration Date

09/302026 ||

Maximum Loan-te-\Yalue Ratio 96.500 | %

Laoan Type and Program

FHA 30 Year Fixed

Maortgage Broker/Banker has:

with:

Reviewed Applicant credit report and credit score Yes |:| Mot Applicable
erified Applicant inceme [v] ves [_] Net Appiicable

Verified Applicant available cash to close fes |:| Mot Applicable
Reviewed Applicant debts and other assets Yes |:| Mot Applicable

Applicant is approved for the Loan provided that the creditworthiness and financial position of the Applicant
do not materially change prior to closing and provided that the following additional cenditions are complied

| 1.Verification of Liguid Funds-to-Close

2 Verification of Current and Active Employment and/or other Income Source

3.Sufficient Homeowner's Insurance Dweling Coverage

4.All applicable letters of explanation

Conditional Approwval Expiration Date | T0/07/2026 :ﬁ

IRS 4506C - Reguest for Transcript of Ta_..

Loan Commiment - TX

G| Prt

WD S STIary
Additional Requests Information
A Appraisal Information

Loan Commitment - TX

Send

WHE AIE ICENSEU 45 @ MUTIYaye DIVKE! unuer

Mortgage Loan Commitment

‘I Mortgage Loan Commitment Date W

| Mortgage Loan Commitment Expires | /f

=

Please not - Texas loans ONLY: Both the Loan Commitment and Loan
Commitment-TX documents should be sent to borrowers

simultaneously.
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M/ T FINANCIAL, LLC
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Click Preview to
review the
commitment letter.

Locate and click save.

File the document to
a folder on your
computer.

Request

covershest anytime to receive documents slectronically for this loan.
Request from Borrower
For Borrower Pair | Andy America

Maime Sign Type
Loan Commitment eSignable

(@ Learn more

Confirm the documents you have selected. All requests will contain the EDN fax coversheet for this loan. You can use the fax

& | Frint | Send

Status Date

Re-reques..  D1/15i26

Cancel

Once you’ve saved
the document, close
the screen and click
Send

Request

Confirm the documents you have selected. All requests will contain the EDM fax coversheet for this loan. You can use the fax

anytime to receive d ts electronically for this loan.

Request from Borrower

For Borrower Pair | Andy America
MName Sign Type
Loan Commitment eSignable

@ Learn more

[& || preview | Print

Status Date

Re-reques... 0171528

Cancel
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M/ T FINANCIAL, LLC

A Subsidiary of MS1 Homes. Inc.

On the Send Request
pop up, locate and
click Send. This will
send a copy of the
commitment letter
to the borrowers.

Send Request X
Message
Sender Type Name Email
Current User ~ | |Catherine E Munast| |cr.|Unasteriu@mihumes.cum
Recipient Name Email Phone Number
Type
Borrower Andy America | |cmunastariu@mihumes com M: 205-805-5286 w
® Subject Important From Loan Processor: Documents Meeded to Complete our Loan Underwriting Proce <
i “|BrUAldS

Dear <<Recipient Full Mame ==, ~

As we move forward with your loan application, we need some additional documents to complete the

underwriting process. Your prompt attention to this request will help us ensure a smooth and timely

approval.

Documents Required: ¥
£ >
Notify Additional Users Motify me when borrower receives the package.

(0 Users selected) |:| Notify me when borrower does not access by 0212212026

Borrower Signing Options

*Borrower Signing Option Sign (electronically sign and return) “

Once you have sent
the Commitment
letter. Locate the
Loan Commitment
document
placeholder and Click
the Folder icon to
select the saved
Commitment letter
and upload the copy
to the eFolder.

Cance
_LE“rlj@;- @ & |

*Please note, a signed copy will automatically be uploaded into the
document holder if the borrower executes the commitment letter.

An important reminder: Itis imperative we delete all borrower
documentation from our computers after it has been uploaded into
loan files. Borrower documentation should never be stored on MIF
employee computers.
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M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

The Requested box
will check when the
commitment letter is
requested using the
Request button. The
Received checkbox
populates when a
copy is placed in the
document
placeholder.

Tracking

Status  Comments

Days to Receive | | |

Days to Expire | ||

Regquested From |

B | |cm|:lnasteri| Q,

[o22026 11:09 A
[] Re-requested
Received  [02/20/26 11:09 AN @~ | [emonasteri| @

[] Reviewed
[] Ready for UW
[] Ready to Ship

Once you have
completed this step
click Save. Then go to
the Additional
Disclosure
Information form to
verify that the
Mortgage Loan
Commitment Date
and Expiration has
successfully
populated.

Forms  Tools Services

Reduest for Transcript of Tax

Home Counzeling Providers
Settlement Service Provider List
Affilisted Business Arrangements
State-Specific Disclosure Information

Additional Feguests Information
M Appraisal Information

Appraisal Notice

We must receive your written request no later than I:I days al

Mortgage Loan Origination Agreement

We are licensed as a "Mortgage Broker” under

Mortgage Loan Commitment

|I Mortgage Loan Commitment Date

[ Mortgage Loan Commitment Expires

Document your
welcome call
conversation and
sending of the
commitment letter in
the conversation log.

Use the follow up
alerts to set
reminders.

Conversation Log

Date User D Mame Campany Fallowy Up Meeded
040E126 kbrawr-staut Commitment Letter welcome Call ille}

Called on 04/06/26

Date Mon, 04/06/25 4:02 PM by Kristen J Brown-Stout (kbrown-stout)

Name Commitment Letter

Company Welcome Call

Comments

Commitment Letter Notes
Welcome Call

Any important information relevant to loan file after talking to burruwarl

Follow Up.
Aert
Aert

Aert

o follow up on
to follow up on

to follow up on
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M/ T FINANCIAL, LLC

A Subsidiary of M/ Homes. Inc,

Processing the loan

Loan Processing — File preparation and Review

1

File Preparation and
Review

Whether the file is a Spec
or a To-Be-Built, you will
complete a full review of
the loan file.

The following steps will
prepare the loan for
branch underwriting
review.

Similar to the preparation for the Loan Commitment in the above steps, you
will review the loan file in great detail for accuracy.

File Preparation

Compare the earnest money deposit(s) and contract information
found in PIVOTAL (Sales System) with the information in
Encompass application and loan file. Check borrower(s) name(s),
vesting, property information including sales price, lot number,
subdivision name, HOA, and contract. Correct Encompass and
upload any new or missing change orders and earnest money
deposits. Upload copy of the property survey, if available,
Builder’s Certification and Plans and Specs for VA, if required.

M
M | HOMES Deposit Information
Property Type  |PUD |
Estimated Walue 509,740
Appraised Value
Lot Number 0230 D Spot Loan
Division Hashvile ﬂ
Subdivision Barton's Mil v
Contract Date | 05/19/2026 ]

Association/Project Dues (Condo, PUD)g 45 00
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Income Review

M

| FINANCIAL, LLC

A Subsidiary of MS1 Homes. Inc.

M

3

Review of income
Income analyzer/Day One

Certainty/ Manual
Calculation

Self-Employment

Rental Income

Income worksheets

See below in Vendor
Services for IA/TWN

Review the conditions in the eFolder as well as the AUS (DU/LP) findings to
determine the requirements to document the income. Check the eFolder
for sufficient supporting documentation received from the borrower(s). If
documentation is not sufficient or will be prior to closing, make a comment
in the conversation log and request from borrower.

As you review your documents you will link documents to conditions and
annotate within the description area. Mark the most recent documents to
be utilized as Current Version in Encompass.

(+]

Details

Name erification Of Employment ~
Description b2 5 day vvoe as of 12112725

For Borrower | Zpe—— -

Pair

For Miestone | (1] Cond. Review |

Access | AU, BM, CL, CU, FN, LA, LD, LO, LP, Others, PC, UW,

Conditions WOE - Verification of Employment

Files
Mame
|_—(‘3 “erification of Employment Report pf

Date Current “ersion
120221251235 PM

Loan Specialists are responsible for ordering tax transcripts if utilizing any
tax returns for income.

-

Request for Transcript of Tax

Income worksheets are required to be uploaded to the eFolder if using
Income Analyzer or manually calculating income.

Income &nalyzer Worksheet

If manually calculating income (not using IA), please upload the income
worksheet to the Income Calculation Worksheet document placeholder in
eFolder.

Income Calculation Worksheet

Always reference Underwriting Manual to check to check if documents
meet AUS/UW standards.
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M/ T FINANCIAL, LLC

A Subsidiary of MS1 Homes. Inc.

Asset Review

1 | Review of assets As you review your documents you will link documents to conditions,
annotate within the description area.
EMD deposits and

general review of asset Check the contract so your earnest money deposit amount matches the total
statements, matching amount shown on Encompass.
aCCOuntS and amounts to 2b. Other Assets You Have - Borrower and Co-Borrower
the URLA, sourcing large Borrower Does motapply
deposits, and checking Coerronsr - becs notapply
. Bor/Cob/Both Asset Type Other Description Cash or Market Value
ownershlp. Bath L] |Eamest Money B3| 10,000.00 |

All bank accounts should
be listed individually.

Review all conditions, including DU findings, to determine the requirements to document assets. Verify supporting
documentation received from the borrower(s). Thoroughly evaluate the asset documentation found in the loan
file for completeness (all pages), large deposits (requiring source), URL addresses, names other than borrower(s),
sufficient funds for closing, etc. If documentation is insufficient make a note to add to request from borrower.|

Check Current Version box Files

for most recent bank Mame Date Currert Yersion
statement that is being (£ ACH Deposit (17) pot 05021726 03:36 Ph

used.

Confirm you have all pages of the bank statements.

Hage 4 of &

2 | Review for Gifts

. . L. Paid Already by or on Behalf of Borrower at Cloging  Sub Total 45498100
Confirm if there are any

. 01 Deposit = 25,000.00
glfts asa pa rt Of the 02 Loan Amount 434981.00
purchase. Entel" in the 03 Existing Loan(s) Assumed or Taken Subject io
URLA part 4D and in the o @

. 05 Seller Credit 10,000.00
CD page 3, line LO6. Other Credita
04 Gift 5.uuu.uu'|
0w @
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If the gift is paid at closing,
the adjustment needs to
be designated as
Borrower in the CD page 3
paid by section.

For FHA loans, it must also
be entered on the HUD-
92900T and source of
funds marked as FHA-Gift-
(Source)

Bor/Cob/Both  Asset Type:
Cash Gift, Gift of Equity, Grant

Deposited

Source

Borrow|V | |(§_ﬂ of Cash

Adjustments and Other Credits
Cash to Close

™~ |'No [V | Parent (FrMAIFI[ v

T B

Amt Applied to And Appliedto  Cash or
DownPaymeni  Closing Costs  Market Value
f 5,000.00 'I
0.00 15,000.00
665.60

Paid By Adjustment Type
I | ~
Borrower
Seler
Lender
Erokar (Reaftor) :I"'
1 T
=l ~
Gifts [] Sefler Funded DAP Lo
1. Source /EN | | | wort
Oeovt [Inp ] Famiy Tota)
] other Mort
Amount of Gift Inter
2. Source JEIN | Qual
Oeowt [ue [ Famiy (1
[ other Loal
Underwriting Information

Underwriter Comment{ Equity On Pending Sale

Equity On Sokd Proparty
Equity On Subject Property
Gift Funds

Life Insurance Cash Value
Lot Equity

Other Type Of Dawn Payment
Rent iith Option To Purchase
Retirement Funds

Sale Of Chattel

Secured Borrowed Funds
Stocks And Bonds

Sweat Equity

Trade Equity

Trust Funds

Unsecured Borrowed Funds
FHA - Gift - Source WA

Final AUS:

Risk Assessment

Scored by TOTAL? FHA - Gift - Source Relative

31.368
Borrower Funds to Close Mortgage Payment-to-Income o
Total Fixed Payment-to-Income 39.819 5
Required 737465
Borrower Co-Borrower
Verified Assat: 90,210.28
|| Ve ssets - CAIVRS # | A181282635 A181234135
| | Closing Cost [ 1213883
Lop/sam [ ves No [ ves Ho
# of Months in Reserves 24
Total Seller Contribution
- Bridge Loan
Seler Contribution Pl
Source of Funds Checking/Savings
Deposit On Sales Contract
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See below in Vendor
Services for AccountChek
instructions.

Always reference the Underwriting Manual to check to meet if documents
meet AUS/UW standards.

Sales Contract

1

Sales Contract,
Addendums, and Earnest
Money Review

Review contract to confirm accuracy of sales price, property
address, lot number, subdivision, earnest money deposits and
borrower(s) names. Everything on the contract must match the
loan application.

M/T HOMES
PURCHASE CONTRACT

On a government loan (FHA, VA, and USDA), all purchasers listed
on the contract must be borrowers on the loan application.
Therefore, if a purchaser is not on our loan application, an
addendum must be completed to remove the purchaser from the
contract. However, a family member of a purchaser (including the
purchaser’s spouse), who is not a borrower, may be listed on the
contract without modification or removal.

Review earnest money checks and bank statements to determine if
the check is shown clearing on one of the statements already in the
loan file. If you are unable to show the check clearing, make a note
to add to the conversation log for ease of discussion with the
borrower.
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1

Check that
the URLA.

Credit transfers
Credit Inquiries

on the AUS.

Review of Credit Report

balances/payments match

Verify the “Credit Report
ID” number is the same as

As you review your documents you will link documents to conditions,
annotate within the description area.

Thoroughly review credit report. Make a list of any derogatory information found (bankruptcy, foreclosure, short
sale, etc.). Check for alerts, transferred accounts, and incomplete MERS research. Order any credit supplements
and/or MERS reports that are required. Check file for sufficient supporting documentation from borrower(s).

Credit History

Open Accounts
PMCE CARD ™esss | (800) 945-2000 Type: CREDIT CARD | Revolving

Balance $146 Opened 0972023
Paymant $60 | variable Last Paymant 0472026

44,400 Reported 042026
Status Pays as agree Total Months 30
Vendor EFX, XPN, INN) Ouner Individual
Ramarks:

1AN FEB MAR APR MAY JuN JuL AUG SEP ocT NOV DEC
2026
2025
2024

Disputed Accounts
No disputed accounts found.

Derogatory Accounts
CREDIT COLL T | (603) 570-1784
Balance 56 | Past Due$56 Opened 0672025
- Last Payment -
High Credit ported 0572026
Status Collection Total Months -

Vendor [rRujEFx, xPNy Oumer Individual
Ramarks:COLLECTION
ORIG CREDITOR: ALLSTATE IN COMPANY

Type: UNKNOWN | Open

2c. Liabilities - Credit Cards, Other Debts and Leases That You Owe - Borrower and Co-Borrower Show all VOL

Borrower Does not apply
Co-Borrower Does not apply

order Credt_|| view Credit || import Liabitties |

Unpaid Paid Monthly Included in
Company Name  Account Number Balance Off Amount Section 3

v||JPMCBCARD | — [[ 1as00| O] 50.00 | x
~|[creomcoLL | e [ seo0| T 0.00 | x
I il

17 [ 1

Bor/Cob or Both  Account Type
IBurruwer ﬂ | Revolving

IBurruwer ﬂ | Other Liability
T o [

The following Credit Report information is associated with this submission:

|Borrower Name ‘Credit Agency (Credit Report ID Credit Report Date

Factual Data T | 5/11/2026

Always reference Underwriting Manual to check if documents meet
AUS/UW standards.

To Closing

Credit Report Expires Prior

If the credit report expires prior to closing or is expired, check the
conversation log to see if your loan officer needed to be advised
prior to the credit report being updated. The Loan Officer and Loan
Officer Assistants LOA will be responsible for pulling, updating and
reviewing credit. Pricing changes will also be handled by originating
team. Loan Speicalists should not pull credit.

Continue to review the credit report to determine what other
changes occurred between the new report and the older credit
report. Any new derogatory information found will need to be
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addressed with the borrower(s).

Check for alerts, transferred accounts, and incomplete MERS
research. Order any credit supplements and/or MERS reports that
are required.

Make any adjustments to the loan application that are required.
Move old credit report to Recycle/Misc. Pull a new transmittal for
the loan file. Run AUS (DU/LP).

Loan Specialists are
responsible for reviewing
all documents such as REO
docs, and conditions listed
by corporate.

Confirm that documents
are marked current for
most recent documents
that are being used.

As you review your documents you will link documents to conditions,
annotate within the description area.

Reviewing the eFolder to move any unneeded or duplicate documents to the
recycle/misc document place holder. A clean file should always be
presented when submitting the loan to any underwriter and for clear to
close.

Always reference Underwriting Manual to check if documents meet
AUS/UW standards.

Liabilities that are to be
paid at closing will need to
be marked within
Encompass and a current
statement obtained.
Complete the Payoff
Amount

In the URLA, VOL, you update the payoff amount and balance.

Debt Information

Factor for Revolving Debt 5 Balance 283,000.00

No. Months to exclude from instaliment debts Months Left

[¥] il be paid off (*) Payment 1,600.00
Purpose Credit Limit

UCD Payoff Type | R [[] payment includes Taxes and Insurance
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The statements will need
to be uploaded the closing
conditions placeholder in
the eFolder.

This Debt is NOT secured to Subject Property?
Keep HELOC Open after Pay Off

| [ Fxciude from IR & | iahifies Total

VoL
Creditor Tupe Balance Manths Payment  Exclu
FIBRE FCU Installment 37.041.00 B3 E3400 N
JPMCE CARD Revalving 55.00 2 4000 N
Account Type Account in Name of Account Number
nstallment | [pavid Les Westgate | 2100340870004
Other Description
Debt Information
Factor for Revolving Debt Balance 37,041.00
No. Menths to exclude from instaliment debts I:I Menths Left 63
D Will be paid off (*) Payment 694.00
Purpose Credit Limit 0.00
UCD Payoff Type A Payment includes Taxes and Insurance

Prepayment Pes
Payoff Amount

nalty

In Closing Disclosure Page 3, confirm in Payoffs and Payments that the debt
is marked to be paid off and included. This will allow the correct amount of

cash needed for closing.

i

—

T—
o) | [ Payoffs & Poyments. | }
= Disbureament to Other
Er
g [ 1
Oz O 1
L] 1
C: CIE S T
| L | 1
e 1
417 (| 1
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5 | After updating the
information in the LOS,
rerun transmittal and AUS
making sure everything
matches.

After making corrections required from your review of the loan application and loan file, run AUS to determine if
the loan is still approvable. Review findings for accuracy and make any corrections, if necessary and rerun. If there
are issues and you are unable to resolve the issues, see your operations manager for assistance.

All AUS runs should remain in the same eFolder, dated for AUS run date, and
mark the current button for the most recent.

60-Day Update

1
Once you have completed
your review of the
documents currently in
file, 45 to 60 days prior to
closing you will send out
an update letter (60-day
letter) to the borrower for
items needed. This can be
sent in the same process
as the commitment letters
are sent as previously
illustrated.

60-Day Letter
Items that are needed from the borrower can be added within the M/I
Commitment Conditions Form.

L [UE ) D D FRL W [T aaisy

M/ Commitment Letter

M/ Commitment Letter
Commitment Conditions List
1. All pages of your March and Apirl Chase bank statements for

accounts ending in 1234, 2345, 3456.
2. Fill and sion the credit inmirv T will bha forwardina von.

Once the 60-Day letter is sent to the borrower, it should always be followed
up with a phone call to the borrower, summarizing the items needed.

FHA & VA Ordering

1 | FHA/VA
Ordering of case number,
CAIVRS, case query.

Request for builder docs
and adding case numbers
to the system.

Forms  Tosls  Sarvices

Signer Representalives -

FACT Ac Diaclosure

o iy A2 il Dl FHA Indodima teon

FL Droker ortrad Dischmrs Lean Humer 000100535

Fredfe Mac Addional Dals 504 2078 | SeracngTrans Date |
SE AaEna Provider Daln

d Dule

Order the FHA Case Number within Encompass to include all borrowers and property address (no
lot/subdivision). Once obtained, upload the case number assignment to the loan file. Enter the case number into
the LOS. Run the case query and upload to the loan file. Please note, it can take up to 24 hours to receive results
of the case query. You must have a clear case query, and all borrowers must be validated before you can order
the appraisal. Double check your suffix on 703 and 796, in case there is a buydown.
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Adding case numbers and
CAIVRS to the Encompass
system

Add builder signed
Warranty of Completion to
closing conditions.

Complete the Processing
Worksheet, documents for
the builder documents
received.

')

A 26-1E05 Reasonabie Vaue WA Mashir Commtsant Lock Exp. | If
WA 261820 Loan Disbursement e,

WA 256353 Loan Analysis CANRE 'th;r\l
VA 26-2061 A Veteran Stabus / =
VA 25-5923 Finte Reduction WS — x

Oblan

Boarower CAIVARS #

WA Cart of Englty By Ca-Borrovwer CAVRS

i v Insurance Policies

Processing Worksheet for Processor User

Corp U John Daquia (idaquia) @, DaystoFinish 0411312025 11:24 AW
Loan Processor Processor User (processer) |G, [ Finished
Underwrriter Q

Documents

[ Miscelaneous

0] [ Flaod Certificate
(if] (] Radon Gas Certification

(i} [ warrarty of Completion of Construction - HUD 92544

(if{ (] Description of Materisls - HUDS2005
\ Builder documents

(i} [ Buiers Certification - HUD 92541
will be required to

[ Miscelaneous
Compliance Report received | 0408125

be in the file before
a processor can

Compliance Report received : 04/10/25
Undlervriting recefved : 04/30/25
[ Bank Statement ordered : 0S/0B/25

[ checks ordered: 0506725 "finish" the
[ Esrnest Money Depost ordered : 05/06/25 processing
[ ift Letter ordered - 0510625 milestone

L] Bk Statement ready for LA 0571325

The case number, case query, CAIVRS, and Builder documents should be

uploaded to the eFolder.

VA - COE

The loan officer is responsible for submitting the initial request for a
COE. If the Veteran is in the VA system, a COE should be available
instantly. If the Veteran is not in the system, a new application will

need to be completed from the information contained on the 29-

1880. The loan officer will be making a comment in the

conversation log requesting you to complete the new application
when required. Order the COE for the Veteran, using the 29-1880
found in the eFolder and advise the loan officer when obtained.

VA Management

VA family size needs to be
entered into the VA
management screen.
Upon completion, select
the Get Residual Income
button to have income
carried over.

A paycheck city calculation
will need to be completed,
and the borrower’s

VA Management

Basic Information ~ Qualification  Cash-Out Refinance  Tracking

Residual Income Guidelines

Total Loan Amount 450,000.00 Residual Income
Famiy Size 1 Residual Income Guidefines
Country Region [South v Q

Gel Residual Income. |

a2 823527
441,00
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deductions will need to be
added to the VA Loan
Analysis.

A Loan Specialist is
responsible for entering
the CAIVRS number for
each borrower pair.

If it is discovered that the
borrower has childcare
expense, the loan
specialist should add the
amount into the liabilities.

Vi 26-6393 Loan Analysis

U Usas LT

Section E - Monthly Income and Deductions

M, Hems Spouse
Eamings from Empioyment &
DEDUCTIONS

32 FederalInc Tax
33. Siale inc Tax

M, Social Security

35. Other

35 Total Deductions

WA J6-1220 Loan Ditturserneni
Wi 26-6393 Loan Aralysis

WA Z6HI61A Visteran Statug

WA 26-EE03 Fte Reducion s
WA Gt of Ebghty

W Maragamert

Werbal Yerification of Emgiryment

CIWSM@ Oolsin
et '] T8 Bonower CANVRS £
By

Co-Borrower CANVRE 2

Inwerance Policien

Show all VOL

2c. Liabilities - Credit Cards, Other Debts and Leases That You Owe - Borrower and Co-Borrower

Borrower Does not apply Order Gredit || Wiew Gredit || import Liabiies |
Co-Borrower Does not apply

Unpaid Paid Menthly Included ir
Bor/Cob or Both  Account Type Company Name  Account Number Balance Off Amount  Section 3
[Borrower — [v] | Mortgage ~||[carnGTumMTG | (4000797508 | (12400000 ([  seson| ¥ 3
[Borrower  [w] | Revowing ~|[mavvFcu |[s720 [ 17s00] O] 20.00 | ;
[ [~] | Revowing v |[capmaLone | [ossz [[ 1700 O] 25.00 | ?
[Both [~] [ nstatiment | [cHiocare  |[1234 |[ 2000000] ([ soz.00] ?

Ordering Flood Certification

1

Ordering Flood
Certification

Review the M/| Borrower
Summary — Origination
versus the sales contract
to confirm property
information is accurate.

Ordering flood should be
completed prior to
ordering the appraisal,

Corelogic

-

Loan Information

Order Details

SELECT PRODUCT *

LOAN NUMBER

000100535
Life of Loan Determination
PROPERTY ADDRESS CouNTY
74 APPLE CORE TRAVIS
AUSTIN, T 78731
RUSH ORDER
BORROWER €O BORROWER

ANDY AMERICA ALICE FIRSTIMER

Encompass enters all the flood certificate information into Encompass. This
is necessary for the data transmission to our loan servicer. Closing
documents cannot be drawn if the flood information has not been loaded
into the Encompass. If the flood request into research, mark your calendar to
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M

approximately 45 days check on the flood request the following day. Review the flood certificate
from closing. and immediately address any issues. If your flood request went to research,
double check the property information screen to confirm the flood
information was carried over correctly.
Requesting Appraisal

1

Requesting Appraisal

You will need to attend
weekly pipeline meetings
with your operations
team. The BM/OM will
notify you after their
backlog meeting with the
builder of when is the best
time to order the
appraisal. For
conventional it is usually
45 days out from closing
date.

Conventional and FHA
appraisals are ordered
through Reggora.

Reggora needs the HOA
fees and dollar amount for
the seller concession
information which is
added in notes after order
is placed. Supply builders
contact within the notes.

VA appraisals are ordered
through the VA website
and loan specialist will

Reggora Lender | M/I Financial, LLC R o Encormp

#000100478 123 Anywhere, Austin, TX 78701

o
Amy Freddie

o
Andy freddie

Create Appraisal Order.
In the Reggora site you
will be able to attach
related appraisal
documentation

Keep in mind. you
must have the FHA
case number in to

order a FHA appraisal.

Appraisal Orders Document Checklist

ALL Appraisals

e Change Orders / Sales Contract Addendums - Newest one first (fully
executed)

e Sales Contract (fully executed)

e Plot Plan/Survey/Plat

* Flood Cert

* Verify HOA dues in Encompass are accurate before requesting appraisal.

e Verify the sales price in Encompass matches the Purchase Agreement and
Addendum to Sales Contract.

FHA Appraisals
* FHA Case Number Assignment — index under Case # assignment
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need to update the order
in Reggora.

Make sure all uploaded
Builder documents are
completed prior to
uploading. For example,
enter address, FHA Case
Number, LAPP number,
signature of the builder,
dates, etc.

Always document in the
conversation log that the
appraisal has been
ordered.

e Builder Certifications (Make sure to enter the FHA Case # and add “703” at
the end) o HUD — 92541 Builder Certification (all 3 pages required)

0 HUD - NPMA- 99A & 99B (Subterranean Termite Protection Builders
Guarantee & New Construction Subterranean Termite Service Record)

o Building Permit from the county of record

o Plot Plan

o Copy of the blueprints - The blueprints are required for appraisals where
the building is not yet complete.

o Warranty of Completion

o Additional Builder Certs FHA ONLY: ¢ Carpet Certificate

¢ Insulation Certificate

¢ Case Query —index under “Case Query” — please have this in the file prior
to appraisal request.

VA Appraisals

¢ VA 1805 uploaded to file — index under “VA Request for Determination of
Value.”

e Builder Certifications (Make sure to complete by entering the LIN#) o HUD
— 92541 Builder Certification (all 3 pages required)

0 HUD - NPMA- 99A & 99B (Subterranean Termite Protection Builders
Guarantee & New Construction Subterranean Termite Service Record)

o Building Permit from the county of record

o Plot Plan

o Copy of the blueprints - The blueprints are required for appraisals where
the building is not yet complete.

o Warranty of Completion

o Additional Builder Certs - VA ONLY: ¢ Solder & Flux Letter

¢ Radon Notice

¢ Private Road Agreement (When applicable — Roads Maintained by
HOA/CDD)

Conversation Log
Date User Ip Hame Company
04105:26 Kbrown-stoud  Appraisal Ordered

Follow Up Needed
FIMAN AFHA, o

Called on 04/06/26

Date Hon, D4/06/26 4:02 PI by Kristen | Brown-Stout (kbrown-stout)
Name [2ppraisal Ordered

Company  [FNMANAJFHA

Comments

Appraisal ordered

It VA, acd appraiser contact informatian|
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run throughout the
processing of the loan:

1 | Vendor Services that are

Services

Run your AUS
WVOE: Work Number, ] nenas
Truework gﬂm,’;:é': l Order DU |(2) omeruml k
Mortgage Insurance
o AccountChek — cate your
o DataVerify DRIVE Trewot VONOE | A"
o) Ml Center Verify Assets PmT——
Order 4506 QOrder DRIVE
o Income Analyzer — report
o Transcripts — V 4
o Mavent (Compliance Order Appraisal
( p ) Order Flood h Order Flood &
Appraisal
The Work Number
1 | Vendor Services — The
Work Number and/or -
Truework —

Check the loan file to
determine if a VOI was

needs to be updated.
Thoroughly review the

vendor services are
complete) in order to
confirm an income
validation.

Match the start and
potential end dates and
job title from TWN or
TrueWork to the URLA.

previously ordered and if it

AUS (running AUS after all

MEWNSTANT ORDERS  RESEARCHED ORDERS  ORGER STATUS

BelrwER TR TYRE ADE OFTIONAL VALLES

If you do not get D1C and are utilizing income Analyzers, you will pull from the
eFolder the TWN from Verification documents, save it as a .PDF and upload as
Verification of employment in order for IA to review and read the income.

Please note that TWN VOE’s come into the EFolder labeled as
Verifications. These will need to be uploaded into Written Verification

of Employment or Verbal Verification of Employment
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The Income Analyzer

1 | Vendor Services —Income | . e e
Analyzer

If a borrower does not J
have Day One Certainty

. FHA | 000100142 | FX25012 | > Data Mapper
with AUS, we should make
’ Documents ) Paystub
every effort to have the O o AEEm
Income Analyzer validate o Horomoning 0w oo e
H DataFlelds Notmawed  Maped  onosd Al on items needing to EAPOLIS, MN 55416-1207
the income. - be addressed. oo

Filing Status: Married fling jointly
Exemptions/Allowances:
Federal: Standard Withholding Table

Reviewing of income

manually or through Eamings e v e
. Ee Caftria Purc IGNORE Regular 2717.67 86.67 2,717.67
analyzer requires an (- o

Freeshare Imp

income worksheet to be
input into the eFolder.

Gross Pay $2,726.87

Deductions __Statuto

Federal Income Tax 134 .21
Freeshare Social Security Tax 154 .75
Medicare Tax -36.19
MN State Income Tax -102.33

Other
o Dental 27 64
Hsa 16 .66*

AccountChek

1 | Vendor Services — ACCOUNTCHEK E'

AccountChek. Dashbaari

Please note that any orders created or refreshed during this session will not show up while the loan file is open. To see

following up with the P -
borrower to recommend i _w .

the borrower uses
AccountChek for their s Porthoss e
assets. | ‘
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1 | Vendor Services — Mavent

Should be run during the
processing of the loan and
the loan cannot proceed
with a FAIL. Prior to
submitting the loan to the
closing department, you
must have a PASS.

*Please note in the cases
of CD CIC, you may receive
a FAIL until redisclosure.

Mavent

Customer: W1 Financial, LLC (301137253%) Review Status: PASS
LesniD:  0OOTO0MTD

ReviewiD: 3

Review Date:  2038-03-27

0001004700 14291 082026052 State: T

Location:  Man
Bomowsr:  Alice Jon Test Loan Firssmer

Loan Status: PASS

amon | g | Eal | Bl | Rl | Lcense e Sthex
Rules
PasS PASS PASS PASS PASS PASS PASS PASS el PASS

PASS
Processed

DataVerify

1 | Vendor Services -
DataVerify/Fraud

This should be reviewed,
updated, and cleared for
any conditions that are red
or yellow.

These items must be addressed with the borrower(s) to determine if they are accurate and if applicable add to
the loan application and obtain supporting documentation. If supporting documentation is required, upload the
documentation to the appropriate place in the loan file. A complete copy of the report must be uploaded to
Encompass.

Transcripts & SSA

1 | Vendor
Services — 4506 |  setec praducts Enter Transrript Vaars*
_ Ordering e
Transcripts
and/or Social
Security /"*"‘g -
Verification. S
The loan ,—H—'”“::::“” .
specialist is [Londerou |2 [ oraeria |
responsible for —
confirming the =
4506 has e
updated and @
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accurate
information,
inclusive of
years needed,
for ordering
any personal or
business
transcripts as
listed on the
AUS and/or
underwriting
guidelines.
Confirm this
information in
Request for
Transcript of
Tax

AUS may
require the
social security
number of your
borrower to be
validated, the
processor is
responsible for
clearing
DataVerify.

Both the
transcripts and
social security
verification will
upload to the
verifications
folder in the
eFolder.

Confirm in Request for Transcript of Tax, the 4506 personal and business have the
correct years and tax form numbers.

Order Verifications  Check Status * For every product selected, input a minimum of one year and attach the form. Attach audit tra

Individual Products

Select Products Enter Transcript Years* Form* Audit Trail

1040 Borrower o5 ] [ | [7vv ] ) ¢
1040 Co-Borrower 2025 | (2024 [yvvy | [yvvy ] v Vi

The audit log will always be the document named with numbers and letters (see
example below)

IRS 4506C - Request for Transcript of Tax Return Bl

Attachments | 4

FILE NAME UPLOAD DATE FILE SIZE CURRENT VERSION ~  SOURCE

IRS 4506C - Request for Transcript of Tax Returnpdf ~ 06/16/2026 8121KB YES EFolder

IRS 4506C - Request for Transcript of Tax Returnpdf  06/16/2026 86.00 KB YES EFolder

13a7301a-1760-40¢1-9c00-237b47482Ch6. 06/16/2026 ESign

1a72da13-b200-4052-837b-1h8bI98E78e 06/16/2026 Esign

Once the transcripts are received, you must immediately review and compare
to the information contained in the tax returns provided by the borrower(s).
An accurate validation occurs when all figures match and nothing new has
been discovered. Transcripts upload to the loan file. An inaccurate validation
occurs when the figures do not match and/or new information has been
discovered, such as: business expenses, another business (not disclosed),
childcare expense (critical on VA loan), etc. The issue must be dealt with
immediately. The income may need to be recalculated, if necessary, utilizing
Income Analyzer and possible resubmission to Corporate Underwriting.
Correct the loan application and pull a new transmittal. AUS will need to be
rerun to determine if the loan is still approvable. Review findings for accuracy
and make any corrections, if necessary and rerun. If there are issues and you
are unable to resolve the issues, see your Operations Manager for assistance.
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Homeowners Insurance & Flood Insurance

1

Requesting Homeowners
Insurance

The insurance request
form is located under the
print button, custom
forms, Insurance Request-
Hazard.

The loan specialist is
responsible for updating
the Hazard Insurance
company name of the
Tools/File Contacts screen.

The loan specialist is also
responsible for updating
the policy information in
Forms, Aggregate Escrow
Amount.

Contact the insurance agent you obtained from the borrower(s). Request the homeowner’s insurance policy for
the borrower(s). Provide the closing date (estimated date, if closing date is not available) and get their email

address so that you can follow up with the “Hazard Insurance Request” form. Let the agent know the requirement

for the policy to be in our office a minimum of 15 business days prior to closing. The form will have all the

information the agent should need to issue the policy. Once the closing date is set, contact the agent for a policy
date revision if the date on the policy is greater than 10 days prior to the actual closing date or the date is after the

actual closing date.

any Pay To
o [ m
smane [TF] e
P | Chdick Emiry - Hazard bamprance

Hezmrd Inaurancs

odres

Ciny

HUDMES_Hazardinfo

m] ¥
Poicy lumber
Covid aga Anaut
Premiun sl
Renevwal Dizle = L i)
s Dt L |

Mortgage Insurance

2

Requesting Mortgage
Insurance

If the conventional loans Loan
to Value is more than 80%,
mortgage insurance is
required. Itisthe loan
specialist’s responsibility to
order mortgage insurance.

This is to be completed prior
to submitting the loan to
closing.

It is the processor’s
responsibility to obtain the
mortgage insurance
certificate and confirm the
information matches in
Encompass. Confirm

Forms Services
Fee Variance VWork sheet

Anti-Steering Safe Harbor Disclosure

Met Tangible Benefit
Compliance Review
ECS Data Viewer

Status Online
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[T Other -

accuracy of the coverage L MP/PMYGusrantse Fee Calculation X
amount, renewals, and the

Upfront Mortgage Insurance Premium / Funding / Guarantee Fee
renewal type. [ Quaiify using

Base Loan Amount

. . Mote Rate MIP / Funding / Guarantee l:l %

The Loan Officer (or LOA) will | _ P [ Lock
order Mortgage Insurance UnDiscounted Rate Upfront MIP/Funding/Guarantee Fee Financed
from the same company used | Tem Loan Amount with Upfrort MIP/Funding Fee 483300.00
When preparing the Loan Due in [ Refund prorated uneamed Up Front

Estimate (a mortgage
insurance quote with this
information will be in the
eFolder). This will prevent any
violations due to an increase
in the APR (Annual
Percentage Rate). When a
quick answer is required so
that a closing package can be
worked on, the insurance can
be issued subject to an
appraisal.

The Loan Specialist puts the
Certificate number in
Encompass in the Closing
Disclosure Page 1, under the
MIC # Field

[] Round to nearest $50

Proposed Monthly Payment for Prope
Charges for the insurance are added to your loan payments

AELLOE0AY Has [] Charges for the insurance are collected upfront at loan closing
Subardinate Lien(s) (P &1) HEs [ Lender Paid Mortgage Insurance
LDmerAners nsLtance 2] MI Factor Field Locked
Supplemental Property Insurance g =S
Praperty Taxes gs[ Monthly Mortgage Insurance
Mortgage Insurance Fas Calculated Based On Loan Amount w Get Ml
Association/Project Dues (Condo, PUD_,Is[ 1. | 0170000 =% 120|  Months
Other Fas 2 0170000 = 240 Morths
TOTAL [EES Cancel At 780000 =
Calculate based on remaining balance
Loan Information
Loan Term =) | 30 yrs (&) mths

Construction Period Included in the Loan Terms

Pupose 3] | v

Product  [5] Fixed Rate

Loan Type

[+ conventional [ USDA-RHS

] FHA ["] other
[Jva

Loan ID# 3| 000100173
Mic
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1

Submitting your loan for
review to Branch UW for
BM1/BM2 or 10-day review

When you are submitting a
file for condition sign off, the
expectation should be for the
documents in the eFolder to
be attached to the condition
in the file.

For the resubmission to
branch or corporate
underwriting for review, you
will select from the
resubmission reason
dropdown the reason for the
review.

You would choose one from
the selected dropdown.
Assign the underwriter in the
milestone to your branch
underwriter, complete the
milestone and save the file
before exiting.

Conversation log is to be
completed with the request of
submission, designating what
you would like the branch
underwriter or corporate
underwriter to review and

When you are submitting your loan for review to branch underwriting,
you will need to pull an updated AUS and 1003 Loan Transmittal and
confirm your information is accurate and matches Encompass for ratios.

Clean up the eFolder (mark current version and make sure your
Recycle/Misc folder is being utilized for older borrower documents.)
Check in File Manager to confirm no remaining documents are left
unassigned. We do not delete documentation, it get moves to the
EFolder.

The Loan Specialist is responsible for the integrity of the loan documents
in the eFolder, and these documents should be up to date and represent
a clean eFolder and file.

Additional Information
Employee Loan
Initial UW Submissicn Type v
=
Indial Approval v

Branch Manager

Resubmssion Reason

Underwriing Stage

Branch Underwriler

Cursory Review Completed By Date

| €O Signed

Select the Underwriter
queue & check the
finish box to move the
loan in to Branch UW

or Corp UW pipeline
1 for review

Processing on 01/14/25

Corp UW Queue Corporate Underwriting % Days to Finish _ 1B
Q, I Finished

Queue Branch Underwriting (g- Q |

Loan Processor

I_Inderwnter

Processor User (processor)

Documents
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address any issues in this note Conversation Log

Date Uszer D Mame Compary
a S Wel I . 0400626 khbrown-stout Bt /B2 0 Day April Closingfsttn Processing

Called on 04/06/26

Foll
Mo

Date Mon, 04/06/26 4:02 PM by Kristen J Brown-Stout (kbrown-stout)
Name |BP.W’B M2/10 Day

Company |Review

Comments

BMW/OW/TL put in notes of remaining tems that need to be received to move the milestone

Date Mon, 04/06/26 2:59 PM by Kristen J Brown-Stout (kbrown-stout)
Name | re-submission

Company IPOA/T rust

Comments

Please review power of attorney approval
for other re-submissions utlizie the company line to detail

Examples:
POA
Trust
SE Income

Preparing Loan for Closing Disclosure

1 | Closing Disclosure
Loan Specialist must verify 154 155 days remaining
the loan information for
CIOSIng. Scheduled Closing Date W‘
e Loanis locked Closing Time oo |
¢ Closing Date -
confirmed
e HOI
e PMI, if applicable
e Appraisal, unless M/ FISANCIAL CORP
VAonan Tax Worksheet
exception basis
o,y ropeny e | jsws
The loan specialist is : 123? F:::::\::ETZ; T:“|—hs@5 —
responsible for uploading [ 7|mns@s | 37545
their unimproved tax
calculation form or current
tax bill into the eFolder
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under closing tax
worksheet and updating
the 2015 itemization
screen.

Confirm the final sales
price of the home.

If there Is a realtor
involved in the loan,
confirm you have a copy of
the realtor (buyer broker)
agreement in the eFolder.

Double check the
commission calculator to
confirm that no additional
amounts need to appear
on the CD to be paid to the
realtor. Compare to
realtor agreement and
sales contract.

——

Purchase Price

540,999.00

Dowwn Payment 7 T | Og AGN NN N

Real Estate Commission Calculator

$ 450,000 | X 2.50% = & 11,250
Base Price M/l Agreement % Comission Paid by Seller

As listed on Agency Disclosure and Commission Agreement

$ 600,000 X 3.00% = § 18,000
Sales Price Buyer Agreement % Commission due to Realtor

As listed on Buyer Brokerage Agresment

Commission Paid by Buyer
Amount to be disclosed on LE and CD

Maximum

Conventional LTV/CLTV Ratio IPC

Greater than

90% 3%
Double check the i B
interested pal"ty Principal residence or second home- Conventional 75% or less 9%
Contr'buhonS/Se”er credlts Investment property- Conventional Al CLTV ratios 2%
have not been exceeded.
VA- May pay all closing costs, only limits what VA does not consider to be normal costs such as
discounts to 4%
M. Other Credits 3‘5 14,280.00
Confirm borrower is
bringing to closing their Cash From/To the Borrower (Line H minus Line K and Line N) 2 =74
required minimum down NNTF: This amnnnt dnes nat include resesrveas nr nthar funda that mav he rennirand he tha | andar
payment' Down Payment S
6.395 | % 26,090.00
Add the EMD plusCashto | , ., |
Close and confirm it meets
or exceeds down payment.
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Review the file contact to
confirm the HOI and PMI
have been entered and
completed prior to
submission to closing.

On the M/I Borrower
Summary-Origination
screen mark the “Ready
for CD” box and designate
if it will be a mailaway, or if
there will be a POA or
Trust required.

Comment in the
conversation log that the
file has been sent to
closing for the CD.

30 Hazard Insurance

1 Mortgage Insurance

VA Loans — Confirm in File Contacts that the appraiser’s information has
been entered correctly. This will allow Final Inspections to be paid to the

appraiser.
16 Lender WA Financial, LLC .

AT Appraiser Glen’... Glen

18 Escrow Company

19 THleInsurance Company

20 Lender's Closing Attomey

2 Buyer's Attorney

22 Seler's Attorney

23 Buyers Agent Yes

24 Selers Agert

25 Seler1 M4 Homes of
% Seler2

27 Seler3

6 Selers

29 Notary

Appraiser

Agent Name Glen
Agent Tile

E

Company Name Glen'

Bouiook com

Run Mavent prior to pressing the Ready for CD button and

confirm you have a pass.

D Ready for CD

Sent to Closing Date |/ e

eClosing D Mail Away D POA D Trust

Closer  Closer User

Conversation Log
Dete User ID Mame Company Follow
0410626 kbrown-stout Closer Ready for CD i

Called on 04/06/26

Date 1on, 04/06/26 4:02 M by Kristen J Brown-Stout (kbrown-stout)
Name [Closer
Company [Ready for

Comments

Loan is ready for CD
List out any important informaiton, such as p of a, outside title, mobile notary, escrows being waived
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M

Ongoing Processing tasks:

30-Day and 60-Day Pipeline Views

1

Monitoring Your Pipeline

e The 30-Day and
60-Day Pipeline
Views can assist
you.

¢ Anticipated
Closing reports for
the next 30 Days
and 60 Days can
be generated in
Encompass
Reporting.

Below are additional items that happen during the loan process that
are the responsibility of the loan specialist.

The loan specialist is responsible for monitoring their pipeline.

m Anticipated Clozing -Mext 30 Days
@ Articipated Clozing -Mext 60 Days

Appraisal

1

Appraisal
Acknowledgment

Validating that the
borrower has signed the
Appraisal
Acknowledgement is the
responsibility of the loan
specialist

Reggora, our appraisal
management company,
will automatically send
conventional and FHA
appraisals to the borrower.

VA appraisals and the
appraisal
acknowledgement are to
be sent by Reggora to the
borrower

IMPORTANT: B1 has to download for Encompass to recognize the appraisal
as acknowledged.

Reggora Appraisal Delivery Status

Consen 1t IP Address:

209.59.241.230, 163.116.247.72

APPRAISAL ACKNOWLEDGEMENT

Lender M/1 Finaneial, LLC
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Receipt of
acknowledgement is to be
placed in the eFolder
under appraisal
acknowledgment.

When sending the FHA
appraisal, the conditional
commitment is required to
be sent with the appraisal.

When sending the VA
appraisal, the Lenders
Notice of Value is required
to be sent with the
appraisal.

Reggora Appraisal Delivery Status

Name: Alice Firs|

Address: . Austin TX 78703 (Travis County)
Email Addres: ihomes.com

Loan Number: 000100593

Submission Version Number: 1

E-submission Sent: April 22, 2025 01:48 PM EST
Electronic Consent Accepte, 5 02:05 PM EST
Submission Downloaded: Aj 02:06 PM EST
Consent IP Address: 209.59.241.230, 163.116.247.72

Conditional Commitment
Direct Endorsement
Statement of Appraised Value

LENDER'S NOTICE OF VALUE

In the event the B1 is unable to open the Appraisal, the branch will
be requried to send the appraisal manually using the Send button
in the eFolder for the Appraisal Acknowledgment form to be
signed. Once signed the date of acknowledgment needs to be
entered in the M/l Appraisal Information screen.

Confirm on the File Contacts screen that the appraiser is listed.

DRIVE

1 | Drive Report

No more than 10 days
prior to closing run the
DRIVE report within
Encompass.

Confirm prior to pulling
DRIVE, your branch
underwriter, appraiser and
realtor’s contact
information is listed in File
Contacts (this allows all
parties to be included as
part of the LDP/GSA)

hﬂer researching the condition, record your findings, and add notes for the resolution in the "Update”
section immediately following each condition. These items must be addressed with the borrower(s) to
determine if they are accurate and if applicable add to the loan application and obtain supporting
documentation. If supporting documentation is required, upload the documentation to the appropriate place
in the eFolder. A complete copy of the report must be uploaded to Encompass

You must address all “high” and “medium” conditions listed at the beginning
of the report.
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1

Updating Credit
Report/LQCC:

No more than 7 days prior
to closing, the loan
specialist will pull a LQCC
to confirm no new debt,
lates, or inquiries.

Update the loan
application to reflect any
changed or new debt
balances and payments. If
there is a new inquiry, the
inquiry form will need to
be completed and signed.
Both the LQCC and inquiry
need to uploaded to the
eFolder.

LOAN QUALITY CROSS CHECK

Inquiry Status Update

The LQCC can be pulled in ENC by using the Order Credit Report option.
Then use the dropdown menu and select LQCC. The report will auto-
populate into the eFolder.

Crecit - Gther

Credit Analyzer Worksheet
Creclit Authorization

Credit Report

Creclt Ing LOX
Credit Worksheet pof

===

Li@CC 04-02 Updated Chanoes

Final Inspections

1

Final inspections

If the original appraisal is
subject to completion per
plans and specs, you will
need to order a final
inspection.

When you have been
notified the home is
complete, you will order
your final inspection.

Order final inspections for
FHA and Conventional
through Reggora

Add to the Reggora notes, the builder’s contact information.

Conversation Log
Date
04106126

User D
khraven-stout

Mame Company Follovy Up Mesded

Final Inspection Ordered Fribd sy aFHA Mo

Called on 04/06/26

Date Mon, 04/06/26 4:02 PM by Kristen J Brown-Stout (kbrown-stout)
‘Fmal Inspection Ordered

[FNMANVAFHA

Name

Company

Comments

Final Inspection Ordered|

10040 - Appraizal Update - Completion Report

When the final inspection is received for Conventional and
FHA separate out the invoice and remove it from eFolder.
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For VA loans order the
final inspection through
the original appraiser.

Document that the
inspection has been
ordered in the
conversation log.

B. Services Borrower Did Not Shop For
Borrower-Paid

At Closing Before Closing

01 Appraisal Fee Tol - §25.00
02 Atftorney Processing Fee To
03 Final Inspection Fee To - 5 150.00

VA final inspection invoices will need to stay in the file. The VA final
inspection fee will be on the CD for payment to the appraiser from the title

company.
Confirmation of CD Signed
1 | Confirm CD and Appraisal cFolder _Help
Acknowledgement signed DP‘E”" il
¢ Package
In the eFolder/packages,
DOCUMENTS <

you can confirm that the
CD was signed.

Once the loan specialist
confirms the CD has been
signed by all parties, go
into the M/I Borrower
Summary — Origination
screen and mark the CD
signed button.

Closing Disclosure

COVERSHEET

LPD LB P | P ] W LI

Curzory Review Comple:
CD Signed
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M

5-Day Verbal Verification of Employment

1 | 5-Day Verbal Verification
of Employment -
The loan specialist will
complete a verbal
verification of
employment no more than
5 calendar days prior to
closing. e~ -
E‘j werbal Werification Of Employment 3 day - active
(=Y Lol Mol s el io 1 N
This can be done through
TWN/TrueWork, or by
Obtaining manua”V- Please Note: If the borrower(s) is in Active Military, you must obtain a Certification of Continuing Active Duty on the day
follow VVOE instructions of closing, or a military Leave and Earnings Statement (LES) dated within 30 days of the actual closing date. Once
for manua”y completed completed, upload to the eFolder, index, and title appropriately.
VVOEs. Self Employed Borrowers:
VVOE must confirm they If the borrower(S) is self-employed, complete a verbal VOE 5 days prior to
are still employed, job the actual closing date. You must verify the existence of the borrower(s)
’
title, date of hire, and business. Once complete, upload to the loan file, index, and title
continued employment. appropriately. See underwriting guidelines for documentation
Upload to the eFolder. requirements.
Closing Conditions
1 | Closing Conditions

In the event there are
items that need to be
signed at closing, such as a
credit inquiry letter,
payoffs, warranty of
completion, or sign the tax
returns, these documents
need to be in the Closing
Conditions folder in the
eFolder for the closer.

Change of Circumstance Cover Letter

£<]
[

Clozing Conditions

Payoffs

Files

Date

04724526 11:57 AM
04/24126 02:29 P
04727 26 09:28 &AM
04/27 126 12019 Pil

Matne

E} JPMWICE #2002 - $527 16 Payaff

E; Cig Financial #0953 - $20 456 .25 Payaft
[£y JPMCB #3088 (#4741) - $20 Payoft

E; Dizcover #2183 - 7, 736.02 Payoff pdf

Current Yersior

EEEE
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Power of Attorney
1 | Power of Attorney Designate on the M/I Origination Summary screen as soon anyone
A POA may only be used is aware that a Power of Attorney is going to be used.
when:
If a borrower(s) will be using a Power of Attorney at closing, the “Specific Power of Attorney” must be approved by
-There is an the title company and corporate underwriting. Obtain a copy of the document from the borrower(s), upload to

emergency event
(e.g., medical
emergency or
natural disaster)
preventing the
Borrower from
executing the
requisite
documents in
person, by
electronic
signature or
through other
alternative
electronic means
(e.g., Remote
online
Notarization) or

-Applicable law requires
the Seller to accept use of
a POA.

the loan file and forward to the title company and underwriting for approval. This must be done prior to closing.
The original Power of Attorney document must be sent to closing for recording. Within Encompass mark on the
/I Origination Summary Screen the POA box.

D Ready for CD
Sent to Closing Date |/ :ﬁ

eClosing |:| Mail Away D POA |:| Trust

Closer  Chrisfin Rockhold

POA must be sent to the CorpUW mailbox at
corpuw@mihomes.com
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1

Trust

Loans with title being
taken in a trust need to be
marked “Trust” on the M/I
Borrower Summary —
Origination form.

Loan specialists are
responsible for obtaining
trust documentation and
corporate underwriting
approval.

D Ready for CD
Sent to Closing Date |/ :ﬁ
eClosing |:| Mail Away D POA |:| Trust

Closer  Chrisfin Rockhold

**Refer to the Underwriting Manual for details on trust eligibility and
documentation required for trust approval from Corporate Underwriting

Prefund Audit and Post Closing Requests

1 | Post Closing
Requests/Prefund Audits
The Branch is responsible to follow up on any requests for additional or missing documentation received from Post
Closing. These requests are investor requirements for them to fund on the purchase of our loan. It must be your
Lo . top priority to focus on obtaining the information requested in a timely fashion. Delays in obtaining the
Th € |Oa n specia | Ist wi ” information can be very costly to the company. Obtain the documents, upload to the loan file, then index and title
WOFk Wlth the operations appropriately. Make a comment in the conversation log for “Post Closing” and respond to the post closer advising
. the receipt of documens.
manager to obtain any
documentation needed for
any prefund or pOSt-
closing audits.
1 | Touchpoints Loan Specialist’s will be responsible for contacting every buyer once every 30 days

Set reminders in

to check in with them to see how the build process on their home is progressing.

alert Loan Processo

| to folow up on 081072026
| to folow up on

to folow up on

the Tools> =
Conversation Log
to follow up with
customers.
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“Follow up” .
messages will be
visible in the
pipeline views

On to-be-built homes it is best practice to:

Remind them to get in touch with you if any changes occur in their financial situation.

Explain the importance of keeping their financial situation the same, i.e., no new credit, no new

late payments, changing of jobs.

Remind them to shop insurance options early and have the final decision made and ready to purchase 30
days prior to closing to ensure a smooth closing process.

Texas Non-Purchasing Spouse

1

Texas Non-Purchasing
Spouse

When a loan is in Texas
and is a government loan
program, a non-purchasing
spouse’s credit must be
considered.

Credit will need to be pulled on the non-purchasing spouse and their
debts added to the URLA.

A non-purchasing spouse is a spouse not listed on the mortgage loan
note as a borrower. A non-purchasing spouse can be listed on the title.

Please refer to the training aids on instructions.

Adding a Non-Purchasing Spouse
Credit

Conversation Log

1

Conversation Log

It is very important as part
of processing the loan, to
document the progress
within the conversation
log.

Conversation Log

Date User ID Marme Company Followr Up Needed
040626 kbrowyn-gtout Commitment Letter wiglcome Call Mo

Called on 04/06/26

Date Mon, 04/06/26 4:02 PM by Kristen J Brown-Stout (kbrown-stout)
Name |[‘,n mmitment Letter
Company |‘.'u‘alcn me Call

Comments

Commitment Letter Notes
Welcome Call
Any important information relevant to loan file after taking to borruwerl
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Each touchpoint,
conversation/email with
the borrower, loan status
update should be
documented.

Conversation Log
Date: User ID Mame Company
04/06/26 kbrowwn-stout Appraisal Ordered FRA A AFHA,

Called on 04/06/26

Date Mon, 04/06/26 4:02 PM by Kristen J Brown-Stout (kbrown-stout)
MName Appraisal Ordered

Company FNMANAFHA

Comments

Appraisal ordered

If VA, add appraiser contact information|

Conversation Log
Date User D Name Company
0406126 kbrown-stout Borrovver Contact EmailiPhone/Docs Reguest:

Called on 04/06/26

Date Mon, 04/06/26 402 PM by Kristen J Brown-Stout (kbrown-stout)
Name [Borrower Contact

Company [EmsivPhnnel[)ms Requested

Comments

Summary of conditions sent or needed, br update on loan with borrower

Conversation Log
Date User ID Name Comparny
04/06126 kbrown-stout Closer Ready for CD

Called on 04/06/26

Date Mon, 04/06/26 4:02 PM by Kristen J Brown-Stout (kbrown-stout)
Name Closer

Company Ready for CD

Comments.

Loan is ready for CD
List out any important informaiton, such as p of a, outside titie, mobile notary, escrows being waivedl
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Loan Specialist Overview Checklist

M
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Encompass Processing Walkthrough Checklist

Follow these steps on a new loan file:

Version 09/1/2026

Go to pipeline: Processor - Conditioned
Review the Conversation Log — Review Notes & Comments

Go to the M/ Borrower Summary Origination Page and 1003 URLA pages to review loan
details

Review eFolder:
o Review documents & conditions
o Open 1003, credit & AUS, income analyzer
o Review documents received, requested, and determine if any additional items needed

Asyou review'clear, you will link documents to conditions, annotate and add expiration dates,

as needed,

Review UW conditions and fill iIn any extermnal condmons (these will print on the commitment
letter)

Add Commitment conditions/blank conditions, as needed. These conditions will need to be
marked “prior to approval” and “external™ to print on commitment letter,

eFolder
o Click eDisclosures to generate Commitment Letter
o Request documents needed
Add notes of intro call and create alerts for follow up on the Conversation Log

Documents will auto-retrieve once uploaded to ECC by borrower. You will receive a message
[viewable on pipeline). Review documents and link to condfions in eFolder, as needed.

Rerun AUS as required

Once updated —and have HOI, Lock, Closa date and appraisal, click Ready for CD on the M/1
Bomower Summary Origination screen

Other Wendor Services Run Throughout Procassing:
o WWOE: Work number, Truework
o AccountChek
o DataVerify DRIVE
o MICenter
o Flood
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o Apgpraisal
Tramscripts
Mavent (Comphlance)

Prior to finishing the Processing milestone for Conditional Review from Branch UW Processors must:

Run update AUS and vendors [S-day items)

Pull current transmittal

Add comments to conversation log as needed

Clean up the eFolder (marking docs as current, attaching docs and conditions)
Select the UW and Finish the Processing Milestone

Page 201 2

An important reminder: Itis imperative we delete all borrower documentation from our
computers after it has been uploaded into loan files. Borrower documentation should never
be stored on MIF employee computers.
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