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Chapter 1

Introduction

The Encompass Docs Solution™ is Ellie Mae’s integrated application used to
generate initial disclosures and closing documents. This document generation
application provides the following benefits and features:

 Faster document generation

» Data and calculations transferred directly from the loan in Encompass to the
initial disclosures and closing documents

« Built-in Encompass Compliance Service compliance tests included with audit
results

» Docs Setup settings that enable administrators to create custom plan codes and
stacking templates used to control the documents that are generated, as well as
the order in which they are delivered.

Encompass administrators can use the Docs Setup and other settings in
Encompass Settings to tailor the Encompass Docs Solution to meet their
company's needs. These settings determine the level of control loan originators
and closers have when generating initial disclosures and closing documents,
including the ability to:

» Select their own documents.
« Manage documents in a package.

« View and adjust lender and investor data being populated to closing
documents prior to ordering closing documents.

This document provides detailed information about the administrator’s
configuration tasks, fee mapping, and the workflow loan originators and closers
follow when generating initial disclosures and closing documents:

» Chapter 2, “Configuring the Encompass Docs Solution”, provides detailed
instructions for configuring the settings for the Encompass Docs Solution,
including initial disclosure and closing plan codes, stacking templates, and
persona-based permissions.

» Chapter 3, “Fee Mapping”, explains how to map the fees used by the
Encompass Compliance Service to audit loans files when ordering closing
documents.

» Chapter 4, “Generating Initial Disclosures”, explains how to generate and send
initial disclosures (i.e., “eDisclosures” and/or “eDisclosure packages”).

» Chapter 6, “Generating Pre-Closing Disclosures”, explains how to generate and
send pre-closing disclosure packages.

» Chapter 6, “The Closing Process in Encompass”, explains how to generate and
order closing documents.

To access the Docs Setup settings described in this guide, you must be logged in
to Encompass as the admin user. In order for loan originators and closers to
access all of the features described in this guide, the admin user must set up the
required permissions for each user.

Chapter 1: Introduction



Chapter 2

Configuring the Encompass Docs Solution

Encompass Docs Solution Prerequisites

During the Encompass installation and implementation process, the Ellie Mae
team will guide you through the following set up and configuration tasks in the
Encompass Settings. If you previously moved from Ellie Mae Docs to the
Encompass Docs Solution, the Ellie Mae team will have completed the
configuration process for these settings during the move. Encompass
administrators can use these settings to tailor the Encompass Docs Solution to
meet their company's needs:

« Docs Setup

» eFolder Setup

» Loan Templates
» Persona Settings

NOTE: They will also set up custom disclosures (if necessary) and address any
additional document needs your company may have.

Docs Setup

Use the Docs Setup settings to create and manage the initial disclosures and
closing document packages that will be provided to users when they generate
documents. In addition, you must also use the Compliance Audit Settings to help
ensure compliance with regulations regarding high cost loans and to help prevent
users from originating high cost loans for states in which they are not permitted to
do so.

NOTE: The settings provided under Docs Setup are determined by your
company’s Encompass Docs Solution license. The eDisclosure Plan Codes and
eDisclosure Stacking Templates settings are provided only for customers licensed
to generate initial disclosures using the Encompass Docs Solution. The Closing
Doc Plan Codes, Closing Doc Stacking Templates, and Compliance Audit
Settings settings are provided only for customers licensed to order closing
documents using the Encompass Docs Solution.

E| Encompass Setti

Encompass Settings  Goto Recent  Import  Help

- Settings Overview Setti 0

-- Company/User Setup

" Loan Setup The features and tools on the Company Setting
-- eFolder Setup

= C

—- Docs Setup o
‘... eDisclosure Packages

eDisclosure Plan Codes

eDisclosure Stacking Templates

Closing Doc Plan Codes

i Closing Doc Stacking Templates
5----Comp|iance Audit Settings

+- Secondary Setup

+- Contact Setup

Build Environment

Company/User Setup
Company Information
Ellie Mae Network Company Pass
Services Password Managemeni
Personas
Organization/Users

Roles
+- Loan Templates Milestones
+- Tables and Fees User Groups
+- Business Rules 3 Loan Setup

+- System Administration Auto Loan Numbering
+- Additional Services Auto MERS MIN Numbering
i Personal Settings Loan Folders

Loan Duplication

Alerts

Log

e O O O o O O e O O

Set Up Initial Disclosure Packages

Use the eDisclosure Packages tool to select the initial disclosure packages that
will be sent to borrowers by your users and to enable or disable the eSigning
option for loans.

NOTE: In Encompass, “initial disclosure packages” are known as “eDisclosure
packages”.
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eDisclosure packages include forms that are selected based on the subject
property state, loan channel, and other information selected in the loan file (for
example, loan program, loan type, lien type, and subject property location), as
well as your company's status as a lender or broker. A package can contain
standard forms and custom forms from Encompass, as well as additional Ellie
Mae disclosure forms that are dynamically selected based on the information
entered in the loan file.

The administrator can select one or more predefined eDisclosure packages to use
for all loans, or set criteria that make different packages available when specified
milestones or fields have been completed. Administrators can also allow
individual users to select their eDisclosure packages, and personas who have
permission can add and remove documents from packages before sending them
to borrowers.

NOTE: Add/remove permission is configured in the Persona settings on the
Loans tab in the Closing Docs section. For more information, refer to “Personas
Settings” on page 16.

The content of the predefined eDisclosure packages is designed to meet the
requirements for the stages in the loan process listed below:

At Application

» Three-day

« At Lock

» Approval

Three additional options enable you to include the 2010 GFE, REGZ-TIL, or Loan
Estimate in a package:

« Include GFE

« Include TIL

e Include LE

NOTE: To view the list of forms that are inside the different eDisclosure
packages, refer to the eDisclosure Matrix document, which is available in the
Encompass Resource Center and the Ellie Mae Knowledge Base.

The eSigning option enables borrowers to access the documents online via a
secure website. After consenting to receive electronic disclosures, the borrower
reviews the documents online and then signs the documents electronically. Your
users will receive an email notification that the signed documents are available.

TIP: If the eSigning option is enabled and the eDisclosure package contains
custom forms that require a signature, be sure you have inserted eSigning
signature points in the forms. For detailed instructions, refer to the Custom Print
Forms topic in the Encompass online help.

To Set Up eDisclosure Packages:
1 On the menu bar, click Encompass, and then click Settings.

2 On the left panel, click Docs Setup, and then click eDisclosure Packages.

Encompass Settings  Go to Recent Iy

- Settings Overview

- Company/User Setup

- External Company Setup

- Loan Setup

- eFolder Setup

- Docs Setup

-} eDisclosure Packages|

- eDisclosure Plan Codes

.. eDisclosure Stacking Templates
-.Closing Doc Plan Codes

- Closing Doc Stacking Templates
. Compliance Audit Settings

3 On the upper-right, select a default option to use if no channel is selected for a
loan file.

Ellie Mae eDisclosure Packages

Banker - Retail

If no channel selected, apply |Banker - Retail -

Banker - Wholesale | Broker Correspondent

Entity Type Broker Disclosures. Lender Disclosures

Initial Packages

Control Option ICDmuany selects a package for all loans -

Select  Package

21 Application
Three-day

At Lock
Appraval
Inchuds GFE
Include TIL
Incude LE

OEEEEEE

Re-disclosure Packages

Control Option | Company selects a package for all loans v]

Select  Conclition A App Three-day At Lock Approval Incluce GFE Incluce TIL Include LE

Changed Ciroumstance (3168 O
Re-Lock (761) O
APR Change (Currert SPR dif.. [}

4 Click a channel tab at the top of the Ellie Mae eDisclosure Packages section.
5 Forthe Entity Type, select Broker Disclosures, Lender Disclosures, or both.

NOTE: If you select both entity types, the packages will include all forms used
by brokers and all forms used by lenders. The packages include only one copy
of forms that are used by both.
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6 For Banker-Wholesale loans, you can select the Make the Package

Informational Only check box to make all disclosures informational. The
packages will not provide signing options or fax cover sheets.

On the Initial Packages section, select a Control Option from the list.

Company selects a package for all loans
« Select the check box for one or more packages on the list.

NOTE: If multiple packages are selected, the package contains all the forms
listed in each package. The package includes only one copy of forms that are
used by multiple packages.

Company selects a different package based on condition
1 Click to select a package on the list, and then click Modify Condition.

2 On the Condition window, in the Select Condition Type field, select
Milestone Finished or Field Value Entered.

3 If you selected Milestone Finished, select a milestone from the Finished
Milestone list, and then click Save.

4 If you selected Field Value Entered, click the New icon, enter the Field IDs
for the fields that must be completed before the condition is met, and then
click Add.

« Or, to locate a field on a form, click the Find icon (magnifying glass),
select a field on the left panel, right-click a field on the form, and then
click OK.

5 Atfter all the fields have been selected, click Save.
NOTE: When multiple fields are selected, all the fields must be completed
before the eDisclosure package selection is triggered.

6 Repeat steps 1-5 to modify conditions for additional packages.

7 Select the check box for a package to make it available to users when the
condition is met.

8 Select the check boxes in the Include GFE, Include TIL, and Include LE
columns to include those forms in a package.

NOTE: If a user sends additional disclosures and no loan data has changed,
a message asks the user to confirm that the same eDisclosure package will
be sent again. If changes to the loan data have triggered a new condition, a
new eDisclosure package will be sent and a message will not display.

User selects a package for each loan (no company control)

« No additional configuration is required when you select this option. The user
is allowed to select the package when generating an eDisclosure package.

8 On the Re-disclosure Package section, select an option from the Control

Option list.

Company selects a package for all loans

« Select the check box for one or more conditions that require different
eDisclosure packages.

» For each condition you have selected, select the check box for one or more
preconfigured packages that will be used when the condition exists.

NOTE: If multiple packages are selected, the package contains all the forms
listed in each package. Duplicate copies of forms should not be included in
the final package.

User selects a package for each loan (no company control)

» No additional configuration is required when you select this option. The user
is allowed to select the package when generating an eDisclosure package.

For each channel tab, repeat steps 5-8 in the “To Set Up eDisclosure
Packages” instructions starting on page 3.

10 When finished, click the Save icon.

To Set the Borrower Signing Option:
« In the Borrower Signing section, clear or select the Provide eSigning option

check box to disable or enable the option, and then clear or select the check
boxes to disable or enable the option for each loan type.

Borrower Signing

Provide eSigning option - Select Loan Type Conv FHA VA USDA-RHS Other HELOC

To Set the Consent Options:
1 Select a Consent Required option:

Consents

|:| Use your company's branch address in the borrower consent agreement for electronic document requests and eDisclosure packages.

|:| The eDisclosure Consent form wil state that the borrower is required to paya § fee if paper fulfilment is ordered.

» Once per loan - With this option (known as loan-level consent), the borrower
is required to consent only once per loan to receive any documents
electronically. This loan-level consent status is applied and tracked on all
current and future electronic document packages. When a borrower accept
consent, all loan documents are accessible electronically. When a borrower
declines consent, no loan documents are accessible electronically. During
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the loan process, borrowers can change their minds and accept or decline
the agreement at any time. When the loan-level consent status changes, the
following rules apply:

- When a borrower changes the loan-level consent status from decline to
accept, all document packages are accessible electronically, even
packages that were sent previously when consent was declined.

» When a borrower changes the loan-level consent status from accept to
decline:

- Packages where consent was accepted prior to the status change
accepted are still accessible electronically.

» Packages sent after the consent status change are not accessible
electronically.

» Packages sent that were not accessed prior to the consent status
change are no longer accessible electronically.

For loan and each package - With this option (known as loan-and-package-
level consent), an initial consent agreement is sent to the borrower before
any electronic documents are sent. Separate consent agreements are also
sent with each document package. Borrowers must accept the agreement for
each document package in order to receive the documents electronically.

NOTE: This option provides an easy way to reaffirm prior loan level consent
with each package. The package level consent is not a replacement for the
loan-level consent. It is important to get prior loan-level consent before
sending any eDisclosure.

With loan-and-package-level consent, a record is maintained for each
package, regardless of the accept/decline option selected for other
packages.

Example: When a borrower accepts packages 1 and 2, declines package 3,
and then accepts package 4, packages 1, 2, and 4 are still accessible
electronically, but package 3 is not.

The loan-and-package-level consent method also maintains a loan-level
consent status for the borrower that changes based on whether the borrower
has accepted or declined the previous disclosure package.

Example: When a borrower accepts the initial loan-level consent request,
receives an eDisclosure, and then declines a package-level consent request,
the borrower’s loan-level consent status is set to Declined.

The loan-level consent for the borrower is used to ensure compliance with
RESPA-TILA regulations that require a borrower's eConsent prior to sending
electronic disclosures. A separate attribute, loan-level consent when
eDisclosure was sent, tracks this prior loan-level consent. When a borrower’s
loan-level consent status has been changed to declined, you must send a

4

new loan-level eConsent request to the borrower before you send any
additional packages. This ensures that your packages continue to be
compliant with 2015 RESPA-TILA regulations.

Clear or select the option to use your company's branch office address in the
eDisclosure Agreement that borrowers must accept before they can receive
loan documents electronically.

» The agreement uses the address in the Organization Details window
(Encompass Settings > Company Details > Organization/Users) for the
Organization hierarchy folder that contains the Encompass user who is
sending the consent.

Clear or select the The eDisclosure Consent form will state... check box to
include or exclude a statement on the eDisclosure Agreement stating the
amount of any additional fees that will be charged if the borrower opts to
receive printed copies of documents rather than electronic ones.

« Enter the dollar amount that will be charged for printed copies in the text box.

When finished, click the Save icon.

Set Up eDisclosure Plan Codes

Use the eDisclosure Plan Codes tool to set up the plan codes your company will
use when generating initial disclosures (i.e., eDisclosures). When users generate
initial disclosures, they will select one of these plan codes and apply its loan
program data to the initial disclosures. Here you can select from a list of generic
plan codes or create your own custom plan code.

To Add eDisclosure Plan Codes:

1
2
3

On the menu bar, click Encompass, and then click Settings.
On the left panel, click Docs Setup, and then click eDisclosure Plan Codes.

Click the New icon.

Chapter 2: Configuring the Encompass Docs Solution



4 Atthe top of the Select Plan Code window, select Generic from the drop-down
list.

« Alist of loan programs is displayed.

Select Plan Code o |-
Select an Investor [Ganer\c v]

EM Plan Codes (48) D Show already added plan codes @%
Fitter: Clear Fitter
Investor Description Plan Code Ellie: Mae Plan 10 O

z)

Generic 1 Wesr Treasury ARM (FNMAFHLMC) 00000005 -
Generic Ti23 - Twwo Step 10 Year Treasury ARM (FMMA) 00000017 L
Generic S5 Treasury LRM 00000020 1
Generic 1 Wesar LIBOR ARM Assumable During Lite of Loan (FHLM 00000048 m
Generic 1 Wear LIBOR 10 Year Interest Only ARM (FrMA) 00000063
Generic T¥ Home Eguity Fixed First S0(a)(5) (FMRAY 00000076
Generic FHA Fized Rate Open Term 00000034
Generic FHA 1 Year Treasury ARM 00000095
Generic FHA 3M Tressury ARM 00000096
Generic FHA 5M Tressury ARM 00000097
Generic FH& 78 Tressury ARM 00000095
GRNRFc: FHAANM Treasry ARM NNANANAA i
a 1 »
Create Custom Add Add as Aliss

5 To view details about the loan program, including the values that will be added
to the loan file if selected, select the loan program, and then click the View
Plan Code Details icon (magnifying glass).

6 To add the program to your company's plan codes list that users can select
from when generating initial disclosures, select one or more plans, and then
click Add.

7 Click Yes to confirm the addition of the plan to your company's plan code list.
» The program is added to the Company Plan Codes list.

8 To add additional plans to your company's plan codes list, repeat steps 4
through 7.

NOTE: To add one or more programs to your company’s plan codes list at the
same time, press Ctrl on your keyboard, and then click to select the programs to
add.

Creating an Alias for a Plan Code

You can add a loan program to your company's plan codes list, but change the
program's plan code ID, description, and investor name beforehand by using
the Add as Alias option. The loan program itself does not change, but when
the user is selecting a plan code for their initial disclosure (i.e., eDisclosure)
package, the plan code ID, description, and investor name will be displayed to
them according to your settings.

1 Follow steps 1 through 4 in the “To Add eDisclosure Plan Codes”
instructions starting on page 5.

2 To create an alias for a program and then add it to your company's plan
codes list that users can select from when generating initial disclosures,
click to select a plan, and then click Add as Alias.

-

Add EM Plan Code as Alias

(25

A Plan Code Alias will inherit all of the attributes of an EM Plan Code
but allow you to override or hide the data values shown below.

Status Active
Ellie Mae Plan ID oooooos4
* Plan Code C.

* Description
Investor Generic
[] Do not import investor name to loan

* Required

l Add ] l Cancel

3 In the Add EM Plan Code as Alias window:

« On the Status line, select the Active check box to include the program in
the plan codes list that users select from when generating initial
disclosures.

« Enter the desired plan code ID, Description, and Investor name.

» The plan code ID is an investor-specific or company-specific identifier
for the program. Users selecting a plan code for their initial disclosure
(i.e., eDisclosure) package may find it helpful if you create a plan code
ID that helps describe the program (for example, C.30YRFIXED) soit's
easy for them to look at the plan code and know what's being used for
the loan.

» Select the Do not import investor name to loan check box to prevent
the investor name from being automatically populated to the loan file
when selected. When selected, the investor name will be blank in the
plan codes list that users select from when generating initial disclosures.

4 Click Add.
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Creating a Custom Plan Code

You can create your own custom plan codes to add to your company's plan
codes list.

1 On the menu bar, click Encompass, and then click Settings.

2 On the left panel, click Docs Setup, and then click eDisclosure Plan
Codes.

3 Click the New icon.
In the lower-left corner, click Create Custom.

5 Enter a custom plan code ID, Description, and Investor name.

.- Create Custom Plan

Status Active
* Plan Code C. |

* De=scription
Investor

* Required

Add ] [ Cancel

6 Select the Active check box to include the program in the plan codes list
that users select from when generating initial disclosures.

7 Click Add.

NOTE: To include field values in the plan code that will populate to the loan
file when the plan code is selected for the eDisclosure package, use the
Create a Loan Program button to create a loan program template based on
the plan code. (See the “To Create a Loan Program Based on a Plan Code”
instructions below.) Or, you can use the Loan Programs template setting to
apply the plan code to a loan program template and enter the desired field
values. (The Loan Programs setting is located under the Loan Templates
folder in Encompass Settings.)

To Create a Loan Program Based on a Plan Code:

When working with the Loan Templates setting in Encompass Settings, a “loan
program” is a template of predefined values that display primarily on the Truth-In-
Lending Disclosure statement and the 1003 application. You can significantly
reduce data entry time and improve accuracy by setting up loan programs for the
types of loans you process most often.

Here you can create a loan program based on the predefined values set up in a
plan code. When a user selects the plan code to use with a loan, the data from the
loan program template is copied to the loan forms. The user can leave the data as
is, or change values as needed. The original data on the template is not affected.

1 On the menu bar, click Encompass, and then click Settings.

2 On the left panel, click Docs Setup, and then click eDisclosure Plan Codes.
3 Select a plan code, and then click the Create Loan Programs button.
4

In the Select Folder window, browse to the folder where you want to store the
loan program, and then click OK.

» The loan program template is saved to the location you selected. This loan
program is also added to the Loan Programs list in the Loan Programs
setting. Use this setting to update field values in the loan program template
as needed.

NOTE: When added to the Loan Programs template setting, the program’s
Name and Program Description are based on the plan code’s Description
(i.e., the plan code’s Description matches the loan program’s Name and
Product Description).

Alink icon displays next to loan programs that are created based on a plan
code.

Loan Programs

Mame

30 Year Fixed

When working with the loan program, you cannot change any of the plan
code data that is included in it. (Fields populated with plan code data are not
editable in the loan program.) In order to change plan code properties (plan
code status, description, and investor), you must use the eDisclosure Plan
Code setting. Any changes you make to the plan code properties are
automatically applied to the loan programs that are “linked” to the plan code.

To create multiple loan programs based on multiple plan codes, press Ctrl on
your keyboard, select one or more plan codes, and then click the Create
Loan Programs button. A new loan program is created for each plan code
selected.

Chapter 2: Configuring the Encompass Docs Solution



Set Up eDisclosure Stacking Templates

Use the eDisclosure Stacking Templates tool to set up the order in which the initial
disclosures (i.e., eDisclosures) are organized and sent to the borrower. Here you
can control which documents are included in the initial disclosure package, and
the order in which they are organized. When a user generates the initial
disclosures, they can select the eDisclosure Stacking Template they want to apply
to the initial disclosure package.

NOTE: The Default Stacking Template - eDisclosures template is provided by
default with Encompass. Administrators can rename this template and modify the
documents within the template as needed.

To Create an eDisclosure Stacking Template:

1
2

On the menu bar, click Encompass, and then click Settings.

On the left panel, click Docs Setup, and then click eDisclosure Stacking
Templates.

In the Stacking Templates section, click the New icon.

To rename the template, double-click the New Stacking Template entry to
make the name editable. You can then enter the new template name.

5 With the template selected, click the New icon in the Documents section to add
documents to the template.

- eDi

Define the Stacking Templates used to sort documents when ordering eDisclosures.

Stacking Templates (4) [2 @ % || setas Defaut
Mame & Default
Detautt Stacking Template - eDisclosures Yes

FHA Stacking Template
LISDA, Stacking Tamplate
Friel County Disclosures

[ s R ==

Documents (0) Bé® X H@

“You can drag new documents and drop them into the stacking template on the right. When saved, the changes made to the document stacking
template are immediate and available to all users ordering docs in your company.

New Documents (38)

Source |Ellie Mae eDisclosures (Returned)

Mame &
Acknowledgement of Intent to Procesd
Acknowledgement of Receipt of Good Faith Estimete
Appraizal Report for Lender's Use Disclosure (Dodd-Frank
Borrower's Certification & Authorization

C& - The Housing Financial Discrimination #et of 1977 - Fa |
G, Addendum 1o Residential Mortgaoe Loan Application e |

i Credit Score Disclosure

CA Disclosure Receipt

C& Earthquake Insurance Motice for Condominium Projects
CA Finance Lenders Lav Mortaage Broker Aoresment

CA Hazard Insurance Authorization, Requirements and Dis
C& Loan Impound Disclosure and Waiver

CA Maching Copies MNotice

CA Matice to Home Loan Applicant

C& Statement of Interest Addendum to Residential Mortgac
C& Tils Insurance Motice

CA Yolurtary Information for Government Monitoring Purpc
Credit Score Disclosure

Credit Score Disclosure Exception for Loans Secured by C

[l Documents grouped for ondering

Friel County Disclosures (0) & &

Chapter 2: Configuring the Encompass Docs Solution




6 In the New Documents section, select a Source for the documents.

» The Ellie Mae eDisclosures (Returned) source option lists only the

documents that have been returned to the user via Encompass at least once.

» The Ellie Mae eDisclosures (Default) source option lists all the documents

included in the original Default Stacking Template - eDisclosures stacking
template shipped with Encompass.

» The eFolder Documents source option lists all of the documents set up in

the Documents setting under eFolder Setup (in Encompass Settings).

7 To add documents to the template, click to select a document and then drag it

to the New Stacking Template section.
OR

Click to select a document and then click the right arrow to add it to the New

Stacking Template section.

» To add multiple documents, select a document, press Ctrl on your keyboard,
and then click to select additional documents. Then use one of the methods

described in step 7 to add the documents to the template.

» To change the order in which the documents are organized in the template,
click a document, and then click the up arrow or down arrow to move the

document up or down in the list.

» To remove a document from the template, select the document, and then
click the Delete icon.

NOTE: The documents are returned to the New Documents section.
8 To save the template, click OK, and then click the Save icon.

NOTE: Documents that are returned when the loan originator generates their

eDisclosure package that are not part of the eDisclosure stacking template will be

placed at the bottom of the document list, highlighted in yellow.
Set Up Closing Doc Plan Codes

Use the Closing Doc Plan Codes tool to set up the plan codes your company will

use when ordering closing documents. When users order closing documents,
they will select one of these plan codes and apply its loan program data to the

closing documents. Here you can select from a list of investor-specific plan codes

or create your own custom plan codes.

To Add Closing Doc Plan Codes:
1 On the menu bar, click Encompass, and then click Settings.

2 On the left panel, click Docs Setup, and then click Closing Doc Plan Codes.

3 Click the New icon.

4 At the top of the Select Plan Code window, select an investor from the

drop-down list.

Encompass Settings  Goto Recent Import  Help
Setiings Overview .
- CompanyiUser Setup &
Loan Setup Define the Plan Codes used by your company when ordering Closing Docs.
eFolder Setup
Docs Setup Company Plan Codes (5) [3 Bf 84 || create Loan Programs
eDisclosure Package: Fiters Clear Fiter
eDisclosure Plap.Cade
’ Elie Mae Plan 10 Ore
eDisclosure Staf| Select Plan Cade = ) 2
Closing Doc Pig E
Closing Doc Staffl  Select an Investor 00000002 Closil
Compliance Au Affilated Morigage Company = 00000008 Closil
Secondary Setup EM Plan Codes  Ally Bank 2% 00000115 Bcth
Ast ral and L Associati
Contact Setup iers o — 08100002 Closil
Loan Templates Ba o il Lynch 08950003 Closil
Tables and Fees Investor B NA. Plan Code Ellie Mae Plan I o
. Business Rules : Branch Banking and Trust Company.
Central Morigage Company
System Administral Central National Bank
Additional Senvices Citbank, N.A
Personal Setlings Comnerstone Morigage Company L
I y 5
First Federal Savings and Loan Assoc of Charlest|
First Guaranty Mortgage Corporation
Flagstar Bank, FSB
Fre erican Mortgage Company
m Mortgage Corporation
Gateway Bank, FSB
Generic
Interbank Mertgage Company
IPMorgan Chase Bank, N.A. LY
M &T Bank
Merchants Bank, National Association
Ll Mortgage America, inc.
Mortoage Clearing Corparation
Create Custom | Mortgage Services I, LLC
Nationwide Advantage Mortgage Company
e—— '/ CB Mortgage Company, LLC
PennyMac Corp.
Pentagon Federal Credit Union =
[ ’ »

» Alist of loan programs provided by the selected investor is displayed.

To view details about the loan program, including the values that will be added
to the loan file if selected, click the View Plan Code Details icon (magnifying
glass).

To add the program to your company's plan codes list that users can select
from when ordering closing documents, click to select one or more plans, and
then click Add.

Click Yes to confirm the addition of the plan to your company's plan code list.
» The program is added to the Company Plan Codes list.

To add additional plans to your company's plan codes list, repeat steps 4
through 7.

Creating an Alias for a Plan Code

You can add an investor's loan program to your company's plan codes list, but
change the program's plan code ID, description, and investor name
beforehand by using the Add as Alias option. The loan program itself does not
change, but when the user is selecting a plan code for their closing document
package, the plan code ID, description, and investor name will be displayed to
them according to your settings.
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1 Follow steps 1 through 5 in the “To Add Closing Doc Plan Codes” 2 On the left panel, click Docs Setup, and then click Closing Docs Plan
instructions starting on page 9. Codes.
2 To create an alias for a program and then add it to your company's plan 3 Click the New icon.
codes list that users can select from when ordering closing documents, click 4 In the lower-left corner. click Create Custom.
to select a plan, and then click Add as Alias. ' e
. ) 5 Enter a custom plan code ID, Description, and Investor name.
3 Inthe Add EM Plan Code as Alias window:
) . . . 6 Select the Active check box to include the program in the plan codes list
- On the Status line, select the Active check box to include the program in that users select from when ordering closing documents
the plan codes list that users select from when ordering closing ] '
documents. 7 Click Add.

NOTE: To include field values in the plan code that will populate to the loan
file when the plan code is selected for the closing document package, use the
Create a Loan Program button to create a loan program template based on
the plan code. (See the “To Create a Loan Program Based on a Plan Code”
instructions on page 10.) Or, you can use the Loan Programs template
setting to apply the plan code to a loan program template and enter the
desired field values. (The Loan Programs setting is located under the Loan
Templates folder in Encompass Settings.)

« Enter the desired plan code ID, Description, and Investor name.

» The plan code ID is an investor-specific or company-specific identifier
for the program. Users selecting a plan code for their closing document
package may find it helpful if you create a plan code ID that helps
describe the program (for example, C.30YRFIXED) so it's easy for
them to look at the plan code and know what's being used for the loan.

4 Select the Do not import investor name to loan check box to prevent the
investor name from being automatically populated to the loan file when
selected. When selected, the investor name will be blank in the plan codes

To Create a Loan Program Based on a Plan Code:
list that users select from when ordering closing documents.

When working with the Loan Templates setting in Encompass Settings, a “loan
ing program” is a template of predefined values that display primarily on the Truth-In-
Dafine the Pan Godes used by your company when ordern Cosna ocs Lending Disclosure statement and the 1003 application. You can significantly
- _ - ELAL ‘ reduce data entry time and improve accuracy by setting up loan programs for the

. T types of loans you process most often.
E Select an Investor IBank of America Werrill Lynch - j

EM EM Plan Codes (7) [ | Show already added plan codes =% 01478
EM 05230

Here you can create a loan program based on the predefined values set up in a

El e R i Code 2 - M’ ik plan code. When a user selects the plan code to use with a loan, the data from the
. = loan program template is copied to the loan forms. The user can leave the data as
is, or change values as needed. The original data on the template is not affected.

Lial0LE 09320004 ci 1
LIASLIBIO 09320005 ci
LIATUBI 09320008 ci I

Company Plan Codes ()

Fiters. Select Plan Code

APian Code Alas willinhert all of the attributes of an EM Plan Code
but alow you to override or hide the data values shown below.

LIP30 03320001 ci
Status Active
Elle Mze Plan D 09320002

* Plan Code e

On the menu bar, click Encompass, and then click Settings.

*Description

Banik of America Merril
Blark of America Merril

Investor Bank of America Merril Lynch
LIsOLBI0 09320007 ci
[ Do not import investor name to loan

2 On the left panel, click Docs Setup, and then click Closing Doc Plan Codes.
3 Select a plan code, and then click the Create Loan Programs button.
4

*Required

<

,
Croate Custom ‘Add as Alas

T 3

In the Select Folder window, browse to the folder where you want to store the
loan program, and then click OK.

« The loan program is saved to the location you selected. This loan program is
also added to the Loan Programs list in the Loan Programs template setting.
Use this setting to update field values in the loan program template as
needed.

5 Click Add.

Creating a Custom Plan Code NOTE: When added to the Loan Programs template setting, the program’s

Name and Program Description are based on the plan code’s Description
(i.e., the plan code’s Description matches the loan program’s Name and
Product Description).

You can create your own custom plan codes to add to your company's plan
codes list.

1 On the menu bar, click Encompass, and then click Settings.
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» Alink icon displays next to loan programs that are created based on a plan
code.

Loan Programs

Matmne
Scott's Plan Codes

E] 20 vear Fixed

« When working with the loan program, you cannot change any of the plan
code data that is included in it. (Fields populated with plan code data are not
editable in the loan program.) In order to change plan code properties (plan
code status, description, and investor), you must use the Closing Doc Plan
Codes setting. Any changes you make to the plan code properties are
automatically applied to the loan programs that are “linked” to the plan code.

» To create multiple loan programs based on multiple plan codes, select one or
more plan codes, and then click the Create Loan Programs button. A new
loan program will be created for each plan code selected.

Set Up Closing Doc Stacking Templates

Use the Closing Doc Stacking Templates tool to set up the list order in which the
closing documents are organized. Here you can control which documents are
included in the closing document package, and the order in which they organized.
When a user orders the closing documents, they can select the Closing Doc
Stacking Template they want to apply to the closing document package.

NOTE: The Default Stacking Template - Closing template is provided by
default with Encompass. Administrators can rename this template and modify the
documents within the template as needed.

To Create a Closing Doc Stacking Template:
1 On the menu bar, click Encompass, and then click Settings.

2 On the left panel, click Docs Setup, and then click Closing Doc Stacking
Templates.

3 In the Stacking Templates section, click the New icon.

4 To rename the template, double-click the New Stacking Template entry to
make the name editable. You can then enter the new template name.

Closing Doc St o T

Define the Stacking Templates used to sort documents when ordering Closing Docs.

Stacking Templates (3) [3 & X || setas Defaut D () [ = @
hiame Defaut
Clozing Stacking Template-to
Defaut Stacking Template - Closing Yes

Pl

5 With the template selected, click the New icon in the Documents section to add
documents to the template.

6 In the New Documents section, select a Source for the documents.

» The Ellie Mae Closing Docs (Returned) source option lists only the
disclosures that have been returned to the user via Encompass at least once.

» The Ellie Mae Closing Docs (Default) source option lists all the documents
included in the original Default Stacking Template - Closing stacking template
shipped with Encompass.

» The eFolder Documents source option lists all of the documents set up in
the Documents setting under eFolder Setup (in Encompass Settings).

7 To add documents to the template, click to select a document and then drag it
to the New Stacking Template section.

OR

Click to select a document and then click the right arrow to add it to the New
Stacking Template section.

» To add multiple documents, select a document, press Ctrl on your keyboard,
and then click to select additional documents. Then use one of the methods
described in step 7 to add the documents to the template.

« To change the order in which the documents are organized in the template,
click a document, and then click the up arrow or down arrow to move the
document up or down in the list.

» To remove a document from the template, select the document, and then
click the Delete icon.

NOTE: The documents are returned to the New Documents section.
8 To save the template, click OK, and then click the Save icon.

NOTE: Documents that are returned when a closer generates a closing
document package that are not part of the closing documents stacking template
are placed at the bottom of the document list, highlighted in yellow.
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Configure Compliance Audit Settings

The Encompass Compliance Service (powered by Mavent) provides an instant
loan file check and determines if a loan complies with selected state and federal
regulations.

The Compliance Audit Settings tool allows administrators to select whether their
company supports Federal high cost loans (Section 32) and to select the
individual states in which the company supports state/local high cost loans.
Configure this setting to help ensure compliance with regulations regarding high
cost loans and to help prevent users from originating high cost loans for states in
which they are not permitted to do so.

NOTE: Many of the settings on the Compliance Audit Settings screen are also
available in the Compliance Review Setup tool. If you are a current Encompass
Compliance Service customer, the settings configured in the Compliance Review
Setup tool will be applied to the Compliance Audit Settings screen (and vice
versa). For non-Encompass Compliance Service users, the Ellie Mae team will
guide you through the process of configuring these Compliance Audit Settings,
including mapping fees to specific fields in the Encompass Compliance Service.
Refer to Chapter 3, “Fee Mapping” for instructions on setting up fee mapping.

To Configure Compliance Audit Settings:
1 On the menu bar, click Encompass, and then click Settings.

2 On the left panel, click Docs Setup, and then click Compliance Audit
Settings.

Encompass Settings  GotoRecent Import  Help

Seftings Overview " - " -
CompanylUser Setup R E 2 |
Loan Setup Configure Compliance Audit Settings
eFolder Setup
Docs Setup
eDisclosure Packages
. eDisclosure Plan Codes Defaul Channel :}

eDisclosure Stacking Templ | Admin Email

Compliance Audit Setfings

Closing Doc Plan Codes [ Use Encompass Finance Charge Indicator for Unmapped Fees
- Closing Doc Stacking Templ e

[Compliance Audit Setings
Secondary Setup APR and Finance Charge Tolerance () 0.125% for all lbans
Contact Setup (@ 0.125% for regular loans and 0.25% for iregular loans.
Loan Templates
Tables and Fees
Business Rules
System Administration D Allow Federal High-Cost (Section 32) Loans.
Additional Services |
Personal Settings State/Local High-Cost Loans

o[ state
[ awbama

O amska ‘

Federal High-Cost Loans

[ arizana

[ Arkansas

O california

[ Colorada

[ connecticut

[ Delaware

[] Dbistrict of Columbia
O Forica

[0 ezorgia

[ ocuam

F e —

[ i »

Close

3 Select a Default Channel option to indicate how your company is handling loan
files, such as Brokered or Banked.

4 Enter one or more email addresses in the Admin Email text box. If a processing
error occurs during the loan review due to a fee that was not mapped or was
mapped incorrectly, an email alert message will be sent to these email
addresses.

» Please note, fees must be mapped to specific fields in the Encompass
Compliance Service in order for the compliance reports to produce complete
and accurate results. The Encompass Compliance Service uses the
mapping configured in the ltemization Fee Management setting. Refer to
Chapter 3, “Fee Mapping” of this guide for instructions on setting up this fee

mapping.
« When adding multiple email addresses, separate each one using a comma
or semicolon.

5 Select the Use Encompass Finance Charge Indicator for Unmapped Fees
check box to enable the loan's APR setting to determine how unmapped fees
are categorized by the Encompass Compliance Service.

» When selected, an unmapped fee will be categorized as Other - Non-Finance
Charge (Fee ID 998) if the fee's APR indicator check box (field ID SYS.X17)
on the 2010 Itemization form is not selected.

An unmapped fee will be categorized as Other - Finance Charge (fee ID 999)
if the fee's APR indicator check box on the 2010 ltemization form is selected.

NOTE: If you are a current Encompass Compliance Service customer and
have already mapped fees, you can proceed to the next step below. Non-
Encompass Compliance Service customers need to work with the Ellie Mae
team to map fees to specific fields in the Encompass Compliance Service
before proceeding. Refer to Chapter 3, “Fee Mapping” of this guide for
instructions on setting up fee mapping.

6 Select the Run MDIA Check check box to include the MDIA review in the loan
check. When this check box is selected, the MDIA review will be performed on
all loans, including investment properties.

« The MDIA check includes comparisons, tests, functions and calculations
based on the Truth In Lending Act and Mortgage Disclosure Improvement
Act (MDIA). Specifically, the Encompass Compliance Service recalculates
the finance charge amount, amount financed, APR, total of payments,
payment schedule, and the amortization schedule. The MDIA check
validates that the loan's disclosure dates are in compliance with the “3-7-3
rules” set forth in the MDIA.
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7 Select the tolerance to apply to loan reviews using the APR and Finance
Charge Tolerance options.

» Select 0.125% for all loans to set up the report to note a violation if there is
a difference between the disclosed APR and the current APR greater than
.125% when reviewing any type of loan.

« Select the 0.125% for regular loans... option to set up the report to note a
violation if there is difference between the disclosed APR and the current
APR greater than .125% when reviewing a loan or if there is a difference
between the disclosed APR and current APR greater than .25% when
reviewing an irregular loan.

8 To enable users to originate Federal high cost (Section 32) loans, select the
Allow Federal High-Cost (Section 32) Loans check box.

» The Encompass Compliance Service calculates the high cost thresholds as
defined in HOEPA and by applicable state and local jurisdictions to determine
if a loan is considered a high cost loan. The federal, state, and local APR and
Points and Fees threshold calculations ensure proper classification of fees
by ascertaining to whom the fee is paid (for example, lender, affiliate,
originator, or provider) and by whom the fee is paid.

9 Select the individual states in which your company supports state/local high
cost loans.

10 Click the Save icon.

eFolder Setup

Use the Documents tool (under the eFolder Setup setting) to create and manage
the tracking information associated with loan documents and services, including
standard forms, custom forms, settlement services, verifications (verifs), and
needed documents (documents that are supplied by the borrower). Here you can
specify when the document is to be included in an initial disclosure (i.e.,
eDisclosure) package or closing document package based on specific criteria.
The document is included only when one or more of the criteria are met.

To Indicate When a Document is to be Included in Document Packages:
1 On the menu bar, click Encompass, and then click Settings.
2 On the left panel, click eFolder Setup, and then click Documents.

3 On the Documents list, select a document, and then click the Edit icon.

Document @
Name Affiliated Business Disclosure
Description List of affiliated business partners who provide settlement services | -
Type [Standard Form vl
Source [DIS - Affiiated Business - I
Tracking Available
Days to Receive 7 Webcenter

Days to Expire 50 TPO WebCenter Portal

EDM Lenders (Send Files to Lender)

Conversion Preferences
Document Conversion Off - Settings only apply with conversion enabled.

|:| Keep copy of original format

Conversion Format | Black & White -

Encempass Docs Service

Add this document to eDisclosure packages
[] Add this document to Encompass Closer packages Criteria...
|:| Add this document to Pre-Closing packages Criteria...
Signature Type eSignable - ]

":?‘ Learn more...

4 In the Encompass Docs Service section, select the appropriate check box to
add the document to all eDisclosure, closing, or pre-closing electronic
disclosure packages.

« If the document is a custom form that requires eSigning, be sure the form
includes the required eSigning signature points.

Click the Criteria button to specify criteria for including the document in an
electronic disclosure package. The document is included only when one or
more of the criteria are met. When finished, click OK.

NOTE: To include the document any time a specific plan code is applied to
the disclosure package, select the Plan Code check box, and then select the
specific plan code(s). Only custom plan codes or plan codes created as an
alias are available to select here. (For instructions for creating custom plan
codes or adding a plan code as an alias, refer to “Creating a Custom Plan
Code” and “Creating an Alias for a Plan Code” on page 6.)

5 Click OK.
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Loan Templates

Use the Loan Programs setting (under the Loan Templates setting) to create
templates of predefined values that display primarily on the Truth-In-Lending
Disclosure statement, the 1003 application, and the 2015 RESPA-TILA disclosure
forms. You can significantly reduce data entry time and improve accuracy by
setting up loan programs for the types of loans you process most often.You can
also use the Input Form Sets setting to create a template (a set of specified
closing forms) that closers can apply to the list of forms in the loan workspace.

Loan Program Templates Based on Plan Codes

Loan program templates that you created based on eDisclosure or Closing Doc
plan codes are automatically added to the Loan Programs setting. Here you can
update field values in the loan program template as needed.

« Alink icon displays next to loan program templates that are created based on
a plan code.

Loan Programs
Matme
Zcott's Plan Codes

] 30 vear Fixed

» When working with the loan program, you cannot change any of the plan code
data that is included in it. (Fields populated with plan code data are not editable
in the loan program.) In order to change plan code properties (plan code status,
description, and investor), you must use the eDisclosure Plan Codes or Closing
Doc Plan Codes settings. Any changes you make to the plan code properties
are automatically applied to the loan programs that are “linked” to the plan code.

» When you select a loan program to use with a loan, the data from the template
is copied to the loan forms. Users can leave the data as is, or change values as
needed. The original data on the template is not affected.

To Create or Update a Loan Program:
1 On the menu bar, click Encompass, and then click Settings.
2 In the left panel, click Loan Templates, and then click Loan Programs.

3 On the Loan Programs screen, select the Public or Personal folder in which
to add the template.

4 Click the New icon, enter the name of the program, pres the Enter key, and
then double-click the program.

OR

To update field values in a loan program template you created when you set up
eDisclosure or Closing Doc plan codes, and then double-click the template.

On the Loan Program Details window, enter a Description.

If the data in a template conflicts with a business rule, select the Template data
will ignore business rules check box to ignore the conflicting business rule
and apply the template data to the loan.

« If the check box is not selected, the business rule will take precedence over
the template data.

NOTE: This feature is available only if it has been enabled by your system
administrator (Admin Tools > Settings Manager) and applies only to public
templates.

Complete the form as described below, and then click Save.

Heading Fields

« If you want to associate a closing cost program with the loan program, click
the Find icon to select the appropriate template.

» Select a Loan Doc. Type Code.

Plan Code

To apply plan code data to the template, click Plan Code and select the desired
plan code. The remaining fields in this section are populated with the plan code
data.

Type of Mortgage and Terms of Loan

Enter loan type and property information as needed. Enter any additional terms
required for the loan program type. For example, rates for buydown and ARM
mortgages, biweekly payments, potential negative amortization, and
construction mortgage details.

HELOC - Draw/Repayment Period

Use the HELOC section to set up example payment data that is used on the
HELOC custom form, Important Terms of Our Home Equity Line of Credit. You
can apply data from a predefined template, edit the applied template data, or
set up data from scratch.

Mortgage Insurance

Click the Edit icons to calculate the mortgage insurance premiums and terms.
For detailed instructions, refer to Calculating Mortgage Insurance Premiums
online help topic.
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Program Requirements

Enter the minimum requirements for the borrower to qualify for this loan
program.

Insurance

Indicate the types of insurance required and, if purchased from the creditor, the
annual premium.

Late Charge and Assumption

Use these sections to enter information related to late charges and
assumability.

Input Form Sets

Use the Input Form Sets tool to create a template (set of closing forms) to display
in the Forms list on the loan workspace. Your closer can apply the template before
beginning work on the loan.

To Create an Input Form Set:

1 On the menu bar, click Encompass, and then click Settings.

2 In the left panel, click Loan Templates, and then click Input Form Sets.

3 Onthe Input Form Sets screen, select the Public or Personal folder in which to

add the set.

4 Click the New icon, type the name of the input form set, and then (with the new

form set selected) click the Edit icon.

-

Input Form Set Details (==

Template Mame  Closing Forms

Description Closing Forms 2

Predefined Input Forms Selected Input Forms (14) @
WETS I armne:

Brorrowwer Summary - Origination Borrower Information - Westing

| »

Borower Summary - Processing Closing Wendar Information

1003 Page 1 E Clozing Fegs

1003 Page 2 | RegZ - CD

1003 Page 3 = Add > Froperty Information

1003 Page 4 S emoe 2010 HUDA Page 1

FH& M anagement 2M0HUD-1 Page 2

LS00 Management Clozing Dizclozure Page 1
' M anagement Closing Dizclosure Page 2
ATR/OM Management Clozing Dizclosure Page 3
FHEA Streamlined 1003 Closing Disclosure Page 4
ULDDAPDD Clasing Dizclosure Page &
HUD 1003 Addendum Aggregate Ezcrow Account
Wi 2B-8261A Veteran Status Closing Conditions

Wiy Cert of Eligibility

GFE - ltemization

MLDS - CA GFE -

'I:'g:i' Learn more... ’ Save ] ’ Cancel

On the Input Form Set Details window, type a Description.
Select one or more forms from the Predefined Input Forms list and click Add.

» Use the ---Line--- option at the bottom of the left panel to add a separation
line between groups of forms.

To remove forms, select one or more forms from the Selected Input Forms list,
and then click Remove.

To change the display order, select a form in the Selected Input Forms list, and
then click Up or Down.

When finished, click Save.
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Personas Settings

Personas represent job functions in your company. Each persona defines access
to functions, forms, and tools. One or more personas are assigned to each user.

Use the Personas settings to grant a persona permission to access and work with
eDisclosures, eDisclosure and Closing Doc plan codes, and eDisclosure and
Closing Doc Stacking Templates when generating initial disclosures and closing
documents.

NOTE: The Personas settings described in this section are available in
Encompass Banker Edition only.

To Define Persona Access:

1

2
3
4

On the menu bar, click Encompass, and then click Settings.
On the left panel, click Company/User Setup, and then click Personas.
In the left panel, select a persona.

In the General section of the eFolder tab, select the eDisclosures check box
to enable the persona to generate and send eDisclosures packages. Select the
related check boxes to enable the persona to add, remove, or reorganize
documents in the initial disclosure package.

2. Define access for the Loan Officer persona. =l B

| Home I Pipeline | Loan I Forrnsr"TooIsl eFolder |T|adestor|tad5fDashboardIH.eports ISeﬂings | ¥ 1

--[¥f] Access to Document Tab

General Unassigned Files (File Manager)

Create/Duplicate Documents - ¥ Browse and Attach

=-[¥] Manage Access to Documents [¥]5can and Attach

D Remowve Access From Protected Roles -[¥] Mtach Encompass Forms

Send Consent = Edit File

Request Bormower Documents Delete Page Permanently

..[#] Request Hiie Mae Network Services Merge Files

elisclosures Split File

Add Additional Docs [¥] Add Motes to File

Move Docs Up/Down [¥] Delete Notes

Deselect Docs || Delete File Permanenthy
Retrieve Bormower Documents [¥] Auto Assign

..[¥] Retrieve Elie Mae Network Services o

--[¥]Send Files %

m

5 In the Company Settings section of the Settings tab, select check boxes to

enable the persona to access eDisclosure and Closing plan codes and
eDisclosure and Closing stacking templates when generating eDisclosure
packages and closing documents.

2. Define access for the Loan Officer persona. H @

| Home | Pipeline I Loan I Forms./ Tools | eFolder I Trades/Contacts/Dashboard/Reports | Settings I_E 25 A

Company Settings Personal Settings

- |Company/User Setup -
[7]Loan Setup

[¥]eFolder Setup

Docs Setup

[ eDisclosure Packages

|| eDisclosure Plan Codes
eDlisclosure Stacking Templates
|| Closing Plan Codes —
..[ | Closing Stacking Templates

i -] |Compliance Audit Settings

S--DSecondary Setup

m

E!

Default File Contacts
.|| Grant File Access

» Select eDisclosure Plan Codes to enable the persona to select a plan code
(and update it as needed) to apply to the eDisclosures.

» Select eDisclosure Stacking Templates to enable the persona to select a
stacking template (and update it as needed) to apply to the eDisclosures.

» Select Closing Plan Codes to allow the persona to select a plan code (and
update it as needed) to apply to the closing documents.

» Select Closing Stacking Templates to allow the persona to select a
stacking template (and update it as needed) to apply to the closing
documents.
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6 Select check boxes in the Closing Docs section of the Loan tab to enable the 7 Select the following forms in the Input Forms section of the Forms/Tools tab
persona to order closing documents and access the Closing Document Data to grant the persona access to the required closing forms:
button on the Closing RegZ and RegZ-CD input forms. « 2010 HUD-1 Page 1

Change Expected Dates
Finish Milestones

sign Loan Team Members

Edit Milestone Comments

ltemization Fee Management

Select which fee attributes can be modified
[ Fee Amounts

] Fee Options

[ Paid Te Type

] Paid Te Mame

Print

Print Button

[¥] Standard Forms Tab*
Custom Forms Tab™
Preview

[ Prirtt to File

*Also affects Secure Form Transfer

=-[¥] Import Bomowers

From Contacts

rom another Loan

From a FNMA 3.2 File

.[] Apply Loan Templates

..[¥| Manage Service Providers List

[ Manually Apply Miestone Template
[ Manage Milestone Templates Mode
[ Manage Milestone Dates Mode
isplay Milestone List Change Screen
[¥] Modify who receives notification of access loss

----- [|Change RESPA-TILA Form Version

Closing Docs

Order Closing Docs

Order Docs even with Compliance Review Failures
[¥] Add Additional Docs

[¥]Move Docs Up./Down

| Deselect Docs

iew Closing Document Data

[¥]Overide Closing Document Data fields

----- || Manage At Lenders

» Select Order Closing Docs to enable the persona to order closing

When finished, click the Save icon to save the persona settings.

2. Define access for the Loan Officer persona. H® « 2010 HUD-1 Page 2
| Home | Fipeling | Loan |Forrn5!TooI5 I eFolder | Trades/Cortacts/ Dashboard/Reports | Settings I Ed*|" « Aggregate Escrow Account
Milestone/Workflow M t Other . .
» Borrower Information - Vesting
Accept Files . .
Return s » Closing Conditions

Closing Conditions

Closing Disclosure Page 1

Closing Disclosure Page 2

Closing Disclosure Page 3

Closing Disclosure Page 4

Closing Disclosure Page 5

Closing RegZ

Closing Vendor Information
Property Information

RegZ - CD

Additional Forms as needed, for example, state-specific disclosure forms,

the FHA Management Form, and the VA Management form.

documents. Select the related check boxes to enable the persona to manage
and reorganize documents in the closing document package.

« Select the View Closing Document Data fields and Override Closing
Document Data fields check boxes to enable the persona to access the
Closing Document Data button and to override the closing document data
that displays when the user clicks the button.
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Chapter 3
Fee Mapping

Before using the Encompass Docs Solution to order closing documents, you must
map the fees that are used by the Encompass Compliance Service to audit each
loan. The Encompass Compliance Service performs an analysis based upon a
specifically defined list of fees. To take advantage of this analysis and approach,
you must maintain a consistent set of fees, and then map each fee to the
corresponding compliance fee using the ltemization Fee Management tool.

Managing Standard Fees

It is highly recommended that you maintain a consistent list of fees used by your
company and review it on a regular basis to ensure the list does not include
redundant fees.

Create a Standard Fee List

You can develop your own standard list of fees used by your company or simply
use the default fee list available in the Itemization Fee Management setting. This
fee list has been used for more than 28 million loan reviews by a wide variety of
lenders and investors, so it should be comprehensive enough to meet your needs.

Review your Standard Fee List

If your fee list has not been reviewed recently, now is a good time to make sure
the list does not contain redundant fees or use similar names or different
variations for the same fee, such as Loan Processing, Processing, or process.

Once your list has been thoroughly reviewed, compare it to the Encompass
Compliance Service fee definitions. Pay particular attention when there are two
fees with similar names in this fee list.

For example, be sure you understand the difference between the Flood
Certification Fee and a Flood Determination Fee. The Flood Certification Fee
includes the life of loan monitoring, while the Flood Determination Fee does not,
which means one is a finance charge and the other is not. Similarly, Recordation
Tax/Mortgage Tax and Recording Fees - Mortgage/Deed of Trust have very
similar definitions, but one is a tax and the other is a fee. As with all taxes, in
certain jurisdictions there may be no tax of that variety so it will be included in the
High Cost and State Consumer Credit Rule calculations because, if it is not a tax
that exists, it cannot be bona fide and reasonable.

How Does the Compliance Audit Interpret and

Treat Fees?

This section discusses assumptions the Encompass Compliance Service makes
about the fees included in the loan being reviewed, as well as how it manages
these fees.

» When a Standard report is ordered, fees used in finance charge calculations
under Regulation Z and high cost threshold calculations under various federal,
state and local laws, are properly classified by analysis of the definition and, to
the extent it is relevant, ascertaining to whom the fee is paid (e.g. lender, affiliate,
originator, or provider) and by whom the fee is paid. When a Premium Report is
ordered, the Encompass Compliance Service uses this same methodology to
determine compliance with state consumer credit fee limitations and restrictions.

« All fees entered into Encompass are treated as non-financed (POC /PTC) by
default. Many of the Encompass Compliance Service's high cost and state
consumer credit rules take into account whether or not each loan fee is
“financed”. Use the POC/PTC pop-up window to indicate whether or not each
loan fee is financed to ensure accurate treatment of each fee by the Encompass
Compliance Service. To indicate the fee or a portion of the fee is “financed”,
select the Financed check box. For purposes of the Encompass Compliance
Service, “financed” means the fee amount is paid from the loan proceeds; it is
not paid outside of closing or paid separately in cash or by check at closing.

The Encompass Compliance Service assumes, but does not verify, that all fees
included in the loan are reasonable and necessary. Many state laws and regula-
tions deem any amount in excess of the actual cost for a service “unreasonable
and unnecessary.” Therefore, the Encompass Compliance Service assumes
that the dollar amount of any fee submitted in the loan represents the “actual
cost” of the service related to that fee and does not verify that there is no up-
charge or surcharge included in the fee amount. The Encompass Compliance
Service will not review the amount of the fee or percentage for “reasonableness”
or “necessity”.

In general, the Encompass Compliance Service assumes all fees are allowed

when a law is silent with regard to particular fees. If a law provides that all fees
are prohibited except those specifically permitted by the statute, the Encompass
Compliance Service will fail a loan that includes any fee not specifically itemized
as a permitted fee in that law.
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If special disclosures, elections, waivers, or other documentation is needed in
order to charge a particular fee, or to exclude such a fee from a calculation, the
Encompass Compliance Service assumes, but does not verify, that the
disclosure and documentation requirements have been met. Examples of some
fees that fall within this assumption are:

» Property Insurance Premiums (hazard, flood, earthquake, windstorm, etc.)
« Credit Insurance Premiums
 Attorney's Fees - Borrower Chosen

Services Performed By An Attorney - The Encompass Compliance Service
assumes that fees for specific services performed by an attorney relating to the
loan closing (such as document preparation or settlement services) will be
included in the loan under those specific fee names. For example, if an attorney
prepares the loan documents, the Encompass Compliance Service assumes
the fee for that service will be reflected in the loan as a Document Preparation
Fee rather than as an Attorney's Fee. The Encompass Compliance Service
treats all fees designated as Attorney's Fees in the loan file as fees for general
legal services performed by the attorney rather than fees attributable to a
particular service.

Fees Paid To A Provider - Unless information is included in the loan showing
that a particular fee is being paid to an affiliate of the lender or broker, the
Encompass Compliance Service assumes that fees paid to a third party provider
are paid to individuals or companies that are not owned by, and that do not have
directors, stockholders, or employees in common with the lender or broker.
Although this assumption applies to all fees, some instances in which it is
particularly relevant concern differing treatment of such fees as Appraisal Fee
or Title Charges in some jurisdictions dependent upon whether the fees are paid
to an affiliate of the lender or the broker.

Specific Fees

» Application Fee and Application Deposit - The Encompass Compliance
Service assumes that the Application Fee or Application Deposit is refunded
to the borrower if the loan is funded and therefore is not charged to all
borrowers regardless of whether or not credit is extended. Thus, the
Encompass Compliance Service will treat these fees as finance charges.

Attorney's Fees - Borrower Chosen - Some jurisdictions will permit
Attorney's Fees to be excluded from interest rate or high cost points and fees
calculations (or be charged when Attorney's Fees are otherwise prohibited)
if the borrower has the right to choose the attorney and that right has been
disclosed to the borrower. If the Attorney's Fees - Borrower Chosen fee is
included in the loan, the Encompass Compliance Service assumes, but does
not verify, that the proper disclosures have been provided and that the
borrower has made the choice of attorney. If the disclosures and choice have
not been provided, the general Attorney's Fees fee selection or mapping
should be used.

» Courier Fee - The Encompass Compliance Service assumes that the lender,
not the borrower, has required the use of the courier for all Courier Fees.
Thus, the Encompass Compliance Service will treat this fee as a finance
charge.

.

Settlement/Closing Fee - The Encompass Compliance Service assumes
that it is the lender, not the borrower, who requires the use of the closing
agent in performing the settlement services and that it is the lender who has
selected the closing agent to be used. Thus, the Encompass Compliance
Service will treat this fee as a finance charge.

Discount Fees - The Encompass Compliance Service assumes that all
Discount Fees or Discount Points included in the loan are not bona fide with
regard to high cost threshold tests and assumes they are bona fide as used
in various state laws. In order for the Encompass Compliance Service to
determine whether Discount Points should be treated as “bona fide” for
certain high cost thresholds tests, a user also must check the “Bone Fide”
box associated with the Discount Points and provide an Undiscounted Rate.

Flood Certification Fee and Tax Service Contract Fee - The Encompass
Compliance Service assumes these fees include life of loan monitoring as
well as initial determination.

Credit Insurance Premiums - The Encompass Compliance Service
assumes, but does not verify, that if a credit insurance premium is included
in the loan, the credit insurance policy is in compliance with any limitations or
restrictions provided by law. For example, if a state law requires that for credit
life insurance, only decreasing term life insurance in an amount not
exceeding the loan amount and a period not exceeding the term of the loan
may be provided, the Encompass Compliance Service assumes the credit
life insurance plan for which a credit life insurance premium is included in the
loan does comply with this requirement.

Escrow Account - Other than reviewing the loan to determine whether the
laws applicable to it permit a fee for setting up or maintaining the account, the
Encompass Compliance Service does not address issues relating to the
establishment or ongoing maintenance of an Escrow Account. For example,
the Encompass Compliance Service does not address requirements to
segregate funds in escrow accounts or to accrue interest on the account in
favor of the borrower (although the compliance report may include warnings
concerning some of these issues.)
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Fee Mapping Procedures

Use the Itemization Fee Management tool to set up and manage the fees used by
the Encompass Compliance Service.

Access the Itemization Fee Management Tool

1

Log in to Encompass as the admin user, or a user who has been assigned
rights to the Itemization Fee Management tool.

On the menu bar, click Encompass, and then click Settings.

On the left panel, click Tables and Fees, and then click Iltemization Fee

Management.
2010 Itemization Fee Manag =G |
Map fees to the Encompass Compliance Service, manage 2010 temization fee lists, and grant persona rights 1o overwrite fee lists
Fee Management Apply to 2010 kemization
Fes List Persona Overwite
FeeList [3 X | [mport Fees v ]| | compliance Fees Show Al
Creste of import fees Dragidrop 1o fee on left
Encompass Fes Name Mapped Compliance Fee Section 800 Section 900 | | Compliance Fes ~
203(k) Architectural and Enginesring @ 203(k) Architectural and Enginseri O A | Homsowners Association-impound ~
203(k) Cansultart Fee @ 203(k) Consultant Fee O Homeowner's Dues
203(k) Cartingency Reserve @ 203(k) Contingency Reserve O 12 Ttle Guaranty Fee
203(k) Discourt on Repairs @ 203(k) Discourt on Repairs O | i Title Insurance Enforcemert Fund Fee
203(k) Initial Draw @ 203(k) Initial Draw O Inspection Fee
203(k) Permits @ 203(k) Permits O Insurancs Impounc-Earthauake
203(k) Repairs @ 203(k) Repairs (| Insurance impound-Flood
203(k) Supplemental Origination Fee @ 203(k) Supplemental Origination F O insurance Impound-Hazard
203(k) Title Upeiete Fee @ 203(k) Title Updiate Fee O O Insurance Impound-¥indstorm
Abstract Or Title Search Fee @ Abstract Or Tille Search Fee O O | Insurance Premium-Earthuake
Administration Fee @ Administration Fee O Insurance Premium-Flood
Aggregate Adustment @ Aggregate Adjustment (] (| Insurance Premium-Hazard
AL Interest Surcharge @ AL Interest Surcharge [} (| Insurance Premium-yindstarm B
Annual Assessments-Impound @ Annual Assessments-Impound O O Intangibols Tax
Application Deposit @ Application Deposit O Interest Due on Prior Loan
Application Fee @ Application Fee O Interest Rate Buy Down Fee
&ppraisal Desk Review Fee @ Appraisal Desk Review Fee O Lender's Ttle Palicy
Appraisal Fee @ Appraisal Fee O Loan Discourt Pairts
Appraisal Fisld Review Fee @ Appraisal Fisld Review Fee O Loan Origination Fee
Appraisal Review Fes @ Appraisal Review Fee [0 | | Loan TisinFes
¢ 1 "7s | | LoanWarehousing Fee &

Adding Fees

You can add fees by importing a standard list of compliance default fees or fees
from closing cost templates. You can also manually create individual fees and
map them to the appropriate compliance fee.

Import Compliance Default Fees

This is the quickest method of setting up your fees and mappings. The Fee List is
populated with the entire list of compliance fees from the “Encompass Compliance
Service Default Fees Table” (beginning on page 22 of this guide).

The imported fees are mapped to the appropriate fee on the Compliance Fees list
and are associated with the sections of the 2010 Itemization and 2010 HUD-1 in
which they can be selected from a drop-down list.

NOTE: All existing entries on the Fee List are cleared before importing the default
list is of fees.

1 Click the Import Fees button, click Import Compliance Default Fees, and
then click Yes in response to the confirmation message.
2 Click the Save icon.

Import Fees from Closing Cost Templates

This option populates the Fee List with the fees from a selected Closing Cost
Template. The imported fees are added to any existing entries on the Fee List and
are associated with the sections of the 2010 Itemization and 2010 HUD-1 in which
they can be selected from a drop-down list.

NOTE: The imported fees are not automatically mapped to a fee on the
Compliance Fees list. You must manually map each entry to the appropriate fee.

1 Click the Import Fees button, and then click Import Fees from Closing Cost
Templates.

Select a template, and then click Select.

Back on the Itemization Fee Management main window, select a fee from the
Compliance Fees list (select the Show All check box to display all available
compliance fees), and drag it to one of the newly imported fees.

The red broken-link icon will change to a black closed-link icon and the Not
Mapped text will be replaced with the name of the linked compliance fee.

4 When finished, click the Save icon.

Add Individual Fees

This option allows you to add individual fees to the list of entries on the Fee List
as needed. You must manually map each new fee to the appropriate compliance
fee and manually associate each fee with the sections of the 2010 Itemization and
2010 HUD-1 in which they can be selected from a drop-down list.

1 Click the New icon, enter the Encompass Fee Name, and then click OK.

2 Back on the Itemization Fee Management main window, select a fee from the
Compliance Fees list (select the Show All check box to display all available
compliance fees), and drag it to one of the newly imported fees.

The red broken-link icon will change to a black closed-link icon and the Not
Mapped text will be replaced with the name of the linked compliance fee.

3 Select check boxes for the sections of the 2010 Itemization and HUD-1 in
which the new fee will be available for selection from a drop-down list.

4 When finished, click the Save icon.
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Restricting Entry of Free-Form Fees

By default, the 2010 Itemization and HUD input forms enable users to either select
pre-defined fee names from a drop-down list or enter a fee name into a free-form
text field. If a fee name is entered that is not already mapped, the Encompass
Compliance Service will automatically treat the fee as a Regulation Z finance
charge, possibly increasing the calculated finance charge amount as well as any
applicable high cost points and fees amounts.

To force users to select fees from the pre-defined drop-down lists, select the
Apply to Itemization check box at the top of the Itemization Fee Management
screen. This will prohibit entry of free-form fee names in text boxes.

You can also grant specific personas the ability to overwrite the restriction as
needed. This enables the specified persona to enter free-form fee names in
designated section of the 2010 Itemization and HUD-1.

1 With the Apply to Itemization check box selected, click the Persona
Overwrite tab.

2 Select the name of a persona, and then select check boxes for the specific
HUD sections in which the persona is permitted to enter free-form fees.

It e t I C
Map fees to the Encompass Compliance Service, map fees to UCD fees, manage ftemization fee lists.
Fee Management |:| Apply to temization

Perzona Cwerwrite
Personas Persona Ovenwrite
Sales Rep Section 500 - kems Payable in Connection with Loan
Marketing |:| Section 300 - kems Reguired by Lender to be Paid in Advance
Loan Officer |:| Section 1000 - Reserves Depositied with Lender
Loan Opener |:| Section 1100 - Title Charges
Loan Processor |:| Section 1200 - Government Recording and Transfer Charges
Undervwriter |:| Section 1300 - Additional Settlement Charges
Closer
Funder
Poszt Closer
Secondary Marketing
Lock Desk
Shipper
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Encompass Compliance Service Default Fees Table

This table lists the standard fees used by the Encompass Compliance Service, as well as a description of each fee. Consult these descriptions when determining which field
you should map the fees on the 2010 Itemization or 2015 Itemization form using the Itemization Fee Management tool in Encompass.

Mapped Compliance Field

Description

HUD Section 800 - Items Payable in Connection with the Loan

203(k) Architectural and Engineering Fee

Fee paid for architectural and engineering designs, services, review, and costs associated with an FHA 203(k) mortgage loan. It
includes amount(s) for original design and review and ongoing supervision performed after closing.

203(k) Consultant Fee

Fee paid to a consultant for visiting the property and other services to ensure compliance with FHA 203(k) mortgage loan program
requirements. Includes amounts paid to the consultant for initial consultation and for ongoing services during construction.

203(k) Discount on Repairs

The amount of discount points paid on the rehabilitation, repair, and (when applicable), the refinance portion of the mortgage.

203(k) Supplemental Origination Fee

Fee collected by a Lender as compensation for making an FHA 203(k) mortgage loan when it involves insurance of advances. The
supplemental origination fee is collected in addition to a loan origination fee.

Administration Fee

Fee to cover the administrative costs of processing a loan request. This fee is expressed as a flat dollar amount.

Application Deposit

A deposit paid in advance for taking a loan application, which may be credited against closing costs at loan closing for an approved
loan.

Application Fee

Fee paid in advance for taking a loan application.

Appraisal Desk Review Fee

Fee charged for reviewing an appraisal report and performing some basic research on value without going out to the field to view the
property or the comparable properties included in the appraisal report.

Appraisal Fee

Fee paid to an appraiser for appraising and preparing an appraisal report for the property securing the loan.

Appraisal Field Review Fee

Fee charged for performing an appraisal review in the field — actually inspecting the property and comparable properties.

Appraisal Review Fee

Fee charged to review the appraisal report.

Assumption Fee

Fee paid by borrower in the current loan to allow the loan to be assumed by another borrower in the future under the same loan terms.

Attendance/Pickup Fee

Fee charged by title agent or escrow company for the service of taking the payoff funds and delivering them to the existing lien holder.

Bond Fee

Fee paid to a state or local housing agency to participate in a special lending program.

Broker Fee

General points or fees paid to a broker.

CLO Access Fee

Fee charged to access a computer loan origination system.

Commitment (Rate Lock) Fee

Fee charged for locking in a rate for the loan.

Compliance Testing Fee

Fee paid for use of an automated compliance system for compliance testing on a loan.

Courier Fee

Fee paid for courier, messenger, or expedited delivery services.
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Mapped Compliance Field

Description

Credit Report Fee

Fee paid to a provider of a credit report for the cost of the report.

Document Assembly Fee

Fee charged to prepare documents for review by someone else (such as an attorney); also may be a fee for redrawing documents
when the need to redraw was due to no fault of the borrower; also may be a fee to prepare documents that are desired but not essential
to the closing of the transaction (such as an amortization schedule).

Document Preparation Fee

Fee charged for preparing the loan documents.

Document Redraw Fee

Fee charged because loan documents were required to be redrawn due to some action or inaction by the borrower.

Electronic Document Delivery Fee

Fee for transmitting or receiving the loan documents through email or by some other electronic means.

Escrow Account Servicing Fee

Fee to set up and service the escrow account for the loan.

Escrow Waiver Fee

Fee charged because the borrower waives the establishment of an escrow account.

Flood Certification Fee

Fee charged to perform and provide flood certification for the property securing the loan. Flood Certification includes both the original
flood hazard determination and the ongoing monitoring of the property for flood hazard designations.

Flood Determination Fee

Fee charged to perform and provide initial flood zone determination for the property securing the loan. Includes the original flood
hazard determination, but DOES NOT include the ongoing life of loan monitoring of the property.

Funding Fee

Fee charged by the lender for making the loan. This fee is expressed as a flat dollar amount.

HOA Certification Handling Fee

Fee charged to prepare and submit to the Home Owner’s Association, Condominium Association, or Co-Op Association a Certification
for the property securing the loan.

Homeowner’s Dues

Amount of initial payment (paid at closing) for dues for the homeowner’s association for the property securing the loan.

Inspection Fee

Fee charged for an inspection of the property securing the loan.

Interest Rate Buy Down Fee

Charge to reduce the interest rate on the loan for a given period.

Loan Discount

Fee charged to reduce (buy down) the market rate of the note for the life of the loan.

Loan Origination Fee

Fee charged by lender (or paid to the broker) as compensation for making (or brokering) the loan. This fee is expressed as a
percentage of the loan amount.

Loan Warehousing Fee

Fee charged for the use of a Warehouse line of credit to fund the loan.

MERS® Registration Fee

Fee charged for registering/transferring the loan onto the Mortgage Electronic Registration System.

Mortgage Insurance Application Fee

Application fee required by a private mortgage insurance company for mortgage insurance included in the loan.

Mortgage Insurance Premium Credit

Mortgage Insurance Premiums refunded from a prior loan.

Office Expenses

Fee charged for general expenses such as fax fees, copy fees, and postage.
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Mapped Compliance Field

Description

Our Origination Charge

All charges received by the loan originator (lender or mortgage broker), except for any charge for the specific rate chosen (points).
Includes but is not limited to amounts received for origination, administrative, and processing services performed by or on behalf of
the loan originator. There is insufficient information to determine this amount's true purpose/use; so the System ALWAYS treats it as
a finance charge under TILA, as a point and fee for high cost thresholds, and as a prohibited/limited fee in jurisdictions which prohibit
or limit certain fees.

Processing Fee

Fee charged for processing the loan request. This fee is expressed as a flat dollar amount.

Program Participation Fee

Fee paid to the lender as the result of the loan being part of a special lending program operated by state or local agency or authority.

Rebate to Borrower

A rebate or credit to the Borrower.

Recording Service Fee

Service fee related to sending documents to be recorded.

Rush Fee

Fee charged to rush the loan process to obtain a quick closing.

Servicing Release Premium

Premium, usually paid by the Lender to the broker or correspondent lender, for the value of the servicing on the loan.

Signing Agent Fee

Fee charged for the services of a signing agent who, as an accommodation to the borrower, conducts the loan closing at a specific
time or at a location requested by the borrower (such as the borrower’s home or office).

Subordination Fee

Fee paid to a lien holder with an existing lien on the property to subordinate its lien position to the lender in the current loan.

Subordination Preparation Fee

Fee charged for the preparation of a subordination agreement to subordinate an existing loan to the new loan being created.

Tax Related Service Fee

Fee charged to research and monitor property tax payments. Includes both up front payment research and life-of-loan monitoring. For
upfront payment research only, see Tax Status Research Fee, below.

Tax Status Research Fee

Fee charged for to research the status/currency of property tax payments for the property securing the loan. Includes upfront tax
payment status research only and DOES NOT include ongoing life of loan monitoring of the tax payments. For upfront payment
research and life-of-loan monitoring, see Tax Related Service Fee, above.

Underwriting Fee

Fee charged by an underwriter to underwrite a loan file.

USDA/RHS Upfront Guarantee Fee

In a loan guaranteed by the USDA Rural Development, Rural Housing Service (RHS), the fee the borrower must pay to help defray
the costs of the USDA Rural Housing Service home loan program.

Verification Fee

Fee for verifying such things as borrower’s income, employment, tax returns, etc.

Village Property Tax/County Property Tax

Taxes on the property, due at closing; this reflects the amount due at closing only and does not include amounts put into an escrow
account for future payment.

Wire Transfer Fee

Fee for wiring funds in connection with the loan.

Yield Spread Premium/Rebate

Premium, usually paid by Lender to the broker, for obtaining a higher rate for the loan.

Your Credit for the Interest Rate Chosen

A credit to the Borrower for the interest rate chosen, represented as a lump sum amount.
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Mapped Compliance Field

Description

HUD Section 900 - Items Required by the Le

nder to be Paid in Advance

Credit Disability Premium

Cost of credit disability insurance premium due at closing; this reflects the amount due at closing only and does not include amounts
put into an escrow account for future payment.

Credit Life Premium

Cost of credit life insurance premium due at closing; this reflects the amount due at closing only and does not include amounts put
into an escrow account for future payment.

Credit Unemployment Premium

Cost of credit unemployment insurance premium due at closing; this reflects the amount due at closing only and does not include
amounts put into an escrow account for future payment.

Insurance Premium - Earthquake

Cost of earthquake insurance premium due at closing; this reflects the amount due at closing only and does not include amounts put
into an escrow account for future payment.

Insurance Premium - Flood

Cost of flood insurance premium due at closing; this reflects the amount due at closing only and does not include amounts put into an
escrow account for future payment.

Insurance Premium - Hazard

Cost of property hazard insurance premium due at closing; this reflects the amount due at closing only and does not include amounts
put into an escrow account for future payment.

Insurance Premium - Windstorm

Cost of windstorm insurance premium due at closing; this reflects the amount due at closing only and does not include amounts put
into an escrow account for future payment.

Interest Due on Prior Loan

The amount of interest due on the prior loan that will be paid off by the current refinance transaction.

Mortgage Insurance Premium

Cost of mortgage insurance premium due at closing; this reflects the amount due at closing only and does not include amounts put
into an escrow account for future payment.

Prepaid Interest

Amount of interest collected at settlement for the period between the disbursement date and the date from which accrued interest will
be included in the first regular monthly payment.

USDA/RHS Upfront Guarantee Fee

In a loan guaranteed by the USDA Rural Development, Rural Housing Service (RHS), the fee the borrower must pay to help defray
the costs of the USDA Rural Housing Service home loan program.

VA Funding Fee

In a loan guaranteed by the Department of Veterans’ Affairs (VA), the fee the veteran must pay to help defray the costs of the VAhome
loan program.

HUD Section 1000 — Reserves Deposited with the Lender

203 (k) Contingency Reserve

An amount to be placed into a separate escrow account that is specifically held for unforeseen circumstances during the
rehabilitation/construction period on an FHA 203(k) mortgage.

203(k) Repairs

An amount for the cost of repairs and rehabilitation, including materials, labor, overhead and construction on an FHA 203(k) mortgage
loan.

Aggregate Adjustment

An adjustment equal to the difference between the deposit required under aggregate accounting and the sum of the deposits required
under single-item accounting for deposits itemized in the 1000 series of the HUD-1. The adjustment will always be a negative number
or zero. The amount of the adjustment is entered on a final line in the 1000 series of the HUD-1.
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Mapped Compliance Field

Description

Annual Assessments - Impound

Amount collected and held in an escrow, impound, or trust account for future payments of amounts that are due annually in connection
with the property, but which are not specifically identified. The Encompass Compliance Service treats all amounts included as Annual
Assessments as finance charges under TILA.

City Property Taxes - Impound

Amount collected and held in an escrow, impound, or trust account for the future payment of city property taxes.

County Property Taxes - Impound

Amount collected and held in an escrow, impound, or trust account for the future payment of county property tax.

Credit Disability Insurance - Impound

Amount collected and held in an escrow, impound, or trust account for the future payment of credit disability insurance premiums.

Credit Life Insurance - Impound

Amount collected and held in an escrow, impound, or trust account for the future payment of credit life insurance premiums.

Credit Unemployment Insurance - Impound

Amount collected and held in an escrow, impound, or trust account for the future payment of credit unemployment insurance
premiums.

Homeowner's Association - Impound

Amount collected and held in an escrow, impound, or trust account for the future payment of homeowner association dues.

Insurance Impound - Earthquake

Amount collected and held in an escrow, impound, or trust account for the future payment of earthquake insurance premiums.

Insurance Impound - Flood

Amount collected and held in an escrow, impound, or trust account for the future payment of flood insurance premiums.

Insurance Impound - Hazard

Amount collected and held in an escrow, impound, or trust account for the future payment of hazard insurance premiums.

Insurance Impound - Windstorm

Amount collected and held in an escrow, impound, or trust account for the future payment of windstorm insurance premiums.

Mortgage Insurance - Impound

Amount collected and held in an escrow, impound, or trust account for the future payment of mortgage insurance premiums.

Other Impound

Amount collected and held in an escrow, impound, or trust account for future payments of amounts that are not identified specifically.
Often, this is used as a catch-all impound itemization on the HUD-1. The Encompass Compliance Service treats all amounts included
as Other Impounds as finance charges under TILA.

School Taxes - Impound

Amount collected and held in an escrow, impound, or trust account for the future payment of school taxes.

State Property Taxes - Impound

Amount collected and held in an escrow, impound, or trust account for the future payment of state property taxes.

USDA/RHS Annual Fee Monthly Premium -
Impound

Amount collected and held in an escrow, impound, or trust account for future payments of the USDA/RHS premium (paid monthly)
and due annually in connection with the property.

HUD Section 1100 — Title Charges

203(k) Permits

Fee paid for building and other government permits associated with an FHA 203(k) mortgage loan.

203(k) Title Update Fee

Fee charged by a title company to protect the validity of the mortgage position from mechanic’s liens on the property on an FHA 203(k)
mortgage loan. Includes both upfront and post-closing monitoring.

Abstract or Title Search Fee

Fee charged to search an abstract of title or to perform a title search.

Attendance/Pickup Fee

Fee charged by title agent or escrow company for the service of taking the payoff funds and delivering them to the existing lien holder.
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Mapped Compliance Field

Description

Attorney’s Fees

General uncategorized fees paid to an attorney for services rendered in connection with closing the loan. It is assumed that attorney’s
fees for specific services will be entered under the specific category for which the services are performed (i.e., services for preparing
loan documents will be entered as Document Preparations Fees; services for performing title work will be entered as appropriate title
fees; and fees for closing or settlement services will be entered as Settlement or Closing Fees).

Attorney’s Fees - Borrower Chosen

The same type of fee described in the Attorney's Fees description, but for which a borrower has been provided with a choice of the
attorney to use and for which all necessary disclosures concerning such a choice have been provided to the borrower.

Closing Protection Letter

Fee charged for a statement or document issued by title insurance underwriters that sets forth an underwriter's responsibility for
negligence, fraud, and errors in closings performed by the underwriter's agents and approved attorneys.

Courier Fee

Fee paid for courier, messenger, or expedited delivery services.

Document Preparation Fee

Fee charged for preparing the loan documents.

Document Redraw Fee

Fee charged because loan documents were required to be redrawn due to some action or inaction by the borrower.

Flood Determination Fee

Fee charged to perform and provide initial flood zone determination for the property securing the loan. Includes the original flood
hazard determination, but DOES NOT include the ongoing life of loan monitoring of the property.

Lender’s Title Policy

Fee for the cost of a title insurance policy covering the lender.

Loan Tie-in Fee

Fee charged by the settlement/escrow agent either to tie together the closing of a purchase of the property with the closing of the
buyer’s loan for that property or to tie together a 1st lien closing and a 2nd lien closing for a combined (piggyback) transaction.

Municipal Lien Fee

Fee charged to obtain a municipal lien certificate from a municipality showing all taxes and assessments on the property being secured
by the loan.

Notary Fee

Fee charged by a notary public to authenticate the execution of the loan documents.

Owner’s Title Policy

Fee for the cost of a title insurance policy covering the owner of the property securing the loan.

Settlement or Closing Fee

Fees paid to settlement or closing agents for their services.

Subordination Preparation Fee

Fee charged for the preparation of a subordination agreement to subordinate an existing loan to the new loan being created.

Tax Status Research Fee

Fee charged for to research the status/currency of property tax payments for the property securing the loan. Includes upfront tax
payment status research only and DOES NOT include ongoing life of loan monitoring of the tax payments.

Title Endorsement Fee

Fee charged for obtaining a title endorsement (for which the original lender and/or borrower are the beneficiaries) that relates to the
closing of the mortgage loan.

Title Examination

Fee charged to examine the title and create a title report or opinion.

Title Insurance

Fee for the cost of a title insurance policy.

Title Insurance Binder

Fee to obtain a title insurance binder — a written commitment of a title insurance company to insure title to the property).

Title Search

Fee charged to perform a Title Search.
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Mapped Compliance Field

Description

Title Services and Lender's Title Insurance

Amount for services involved in the provision of title insurance, including but not limited to: title examination and evaluation,
preparation and issuance of commitment, clearance of underwriting objections, preparation and issuance of polices, processing and
administrative services (e.g., document preparation or delivery, copying, wiring, endorsements, notary), and conducting a settlement.
This amount does not itemize the specific service it covers, so the System ALWAYS treats it as a finance charge under TILA, as a
point and fee for high cost thresholds, and a prohibited/limited fee in jurisdictions which prohibit or limit certain fees.

Wire Transfer Fee

Fee for wiring funds in connection with the loan.

HUD Section 1200 — Government Recording

and Transfer Charges

203(k) Permits

Fee paid for building and other government permits associated with an FHA 203(k) mortgage loan.

Doc Tax Stamps for Note

Fee or tax imposed by certain state or local governments on a promissory note.

Doc Tax Stamps/Transfer Taxes - City/County

Fee or tax imposed by certain local governments upon recording a document to either transfer title to the property or to obtain a
security interest in the property. This may be either a documentary tax stamp or a transfer tax.

Doc Tax Stamps/Transfer Taxes - State

Fee or tax imposed by certain states upon recording a document to either transfer title to the property or to obtain a security interest
in the property. This may be either a documentary tax stamp or a transfer tax.

Filing Fees

Filing fees, such as UCC filing fees, paid to a public official. Does not include recording fees or recordation taxes.

Intangible Tax

Fee or tax imposed in certain states on instruments relating to real property secured loans.

Municipal Lien Certificate Recording Fee

Fee charged to record a municipal lien certificate.

Reconveyance Fee

Recording Fee to record the reconveyance, cancellation, or release of lien for a mortgage that is being paid off with funds from the
current loan.

Recordation Tax/Mortgage Tax

Fee or tax imposed by certain state or local governments upon recording a mortgage or deed of trust.

Recording Fees - Assignment

Fees paid to a public official for recording an assignment of a mortgage or deed of trust.

Recording Fees - Mortgage/Deed of Trust

Fees paid to a public official for recording mortgages or deeds of trust.

HUD Section 1300 — Additional Settlement Charges

203(k) Architectural and Engineering Fee

Fee paid for architectural and engineering designs, services, review, and costs associated with an FHA 203(k) mortgage loan. It
includes amount(s) for original design and review and ongoing supervision performed after closing.

203(k) Consultant Fee

Fee paid to a consultant for visiting the property and other services to ensure compliance with FHA 203(k) mortgage loan program
requirements. Includes amounts paid to the consultant for initial consultation and for ongoing services during construction.

203 (k) Contingency Reserve

An amount to be placed into a separate escrow account that is specifically held for unforeseen circumstances during the
rehabilitation/construction period on an FHA 203(k) mortgage.

203(k) Initial Draw

The initial amount drawn at loan closing in an FHA 203(k) mortgage loan.

203(k) Permits

Fee paid for building and other government permits associated with an FHA 203(k) mortgage loan.
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Mapped Compliance Field

Description

203(k) Repairs

An amount for the cost of repairs and rehabilitation, including materials, labor, overhead and construction on an FHA 203(k) mortgage
loan.

203(k) Supplemental Origination Fee

Fee collected by a Lender as compensation for making an FHA 203(k) mortgage loan when it involves insurance of advances. The
supplemental origination fee is collected in addition to a loan origination fee.

203(k) Title Update Fee

Fee charged by a title company to protect the validity of the mortgage position from mechanic’s liens on the property on an FHA 203(k)
mortgage loan. Includes both upfront and post-closing monitoring.

AK Program Administration Fee

A $10 program administration fee that the mortgage lender submits to the Alaska Department of Commerce for each mortgage loan
transaction closed by the mortgage lender.

AL Interest Surcharge

Fee permitted in Alabama but required to be separately itemized as a unique charge.

Assignment Fee

Fee charged to cover the costs associated with the transfer or assignment of the loan to another lender, servicer, or purchaser.

Attendance/Pickup Fee

Fee charged by title agent or escrow company for the service of taking the payoff funds and delivering them to the existing lien holder.

Bankruptcy Monitoring Fee

Monitoring or Proof of Claim Fee charged as a result of a bankruptcy filing by the Borrower.

Bond Review Fee

Fee charged for review of the terms of the bond documents relating to a federal, state, or local agency to qualify for a special lending
program.

CLO Access Fee

Fee charged to access a computer loan origination system.

Courier Fee

Fee paid for courier, messenger, or expedited delivery services.

Down Payment Assistance Credit

A credit in an amount equal to the funds supplied by a third party to assist the borrower with the down payment on the property
securing the loan.

Escrow Holdback - Impound

Amount collected and held in an escrow, impound, or trust account for the future payment of holdbacks for improvement or
construction.

GA Residential Mortgage Act Per Loan Fee

Fee, imposed by the state of Georgia, on every mortgage loan closed in Georgia (to be paid by the borrower).

Homeowner’s Dues

Amount of initial payment (paid at closing) for dues for the homeowner’s association for the property securing the loan.

IA Title Guaranty Fee

Fee, imposed by the state of lowa, going toward the funding and administrative costs for the lowa Title Guaranty program administered
by the lowa Finance Authority.

IN Title Insurance Enforcement Fund Fee

Fee, imposed by the state of Indiana, going toward the funding and administrative costs for the Indiana Title Insurance Enforcement
Fund.

Inspection Fee

Fee charged for an inspection of the property securing the loan.

Lump Sum Lender Credit

A credit from the lender to the borrower represented as a lump sum amount.

Lump Sum Seller Credit

A credit from the seller to the borrower in a purchase-money transaction represented as a lump sum.

Modification/Amendment Fee

Fee charged for modifying, amending, or extending the terms of the loan or renewing the loan under the same terms.
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Mapped Compliance Field

Description

Municipal Lien Fee

Fee charged to obtain a municipal lien certificate from a municipality showing all taxes and assessments on the property being secured
by the loan.

Payoff Demand Fee

In refinances, fee paid to prior lender to prepare and provide a bookkeeping statement of how much is owed on the loan being
refinanced.

Pest Inspection Fee

Fee paid to have a pest inspection performed on the property securing the loan.

Promotional Coupon Credit

A promotional credit provided to the borrower by the lender or the broker to offset the total amount of fees paid by the borrower in the
loan.

Reinspection Fee

Fee charged for a reinspection of the property securing the loan. This fee is generally charged to reinspect a home after construction
or improvements are completed and differs from an Inspection Fee in that the reinspection is performed after loan closing.

Relocation Assistance Credit

A credit in an amount equal to funds supplied by the borrower's employer or another third party to assist the borrower in relocating to
a new residence.

Subordination Fee

Fee paid to a lien holder with an existing lien on the property to subordinate its lien position to the lender in the current loan.

Survey Fee

Fee paid for a survey of the property securing the loan.

TN Service Charge

Fee allowed to Tennessee Industrial Loan & Thrift licensees in lieu of other expenses directly incident to the loan.

Water Allotment Payment

Amount of initial payment (paid at closing) for irrigation reserve or other water allotment if the property securing the loan is subject to
such a reserve.

Wire Transfer Fee

Fee for wiring funds in connection with the loan.

Other Fees

Other - Finance Charge

Fee for which there is insufficient information to determine the true purpose/use of the fee. These fees are ALWAYSS treated as finance
charges, points and fees for high cost thresholds, and prohibited fees in jurisdictions.

Other - Non-Finance Charge

Any fee that is not mapped to one of the existing compliance fees but that is NOT A FINANCE CHARGE and NOT AHIGH COST
POINT AND FEE under ANY Federal or State law. THIS FEE SHOULD BE USED WITH GREAT CAUTION! All fees mapped to this
field will be excluded from ALL finance charge and high cost calculations. However, they will be included in any prohibited fee rules
or as part of any limited fee calculations in jurisdictions that prohibit or limit certain fees.
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Chapter 4
Generating Initial Disclosures

Use the eDisclosures feature to generate an initial disclosure package

(i.e., eDisclosure package) and send it to your borrowers. Your borrowers are
notified by email that disclosure documents are available on a secure website (the
Ellie Mae Loan Center, the WebCenter, or an Encompass Consumer Direct
website). Borrowers can print and then return the documents by fax (using the
provided fax cover sheet) or by mail, or they can provide an electronic signature
and you can then retrieve the documents from the secure website.

Your Encompass administrator determines whether you can select your own
packages or whether the packages are automatically selected for you. Authorized
users can also reorganize, add, or remove documents from the package. The
documents in the package are based on the selected plan code, as well as
loan-specific information (for example, the state in which the subject property is
located).

Select a Plan Code
The first step in generating initial disclosures is to select a plan code.

To Select a Plan Code:

1 Open the loan file, and then click the eFolder icon in the upper-right corner of
the screen.

2 In the eFolder, on the Documents tab, click the eDisclosures button.
3 Select a borrower (or borrowers) from the For Borrower Pair list.

- P
|E| Send eDisclosures X

Select a Plan Code.

For Borrower Pair [Rnss William Ryan ']

Select a Plan Code (2) (3

Fitter: Hone Clear Fitter

Investar Dezcription Plan Code

Generic FHA Fixed Rate Cpen Term

GEneric FH& 71 Treasury ARK

GEnetic Convertional Fixed Rate Interest Only
G USDA-1 2012

Hewitt USDa-WiesternRegion

4 [l

[ Order eDisclosures ] [ Cancel ]

4 Click to select a plan code, and then click Order eDisclosures.

» Only plan codes that match the current loan data are listed. To view all plan
codes, click the Clear Filter button.

You can perform a search by typing data into a field above a plan code
column or by selecting an option from a column's drop-down list. Only plan
codes containing the specified data are displayed.

Click a column header to sort all plan codes in ascending or descending
order based on the information in a column.

To add a plan code to the list, click the New icon, and then select the plan
code to add. To view a plan code's details, including the values that will be
added to the loan file if selected, select the plan code, and then click the View
Plan Code Details icon (magnifying glass). For detailed instructions about
working with plan codes, view the eDisclosure Plan Codes help topic.

For loans using the 2010, if the loan file’s GFE Date (field ID 3170) is blank,
a warning message displays. As stated in the message, if you click Yes, the
GFE Date will be auto-populated with the current date (“today’s date”) and
you can proceed to generate the eDisclosure package. If you click No, the
GFE Date is left blank and you will not be able to generate an eDisclosure
package until a date is supplied.
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5 If any values in the loan file are different from the corresponding values in the

selected plan code, the Plan Code Conflict window displays showing the
affected fields. Conflicting loan data is identified by an alert icon.

Plan Code Confi o=
Some values in the selected plan code do not match the values in this loan. Click "Import Plan Data™ to overwrite the data in this loan with the
values from the plan code. These updates are applied to the loan file immediately.

Plan Code Existing Loan Data
-
Type of Mortgage and Terms of Loan —a
Loan Type Convertions! WA =
Government Loan Type
Lien Position First First =
Amortization Type Fixed Rate ARM
Term mths 360 mths
Due in trths 360 | miths
Balloon Loan
Biweekly Loan
Mumber of Days per Year
Azsumability Type Mo
Cemand Feature
Adjustable Rate Mortgage
1t Change High kS %
15t Change mths mths
Sub. Cap High % %
Sulr. Change mths mthz Sk
[ Import Plan Data ] [ Skip Import ] [ Cancel ]

« Click the Import Plan Data button to overwrite the current loan data with the

selected plan code data. These changes are applied to the loan immediately.

« Click Skip Import to proceed without overwriting the loan file.

« Click Cancel to close the Plan Code Conflict window without making any
changes to the loan data. You can then update the applicable fields in the
loan file to resolve any conflicts that were found.

1

Audit the Loan Data

When you order docs, an audit identifies missing or incorrect data.

To Resolve the Audit Results:

If the Disclosures Audit window opens with a list of required issues, warnings,
or recommended updates (typically due to inconsistent data), click the link in
the Go to Field column to open a form with the field highlighted for data entry.

NOTE: If a virtual field is included in audit results, a hyperlink will not be
provided.

Correct the described issue, and then return to the Disclosures Audit window.
Click Refresh Audit to update the Data Audit Results list.

» You must resolve all required errors before generating initial disclosures.

« After you update a field, the issues that are resolved are highlighted in yellow
in the Disclosures Audit window.

- Select the Always show this window on top check box to always display
the Disclosure Audit window on top of all other Encompass windows.

Repeat steps 6-7 to correct any remaining issues.

4 Click Order eDisclosures.

« A message displays if no packages are available based on the selection
process configured by your administrator.
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Apply Stacking Templates

When the Select Documents window displays, the documents are listed in the
order configured in the stacking template by your administrator in the eDisclosure
Stacking Templates setting in the Docs Setup setting. If your administrator has
created multiple stacking templates, you can apply a different stacking order
template now.

Select Documents =] @
Stacking Template: ’ Default Stacking Template - eDisclosures - Defaut - ] [ Update Template ]
eDisclosures [44) i o |
Drag & drop documents to re-order the list.

Document Title Document Type Signature Type
£ Definition of Truth-in-Lending eDisclozure Informational »
£ temization of Amount Finance  eDisclosure eSignable
£ Loans vwhere Credit Score is eDisclozure eSignable
£ Servicing Disclosure Statemen eDisclosure eSignakle
£ Social Security Administration elizclozure Wiet Sign Only
£ Matice of Right to Receive Co elDizclozure Wiet Sign Only =
-’r':_"l Appraizal Report for Lender's elizclozure e=ignakle
& Motice of Furnishing Megstive elizclozure e=ignakle
& Mortgage Fraud is Investigste elizclozure e=ignakle 0
£ Fair Credit Reporting Act elisclozure eSignable
£ Eqjual Credit Opportunity Act eDisclozure eSignable
£ US4 Patriot Act Information 0f eDisclosure eSignable
HUD Settlemert Cost Booklet Standard Form Informational
£ GFHE. eDizclosure
£ GFHALEJ elizclozure eSignakle
£ CA Addencdum to Residential elizclozure Wiet Sign Only -
0y | s I PR . . - P - —_ P
[] Documents not part of the stacking template 1':_'1 Modified since last draw
’ Preview ] [ Prirt... = ] ’ Send ] [ Add to eFolder ] [ Close ]

« Documents highlighted in yellow are documents that are not included in the
stacking template, but are still included in the eDisclosure package.

« When an eDisclosure document package has been ordered and is then
redrawn, the list of returned documents on the Select Documents window
displays a Modified since last draw icon next to each document that has
changed since the initial order. Users can view the list to identify changed
documents to print or send instead of printing or sending the entire package.
Additionally, a Removed since last draw icon displays next to documents
that were included in the initial draw, but are no longer required.

» To use a different template, select an option from the Stacking Template drop-

down list.

» To move a document up or down in the list, click to select the document and
then use the up or down arrows to move the document.

OR

Click to select a document, and then drag it to the desired location in the list.

To update the selected template for all loans going forward, click the Update
Template button, and then add, remove, or reorganize the documents as
needed. For detailed instructions for updating the stacking template, view the
eDisclosure Stacking Templates help topic.

NOTE: If your administrator has not given you permission to move
documents up or down in the list or to update the template, the up and down
arrows and the Update Template button will not be visible.

Select Documents

After applying a stacking template, remove or add documents to select the
specific documents that are included in the eDisclosure package.

1 Clear the check box of any document you do not want to include in the
eDisclosure package.

NOTE: The Signature Type column indicates whether a document is e Signable
(can be signed electronically), Wet Sign Only (a paper copy must be signed
and returned by mail or fax), or Informational (no signature required).

2 Click Add Additional Docs to select additional forms to add to the package.

NOTE: If your administrator has not given you permission to add or remove
forms from the package, the selection check boxes and the Add Additional
Docs button will not be visible.

3 Address any Data Overflow alerts (if applicable).

Documents Modified or Removed Since Last Draw

When an eDisclosure document package has been ordered and is then redrawn,
the list of returned documents on the Select Documents window displays a
Modified since last draw icon £ next to each document that has changed
since the initial order. Users can view the list to identify changed documents to
print or send instead of printing or sending the entire package. Additionally, a
Removed since last draw icon @7 displays next to documents that were
included in the initial draw, but are no longer required.

£ Tax Record Information Sheet
@ Wiaiver of Ezcros

Chapter 4: Generating Initial Disclosures

33



Data Overflow Alerts for Initial Disclosures

When generating initial disclosures, the Encompass Docs Solution provides Data
Overflow alerts when data entered on an input form is too long to completely fit in
a field on an output form. The alert (orange flag) is displayed next to each output
form that is affected. Click the Data Overflow alert icon to view the affected output
forms.

NOTE: When working with initial disclosures, Data Overflow alerts are triggered
for eDisclosure document types only. Standard Form and Custom Form document
types are not monitored for data overflows.

Select Documents E=SE =
Stacking Template [ Default Stacking Template - Closing - Default - ] [ Update Template ]
Closing Documents (35) g I | Add Additional Docs
Drag & drop documents to re-order the list.

Document Title Documert Type
Federal Truth-in-Lending Disclosure Statement Clozing Document -
CA FHA Fixed Rate Mote Clozing Document
C& FHA Deed of Trust Clozing Document
Settlement Statement (HUD-1) Clozing Document
HUC-1 &ddendum Clozing Document 3
Unifarm Residential Loan &pplication Clozing Document

® Affidavit of Ocoupancy Clozing Document
Amattization Schedule Clozing Document I
CA Credit Score Disclosure Closing Document
First Payment Letter Clozing Document
Hazard Insurance Endorsement Letter Clozing Document
Motice of Furnishing Megative Information Clozing Document
Motice of Right to Copy of Appraisal Clozing Document
Servicing Disclosure Statement Clozing Document
SignstureMame Affidavi Clozing Document
Tax Record Information Sheet Closing Document -

[] Documents not part of the stacking template{_ ¥ Data overflowing i
[ Preview ] [ Print + ] [ Send ] [ Add to eFolder ] [ Close ]

After clicking the Data Overflow alert icon, the PDF Form Selection window
displays. A list of the output forms where data overflow occurs is provided in the
left panel, along with the affected pages. Click a page number to view the affected
field and how the data will print on the output form. (The affected fields are
highlighted in yellow.) The data entered on the input form is provided in the
Original Text section near the bottom of the window.

(P0F Form Selectio =)

Affidavit of Occupancy Request for Taxpayer ID Number & Certification (IRS W-9) - Page 1

4 Provious Page  Next Fage b

Page 1

Request for Taxpayer ID Number|

[Em]

Fage 1
Page &

LOAN #: 1203EM000001
Forn W-9

Give form to the
{Rew. December 2011) i} R_Equest for Taxpayer . . requester. Do not
the Treasury Number and Certification send to the IRS.

Inzmal

'Name (25 Shown on your ncome tax retum)

‘4 |Eric Damon

i

S [Chhack approprite box for federal i clsssiioation
§§ 1 indiviulisole propristor ~ [1C Corporstin (1S Comporston (] Parinership (] Trustiestate

i [ et
3¢ Ou Enter fon. 3= S comoraton. P =parnersip) b____ I

H
g S ] ther ions) b

APddress (number, sireet. and apt. or suite no.) and add i
8 (| 17124 West \Encompass Lender Company
3 123 Main Lender Address

Y Lender City, CA 84568

City, state, and ZIP code
San Jose, CA 95136

List acoount number(s) here (optonal)

Fart1| Taxpayer dentification Humber (TIN]

Enter your TIN in the The TIN provided i
the “Name" line to avoid backup withholding. Far individuals, this is your sosial seou

number (SSN). However. for a resident afien, sole propriator, o disregarded eniity see HE _ E - HEH
the poge b —

. itis your empl
rumber (EIN). If you 06 not have & number, see How fo get a TIN'on page 3.

[Explyemessonmaer
e aeees [T-{ITT11]
number to enter.

Original Text
¥ 12345671234 West i Averue

Preview, Print, and Send eDisclosure Docs

After you select the documents, you can preview, print, and send the docs from
the Select Documents window:

« Click Preview to view, and optionally print, the selected documents.

« Click Print, and then click Print Selected Documents to print the selected
documents.

« Click Print, and then click Print Checklist to print an eDisclosure Documents
Checklist that lists each document in the package for your reference.

To Send the Document Package:

1 To add one or more document to the Documents tab in the eFolder, select the
documents, and then click Add to eFolder.

2 Click Send to open the Send eDisclosures window.
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On the Send eDisclosures window, enter the borrower's email address in the
Borrower field (if not already displayed) and then enter additional email
addresses and the Subject as needed. You can also modify the Message text
if necessary.

Select the Notify me when borrower receives the package check box to
receive an email notification and an Encompass notification when the borrower
accesses the package on the Loan Center or WebCenter.

To be notified if the borrower does not accept the loan by a specified date,
select the Notify me when the borrower does not accept by check box, and
then click the Calendar icon to set the date.

Select a Borrower Signing Option:

eSign (electronically sign and return) - Borrowers will access the
documents from a secure Loan Center, WebCenter, or Consumer Direct
website and, after consenting to receive electronic disclosures, review the
documents online, and then sign the documents electronically (known as
eSigning). You will receive an email notification that the signed documents
are available. Click the Retrieve button in the eFolder to retrieve the
documents.

NOTE: If the eDisclosure package contains documents that can be eSigned
and documents that must be wet signed, the eSign option will be replaced
with an eSign + Wet Sign (for wet sign documents only) option. Borrowers
will sign and return eSign documents electronically as described above, and
will print sign and return the wet sign documents as described below.

Wet Sign (print, sign, and fax) - Borrowers will retrieve the documents from
the Loan Center (or WebCenter), print, sign, and then return the documents
by fax or by mail.

TIP: If you select eSign and the eDisclosure package contains custom forms
that require a signature, be sure you have inserted eSigning signature points
in the forms.

If you selected eSign, select a method for the borrower to verify their identity
before accessing the documents:

- Answer security questions - When selected, the borrower will need to
correctly answer 4 out of 5 questions related to their loan in order to access
the documents.

NOTE: If the borrower fails to correctly answer 4 out of the 5 questions three
times, they will not be able to eSign the documents. The system
automatically removes the eSigning signature points from the documents
and informs the borrower that they must print, sign, and then return the
documents by fax or by mail.

« Authorization Code - Enter the authorization code that the borrower and co-
borrower will use to access the documents.

NOTE: Be sure to provide the authorization code to the borrowers. It is not
automatically sent to them and it is different than the log in password the
borrower creates for themselves to log in to the Loan Center (or WebCenter).
The borrowers have five chances to enter the correct authorization code. If
they fail to do so, they will not be able to eSign the documents. After the fifth
attempt, the system automatically removes the eSigning signature points
from the documents and informs the borrower that they must print, wet sign,
and then return the documents by fax or by mail.

8 If your company has enabled the eDisclosure Fulfillment service, select the

check box at the top of the Fulfillment section to schedule the service for the
package.

9 Enter your phone number and the phone number of the recipient. The

remaining information in the section will be copied from the loan file.

10 Click Send.

« A standard email containing a link to a Loan Center, WebCenter, or
Consumer Direct website is sent. The email recipients create their own login
information, log in to the website, and then view the data on the website.

NOTE: If you previously sent an eDisclosure package and no loan data has
changed, a message asks you to confirm that the same eDisclosure package
will be sent again. If changes to the loan data have triggered a new condition,
a new eDisclosure package is sent and a message does not display.

11 If you are the loan originator and the eDisclosure package includes one or

more forms that require the originator's electronic signature, a message asks
you to add your electronic signature to the forms before sending the
eDisclosure package.

« Click Yes to access a secure website and electronically sign the documents
before sending the eDisclosure package.

« Click No to electronically sign the documents later.

« If you are the loan originator and you select Yes or No, you will receive an
email with a link to a secure website where you can access the documents
and electronically sign them if needed.

» For loans where the Subject Property is in South Carolina, the originator
must electronically sign all required documents before Encompass will send
the eDisclosure package to the borrower.
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12 If you are not the loan originator and the eDisclosure package includes one or

more forms that require the originator's eSignature, a message informs you

that an email will be sent to the loan originator with a link to the Loan Center

(or WebCenter) where the loan originator can electronically sign the

disclosures.

« An entry is added to the Loan Log each time you send initial disclosures.
Click an eDisclosures Ordered entry to view a list of the documents
included in the eDisclosure package.

Loan Log Entry

An entry is added to the Loan Log each time you send initial disclosures. Click an

eDisclosures Ordered entry to view a list of the documents included in the

eDisclosure package.

To View Loan Log Entry:

1 On the Loan tab, click the Log tab on the Loan Log.

2 Click the eDisclosures Ordered entry.

Encompass View Loan Forms Verfs Tools Services Help
Home | Pipeine | Loan | Trages | Contacts | Dashboard | Reports ‘

| & Borrowers | Ross Wiliam Ryan ~ ) i erorder (= TR
m 584 Merry Street @ Loan # 1204EM000004 LTV: 86.450/86.450 Rate: 4.500% Est Closing Date: 06/08/2012

San Francisco, CA 94125

Loan Amount: $432,250.00

FL Lencer Disclosure
FiuMA Streamined 1003
Freddie Mac Additional Data

DTl 25.916/25.916 ) Mot Locked

Audited on 5/15/2012 9:37 AM

Type & Descrigtian

£ Fs: somin User

4

Alerts & Messages [Z | eDisclosures Ordered
= [ File started 042742 ~
eDiscloses Ordered osmana [7| | DateOrdered 51520129:38AM Ordered By admin
Borrawer's Certification & Authorization recue 0514712
Documents (32) View
Disclosures sent electranically sHan2
eDisclosures Ordered 0515012 e Tupe
Closing Documents Ordered EHEH2 Borrower's Certification & Authorizetion eDisclosure: -
Goodl Faith Estimate expected 052112 Good Faith Estimate Stanciard Form
Qualification Acknowledgement of Receint of Good Faith Estimate eDisclosure
[ Sene fo processing || | Tnth-in-Lencing Disclosure Statemert eDisclosure
[ Submittal | Servicing Discliosure Statement eDisclosure
1 Cond. Appraval Social Securty Administration Authorization eDisclosure:
[ Resubmittal Netice of Right to Receive Copy of Wiitten Appraisalivalustion eDisclosure
W appraval Appraisal Report for Lender's Use Distlosure (Dode-Frark) eDisclosure
[ Dos Preparation Netice of Furrishing Negative Information eDisclosure
5 boo sigring Mortgage Fraud is Investigated by the FEI eDisclosure: =
Funding Feir Credt Feporting Act eDisclosure:
i Post Clasing L] Equal Credit Opportunity Act Notice eDisclosure
& Shiging USA Patrict Act Information Disclosure eDisclosure
= " HUD Settiemert Cost Bookist Standard Form
Definition of Truth-in-Lending Terms: eDisclosure:
Closing Ren? | | Acknowledgement of Intent to Process eDisclosure:
Closing Vender Information CA Credt Score Disclosure eDisclosure
Custam Fislde C4. Addendum to Residertial Mortgage Loan Application Notice of Separate Creditt  eDisclosure. L4
Eneray Efficient Mortage Calculation €A Natice to Home Loan Applicart eDisclosure
FACT Aot Disclosure CA Statement of Interest Addendum to Residertial Morigage Loan Applicetion eDisclosure:
FHia Management | | e Finance Lenders Law Worigage Broker Agreement eDisclosure:
FHE Maxdimum Martgage and Cash Needed Wiorksheet CA - The Housing Financial Discrimination Act of 1977 - Fair Lending Motice eDisclosure
FL Broker Conract Disclosure E CA Loan Impound Disclosure and Waiver eDisclosure
CA Machine Copies Natice eDisclosure

HMDA Information

HUD 1003 Adicendum Recommendest

Plancode mismatch, fisld 'Program Code', Inan valus '06700' does not match plan value ‘01458

HUD-58001 Fraperty Improvement Recommended  Plancoske mismatch, field ‘Plan Code Type!, loan vailue ‘Both does nat match plan value ‘Gpening'
HUD-823005 Conditional Commitment Recommended  Plancodle mismatch, field Loan Type!, laan value FarmersHomeAdministration' does not match pl
Recommended Borrower Declarations that are 12ft blank will default to "N" on the prirted 1003

HUD-52300LT FH#, Laan Transmittal
| i Sibmissine

Show in Alpha Order [7] Show All

~ | Recommended  CoBorrower Declarations that are left hiank wil default fo "' on the printes 1003

Recommended  Document date is missing, Documents will be dated with today's date

Press F1 for Help 05/1417:17% | Tuesday, 5/15/2012

Each document included in the eDisclosure package is listed. The results of the
data audit are also displayed for your review.

You can click the View button to open the Select Documents window, where you
can preview, print and manage the documents in the package.
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Chapter 5

Generating Pre-Closing Disclosures

Forloans using the 2015 RESPA-TILA forms, you can send pre-closing disclosure
packages to issue the Closing Disclosure and any other documents that you need
to disclosed to the borrower prior to closing (based on your company policies).

Select a Plan Code

The first step in generating pre-closing disclosures is to select a plan code.

To Select a Plan Code:

1 On the RegZ-CD or Closing Conditions form, click the Order Docs button on
the upper-right area of the form.

Select Plan Code =[5 Es]
Plan Codes
Plan Codes (65) [ X
Fitter: Loan Type = Conventional and Lien Pos is any of FirstLien;First Lien;First and Amortization is any of Fixed;Fix... Clear Fiter
Investor Description Plan Code Ellie Mag Plan ID
- ; nal 1t Lien Loans | Jooooooo i
Generic Conventional Fized Rate Interest Only (FHLWC) 00000002 |E|
Generic Conventional Fized Rate Imterest Only (Fihia) 00000006
Generic 1 Vear Treasury Fixedf&djustable (FRMA) 00000003
Generic TH Home: Equity Fized First S0(a)(5) (FHMA) N000007E
Generic 1st Lien Balloon Conditional Right To Refinance (FHLMC) 00000035
Generic 1=t Lien Balloon Conditional Modification & Extension (FHL 00000083
Generic 1=t Lien COpen Term Balloon (FHNMA) 00000080
GEneric 15t Lien Balloon Conditional Right To Refinance (FMMA) 00000093 -
) T omom - T 3
Apply Investor Info -

2 On the Select Plan Code window, click to select a plan code, and then click
Select.

» Only plan codes that match the current loan data are listed. To view all plan
codes, click the Clear Filter button.

» You can perform a search by typing data into a field above a plan code
column or by selecting an option from a column's drop-down list. Only plan
codes containing the specified data are displayed.

« Click a column header to sort all plan codes in ascending or descending
order based on the information in a column.

« To add a plan code to the list, click the New icon, and then select the plan
code to add. To view a plan code's details, including the values that will be
added to the loan file if selected, select the plan code, and then click the View
Plan Code Details icon (magnifying glass). For detailed instructions about
working with plan codes, view the eDisclosure Plan Codes topic in the
encompass online help system.

.

If there is an investor associated with the plan code, the Apply Investor Info
drop-down list displays in the lower-left corner of the Select Plan Code
window. To apply investor information to the loan file and pre-closing
documents, select the investor from the drop-down list.

.

If any values in the loan file are different from the corresponding values in the
selected plan code, the Plan Code Conflict window displays showing the
affected fields. Conflicting loan data is identified by an alert icon.

Plan Code Conf (==
Some valuss in the selected plan code do not match the values in this loan. Click “Import Plan Data™ to overwrite the data in this Ian with the
values from the plan code. These updates are applied to the loan file immediately.

Plan Code Existing Loan Data
Type of Mortgage and Terms of Loan i
Loan Type Conventional wa L
Governmert Loan Type
Lien Position First First L4
Amortization Type Fixed Rate ARM
Term mihs 360 mihs
Due in mihs 360 mths
Balloon Loan
Biweeidy Loan
NUmber of Days per Year
Assumakilty Type Ho
Demand Feature
Adjustable Rate Mortgage
1t Change High % %
15t Change: miths mths
Sub. Capp High % %
Sub. Change mths mths 2
[ import Pian Data | [ Skipmport | [ Cancel |

« Click the Import Plan Data button to overwrite the current loan data with the
selected plan code data. These changes are applied to the loan immediately.

« Click Skip Import to proceed without overwriting the loan file.

« Click Cancel to close the Plan Code Conflict window without making any
changes to the loan data. You can then update the applicable fields in the
loan file to resolve any conflicts that were found.
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Audit the Loan Data

When you order docs, an audit identifies missing or incorrect data.

To Resolve the Audit Results:

1 On the Closing Docs Audit window, select Pre-Closing as the Order Type and
then select a borrower pair.

[E] Closing Docs Audit [=[=E]=]

RoiesnAu] | OrderDocs

Audited on 10/29/2015 9:21 AM

Order Type Pre-Closing -

For Borrower Pair [WIHBm and Tabitha Anderson -

Data Audit Results

Type & Description Go To Field
Reguired Late Fee Information is required B74 B72 -
Recommendesd Logn iz of type [19] and Reguires amount inthe Owner's Thle Insurance borr NEAHUD X572 I
Recommended Borrower Declarations that are left blank will defaul to "N onthe prited 100 163 265,170,172 463 1057
Recommended Loan is of type [19] and Requires amount inthe Owner's Ttie Insurance borr NEWHUD X572 L
Recommended FHa Case Number is Missing 1040 1
Recommendsd CoBorrovwer Declarations that are left blank will defautt to "N" on the printed 1 1105 ,1343 467 985,177 18
Recommendsd HUD-1 requires address for each Borrower, fr0104 , fr0204
Recommendsd Docs Prepared By name is missing e
S —— Bl e A s1n
Compliance Review Results b
Typs & Description Ga To Field
Recuired Under FHA Guidelines a late charge may not be imposed on an instalment th -
Recuired The following fee(s) increased from the amount(s) disclosed on the Loan Esti 1
A reviged Loan Estimate was provided or mailed on (2015-10-07). Since it wa
The Initial Loan Estimate was defivered or placed in the mail on (201 5-10-07), E
The Inttial Loan Estimate Disclosure Date (2015-10-07) is not more than 3 bu
The loan AP (4 7772%) does not exceed the (FED2014) Federal High Cost
The loan fees (52,125 80) do not excesd the (FED2014) (Note &mount »=52
The List of Seftlement Service Providers Disclosure Date (201 5-10-07) is not
Recommendzsd The Last Losn Estimate Total Principal, Interest, Mortgage Insurance and Lo
The Disclozed Loan Estimate Projected Payments Table matches the System -
e

2 |If the Closing Docs Audit window opens with a list of required issues (in red),
warnings, or recommended updates (typically due to inconsistent data), click
the link in the Go to Field column to open a form with the field highlighted for
data entry.

NOTE: If a virtual field is included in audit results, a hyperlink is not provided.

3 Correct the described issue, and then return to the Disclosures Audit window.
Click Refresh Audit to update the Data Audit Results list.

» You must resolve all required errors before generating initial disclosures.

 After you update a field, the issues that are resolved are highlighted in yellow
in the Disclosures Audit window.

« Select the Always show this window on top check box to always display
the Disclosure Audit window on top of all other Encompass windows.

4 Repeat steps 2-3 to correct any remaining issues, and then click Order Docs.

- A message displays if no packages are available based on the selection
process configured by your administrator.

Apply Stacking Templates

When the Select Documents window displays, the closing documents are listed in
the order configured in the stacking template by your administrator. Pre-closing
doc stacking templates are configured by your Encompass administrator in the
Closing Doc Stacking Templates setting in the Docs Setup setting.

« Documents highlighted in yellow are documents that are not included in the
stacking template, but are still intended to be sent in the closing document
package.

Select Documents E== @

Stacking Template | Defaul Stacking Template - Closing - Defaul || update Tempiate

Closing Documents [39) [ aga addtional Docs |

Drag & drop documents to re-order the kst

Document Title Documert Type

Prirter Settings Document Claging Document -
Deta Erfry Proaf Sheet Cloging Document

Diata Erdry Proof Sheet - Fees Chaging Document
Instruction to Escrow Tile/Closing Agent Closing Document

Loan Disbursement Instructions Closing Document

[#] Fleeditoiustable Rate Rider Claging Document
Settlement Statement (HUD-1) Closing Document b
HUD-A Addendum Cloging Document
Unitorm Residential Loan Application Cloging Document

[¥] otice of Furnishing Megative information Cloging Document

Hotice of Right to Copy of Appraisal Clozing Document

WA Assignment of Deed of Trust Chaging Document
Remitzation of Amount Financed Cloging Document
Request for Texpayer D Number & Certification (RS W-5) Closing Document

Pt b s it ki i b mmn i o P B s hnim s Pom s

[ Documaents not pant of the stacking template

[ Prevew |[ pirt. v |[ send |[ AddtoeFoider [ Cose |

NOTE: Access to the following options and features are controlled by your
administrator. If not accessible, contact your administrator.

- To use a different template, select an option from the Stacking Template
drop-down list.

» To move a document up or down in the list, click to select the document and then
use the up or down arrows to move the document.

« Or drag and drop a document to a new location in the list.

» To update the selected template for all loans going forward, click the Update
Template button, and then add, remove, or reorganize the documents as
needed. For detailed instructions for updating the Stacking Template, view the
Closing Doc Stacking Templates topic in the Encompass help.
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Select Documents

After applying a stacking template, remove or add pre-closing documents to select
the specific documents that are included in the pre-closing package.

To Edit the List of Pre-Closing Documents:

1 Clear the Document Title check box to clear all of the document check boxes,
and then select the check box for each document you want to send.

2 Click Add Additional Docs to select additional forms to add to the package.

» On the Add Additional Docs window, select the Add Encompass Forms or
Add eFolder Files option.

« Select the borrower from the For Borrower drop-down list.

« Select the document to add, click Add, and then click OK to close the
confirmation message.

» The document is added to the bottom of the list.
3 Address any Data Overflow alerts (if applicable).

Documents Modified or Removed Since Last Draw

When a pre-closing document package has been ordered and is then redrawn,
the list of returned documents on the Select Documents window displays a
Modified since last draw icon £ next to each document that has changed
since the initial order. Users can view the list to identify changed documents to
print or send instead of printing or sending the entire package. Additionally, a
Removed since last draw icon @' displays next to documents that were
included in the initial draw, but are no longer required.

41 Tax Record Information Sheet
2| Wiziver of Escrowm

Data Overflow Alerts for Pre-Closing Documents

When generating pre-closing documents, the Encompass Docs Solution provides
Data Overflow alerts when data entered on an input form is too long to completely
fit in a field on an output form. The alert (orange flag) is displayed next to each
output form that is affected. Click the Data Overflow alert icon to view the affected
output forms.

NOTE: When working with pre-closing documents, the alerts are triggered only
for Closing Document document types. Standard Form and Custom Form
document types are not monitored for data overflows.

Select Documents (Closing Documents)
Select Documents = @

Stacking Template: ’New Stacking Template - ][ Update Template ]

£+ 4 || AddAdditional Docs

Closing Documents (8)

Drag & drop documents to re-order the list.

Documert Title Document Type
& Clozing Disclosure Clasing Documernt
¥ USA Patriot Act Information Form Clozing Documerit

[] Documents not part of the stacking template % Data overflowing _a Meodified since last draw

Preview ][ Print... ™ ][ Send ” Add to eFolder ][ Close

After clicking the Data Overflow alert icon, the PDF Form Selection window
displays. A list of the output forms where data overflow occurs is provided in the
left panel, along with the affected pages. Click a page number to view the affected
field and how the data will print on the output form. (The affected fields are
highlighted in yellow.) The data entered on the input form is provided in the
Original Text section near the bottom of the window.
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PDF Form Selection (Fields where data overflow has occurred)

PDF Form Selection =8 ECR =
USA Patriot Act Information Form USA Patriot Act Information Form - Page 1 q »
-

Page 6

LOAN#: 1510EM000039

USA PATRIOT ACT INFORMATION FORM

Customer Identification Verification

m

To help the govemment fight the funding of terrorism and money laundering actvities, Federal law requires all financial
insfitutions to obtain, verify, and i i i y customer. raloan, appl

be asked for their name, address, date of birth, and other information that will allow lenders to identify them. Applicants
may also be asked to Show their driver's license or otner identifying documents

THE FOLLOWING CUSTOMER INFORMATION MUST BE OBTAINED TO BE IN COMPLIANCE WITH THE USA
PATRIOT ACT. THIS INFORMATION MUST BE RETAINED FOR FIVE YEARS AFTER THE ACCOUNT IS CLOSED.

Borower Name:  William Anderson Date of Birth:

Residential Address Tax Identification Number (SSN): 111-11-1111
ZMMZHIIESIETGTH

STAGTRSRIASHT4567456T4SGASE56576 Main Street
COMPLETE A SEPARATE FORM FOR EACH BORROWER.

FORMS OF IDENTIFICATION: Only One form of Verification is Required

First Document List - T0 Humber | Tssuance D: Expiration
Origin Date

[] State issued Driver License
State Issued ID Card

L] Miltary ID Card

Passport

US Alien Registration Card
[ Canadian Driver License:

Second Document List - Tame of lssuer on| D Number | Issuance Date. Expiration

Form Date =
Original Text
¥
12341 945674
567451 Main Street
Concord, CA 94521

Preview, Print, and Send Pre-Closing Docs

After you select the documents, preview, print, and send the pre-closing docs from
the Select Documents window. You can also preview, print, and send the
pre-closing documents at a later time by clicking the View button that displays
on the upper-right of the RegZ-CD or Closing Conditions input form.

Select Documents = IEI

- ] [ Update Template ]

4 || AddAdditional Docs

Stacking Template: ’ Mew Stacking Template

Closing Documents (8)

Drag & drop documents to re-order the list.

IE Daocumert Title Document Type
£ Closing Disclosure Cloging Document
¥ £ IS4, Patriot Act Information Faorm Clozing Document

[ Documents not part of the stacking template ¥ Data overflowing .ﬁ Meodified since last draw

|[ Preview |[ Prit..~ |[  Send || AddtoeFoider || Close ]l

To Preview:

» Click Preview to view the selected documents. You can also print the
documents from the Preview window by clicking the Print icon.

To Print:

« Click Print, and then click Print Selected Documents to print the selected
documents.

« Click Print, and then click Print Checklist to print a Closing Documents
Checklist that lists each document in the package for your reference.

| Print.. v || Send || Addtoerd

Print Selected Docurments...

Print Checklist...
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To Add Closing Docs to the eFolder:

«» Click Add to eFolder to add electronic copies of the closing docs to the loan file

eFolder.

To Send:

1 Click Send to send borrowers an email with a link to a secure website where
the borrower can access the documents.

Send Pre-Closing Documents @
Meszage
* From closen@eliemae.com (Current User) -
= Borrower wanderson@email.com

* Co-Borrower tanderson@email.com

* Subject Electronic Loan Document Request -

Times Mew Roman v”12 ']l BiU élt‘ﬂ&)

The Anderson closing disclosure is available to view online. Click the link below to wisit a secure,
password-protected website that provides 24-hour access to the status and details of the application.
You can also view, sign, and retumn required documents. Please follow the instructions below.

m

Please sign and return the following documents:
* USA Patriot Act Information Form
* Closing Disclosure

4| 1 r

Notify Additional Users Motify me when borrower receives the package.

(0 Users selected) Notify me when borrower does not access by | 11/03/2015 [+

Borrower Signing Options

* Borrower Signing Option

eSign (electronically sign and return) -

* Borrower Authentication Method

Answer security questions

2 Edit the email address for the borrower and co-borrower as needed.
3 Edit the email message as needed.

- Manually edit the message.

« If your administrator has created templates with email messages for different

scenarios, select a template from the Subject drop-down list.
4 Select the Notify me when borrower receives the package check box to

receive an email notification and an Encompass notification when the borrower

accesses the package on the Loan Center or WebCenter.

5 To be notified if the borrower does not accept the loan by a specified date,

select the Notify me when the borrower does not accept by check box, and
then click the Calendar icon to set the date.

Select a Borrower Signing Option:

eSign (electronically sign and return) - Borrowers will access the
documents from the Loan Center (or WebCenter) and, after consenting to
receive electronic disclosures, review the documents online, and then sign
the documents electronically (known as eSigning). You will receive an email
notification that the signed documents are available. Click the Retrieve
button in the eFolder to retrieve the documents.

NOTE: If the eDisclosure package contains documents that can be eSigned

and documents that must be wet signed, the eSign option will be replaced with
an eSign + Wet Sign (for wet sign documents only) option. Borrowers will
sign and return eSign documents electronically as described above, and will

print sign and return the wet sign documents as described below.

» Wet Sign (print, sign, and fax) - Borrowers will retrieve the documents from
the Loan Center (or WebCenter), print, sign, and then return the documents
by fax or by mail.

TIP:If you select eSign (electronically sign and return) and the eDisclosure
package contains custom forms that require a signature, be sure you have
inserted eSigning signature points in the forms.

If you selected eSign, select a method for the borrower to verify their identity
before accessing the documents:

- Answering security questions - When selected, the borrower must
correctly answer 4 of 5 questions related to their loan to access documents.

NOTE: If the borrower fails to correctly answer 4 out of the 5 questions three
times, they will not be able to eSign the documents. The system
automatically removes the eSigning signature points from the documents
and informs the borrower that they must print, sign, and then return the
documents by fax or by mail.

« Authorization Code - Type the authorization code that the borrower and co-
borrower will use to access the documents.

NOTE: Be sure to provide the authorization code to the borrowers. It is not

automatically sent to them and it is different than the log in password the
borrower creates to log in to the Loan Center (or WebCenter). The borrowers
have five chances to enter the correct authorization code. If they fail to do so,
they will not be able to eSign the documents. After the fifth attempt, the
system automatically removes the eSigning signature points from the
documents and informs the borrower that they must print, wet sign, and then
return the documents by fax or by mail.

8 When finished, click Send.
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Loan Log Entry

An entry is added to the Loan Log each time you order closing documents. Click
a Closing Documents Ordered entry to view a list of the documents included in
the pre-closing document package.

To View Loan Log Entry:
1 On the Loan tab, click the Log tab on the Loan Log.
2 Click the Closing Documents Ordered entry.

Encompess View Loan Forms \Verifs Tools Services Help
Home | Pipeling | Loan Trades | Contacts | Dashboard | Reporis |
Ross Wiliam Ryan - |z i croider | = =N
(3} 534 Merry Street 4] Loan #: 1204EM000004 LTV: 85450186450 Rate: 4.500% Est Closing Date: #408/12015
San Francisco, CA 94125 Loan Amount: $432,250.00 7L 25.916125.916 ) Mot Lockesd 8 FS Admin User -
Alerts & Messages [3 | Closing Documents Ordered
51 File started 10111115 —
Qualificationfinished FrYrTE Date Ordered 102172015 9:39 AM Ordered By admin
Senttoprocessing 1045115
= Documents (40) View
[] submitted 10111115
Cond. Approvalfinished 104315 US> Type
Resubmittal finished 101815 USA Patriot Act Information Form Closing Document -
5] Approved 10220115 LODODOALT Closing Documert T
B [5 Doc Preparation 10z1is LODDODEQH Clasing Documert
Closing Documents Crelered 102115 Closing Disciosure (Afernate) Clasing Documert
Closing Disciosure Closing Document
Closing Disciosure (Sellery Closing Document
Closing RegZ s Loan Estimate Closing Document
Closing Vendor informaton ¢ Loan Estinate (Alternste) Clasing Documert =
CIEREEiE g Clasing Documert
Energy Efficient Mortgage Caloulation i
FACT Act Disclosure
FHA Management )
FHA Maximum Mortgage and Cash Needed Worksheet
FL Broker Cortract Disclosurs 3
FL Lender Disclosure L o
FHMA Streamiined 1003 Audited on 102U/2015 9:38 AM
Fredie Mac Adsitionsl Data - -
HMDA, Information ® DataAuditResuls (8) (©) Compliance Review Resuts (5)
HUD 1003 Addencum Type & Desoription
HLID-55001 Froperty Improvemert Recommended  Servicer Name is Missing -
HLUD-G26005k Conditionsl Commitment Fecommended  Loss Payee Name is missing H
HUD-52900LT FHA Loan Transmittal Recammented Plancode mismatch, field Prepayment Penalty', loan value "Y' soss nat match plan value N ;
| nan Submissinn 7| Recommended Plancade mismateh, field 'Loan Type', 1oan value FarmersHomedministration’ does not matc
Shomin ot Ordere B Show i Recommended  Investor name is missing >

|| pressrt for kel

» Each document included in the pre-closing document package is listed. The
results of the data audit and the compliance audit are also displayed for your
review.

3 Click the View button to open the Select Documents window, where you can
preview, print and manage the documents in the package.

4 In the Data Review section, select Data Audit Results to view the data audit
results. The issues listed here are the issues that were not addressed or
resolved before the pre-closing documents package was sent.

5 Select Compliance Review Results to view the compliance audit results. The
issues listed here are the compliance issues that were not addressed or
resolved before the pre-closing documents package was sent.
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Chapter 6

The Closing Process in Encompass

The closing process in Encompass enables you to order and receive closing
documents using a single source of information without leaving Encompass.
When closing documents are returned, the closer can view, print, and then send
the document package.

This chapter discusses the steps and guidelines to follow when proceeding
through the closing process using the Encompass Docs Solution. The closing
work flow consists of the following steps:

« Assign the loan to a closer

» Apply an Input Form Set template for closing

» Complete the required forms

» Check closing document data

« Audit the loan file

» Order the closing documents

« Preview, print, and send the closing documents

Step 1: Assign the Loan to a Closer

When the Doc Preparation milestone is completed, the processor assigns the
loan to a closer. The closer then accepts the loan file.

Step 2: Apply an Input Form Set Template

Your administrator can create Input Form Set templates to be used by different
loan team members. When you apply a template, the Forms tab displays only the
forms needed to complete the loan work performed for a specific set of tasks. If
your company has an input form template for closing, apply the template before
you begin the closing process.

To Apply an Input Form Template:
1 On the Loan menu, click Apply Input Form Set Template.

« This option replaces the current list of input forms on the Forms tab.
2 Double-click a template to apply it to the loan.

Step 3: Complete the Required Forms

Different closing forms are available for loans using the 2010 RESPA and 2015
RESPA-TILAforms. Use the appropriate work flow outlined below to complete the
closing forms for loans using the 2010 RESPA or 2015 RESPA-TILA forms.

2010 RESPA Closing Forms

The following forms are provided for entry of the data needed to order closing
documents for loans using the 2010 RESPA forms. The data required on each
form will vary based on the requirements of each loan.

« Closing RegZ

» Borrower Information - Vesting

» Closing Vendor Information

 Property Information

« 2010 HUD-1 Page 1

- 2010 HUD-1 Page 2

» Aggregate Escrow Account

« Closing Conditions

- Additional Forms

Closing RegZ

The Closing RegZ input form provides the borrower with an overall view of the
terms of the loan and its costs over time. It also contains information specific to
the requirements for requesting closing documents. Many of the fields are already
completed, based on entries on the 1003 and Truth-In-Lending Disclosure

statement. Review the data on the Closing RegZ to make sure enough loan data
has been entered so that you can order closing docs.

Review Closing Document Data

Use the Closing Document Data button on the Closing RegZ input form to review
and confirm the accuracy of the lender and investor data that will be applied to
closing documents. If necessary, change the data here and in the loan file. Please
note that any changes you make here apply to the current loan file only.
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To Review Closing Document Data:

1 On the Closing RegZ input form, click the Closing Document Data button on
the top-right of the form.

2 In the Closing Document Data window, click the Lender Info and Lender Info
Cont. tabs to view lender data that is currently included in the lender settings.
This information is added as part of the initial Encompass Docs Solution set up
performed by Ellie Mae and your administrator.

[E] Closing Docimnent Data =1 o8 ===
Pravisw Cloding Document Data
Civerride fhe closing documest data by chcking the skder and providing your cusion data
Lender Il | yester info ™ Use defaul Encompass Docs data 80 Ower
Lender Address Londar Branch £
Lender Name E [rcompass Lender Test Company Branch Namé Fr Encompass Lender Test Compaery-Br
Addreas 1 P 1) lan Lands Iresy Addreas 1
Agdrens I ¥ Address T
Cry B | Lender CRy cey
Stateilp B | CA 35 Stateilp
County Lender County Orgasization Type OB | & Banking Conporaion
Ovganizaton Type B | & Banking Corporat Jurisdcion
Durmdcten A Teisptane Mo
Tephane No. B -1 i Tol-Fres Tel No.
Tol-Free Tel K. ¥ 71250 40 Fax Kz,
Fao Fi
Loss Payee Lender Servicing
Loss Payes Hame LOSS FAOEE OF AMERICA, IC Lander Servicer ame =
ok | [ casesl

3 Click the Investor Info tab to view the investor data that is currently in the loan
file. This information is populated based on the plan code currently applied to
the loan.

4 To change a field on either tab, click the slider to the left of the field and enter
or select a value. Changes made here are applied to the current loan file only.

Payment Coupon 1 Pay To

Mame
Address 1
Address 2
City
State/Zip

REEEE

Print Investor Loan No. i) Yes @ No

B8

Additional Text 1
Additional Text 2

B

« To make changes to the default lender and investor data that is applied to the
closing documents, contact your Ellie Mae account representative.

NOTE: Trustee beneficiary language on state-require security instruments will
default to whoever your company is using for the title company unless your
company has decided to use a specified trustee. States where non-title
company trustees can be selected include AK, AR, AZ, CA, DC, ID, MD, MO,
MS, MT, NC, NE, NM, NV, OR, TN, TX, UT, VA, WA, and WV.

« When finished, click OK.

Plan Codes

The plan code is used to select a loan program to apply to a loan. Plan codes
include information about the closing documents that are required for the loan,
plus data related o the terms of the loan program. For example, ARM plan codes
may contain data specific to an ARM loan program.

Plan codes can also include additional data that is used when preparing the
closing docs, for example the mailing address that is used on the payment
coupon. A plan code can be investor-specific, or your company can create your
own plan codes.

NOTE: There are different plan codes used for eDisclosures and closing docs.
Even if a plan code was previously applied when the eDisclosures were sent, you
must apply a plan code on the Closing RegZ before you order closing docs.

Use the Plan Code feature to select a loan program that will be applied to the
closing documents. Here you can select from a list of investor-specific plan codes
or create your own custom plan code.
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To Apply a New Plan Code to the Loan File and Closing Documents:
1 Click the Plan Code button.

Closing RegZ
Cloging Docs  [V] Use New Encompass Docs Solution

Plan Code |
Elkz Mae Plan ID Invesior
Alt Lender

Description

» Only plan codes that match the current loan data are listed. To view all plan

codes, click the Clear Filter button.

Fe

Plan Codes | custom Plan Codea

Plan Codes [14) 3 9

Irreeator Dscrptaen Piar Cocde Elly koo FlanD  Qwcler Type

' v [ )
U5 Bank Fooad Rate 15 Vear FRA v OO Closing

U5, Banik Froed Riade 30-25 Year LPWI LTV 800K -85 x4 DERBINES. Choing)

WS Bank Fiosd Rate 15 Vear FHLMC HASP Open Access 3652 A sy

LS. Bani Fooed Rale 15 Wear FRMA Non-Cramer 306 DEABO0T Cloming

U5 Bank Fiosd Rt 15 Vaar FHLMC =02 CE4AB073 sy

] m

Select Flan Code *?@'ﬁ'

Figer: Lean Type = Conventional asd Lien Pos i any of Firstliea:Firsd Lisn First and Aseriization is any of Fixed Fiued Flaie @
Frogre

o -
ol
o
o]
e

« You can perform a search by typing data into a field above a plan code

column or by selecting an option from a column's drop-down list. Only plan
codes containing the specified data are displayed.

Sebect Plan Code = e
P Co36 | Custom Plan Codes
Plas Codes (14) 3 a

Filer: Loan Type = Conventional and Lien Fos is sy of FestLien First Lisn First and Amoctization i oy of Fed Fisd ale | Cloas Fier |

Irrveston Description Plan Code EBe Mst PanD  Order Type  Progr

| - T
UE, Bark Fioed Rabe 15 ear FRMA 02 OE4E0005 Closing M-
U5, Bark Frobd Rabe 30-25 Vear LPMILTV B0.01-85 %84 0640065 ] o
US. Bark Froosd Rabe 15 Yeoar FHLMC MASP Open Access w52 D6450068 Closing [}
US. Bark Froedt Rabe 15 Woar FHSMA Non-Cramar 506 08420071 Clasing o
UE Bark Fioed Rabe 15 Year FHLMC = S4BT Closing E
‘ m L]

Seiect Cancel

« Click a column header to sort all plan codes in ascending or descending

order based on the information in a column.

» To add a plan code to the list, click the New icon, and then select the plan

« If there is an investor associated with the plan code, the Apply Investor Info

drop-down list displays in the lower-left corner of the Select Plan Code

window. To apply investor information to the loan file and closing documents,
select the investor from the drop-down list. The forms to include in the closing
documents and/or the address to print on the forms for servicing may be

determined by the investor you select here.

4 (L

Apply Investor Info [ -

code to add.
Select Plan Costie = [ & &
Sebect Plar Codde o e ]
St @0 Invesine E -] E} b
Ml P Cosan | Gorcrgm oG and Fracce Authacty 1 |k
CHifg, Lt
g r T Prisgih o
Filter: Oreen Tros Safvicing LLC Cioar Fiter oo i
Duarasty Trust - -
restor = |rwyalum{;?w-ur ne e Ehe M P On
Gukd Warigage Compary e -
L Hpven Savrgs Bank Lol =)
Generic Feath Came Famby Credd lingn, ey L < bl
Generc n:m;r.;-:- o4 derurza s e g M8
- HermeBirdoe Cormmpondest - ¥
Shnars Hemetwren Lsngage Esteprass e (PR (00000 Ll
Ceneric Hamewand Reaertal i DODOM0E &0
e Hersingien Barigape Greup haves ) 0000 e
80 Hossaing a0 Fnance ARSLISI0N
Corric L - ] Lt gle]
7 o Dev i I (it Change i 09850
Goraric FtETan Morgape Company jor it Peoriced (Fr 00014 )
Generic Irrrpatory. fanic e (PR ) Lo 0
Genenc Ewen Banibers Blortpape Comporation (P 00 =
i Houaing 8nd Firascs Autharty " . . -
i Sdargan Chane Bk, HA ) ¥
Denen Kertuziy Houbing Cofpoiiid R DO0O00T —
e Kraein Federal Dredt Unen 1 i 1o 1wty (P e = Cascal
A = L Michigsn, Cret Union, iz ¥ i
- Lesson Francial Uorigage Corporsion fos Weslen = B
led UST Bnk A Cantel
hod Wpron Bask, ing - -
Magraks Bank
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- To view a plan code's details, including the values that will be added to the « If any values in the loan file are different from the corresponding values in the
loan file if selected, select the plan code, and then click the View Plan Code selected plan code, the Plan Code Conflict window displays showing the
Details icon (magnifying glass). affected fields. Conflicting loan data is identified by a red alert icon.

Some values in the selected pian code do not match the vaisss in this loan. Cick “Import Plan Data® to oweranie the data in this iban with the
WALES MOM D DN COO8. THESE UDISIES Bre apched 10 the 0an Tis mmedalsly.

Select an hvestor [Gnﬂﬂ‘l: b, 4 | Plan Code WFCF15 Existing Loan Data
= Type of Martgage and Terms of Loan =
EM Plan Codes (45) [7] show aiready added plan codes o
Loan Typa B
- (ot ==
I hr | Lien Peaition
Invvestor Description Pi: T

Term 180 | mens 7] 30 e
:l Lo b 180 | ma n 20 | e

All Fixed Rate Comventional 15t Lien Loans o~
Brereeidy Loan

Generic Conventionsl Fixed Rate interest Only (FHLMC) Nurmber of Days par Year - -
Cenerin Cinnventinnal Fived Rate indrrest Cindy (FWRALY N Anyumabity Type . ¥
o |£‘ k Demand Feature
Adjustable Rate Mortgage
| ada  |[ cencel | — = 5
st Change mihs mihs
Fub, Cap High % %
2 Select a plan code, and then click Select. S e mita : =
= S || ot aen st | [ sp impset | [ cancer ||
Select Plan Code o [ fe
[ Pn coses tﬂ-h-w- ) « Click the Import Plan Data button to overwrite the current loan data with the
Pian Codes (14) 3AaX selected plan code data. These changes are applied to the loan immediately.
Far: LoanType - Convestons a0d Len P s any ofFeslin st L First 4o Amortzstin s any of s .. | Ciar Pt | « Click Skip Import to continue ordering the closing documents without
psger Descrorn Bancod Selio A resolving the plan code conflicts.
U Bark Foed Rate 15 Yesr FlaA e oas000s «» Click Cancel to close the Plan Code Conflict window without making any
s KEsnliks 30 22/ P LEMIL T, B0 01,5 et oeo0es [ changes to the loan data. You can then update the applicable fields in the
Us Bank Ficed Rede 15 Year FHLMC HASF Open Access w52 450058 . .
U, Bk Freod Raks 15 Yse FIMA Nest-Owres 5% 06420071 loan file to resolve any conflicts that were found.
U3, Bark Fiocad Riate 15 Yasr FHLWC 3602 0S4E00T3 = . . .
Frced Rate 30 Yesr Contorming ‘whcFan | o740 | The plan code data is populated into the Closing RegZ.
WWells Fargo Bank, MLA. Frced Rate 20 Yesr Condormirg WECF 20 430003
L iz Closing Docs E
[Cosma ] [Cemen )
Loan Program
Plan Code WFCF30 Description | Fixed Rate 30 Year Conforming
Eli= Mae Plan ID | 07430001 Investor VWells Fargo Bank, N.A.
1 1
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Alt Lenders

Use the Alternate Lender feature to view or select alternate lender information
(description and code number) that displays on the closing documents. Ellie Mae
will create your default Alternate Lender information during implementation or as
the need arises.

To View or Select Lenders:
1. Open the Closing RegZ form and click the Alt Lender button.
« The default lenders display on the Alt Lenders window.

2. To select a different lender, select a lender, and then click Select.

Alternate Lenders @

Alt Lender List

Code Maime De=cription
Lo om Encompazs Lender TEST C Arizona Branch
L ooz Encompazs AtTwolender T Colorado Branch

Encompaszs AtLenders, Inc. | CA, OF, WA Branches -

_ Recommended by Encompass Docs

[ Select ][ Cancel

Disclosure and Loan Information

The information in the Disclosure Information and Loan Information sections
should already be populated by Encompass users who performed the processing,
underwriting, and secondary marketing tasks. Perform a validation check on the
data, complete any missing data, and correct data that needs to be adjusted. In
particular, complete the following fields:

« Final disclosure based on contract terms - Select this check box at the top
of the form when running a final set of closing documents.

Disclosure Information

| initial disclosure estimated o1 time of apphcation ¥| Final disclosure based on contract terms

- Document Date - Typically today's date.
« Closing Date - Tentative closing date.

- Rescission Date - Date after which the borrower cannot cancel the loan.
Typically, this is three days after the document date.

« Disbursement Date - Date on which the loan funds are transferred or
disbursed.

» Doc Signing Date - Actual date that the loan documents were signed.

» Sync with Prepaid Interest Date - Select this check box, which will
automatically update the prepaid interest on the HUD-1.

Applcation Date 10/28/2013 T8  Rescission Date MM 22013 i
Rate Lock Date 102872013 E Disbursement Date | 121272013 E
Rate Lock Exp. Date | 12/30/2013 B @ Sync with Prepaid Interest Date
Document Date 12172012 B8 | Lastaudtpate 12M 712013 2:22:24 PW
Closing Date 12202013 T8 LastDocs Ordered | 1211772013 2:22:46 PN

Doc Signing Date | 12/20/2013 i

Days Per Year section - The Number of days should default to the option
your company has selected. Use the drop-down list to override the selection
if needed.

Loan Terms Buydown Mortgage Interest Oniy
Loan Amt 185 600.00 Rate (3} % Tem & mhs moaths
wi MPFF 185600.00 | Rale 3 % Temn & LY Qualfy using P!
Miote Rabe 4950 | % Rate 3 % Tedmm ) mtha Days Per Year
Clueal Rate 4950 | % Rate & % Term & mths
3 - Humber of Da L] -
Term 150 | mihs Rate .t-l W Term _tll mths e 36
Due n 150 | mihs Rate & % Tem & mihs Bakon Biwesidy

- "E" means an estimate and all dates and numerical disclosures - Clear
these two check boxes near the bottom of the form to make sure the estimate
text does not display on your final TIL.

Borrower Information - Vesting

Use the Borrower Information-Vesting form to enter borrower information and
define the ownership rights in the property, to enter corporation and trust
information, if needed, and to create the vesting statement that is used in loan
documents. You can also use the form to associate signers with borrower pairs,
which configures the sequence of signers on the loan documents.

When closing docs are ordered, the Borrower Type selection controls the closing
documents each borrower signs, and the Final Vesting to Read field is used to
populate the Signature block on the Mortgage/Deed of Trust/Security Instrument.

NOTE: By default, borrower information is copied from the 1003 form. If you add
or edit borrower information on the Borrower Information-Vesting form, the
changes are used to create the final vesting statement, but the changes are not
copied back to the 1003 with the exception of changes to Social Security
Numbers, which are copied back to the 1003.

There are three types of entities recorded for vesting purposes:
« Individuals
« Trusts, including Inter Vivos trusts

» Corporations
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Use the Corporation/Trust 1 and Trust 2 sections to enter information about a
corporation or trust. Individual borrowers are copied from the 1003 Page 1 to the
Vesting Information section. If a borrower is associated with a trust or corporation,
use the Vesting Information section to assign the borrower to the trust or
corporation. When you have completed all the necessary information for
borrowers, trusts, and corporations, use the Vesting Information section to build
the final vesting information that displays on closing docs.

NOTE: If you have questions on your selection for trusts, refer to your in-house
council or the attorney's opinion letter for the trust.

Individuals
Use the Vesting Information section to edit the borrower information and create

the vesting statement for individual borrowers who are not in a corporation of trust.

To Edit Vesting Information:

1 To edit borrower vesting information, double-click a name in the Vesting
information section. The Borrower Vesting window opens.

Borrower Vesting |E|
Name James Addison
Alzo Known As
Social Security No. 222222772
Borrower Type [Ind'n.r'n:lual v]
DOB 0410211956 (=]
Occupancy Status [Prirnary v]
Occupancy Intent [ v]
Connected to Borrower Pair | James and Mary Addison
Trustee Of [ v]
POA Borrower
POA Signature Text
Vesting l v]
Authorized to Sign for Non-Intervives Trusts
IZEZ' Learn mare... ’ oK ] ’ Cancel ]

NOTE: When you edit the borrower name on the Borrower Vesting window, it
affects the borrower names and signature lines on the closing docs only. With
the exception of Social Security Numbers, changes made to borrower vesting
information are not reflected in the loan file and do not flow back to the 1003

and other input form. The initial disclosures continue to maintain the original

borrower name as entered on the 1003.

.

In the Borrower Name field, make sure the name displays as you want it to
appear on the closing documents.

In the Also Known As field, enter a name that the borrower has also used, if
any. Use semicolons to separate additional names.

In the Social Security No. field, edit the borrower's social security number if
necessary.

.

In the Borrower Type field, select the option that describes the borrower's
financial responsibility related to the loan and whether the borrower is listed
on the title. The selected Type affects the documents included in the
document set.

 Individual - Obligated on loan, on title, signs all documents

« Co-signer - Obligated on loan, not on title, signs documents related to
loan such as the note, but not documents related to the property such as
the security instrument

NOTE: For a description of all borrower types, refer to the Borrower Types
table on page 54.

In the POA Borrower field, enter the name of the individual who has the
power of attorney, if applicable. The name is printed on the closing docs.

In the POA Signature field, enter the title or any additional signature text for
the POA attorney.

- This text is printed on closing docs directly after the attorney name.

« If the field is blank, the text after the attorney name will default to the
appropriate state-specific language, for example, Attorney-in-fact.

On the Vesting list, click the option that describes the ownership rights of the
borrower.

2 When finished, click OK.

3 Click the Build Final Vesting button to create the text for the vesting statement
based on the vesting information above.

4 In the Manner in which Title will be held field, select the appropriate option.

Non-Borrowing Owners

When adding non-borrowing owners in Encompass 18.3 and later, it is important
to always add them as non-borrowing owner contacts via the File Contacts tool.
This ensures that the non-borrowing owner has full eFolder and eSigning
functionality for the loan. When a non-borrowing owner is added via the Borrower
Information - Vesting form, the borrower is not available as a recipient when
sending eConsent requests, document requests, eDisclosure packages, files, and
Status Online updates. Additionally, non-borrowing owners added via the
Borrower Information - Vesting form will not have eSigning points added to
eSignable documents.
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To Add a Non-Borrowing Owner Contact:
1 Open a loan, click the Tools tab, and then click File Contacts.
2 In the File Contacts header, click the Add icon.

« A Non-Borrowing Owner file contact is added to the end of the File Contacts
list. When you click this file contact, a Non-Borrowing Owner contact record
displays in the lower panel.

3 Inthe lower panel, enter the non-borrowing owner’s name, contact information,
vesting type, email address, and date of birth.

The contact is automatically copied to the Vesting Information section of the
Borrower Information - Vesting form. (A minimum of the first name, last name,
and vesting type must be provided in the non-borrowing owner file contact
record in order for the non-borrowing owner information to copy to the Vesting
Information section of the form.) By default, Encompass associates the non-
borrowing owner with the first borrower pair. You can update this association
on the Borrower Information — Vesting form as needed.

Trusts

If the borrower is a trust, use the Corporation/Trust 1 and Trust 2 sections to enter
information for as many as two trusts. After you add information for a trust, you
can assign borrowers as trustees or settlors of the trust. The Final Vesting to Read
field is used to populate all Signature lines in the closing docs as well as the Final
Vesting to Read on the Mortgage/Deed of Trust/Security Instrument.

To Add a Trust:

1 In the Corporation/Trust 1 section, in the Corp/Trust Name field, enter the
name of the trust.

2 In the Org. State field, select the name of the state in which the trust was
formed.

3 Inthe Org. Type field, select A [state name] Trust.

Corporation/Trust 1

Corp'Trust Name ABC Trust

Org. State California v]

Org. Type A California Trust -

Tax IVTrust MNo.

Trust Datelvear ﬁ
Amended Datel'ear ﬁ

Build Beneficiary -

4 Optionally, in the Tax ID/Trust No. field, enter the number of the trust
instrument.

5 Optionally, in the Trust Date/Year field, enter the date the trust was
incorporated.

6 Optionally, in the Amended Date/Year field, enter the date the original trust
agreement was amended, if applicable.

7 |If there is a second trust involved, enter the information in the Trust 2 fields.
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8 Inthe Vesting Information section, double-click a borrower or co-borrower who
is a member of the trust. The Borrower Vesting window opens.

Borrower Vesting @

Name James Addison

Also Known As

Social Security No. 272323373

Borrower Type [Trustee vl
DOB 04/02/1956 [~]
Occupancy Status [Primary vl
Occupancy Intent [ - l

Connected to Borrower Pair | James and Mary Addison

Trustee Of [Trust 1 vl
POA Borrower

POA Signature Text

Viesting | TRUSTEE -

[] Authorized to Sign for Non-Intervivos Trusts

IZEZ' Learn more... OK H Cancel ]

9 Select the appropriate Borrower Type.

NOTE: For a description of all borrower types, refer to the Borrower Types
table on page 54.

10 In the Trustee Of field, select Trust 1 or Trust 2 as appropriate.

11 In the POA Borrower field, enter the name of the individual who has the power
of attorney, if applicable. The name is printed on the closing docs.

12 In the POA Signature field, enter the title or any additional signature text for the
POA attorney.

« This text is printed on closing docs directly after the attorney name.

« If the field is blank, the text after the attorney name will default to the
appropriate state-specific language, for example, Attorney-in-fact.

13 Select the Authorized to Sign for Non-Intervivos Trusts check box to
authorize the borrower or co-borrower to sign closing documents.

14 On the Vesting list, select Trustee for all trustee types except Settlor. Leave
the selection blank for a Settlor.

15 Click OK.

16 To add beneficiaries of the trust, click Build Beneficiary in the
Corporation/Trust 1 or Trust 2 section. The names of the applicable borrowers
and co-borrowers listed in the Vesting Information section are added to the
beneficiary list.

Corporation/Trust 1

CorpiTrust Name ABC Trust

Org. State California v]

Org. Type A California Trust -

Tax INTrust No.

Trust Datefvear E

Amended Date'ear ﬁ

Build Beneficiary JAMES ADDISON AND MARY -

ADDISON

« Manually add, remove, and edit the names on the beneficiary list as needed.
17 Leave the Manner in which Title will be held field blank.

18 For the Final Vesting To Read field, click the Build Final Vesting button to
create the text for the vesting statement based on the vesting information.

« Manually edit the Final Vesting to Read text as needed.

Build Final Vesting

JAMES ADDISON AND MARY ADDISON AS TRUSTEES OF ABC TRUST, FOR THE BENEFIT OF JAMES ADDISON AND MARY
ADDISON, JOINT TENANTS

Final Westing To Read

19 In the Manner in which Title will be held field, select an option.
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Inter Vivos Trusts

If the borrower is an Inter Vivos trust use the Corporation/Trust 1 and Trust 2
sections to enter information for as many as two Inter Vivos trusts. After you add
information for a trust, you can assign borrowers as trustees or settlors of the trust.
The Final Vesting to Read field is used to populate all Signature lines in the closing
docs as well as the Final Vesting to Read on the Mortgage/Deed of Trust/Security
Instrument.

To Add an Inter Vivos Trust:

1 In the Corporation/Trust 1 section, in the Corp/Trust Name field, enter the
name of the trust.

Corporation/Trust 1

CorpiTrust Name ABC Trust
Org. State California - ]
Org. Type A California Trust -

Tax IDVTrust Mo.
Trust DateMear

Amended Dateear

Build Beneficiary -

2 In the Org. State field, select the name of the state in which the trust was
formed.

3 Inthe Org. Type field, select An Inter Vivos Trust.

4 Optionally, in the Tax Id/Trust No. field, enter the number of the trust
instrument.

5 Optionally, in the Trust Date/Year field, enter the date the trust was
incorporated.

6 Optionally, in the Amended Date/Year field, enter the date the original trust
agreement was amended, if applicable.

7 |If there is a second trust involved, enter the information in the Trust 2 fields.

8 In the Vesting Information section, double-click the borrower or co-borrower

who is a beneficiary of the trust.

Borrower Vesting @l
Hame James Addison

Also Known As

Social Security No. 222.22.2272

Borrower Type ’Trustee v]

DoB 04021558 lz‘

Occupancy Status [Primar'_.f vl

Occupancy Intent [ vl

Connected to Borrower Pair | James and Mary Addison

Trustee Of [Trus-t 1 v]
POA Borrower

POA Signature Text

Vesting [ TRUSTEE -

[] Authorized to Sign for Non-Intervivos Trusts
IZEZ' Learn more. .. [ oK ][ Cancel ]

9 Select the appropriate settlor/ trustee type from the Borrower Type list:

» Settlor Trustee - Obligated, on title. In the case of a self-declared trust, this
individual is both the settlor and the trustee. They sign all documents in the
package some documents as an individual, some as the trustee.

« Settlor - Obligated, not on title. This person owns the property and
transferred their rights to a Trust. The person signs a limited number of
documents as settlor.

» Trustee - Obligated, on title. This person has legal rights to the property and
manages it on behalf of the Settlor for the beneficiaries. The person signs all
documents in the package, some documents as an individual, some as the
trustee.

» Title Only Settlor Trustee - Not obligated, on title. This person is a settlor
trustee but is not on the loan. The person signs documents related to the
property such as the security instrument, but not documents related to the
loan such as the note.

« Title Only Trustee - Not obligated, on title. This person is a trustee but is not
on the loan. The person signs documents related to the property such as the
security instrument, but not documents related to the loan such as the note.

NOTE: For a description of all borrower types, refer to the Borrower Types
table on page 54. If you have questions on your selection for trusts, refer to
your in-house council or the attorney's opinion letter for the trust.
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10 On the Trustee Of list, select the appropriate trust for the borrower.

11 In the POA Borrower field, enter the name of the individual who has the power
of attorney, if applicable. The name is printed on the closing docs.

12 In the POA Signature field, enter the title or any additional signature text for the
POA attorney.
« This text is printed on closing docs directly after the attorney name.

« If the field is blank, the text after the attorney name will default to the
appropriate state-specific language, for example, Attorney-in-fact.

13 On the Vesting list, select Trustee for all trustee types except Settlor. Leave the
selection blank for a Settlor.

14 Click OK.

15 To add beneficiaries of the trust, click Build Beneficiary in the
Corporation/Trust 1 and/or Trust 2 section. The names of the applicable
borrowers and co-borrowers listed in the Vesting Information section are added
to the beneficiary list.

Corporation/Trust 1
CorpiTrust Name Smith Family Trust
Org. State California - ]
Org. Type An Inter Vivos Trust -
Tax IDVTrust No. 111111111111
Trust Datelvear 101852012 ﬁ
Amended Datelvear _\ﬁ
Build Beneficiary -

16 Click the Build Final Vesting button to generate the Final Vesting To Read
field based on the vesting information.

- Manually edit the Final Vesting to Read text as needed.
17 In the Manner in which Title will be held field, select an option.

Manner in which Title wil be held

Joint Tenants -

Build Final Vesting

JAMES ADDISON AND MARY ADDISON AS TRUSTEES OF SMITH FAMILY TRUST UNDER TRUST INSTRUMENT 1111111111111
DATED 10/16/2012, JOINT TENANTS

Final Vesting To Read

Corporations

Corporations are business entities, such as a corporations, LLC (limited liability
company) or partnership. After you add information for a corporation, you can
assign borrowers as officers of the corporation. The corporation name is pulled
into the Borrower(s) field on the closing docs and the Build Final Vesting screen
on the Borrower Information-Vesting form. The signature block on the closing
docs includes the corporation name and the names/titles of corporation officers.

To Add a Corporation:
1 In the Corporation/Trust 1 section, in the Corp/Trust Name field, enter the
name of the corporation.

Corporation/Trust 1

Corp'Trust Mame My Real Estate Corporation, Inc.

Org. State California - ]

Org. Type
Tax INTrust No.
Trust DateMear

A Corporation -

111111111111

10162012 G

Amended DateYear ﬁ

Build Beneficiary -+

2 Inthe Org. State field, click the name of the state in which the corporation was
formed.

3 Inthe Org. Type field, select the type of business entity.

4 Optionally, in the Tax ID/Trust No. field, enter the tax identification number of
the corporation.

5 Inthe Vesting Information section, double-click a borrower or co-borrower who
is an officer of the corporation.
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6 In the Type field, select Officer.

Borrower Vesting @
Name James Addison

Alzo Known As

Social Security No. 111-11-1111

Borrower Type [0fﬁcer v]

DOB 04/02/1956 (=]

Occupancy Status [Prirnary v]

Occupancy Intent [Will Occupy v]

Connected to Borrower Pair | Ed and Jane Addison

Trustee OF [ v]

POA Borrower

POA Signature Text
Vesting | PRESIDENT -|

Authorized to Sign for Non-Intervivos Trusts

IZEZ' Learn mare... ’ oK ” Cancel ]

NOTE: For a description of all borrower types, refer to the Borrower Types
table below. If you have questions on your selection for trusts, refer to your in-
house council or the attorney's opinion letter for the trust.

7 Inthe POA Borrower field, enter the name of the individual who has the power
of attorney, if applicable. The name is printed on the closing docs.

8 Inthe POA Signature field, enter the title or any additional signature text for the
POA attorney.

«» This text is printed on closing docs directly after the attorney name.

- If the field is blank, the text after the attorney name will default to the
appropriate state-specific language, for example, Attorney-in-fact.

9 On the Vesting list, select the title of the officer.
10 Click OK.
11 Repeat steps 5-10 for additional borrowers who are officers of the corporation.

12 For the Final Vesting To Read field, click the Build Final Vesting button to
create the text for the vesting statement based on the vesting information.

» Manually edit the Final Vesting to Read text as needed.

Manner in which Title will be held

Joint tenants -

Final Vesting To Read Build Final Vesting

WY REAL ESTATE CORPORATION, INC., A CORPORATION, AND MARY ADDISON AS TRUSTEE OF MY REAL ESTATE
CORPORATION, INC. UNDER TRUST INSTRUMENT 1111111111111 DATED 1016/2012, JOINT TENANTS

13 In the Manner in which Title will be held field, select an option.
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Borrower Types

The table below describes each borrower type, and indicates whether the borrower type is obligated to pay back the loan and is on the title (has rights to the property).

Type

Obligated

On Title

Description

Individual

«

"

Most common borrower type. Responsible for paying the loan. Full rights to the property. Signs all
documents in the closing package.

Co-signer

Responsible for paying loan if the individual defaults, but no rights to the property. Signs documents
related to loan portion such as the note, but not documents related to the property such as the security
instrument (mortgage/deed).

Title Only

Not on the loan, but has rights to the property. Signs documents related to the property such as the
security instrument, but not documents related to the loan such as the note. (Most common is
Husband and Wife, but could be a parent and child.)

Non-Title Spouse

Not on the loan, no ownership rights to the property, but a security interest in contents inside the
property. Signs documents to waive marital rights (also known as homestead or dower) indicating no
claim to the property itself.

Trustee

Legal rights to the property. Manages it on behalf of the Settlor for the beneficiaries. Signs all
documents in the package, some as individual, some as trustee.

Title Only Trustee

Atrustee, but not on the loan. Signs documents related to the property such as the security instrument,
but not documents related to the loan such as the note.

Settlor Trustee

Both the settlor and the trustee for a self-declared trust. Signs all documents in the package, some
documents as an individual, some as the trustee.

Settlor

Owns the property and transfers the rights to the property to a Trust. Signs a limited number of
documents as settlor.

Title Only Settlor Trustee

A settlor trustee but not on the loan. Signs documents related to the property such as the security
instrument, but not documents related to the loan such as the note.

Officer

Signs on behalf of the corporation or business entity that is on the title. All documents have the
corporation name in the borrower field and the corporation name and officer name/title in the signature
block.
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Sellers
For Individual borrowers, trusts and corporations, use the Seller section to enter
information for as many as four sellers. Completing this section is optional.

To Enter Seller Information:
1 Enter up to four individual seller names in the Seller fields in the left column.

Seller

Seller 1
Seller 2
Seller 3
Seller 4

NOTE: By default, seller names are copied into this section from the File
Contacts tool. Names entered manually in this section are copied back to the
File contacts tool.

2 If the Seller is a corporation or trust, enter the corporation or trust information
in the right column.

Corp Name

Crg. State -

Org. Type -
Tax I

Officer 1 Name

Officer 1 Title

Officer 2 Name

Officer 2 Title

Enter the corporation or trust name in the Corp Name field.
Select the Org. State in which the trust or corporation was formed.
Select an Org. Type from the list.

o O bW

Enter the tax identification number of the corporation or the number of the trust
instrument.

7 Enter the name and title for as many as two officers who are authorized to sign
the loan documents for the corporation or trust.

Closing Vendor Information

The Closing Vendor Information form contains vendors associated with the
closing process for a specific loan. The tool provides a convenient means of
viewing and maintaining a loan's closing vendor information from one location.
Some of the entries may already be populated based on information in the File
Contacts tool. If you make changes to closing vendor information on this form, the
changes will also be updated in the associated entry in the File Contacts tool.

Review the sections listed below before drawing closing docs to make sure the
information is correct. Make sure the capitalization and punctuation are exactly as
you want them to display on the closing docs.

 Lender
« Title Insurance Company
» Docs Prepared by - This name displays on the Lender Instructions

To Enter or Change Vendor Information:
1 Click the Address Book icon to select a vendor from your business contacts.
« On the Business Contacts window, select a vendor, and then click Select.

NOTE: If the appropriate category of vendors does not display when the
Business Contacts window opens, click Clear and then select a Category.

2 Or, enter the vendor information.

» You can then right-click the contact fields to add a new contact to your
business contacts.

3 Complete loan-specific information (such as Line Item Number, Reference
Number, Relationship, and Comments) as required.

Property Information

Most of the information in the Subject Property section is already completed using
data from the loan application. Review the information on the form and complete
the fields listed below.
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To Complete the Subject Property Section:
1 Validate the subject property address.

Subject Property

Address .235 Marsh Rd. ' First Teme Home Buyer Yes -

City [concord | condoiPUDMame | Amber Valey Vilage
State [ea | zp [ses21 | #ofStories [ 20|

County  |Contra Costa | Fiood certhumber  [seseeFLSSSSESS

Unincorporated Area | (area of Amber Valey)

Fiood Zone A = [T subject Property is in a Rural Area
Property Tvpe Detached -~ B Subject Property is in a RurakUnderserved Area
# of Lot Acres 0.0z [7) subject Property is a Condotel

] Subject Property is a Non-Warrantable Project

2 Select a Flood Zone designation from the list, as indicated on the FEMA Flood
Insurance Rate Map for the subject property.

3 If required, enter a Condo/PUD project HOA Name. The name of the condo
development or PUD (planned unit development) exactly as you want it to
display on the Mortgage/Deed of Trust/Security Instrument. This entry
generates the name on the condo/PUD riders.

4 |f the # of Stories field is not already populated, enter the number of stories in
the condominium unit.

5 If the Flood Cert Number field is not already populated, enter the certification
number listed on the report from the flood certification provider for the property.

6 If the subject property is located on land that is not part of an incorporated city,
town, or village, enter the information in the Unincorporated Area field using
parentheses with the words area of preceding the name.

« Example: (area of Greenlawn Springs).

» The legal description on the Mortgage/Deed of Trust/Security Instrument will
display as:

123 Main Street, (area of Greenlawn Springs) City of

7 Select a Flood Zone designation from the list, as indicated on the FEMA Flood
Insurance Rate Map for the subject property.

« If the property is located in a flood zone, in the Notice of Flood Hazard
section, select the appropriate check box and enter the Community Name,

1 Enter the Original Principal and Current Principal (any outstanding unpaid

principal balance) for the prior mortgage.

Prelim Information

Title information

Baok 38825 | Original Principal 100,000.00
Page 227 | Current Principal 80,000.00
Parcel Number | 13 | Title Report Date 1211002013 |
Lot 7 | Approved ftems

Block 2 | Tacuecsnge [2 nstaiments of 567,35 are o
Section 3 | Special Endorsements

Enter the Original Principal and Current Principal (any outstanding unpaid
principal balance) for the prior mortgage.

From the title report, enter the property's identification information in the Parcel
Number, Lot, Block, and Section fields. The information displays on the tax
information sheet.

4 In the Title Report Date field, enter the date the title report was issued.

In the Approved Items field, enter the item numbers (separated by commas)
associated with the approved items on the title report. This information displays
on the lenders instructions.

In the Tax Message field, enter notes related to taxes. This information is often
related to property tax installments that are due.

In the Special Endorsements field, enter any specific title endorsements.
In the Legal Description field:

» Enter alegal description or copy and paste it from an electronic version of the
titte commitment

» Or click Copy from Page 1 of 1003 to copy the description from the 1003.

» Or select the Attach legal description check box to indicate that the legal
description will be included as a separate attachment.

« The text "See exhibit A made to and here apart of" will be added to the
Mortgage/Deed of Trust/Security Instrument.

« The legal description is NOT attached automatically to the closing
documents. You will need to do that once you draw the documents. For

if applicable. more information about adding the description, see “Select Documents” on
page 84.
To Complete the Prelim Information Section: Legal Description .| Attach kegal description [ Copy from Page 1 of 1003 ]
Enter the book number and page number of the county records where the prior
mortgage is recorded. The information displays on the tax information sheet.
56
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9 In the Mineral Rights/Abbreviated Legal Description area, enter mineral rights
information from the title report, if applicable. This area is also used to enter an
abbreviated legal description if applicable.

Manufactured Housing Details
If the property includes a manufactured home, enter information to describe and
identify the home.

1 Enter details such as the Make, Year, Manufacturer, and dimensions. This
information is typically obtained from the seller of the manufactured home.

2 In the Serial # field, enter the number found on the front steel cross-member
of the chassis or on the data plate (a document attached in the interior of
the home).

3 Inthe HUD Label # field, enter the number on the HUD Label, a red metal plate
attached to the exterior of the home.

Renewal and Extension
If draw closing docs in Texas, use the Renewal and Extension section to enter
notes or comments for the attorney who will be preparing the loan documents.

2010 HUD-1 Page 1

Type of Loan

At the top of the form, make sure the correct option is selected on Line B for the
Type of Loan.

2010 HUD-1 Page 1 GFE ltemizaticn
A, Settlement Statement
B. Type of Loan Conventional Uninsured -

Seller-Paid Credit
If there are any seller credits:

» On line 206, enter a description and amount for the seller credits.

» On line 506, enter a description for the reduction in the seller's proceeds, and
then enter the same amount that you entered for the seller credits on line 206.

205, £05. Payalf of 2nd Mortgoge

206, | Seler cract - Garage oo napars 1,300.00)  S06. Reducton n selar proceeds- répar ¢ 1,200.00
207 £47

208 SOE.

2010 HUD-1 Page 2

Set Up Impounds

Use the Aggregate Setup tool to set up impounds for the loan. The tool has
columns for Tax, Hazard Ins, Mortgage Ins, Flood Ins, City Taxes, three additional
insurance payments (labeled Users #1, User #2, and User #3), and an Annual Fee
column used for USDA loans.

To Set Up Impounds:

1
2

On line 1011 of the 2010 HUD-1 Page 2, click the Aggregate Setup button.
If there are any existing entries on the window, click Clear All Impounds.

NOTE: If the loan is a redraw and the borrower has decided against having
impounds, use the Clear All Impounds button to remove any previously
entered impounds. Removing the number of months for the impounds on the
2015 Itemization form does not remove the impounds from the amortization
schedule. If impound dates are not removed from the Initial Escrow Account
Setup window, the impounds are still included in the amortization schedule.

In the Cushion row, in each of the fee columns, enter the number of months for
which a payment is required. This will establish a minimum balance in the
escrow account.

NOTE: Your administrator may have created business rules to automatically
populate some of the cushions.

In each fee column, click the row that matches the month when a payment is
due, and then enter the number of months of payment required.

» Scenario: The borrower will pay School Tax twice a year, in March and
November. In the Tax column enter 6 on the row for March and then enter 6
on the row for November. This indicates that six months of school tax are due
in March and six months of school tax are due in November.

» When you complete an entry, the Due Date rows are populated.

Initial Escrow Account Setup

First Payment Date: 02/01/2014

Date Tax Haz Ins Mtg Ins Fid Ins
Cushion 2
DueDate 1  04/01/2014
Due Date2  11/01/2014
Due Date 3

Due Date 4

02/2014

032014

04/2014 g
05/2014

06/2014

072014

08/2014

0972014

1072014

L11z012 [

City Taxes User&1
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5 To indicate that a payment is prepaid, right click the payment, and then click
Prepaid.

0372014

f 6
04/2014 Prepaid
05/2014 = D &
062014 i ernove Prepai
07/2014

6 Repeat the procedure for each column that requires impounds.

7 In addition to columns for Tax, Hazard Ins, Mortgage Ins, Flood Ins, City Taxes,
the window includes columns for three user-defined fees and an Annual Fee
for USDA loans. For the USDA Annual Fee, enter a 12 in the month when the
next disbursement occurs.

| Prepaid |
City Taxes | User #1 User #2 User #3 Annual Fee | *

107012015

m

12

8 Select the Servicer to refund Mtg Ins Cushion upon termination check box
at the bottom of the tool if the servicer will refund the upfront mortgage
insurance payments when the mortgage insurance coverage is terminated.
Calculations on the Amortization Schedule and other applicable forms will be
updated accordingly.

9 When finished, click OK.

Setting Up Mortgage Insurance in the Aggregate Setup Tool

Mortgage insurance is set up differently than other impounds in the Aggregate
Setup tool. Since Mortgage insurance is due monthly, enter 1 in the payment fields
for twelve consecutive due date payment rows.

To Set Up Mortgage Insurance Impounds:
1 In the Mortgage Insurance column, enter 0 in the Cushion row.
2 To enter the monthly payments for one year of mortgage insurance, enter 1 in

the first payment date field (located below the Due Date 4 row), and then enter
1 in each of the following 11 payment fields for a total of 12 entries.

First Payment Date: 07/01/2013

Date Tax Haz Ins Mig Ins
Cushion ]
Due Date 1 0770152013

Oue Date 2 08/01/2013
Due Date 3 08/01/2013

Oue Date 4 1070172013
072013
082013
082013
10£2013
1112013
1212013
0172014
022014
032014
0472014
052014
062014
0772014

T e e ]

If you enter 13 payments, a pop-up message informs you that mortgage
insurance impounds cannot exceed 12 months.

NOTE: A pop-up message does not display if you enter less than 12 payments,
so make sure you verify the total number of monthly payment entries before
completing the Aggregate Setup.

Mortgage Insurance

Based on your company's policy, review or complete the Ml information on the
2010 HUD-1 Page 2. Mortgage Insurance is recorded on line 902 of the HUD-1
Page 2. Use the MIP/PMI/Guarantee Fee Calculation tool to view details and
recalculate mortgage insurance premiums and monthly payments if needed.
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To Access the MIP/PMI/Guarantee Fee Calculation Tool:
1 On the 2010 HUD-1 Page 2, clicking the Edit icon on line 902.

900. tems Required by Lender to be Paid in Advance Borrower Seller (2]

Display Daiy intzrest to 2 Decimals

901. Daily Int. Charges 30| days @5 29.25: 877.59
Interest from _1]1!12.'201-1_ to @ 020172014

902. Mig Ins. Premium |Milnsurance Provider, e Y] 3,150.00

903, Homeowners ing u.l e

2 Review the MI details on the MIP/PMI/Guarantee Fee Calculation tool and

make adjustments as needed.

MIP/PMI/Guarantee Fee Calculation @

Upfront Mortgage Insurance Premium / Funding / Guarantee Fee

Base Loan Amourt 186,300.00
MIP / Funding / Guarantee 75

Amourt Paid in Cash Lock 1,000.00
Upfront MIP/Funding/Guarantee Fee Financed

Loan Amount with Upfront MIP./Funding Fee 186,300.00

[ Refund prorated uneamed Up Front

[ Round to nearest $50

[ Charges for the insurance are added to your loan payments
[ Charges forthe insurance are collected upfront at loan closing
[T Lender Paid Mortgage Insurance

[T M Factor Field Locked

Monthly Mortgage Insurance

Caloulated Based On | Loan Amourt +| [ Getmi
1. 0.360000 % 120 Months
2 0.200000 % 180 Months
Cancel At ;[

[ Calculate based on remaining balance
|:| Midpoint payment cancellation
Declining Renewals
Number of Months Ml being Collected [ Prepaid
Prepaid Amount

Mortgage Insurance (FHA and VA)

e f et S—

[ Is this the first use of the VA loan program?

(3 Learn more... [ OK J ’ Cancel ]

IMPORTANT:If you are recalculating mortgage insurance on the
MIP/PMI/Guarantee Fee Calculation tool, check to see if there is an Amount Paid
in Cash already entered on the screen. If there is, make note of the amount and
re-enter it after you click the GET MI button. Otherwise, the amount will be
deleted.

APR and Financed Fees

Validate that the APR and Financed fees are entered correctly. Fees marked as
Financed are included in the Estimated closing costs and Estimated prepaid items
calculations in the Details of Transaction section of the 1003 Page 3, as well as in
the Total of Financed Fees field at the bottom of the 2010 Itemization.

IMPORTANT:The Financed check box is used by the Encompass Compliance
Service or third-party compliance services such as ComplianceEase when
running a state or federal high-cost loan test. If the check box is not used to
indicated the fees that are being financed as part of the loan amount, the services
will make assumptions on your behalf that could skew the test results.

To View and Select APR Fees:
» APR fees are indicated by selecting the check box in the A column.

Paid by /P 1 B | A Paid to

4
EEER
L |

To View and Select Financed Fees:

» Hover over a P check box on the 2010 Itemization or HUD-1 Page 2. A pop-up
window indicates whether the fee is financed.

s Y[ PiBiAIPaidto
POC Paid By: Other
FTC Amaunt: § 300.00
PTC Paid By: Lender
Borrower o Pay:  §900.00
| [ Financed: Yes |
= 140000 7 * ¥ ¥
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To Clear Financed Fees:
1 Click the P check box.
2 Clear the Financed check box, and then click OK.

Define haw fees are paid. IPIBIAI
POC Padby [0 v s 200,00
PTC Padby (L =] s 0000 (3d Pady PTC)
Bormowerto Pay 5 | APR || Financed
Total § 400,00 _
D Lo mors Lok |
@, = 140000 = 1,400.00 &7 -
q - - &7 -

Aggregate Escrow Account

Use the Aggregate Escrow Account form to estimate the activity in the borrower's
escrow account for the coming year based on anticipated payments from that
account. This information is used to generate the initial escrow account disclosure
statement (HUD1-ES).

To Complete the Form:
1 On the Forms tab, click Aggregate Escrow Account.

2 The escrow servicer name, address, and phone should already be populated
from the File Contacts tool. If not, enter the information.

3 Enter the 1st Payment Date.
4 On the Tax line, click the Edit icon.

Quick Entry - Tax o3
Tax
Address Finance Building, Ste 100, 6251  Amount Last Paid 36735
City Martinez Date Paid 100472013 3
State .II:A Zip |94553 Amount Next Due j
Phone BT7-857.5260 Next Due Date m A st
Payment Schedule Date Tax Delinguent | 04012014 _f.!l

5 Enter the county tax payment information and the address and phone number
for the country tax collector. When finished, click Close.

6 On the Hazard Insurance line, click the Edit icon.

Enter the hazard insurance policy information and the name/contact
information for the hazard insurance company. In particular, be sure to enter
the Policy Number and Coverage Amount. When finished, click Close.

8 Use the blank fields in the left column (below the City Property Tax line) to enter
descriptions of any additional impounds. These rows are used to record the
same impounds that you listed in the User #1, User #2 and User #3 columns
on the Aggregate Setup tool.

City Property Tax ) B (¥4
User Defined Fae 4500 | &) 4000 [ [
& & [
& & [

USDA Annual Fee |

« Click the Edit icon to enter details information about each additional
impound.

» Enter contact information for the service provider or agency associated with
the impounds.

« Select the Tax Escrow Payment or Insurance Escrow Payment check
box, and then complete the appropriate fields. When finished, click Close.

9 Click the Setup button to open the Initial Escrow Account Setup window to
make revisions to impounds and due dates.

NOTE: For detailed information about revising impounds, refer to “To Set Up
Impounds:” on page 76.

Closing Conditions
Use the Closing Conditions form to:

- Enter the location where closing documents are drawn.
« Enter the county where the loan will close (optional).

« List closing instructions and conditions, which will pull over to the lender's
instructions.

To Work with Closing Conditions:
1 On the Forms tab, click Aggregate Escrow.

Closing Conditions | Augt || OrderDocs || view
Draw City Brantwood

Draw State Ca

Closing County

Clasing State
Hours Documents needed prior to disbursemsant
Termite Report Required? -
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2 In the Draw City and Draw State fields, enter the city and state in which the
closing documents will be drawn if not already completed. Typically, this is the
location of the lender. These fields are required before you can run an audit.

3 The information in the Closing County and Closing State fields displays in the
notary section of your legal documents. These are not required fields.

« If you know the county and state in which the loan will close, enter it here.
Typically, this is the location of the subject property.
NOTE: Leave these fields blank if you are not certain or intend to have the

notary complete the information. Leaving the field blank prevents the need for
a redraw if the notary needs to enter a different location.

4 Enter the number of hours that the signed documents are required prior to
disbursement of the loan proceeds. This information displays on the escrow
instructions.

« If you leave the field blank, the escrow instructions are populated using the
default number selected by your company.

5 Select Yes or No to indicate whether or not a termite report is required prior to
closing the loan.

6 Inthe Closing Instructions/Conditions area, enter closing instructions, and then
manually enter conditions and/or click the Add icon to add existing conditions.

Closing InstructionsiConditions

a

« If you click the Add icon, the Add Condition window opens and enables you
to add conditions from a Condition Set or an Underwriting Condition, as
described below.

NOTE: You can also add a standard set of closing conditions to your loans by
including the conditions in a Data Template that can be applied to your loans.

To Add Conditions from a Condition Set:

1 On the Add Condition window, select the Append to current list check box to
append the new conditions to the current entries in the Closing
Instructions/Conditions area. Clear the check box to overwrite any existing
conditions.

2 Select Add conditions from Condition Sets, and then click OK.

Use the Cond. Set drop-down list to navigate to the folder containing the
appropriate condition set.

4 On the Condition Sets window, select one or more conditions from the left
panel, and then click the Add button in the center of the window to move the
condition to the right panel.

5 When finished, click the Add button on the lower-right.
6 Back on the Closing Conditions form, edit the conditions as needed.

To Add Conditions from Underwriter Conditions:

1 On the Add Condition window, select the Append to current list check box to
append the new conditions to the current entries in the Closing
Instructions/Conditions area. Clear the check box to overwrite any existing
conditions.

2 Select Add conditions from Underwriter Conditions, and then click OK.
3 Select one or more conditions, and then click Add.

Impart Underwriting Conditions @
Descrpbon & Cabegory Frnoi To Shabus
__I!-___I
Flood Lettes Flosod cort rrember mersing Propaty Appeoval
‘ b
Add | Cancel

4 Back on the Closing Conditions form, edit the conditions as needed.

Additional Forms
You may be required to review or complete information on additional forms,
depending on a number of additional factors.

State-Specific Disclosures
Depending on the state in which the subject property is located, you may be
required to complete additional information on the state-specific disclosure form.

Examples:

» Texas - Select the Continuous Purchase Money Loan check box in the Title
Information section if the loan is a refinance loan in the state of Texas; and select
the check box in the Veterans Land Board section if the loan is being made
subject to the Texas Veterans Land Board.

» New York - Complete the CEMA section of the form for a CEMA (consolidation
extension modification agreement) loan.

FHA Loans
Review the FHA Management form for an FHA loan. Data on the form drives
validation of the section of act.

VA Loans
Review the VA Management form for a VA loan.
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2015 RESPA-TILA Closing Forms

The following forms are provided for the entry of data needed to order closing
documents for loans using the 2015 RESPA-TILA forms. The data required on
each form varies based on the requirements of each loan.

» RegZ-CD

« Borrower Information - Vesting

« Closing Vendor Information

» Property Information

« Aggregate Escrow Account

« Closing Disclosure Page 1

« Closing Disclosure Page 2

« Closing Disclosure Page 3

« Closing Disclosure Page 4

«» Closing Disclosure Page 5

« Closing Conditions

- Additional Forms

RegZ-CD

The RegZ-CD input form provides the borrower with an overall view of the terms
of the loan and its costs over time. It also contains information specific to the
requirements for requesting closing documents. Many of the fields are already
completed, based on entries on the 1003 and the Loan Estimate disclosure input

forms. Review the data on the RegZ-CD to make sure enough loan data has been
entered so that you can order closing docs.

Review Closing Document Data

Use the Closing Document Data button to review and confirm the accuracy of
the lender and investor data that will be applied to closing documents. If
necessary, change the data here and in the loan file. Please note that any
changes you make here apply to the current loan file only.

To Review Closing Document Data:

1 On the RegZ-CD input form, click the Closing Document Data button on the
top-right of the form.

2 In the Closing Document Data window, click the Lender Info and Lender Info

Cont. tabs to view lender data that is currently included in the lender settings.
This information is added as part of the initial Encompass Docs Solution set up
performed by Ellie Mae and your administrator.

|E] Clesing Decurnent Data
Preview Closing Decument Data

Lender o | ypsber info

Lender Address

Lender Name

Asdress 1 B | 1) dan Landsr dodressy
Agdigna T

Ciy

Steteilp

Cownty Lender Cou
Oepanizaton Type B | & Banking Conporat
Jursdciion

Telephane Mo

Tol-Fres Tel K.

Fact W

Loss Payes

Loss Payes Hame

GrnerTide e Clodrg Oocument oats by chclarg the siker and Brevidng your custom dsta

Londer Branch

Branch Name
Astreas 1
Addea T
Ciy

Stateily

Orgasation Typa O & Banking Corporaton

Jursdation
Telephone Mo
Tol-Free Tel e
F Nz,

Lendar Servicing

Lender Servicer Kame

F! Use dafaul Encompass Dol data 80 Ower

=[5 ]

3 Click the Investor Info tab to view the investor data that is currently in the loan
file. This information is populated based on the plan code currently applied to

the loan.

4 To change a field on either tab, click the slider to the left of the field and enter
or select a value. Changes made here are applied to the current loan file only.

Payment Coupon 1 Pay To

Hame
Address 1
Address 2
City
State/Zip

BEEEE

Print Inve=stor Loan Mo.

) Yes @ MNo

BB

Additional Text 1

Additional Text 2

B
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« To make changes to the default lender and investor data that is applied to the
closing documents, contact your Ellie Mae account representative.

NOTE: Trustee beneficiary language on state-require security instruments will
default to whoever your company is using for the title company unless your
company has decided to use a specified trustee. States where non-title
company trustees can be selected include AK, AR, AZ, CA, DC, ID, MD, MO,
MS, MT, NC, NE, NM, NV, OR, TN, TX, UT, VA, WA, and WV.

« When finished, click OK.

Plan Codes

The plan code is used to select a loan program to apply to a loan. Plan codes
include information about the closing documents that are required for the loan,
plus data related o the terms of the loan program. For example, ARM plan codes
may contain data specific to an ARM loan program.

Plan codes can also include additional data that is used when preparing the
closing docs, for example the mailing address that is used on the payment
coupon. A plan code can be investor-specific, or your company can create your
own plan codes.

NOTE: There are different plan codes used for eDisclosures and closing docs.
Even if a plan code was previously applied when the eDisclosures were sent, you
must apply a plan code on the RegZ-CD before you order closing docs.

Use the Plan Code feature to select a loan program to apply to the closing
documents. Here you can select from a list of investor-specific plan codes or
create your own custom plan code.

To Apply a New Plan Code to the Loan File and Closing Documents:
1 Click the Plan Code button.

RegZ - CD

Clo=sing Docs

Ellie Mae Plan ID Investor

Alt Lender

» Only plan codes that match the current loan data are listed. To view all plan
codes, click the Clear Filter button.

Select Plan Code ===
Plan Codes
Plan Codes (65) &R
Fiter: Loan Type = Conventional and Lien Pos is any of FirstLien;First Lien;First and Amortization is any of Fixed;Fic. Clear Fitter
Investar Description Plan Coce Ellie: Mae Plan 1D o}
U. S, Bank Mon Conforming LPRI S5 .01 % - 90% LTY Fixed Rate araz 05430087 -
Ficlelity Bank 30 Year Fixed Rate FBC30F 07540001
Ficlelity Bank 15 Year Fixed Rate FBC1SF 07540002
Fidelity Bank Conventional Fixed Rate FBCOTF 07540012
15t Advantage Mortaage, & Drape FHLMC 30 Year Fixed Rate 10 Year Interest Only 1AMCI0FIOFH 03040007
15t Advantage Mortgage, @ Drape FRMA 30 Year Fixed Rate 10 Year Interest Only 1AMCI0FIORN 08040005 l:|
Bark of America Merrill Lynch Fixed Rate 30 Year BAMLJF30 09320001 -
) — | »

« Ifthere is an investor associated with the plan code, the Apply Investor Info
drop-down list displays in the lower-left corner of the Select Plan Code
window. To apply investor information to the loan file and closing documents,
select the investor from the drop-down list. The forms to include in the closing
documents and/or the address to print on the forms for servicing may be
determined by the investor you select here.

A [

Apply Investor Info -
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» You can perform a search by typing data into a field above a plan code

column or by selecting an option from a column's drop-down list. Only plan

codes containing the specified data are displayed.

2 Select a plan code, and then click Select.

‘Select Plan Code f ?[E]@

Select Plan Code =8 Fon == |
Pan Coded | Custom Man Codes

Plas Codes (14) 3 a

Filer Logs Type = Conveational and Lien Pos i sy of FrstLaen First Lien First s Amortization i ey of Faoed:Fhied Rale ‘_c.luanr ]

rvestor Description Plan Cose Ele M= PlanD  Order Type  Progy
| - -
S Bark Fixed Rabe 15 YVear FRMA 0 DELB0005 Closing " -
US. Bark Fiopd Rabe 30-25 Vear LPWILTY 80.01-85 o (EASGS Chang m
S Bark Froed Rabe 16 ear FHLMC MASP Open Access 3862 O6LB006 Ciasing il
S, Bark Frond Rabe 15 Yiear FRMA, Mon-Cramer 506 DEEE00T Claging o
S Bark Fixed Rabe 15 Year FHLMC = DE480073 Closing HE
‘ m L}

« Click a column header to sort all plan codes in ascending or descending
order based on the information in a column.

» To add a plan code to the list, click the New icon, and then select the plan

Pl Coes ‘_tuqh-"hncm
Pian Codes (14) A X

Filer: Loan Type = Conventional and Lien Poa is any of FirstLien First Lien;Firsl a5 Amarzation is any of Fooed Fi . C‘Hﬁ Filter

Fireston Decseripton Plan Cods Efle s Piaen 1D
r )

UE, Bank Fixed Rnte 15 Year Frada e ] -
US, Bank Fired Rate 30-25 ear LFMI LTV 8010185 3684 OE4B0065

US, Bank Ficod Rate 15 Yiear FHLMC HASP Open Access |52 DS0058

US Bank Fiecad Rade 15 Yedr PRV Non-Craris 3506 E4E00TY

US. Bark Ficed Rate 15 Yiésr FHLMC 3602 DEAB0073 E
WWiells Fargo Bank, MA. Fixed Rate 20 Year Contoming WRCF 20 OFA30003

4 m b

[Coeea] [ conce

« Ifany values in the loan file are different from the corresponding values in the
selected plan code, the Plan Code Conflict window displays showing the
affected fields. Conflicting loan data is identified by a red alert icon.

code to add.
Select Plan Code (= '@
Select an Investor [W’ells Fargo Bank, N.A -
EM Plan Codes (58) |:| Show already added plan codes Q,,
Fitter: Clear Fiter
Ireeeztar Description Plan Code Elliz Mae Plan [0 c
a
Wiglls Fargo Bank, M.A. Fixgd Rate 30 Year Conforming WECF30 07430001 -
‘Wels Fargo Bank, k.4, Fixed Rate 20 Year Conforming WFCF20 07430003 4
Wiels Fargo Bank, koA Fixed Rate 15 Year Conforming WFCF15 07430005
Wells Fargo Bank, M.A. Fixed Rate 40 ear Conforming WECFA0 07430007
Wellz Fargo Bank, M.A. Fixed Rate 30 Yesr 10 Year Interest Only  WFCFS0IO 07430005
Wiglls Fargo Bank, M4, 31 LIBOR FHLMC ARM WECITLFM 07430017
Wigls Fargo Bank, kA, 51 LIBOR FHLMC ARM WECSTLFM 07430015
Wiglls Fargo Bank, M.A. 71 LIBOR FHLRMC AR WEFCTILFM 07430013 -
4 [t C

» To view a plan code's details, including the values that will be added to the
loan file if selected, select the plan code, and then click the View Plan Code

Details icon (magnifying glass).

Plan Code Conflict = =
Some values in the seiected plan code do not match the vakses in this loan. Ciick “Import Plan Data™ to owerwrie the data in this loan with the
walES Bom e plan code. These updates Bre appded 1o the ioan Tie mmedalely

Plan Code WFCF15 Existing Loan Data
Type of Mortgege and Tarms of Loan =
Lian Typa 2
Govemment Loan Type
Lien Peaition
AmorEration Typd
Term 180 meng 30 meea
Cue in 150 | mens 30 mema
Bakooa Logs
Bwesidy Loan
Number of Days par v'ear
Astemabity Type
Demand Feature
Adjustable Rate Mortgeas
ist Change High % %
ist Change mihs. mihs.
Sub. Cap High % %
Sub. Change ming mins =
[Cwort e owa | stp et | concer ]

« Click the Import Plan Data button to overwrite the current loan data with the
selected plan code data. These changes are applied to the loan immediately.

« Click Skip Import to continue ordering the closing documents without

resolving the plan

code conflicts.
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« Click Cancel to close the Plan Code Conflict window without making any
changes to the loan data. You can then update the applicable fields in the
loan file to resolve any conflicts that were found.

The plan code data is populated into the RegZ-CD.

]

Closing Docs

[ Loan Program ]
Pian Code WFCF30 Description  Fixed Rate 30 Year Conforming
Ele Mae Plan ID | 07430001 Investor Wels Fargo Bank, N.A.

Alt Lenders

Use the Alternate Lender feature to view or select alternate lender information
(description and code number) that displays on the closing documents. Ellie Mae
will create your default Alternate Lender information during implementation or as
the need arises.

To View or Select Lenders:
1. Open the RegZ-CD form and click the Alt Lender button.

» The default lenders display on the Alt Lenders window.
2. To select a different lender, select a lender, and then click Select.

-

Alternate Lenders @

Alt Lender List

Code Mame Dezcription
Jrooom Encompass Lender TEST © Arizona Branch
Cpoooo2 Encompazs AtTwolender T Coloracdo Branch

= At enders, Inc. | CA, OR, WA Branches

' Recommended by Encompass Docs

[ Select ][ Cancel

To Complete the Loan Information Section:
1 Make sure the Purchase Price is entered correctly, and then enter the 1st

Payment Date and the CD Date Issued.

Loan Information

Purchase Price | 150,000.00 |

Appraized Value | |

1st Payment Date | 01/01/2018 s
CD Date lzzued 1042712045 e

2 If you are using MERS, the MERS MIN field is populated from the Borrower

Summery - Origination form.

Complete the following dates if they are not already populated:
 Application Date

- Rate Lock Date

- Rate Lock Expiration Date

« Document Date

« Closing Date

» Doc Signing Date

 Disbursement Date

Review the selections in the Purpose of Loan, Property Will Be section, and
Loan Terms sections.

Purpose of Loan Property Will Be

Purchase ] construction Primary

[] cash-Out Refi [ construction - Perm ]| Secondary  Gross Rent

[ Mo Cash-OutRefi  [] Other- [] nvestment  Occup Rate :|%

Purpose of Refinance

Loan Information
Review and complete the Loan Information section.
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5 In the Days Per Year section, select an option from the Number of Days
dropdown.

Loan Terms Interest Only

Loan Amt | 120,000.00 | || | months

wi MIP FF 120,000.00 |:| Qwalify using P&

Hote Rate % Days Per Year

Cual Rate '3-'5

Term mihs Humber of Days ISEE_i[
Dueln | 360|mins Baloon || Biweekly

6 For interest only or adjustable rate mortgages, complete the Interest Only or
Adjustable Rate Mortgage sections.

« For ARM loans, complete any information that is not already populated from
other forms or from the plan code, and make sure the Floor Vrbg field
contains the correct floor verbiage for the loan.

NOTE: For ARM loans, two tables displays near the Adjustable Rate Mortgage
section on the RegZ-CD: the Adjustable Payment (AP) Table and the
Adjustable Interest Rate (AIR) Table. These tables display payment and
interest information based on the Adjustable Rate Mortgage entries.

7 Inthe Late Charge section, enter the number of late days and select an option
from the drop-down list to select the amount used to calculate the late fee.

Late Charge

If a payment iz more than days late,
you will be charged 3.000 | % Infthe overdue payment ﬂ

Mortgage Insurance

In the Mortgage Insurance section, review or complete the mortgage insurance
information based on your company's policy.

Borrower Information - Vesting

Use the Borrower Information-Vesting form to enter borrower information and
define the ownership rights in the property, to enter corporation and trust
information, if needed, and to create the vesting statement that is used in loan
documents. You can also use the form to associate signers with borrower pairs,
which configures the sequence of signers on the loan documents.

When closing docs are ordered, the Borrower Type selection controls the closing
documents each borrower signs, and the Final Vesting to Read field is used to
populate the Signature block on the Mortgage/Deed of Trust/Security Instrument.

NOTE: By default, borrower information is copied from the 1003 form. If you add
or edit borrower information on the Borrower Information-Vesting form, the
changes are used to create the final vesting statement, but the changes are not
copied back to the 1003 with the exception of changes to Social Security
Numbers, which are copied back to the 1003.

There are three types of entities recorded for vesting purposes:
« Individuals

 Trusts, including Inter Vivos trusts

» Corporations

Use the Corporation/Trust 1 and Trust 2 sections to enter information about a
corporation or trust. Individual borrowers are copied from the 1003 Page 1 to the
Vesting Information section. If a borrower is associated with a trust or corporation,
use the Vesting Information section to assign the borrower to the trust or
corporation. When you have completed all the necessary information for
borrowers, trusts, and corporations, use the Vesting Information section to build
the final vesting information that displays on closing docs.

NOTE: If you have questions on your selection for trusts, refer to your in-house
council or the attorney's opinion letter for the trust.

Individuals
Use the Vesting Information section to edit the borrower information and create
the vesting statement for individual borrowers who are not in a corporation of trust.
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To Edit Vesting Information:

1 To edit borrower vesting information, double-click a name in the Vesting
information section. The Borrower Vesting window opens.

Borrower Vesting |E|
Name James Addison

Alzo Known As

Social Security No. 222-22-2222

Borrower Type llnd'rvidual v]

DOB 04/02/1956 E‘

Occupancy Status lPrimary v]

Occupancy Intent l v]

Connected to Borrower Pair | James and Mary Addison

Trustee Of l v]
POA Borrower

POA Signature Text

Vesting [ v]

Authorized to Sign for Non-Intervives Trusts
(@) Learn more... [ oK l [ Cancel l

NOTE: When you edit the borrower name on the Borrower Vesting window, it
affects the borrower names and signature lines on the closing docs only. With
the exception of Social Security Numbers, changes made to borrower vesting
information are not reflected in the loan file and do not flow back to the 1003

and other input form. The initial disclosures continue to maintain the original

borrower name as entered on the 1003.

In the Borrower Name field, make sure the name displays as you want it to
appear on the closing documents.

.

In the Also Known As field, enter a name that the borrower has also used, if
any. Use semicolons to separate additional names.

In the Social Security No. field, edit the borrower's social security number if
necessary.

In the Borrower Type field, select the option that describes the borrower's
financial responsibility related to the loan and whether the borrower is listed
on the title. The selected Type affects the documents included in the
document set.

 Individual - Obligated on loan, on title, signs all documents

« Co-signer - Obligated on loan, not on title, signs documents related to
loan such as the note, but not documents related to the property such as
the security instrument

NOTE: For a description of all borrower types, refer to the Borrower Types
table on page 54.

« In the POA Borrower field, enter the name of the individual who has the
power of attorney, if applicable. The name is printed on the closing docs.

« In the POA Signature field, enter the title or any additional signature text for
the POA attorney.

» This text is printed on closing docs directly after the attorney name.

- If the field is blank, the text after the attorney name will default to the
appropriate state-specific language, for example, Attorney-in-fact.

» On the Vesting list, click the option that describes the ownership rights of the
borrower.

2 When finished, click OK.

3 Click the Build Final Vesting button to create the text for the vesting statement
based on the vesting information above.

4 In the Manner in which Title will be held field, select the appropriate option.

Non-Borrowing Owners

When adding non-borrowing owners in Encompass 18.3 and later, it is important
to always add them as non-borrowing owner contacts via the File Contacts tool.
This ensures that the non-borrowing owner has full eFolder and eSigning
functionality for the loan. When a non-borrowing owner is added via the Borrower
Information - Vesting form, the borrower is not available as a recipient when
sending eConsent requests, document requests, eDisclosure packages, files, and
Status Online updates. Additionally, non-borrowing owners added via the
Borrower Information - Vesting form will not have eSigning points added to
eSignable documents.

To Add a Non-Borrowing Owner File Contact:
1 Open a loan, click the Tools tab, and then click File Contacts.
2 In the File Contacts header, click the Add icon.

A Non-Borrowing Owner file contact is added to the end of the File Contacts
list. When you click this file contact, a Non-Borrowing Owner contact record
displays in the lower panel.

3 Inthelower panel, enter the non-borrowing owner’s name, contact information,
vesting type, email address, and date of birth.

After adding a non-borrowing owner in the File Contacts tool, the contact is
automatically copied to the Vesting Information section of the Borrower Infor-
mation - Vesting form. (A minimum of the first name, last name, and vesting
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type must be provided in the non-borrowing owner file contact record in order
for the non-borrowing owner information to copy to the Vesting Information
section of the form.) By default, Encompass associates the non-borrowing
owner with the first borrower pair. You can update this association on the
Borrower Information — Vesting form as needed.

Trusts

If the borrower is a trust, use the Corporation/Trust 1 and Trust 2 sections to enter
information for as many as two trusts. After you add information for a trust, you
can assign borrowers as trustees or settlors of the trust. The Final Vesting to Read
field is used to populate all Signature lines in the closing docs as well as the Final
Vesting to Read on the Mortgage/Deed of Trust/Security Instrument.

To Add a Trust:

1 In the Corporation/Trust 1 section, in the Corp/Trust Name field, enter the
name of the trust.

2 In the Org. State field, select the name of the state in which the trust was
formed.

3 Inthe Org. Type field, select A [state name] Trust.

Corporation/Trust 1

CorpiTrust Mame ABC Trust

Org. State California v]

Org. Type A California Trust -

Tax INTrust Mo.

Trust Datef'ear _\E

Amended DateYear

Build Beneficiary »

4 Optionally, in the Tax ID/Trust No. field, enter the number of the trust
instrument.

5 Optionally, in the Trust Date/Year field, enter the date the trust was
incorporated.

6 Optionally, in the Amended Date/Year field, enter the date the original trust
agreement was amended, if applicable.

7 If there is a second trust involved, enter the information in the Trust 2 fields.

8 Inthe Vesting Information section, double-click a borrower or co-borrower who
is a member of the trust. The Borrower Vesting window opens.

Borrower Vesting @

Name James Addison

Also Known As

Social Security No. 272323373

Borrower Type [Trustee vl
DOB 04/02/1956 [~]
Occupancy Status [Primary vl
Occupancy Intent [ - l

Connected to Borrower Pair | James and Mary Addison

Trustee Of [Trust 1 vl
POA Borrower

POA Signature Text

Viesting | TRUSTEE -

[] Authorized to Sign for Non-Intervivos Trusts

IZEZ' Learn more... OK H Cancel ]

9 Select the appropriate Borrower Type.

NOTE: For a description of all borrower types, refer to the Borrower Types
table on page 54.

10 In the Trustee Of field, select Trust 1 or Trust 2 as appropriate.

11 In the POA Borrower field, enter the name of the individual who has the power
of attorney, if applicable. The name is printed on the closing docs.

12 In the POA Signature field, enter the title or any additional signature text for the
POA attorney.

« This text is printed on closing docs directly after the attorney name.

« If the field is blank, the text after the attorney name will default to the
appropriate state-specific language, for example, Attorney-in-fact.

13 Select the Authorized to Sign for Non-Intervivos Trusts check box to
authorize the borrower or co-borrower to sign closing documents.

14 On the Vesting list, select Trustee for all trustee types except Settlor. Leave
the selection blank for a Settlor.

15 Click OK.
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16 To add beneficiaries of the trust, click Build Beneficiary in the
Corporation/Trust 1 or Trust 2 section. The names of the applicable borrowers
and co-borrowers listed in the Vesting Information section are added to the

beneficiary list.

Corporation/Trust 1

CorpiTrust Name ABC Trust

Org. State California v]

Org. Type A California Trust -

Tax IVTrust No.

Trust Datelvear E

Amended Date'ear ﬁ

Build Beneficiary JAMES ADDISON AND MARY -

ADDISON

» Manually add, remove, and edit the names on the beneficiary list as needed.

17 Leave the Manner in which Title will be held field blank.

18 For the Final Vesting To Read field, click the Build Final Vesting button to
create the text for the vesting statement based on the vesting information.

« Manually edit the Final Vesting to Read text as needed.

Build Final Vesting

JAMES ADDISON AND MARY ADDISON AS TRUSTEES OF ABC TRUST, FOR THE BENEFIT OF JAMES ADDISON AND MARY
ADDISON, JOINT TENANTS

Final Westing To Read

19 In the Manner in which Title will be held field, select an option.

Inter Vivos Trusts

If the borrower is an Inter Vivos trust use the Corporation/Trust 1 and Trust 2
sections to enter information for as many as two Inter Vivos trusts. After you add
information for a trust, you can assign borrowers as trustees or settlors of the trust.
The Final Vesting to Read field is used to populate all Signature lines in the closing
docs as well as the Final Vesting to Read on the Mortgage/Deed of Trust/Security
Instrument.

To Add an Inter Vivos Trust:

1 In the Corporation/Trust 1 section, in the Corp/Trust Name field, enter the
name of the trust.

Corporation/Trust 1

CorpiTrust Name ABC Trust

Org. State California v]

Org. Type A California Trust -

Tax IDVTrust No.
Trust Dateear

Amended Dateear

Build Beneficiary -

2 In the Org. State field, select the name of the state in which the trust was
formed.

3 Inthe Org. Type field, select An Inter Vivos Trust.

4 Optionally, in the Tax Id/Trust No. field, enter the number of the trust
instrument.

5 Optionally, in the Trust Date/Year field, enter the date the trust was
incorporated.

6 Optionally, in the Amended Date/Year field, enter the date the original trust
agreement was amended, if applicable.

7 If there is a second trust involved, enter the information in the Trust 2 fields.

Chapter 6: The Closing Process in Encompass

69



8 In the Vesting Information section, double-click the borrower or co-borrower
who is a beneficiary of the trust.

Borrower Vesting @l
Hame James Addison

Also Known As

Social Security No. 222.22.2272

Borrower Type ’Trustee v]

DoB 04/021956 IEI

Occupancy Status [Primar'_.f vl

Occupancy Intent [ vl

Connected to Borrower Pair | James and Mary Addison

Trustee Of [Trus-t 1 v]

POA Borrower
POA Signature Text
Vesting [ TRUSTEE -

[] Authorized to Sign for Non-Intervivos Trusts

IZEZ' Learn more. .. [ oK ][ Cancel ]

9 Select the appropriate settlor/ trustee type from the Borrower Type list:

» Settlor Trustee - Obligated, on title. In the case of a self-declared trust, this
individual is both the settlor and the trustee. They sign all documents in the
package some documents as an individual, some as the trustee.

« Settlor - Obligated, not on title. This person owns the property and
transferred their rights to a Trust. The person signs a limited number of
documents as settlor.

» Trustee - Obligated, on title. This person has legal rights to the property and
manages it on behalf of the Settlor for the beneficiaries. The person signs all
documents in the package, some documents as an individual, some as the
trustee.

» Title Only Settlor Trustee - Not obligated, on title. This person is a settlor
trustee but is not on the loan. The person signs documents related to the
property such as the security instrument, but not documents related to the
loan such as the note.

- Title Only Trustee - Not obligated, on title. This person is a trustee but is not
on the loan. The person signs documents related to the property such as the
security instrument, but not documents related to the loan such as the note.

NOTE: For a description of all borrower types, refer to the Borrower Types
table on page 54. If you have questions on your selection for trusts, refer to
your in-house council or the attorney's opinion letter for the trust.

10 On the Trustee Of list, select the appropriate trust for the borrower.

11 In the POA Borrower field, enter the name of the individual who has the power
of attorney, if applicable. The name is printed on the closing docs.

12 In the POA Signature field, enter the title or any additional signature text for the
POA attorney.

« This text is printed on closing docs directly after the attorney name.

« If the field is blank, the text after the attorney name will default to the
appropriate state-specific language, for example, Attorney-in-fact.

13 On the Vesting list, select Trustee for all trustee types except Settlor. Leave the
selection blank for a Settlor.

14 Click OK.

15 To add beneficiaries of the trust, click Build Beneficiary in the
Corporation/Trust 1 and/or Trust 2 section. The names of the applicable
borrowers and co-borrowers listed in the Vesting Information section are added
to the beneficiary list.

Corporation/Trust 1

CorpiTrust Mame Smith Family Trust

Org. State California v]
Org. Type An Inter Vivos Trust -
Tax IDVTrust No. 111111111111
Trust Datelear 101852012 ﬁ
Amended Datelvear _\ﬁ
Build Beneficiary -

16 Click the Build Final Vesting button to generate the Final Vesting To Read
field based on the vesting information.

- Manually edit the Final Vesting to Read text as needed.
17 In the Manner in which Title will be held field, select an option.

Manner in which Title wil be held

Joint Tenants -

Buid Final Vesting

JAMES ADDISON AND MARY ADDISON AS TRUSTEES OF SMITH FAMILY TRUST UNDER TRUST INSTRUMENT 1111111111111
DATED 10/16/2012, JOINT TENANTS

Final Vesting To Read
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Corporations

Corporations are business entities, such as a corporations, LLC (limited liability
company) or partnership. After you add information for a corporation, you can
assign borrowers as officers of the corporation. The corporation name is pulled
into the Borrower(s) field on the closing docs and the Build Final Vesting screen
on the Borrower Information-Vesting form. The signature block on the closing
docs includes the corporation name and the namest/titles of corporation officers.

To Add a Corporation:

1 In the Corporation/Trust 1 section, in the Corp/Trust Name field, enter the
name of the corporation.

Corporation/Trust 1
CorpiTrust Name My Real Estate Corporation, Inc.
Org. State California v|
Org. Type A Corporation -
Tax IDNTrust No. 1111111
Trust DateSv'ear 10162012 ﬁ
Amended Dateear ﬁ
Build Beneficiary -+

2 Inthe Org. State field, click the name of the state in which the corporation was
formed.

3 Inthe Org. Type field, select the type of business entity.

4 Optionally, in the Tax ID/Trust No. field, enter the tax identification number of
the corporation.

5 Inthe Vesting Information section, double-click a borrower or co-borrower who
is an officer of the corporation.

6 In the Type field, select Officer.

Borrower Vesting |E
Name James Addison

Alzo Known As

Social Security No. 111-11-1111

Borrower Type [0fﬁcer v]

DOB 04/02/1956 (=]

Occupancy Status [Prirnary v]

Occupancy Intent [Will Occupy v]

Connected to Borrower Pair | Ed and Jane Addison

Trustee OFf [ v]

POA Borrower

POA Signature Text
Vesting | PRESIDENT -|

Authorized to Sign for Non-Intervivos Trusts

IZEZ' Learn mare... ’ oK ” Cancel ]

NOTE: For a description of all borrower types, refer to the Borrower Types
table below. If you have questions on your selection for trusts, refer to your in-
house council or the attorney's opinion letter for the trust.

7 Inthe POA Borrower field, enter the name of the individual who has the power
of attorney, if applicable. The name is printed on the closing docs.

8 Inthe POA Signature field, enter the title or any additional signature text for the
POA attorney.

» This text is printed on closing docs directly after the attorney name.

« If the field is blank, the text after the attorney name will default to the
appropriate state-specific language, for example, Attorney-in-fact.

9 On the Vesting list, select the title of the officer.
10 Click OK.
11 Repeat steps 5-10 for additional borrowers who are officers of the corporation.
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12 For the Final Vesting To Read field, click the Build Final Vesting button to
create the text for the vesting statement based on the vesting information.

» Manually edit the Final Vesting to Read text as needed.

Manner in which Title will be held

Joint tenants -

Final Vesting To Read Build Final Vesting

WY REAL ESTATE CORPORATION, INC., A CORPORATION, AND MARY ADDISON AS TRUSTEE OF MY REAL ESTATE
CORPORATION, INC. UNDER TRUST INSTRUMENT 1111111111111 DATED 1016/2012, JOINT TENANTS

13 In the Manner in which Title will be held field, select an option.
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Borrower Types

The table below describes each borrower type, and indicates whether the borrower type is obligated to pay back the loan and is on the title (has rights to the property).

Type

Obligated

On Title

Description

Individual

«

"

Most common borrower type. Responsible for paying the loan. Full rights to the property. Signs all
documents in the closing package.

Co-signer

Responsible for paying loan if the individual defaults, but no rights to the property. Signs documents
related to loan portion such as the note, but not documents related to the property such as the security
instrument (mortgage/deed).

Title Only

Not on the loan, but has rights to the property. Signs documents related to the property such as the
security instrument, but not documents related to the loan such as the note. (Most common is
Husband and Wife, but could be a parent and child.)

Non-Title Spouse

Not on the loan, no ownership rights to the property, but a security interest in contents inside the
property. Signs documents to waive marital rights (also known as homestead or dower) indicating no
claim to the property itself.

Trustee

Legal rights to the property. Manages it on behalf of the Settlor for the beneficiaries. Signs all
documents in the package, some as individual, some as trustee.

Title Only Trustee

Atrustee, but not on the loan. Signs documents related to the property such as the security instrument,
but not documents related to the loan such as the note.

Settlor Trustee

Both the settlor and the trustee for a self-declared trust. Signs all documents in the package, some
documents as an individual, some as the trustee.

Settlor

Owns the property and transfers the rights to the property to a Trust. Signs a limited number of
documents as settlor.

Title Only Settlor Trustee

A settlor trustee but not on the loan. Signs documents related to the property such as the security
instrument, but not documents related to the loan such as the note.

Officer

Signs on behalf of the corporation or business entity that is on the title. All documents have the
corporation name in the borrower field and the corporation name and officer name/title in the signature
block.
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Sellers
For Individual borrowers, trusts and corporations, use the Seller section to enter
information for as many as four sellers. Completing this section is optional.

To Enter Seller Information:
1 Enter up to four individual seller names in the Seller fields in the left column.

Seller

Seller 1
Seller 2
Seller 3
Seller 4

NOTE: By default, seller names are copied into this section from the File
Contacts tool. Names entered manually in this section are copied back to the
File contacts tool.

2 If the Seller is a corporation or trust, enter the corporation or trust information
in the right column.

Corp Name

Crg. State -

Org. Type -
Tax I

Officer 1 Name

Officer 1 Title

Officer 2 Name

Officer 2 Title

Enter the corporation or trust name in the Corp Name field.
Select the Org. State in which the trust or corporation was formed.
Select an Org. Type from the list.

o O bW

Enter the tax identification number of the corporation or the number of the trust
instrument.

7 Enter the name and title for as many as two officers who are authorized to sign
the loan documents for the corporation or trust.

Closing Vendor Information

The Closing Vendor Information form contains vendors associated with the
closing process for a specific loan. The tool provides a convenient means of
viewing and maintaining a loan's closing vendor information from one location.
Some of the entries may already be populated based on information in the File
Contacts tool. If you make changes to closing vendor information on this form, the
changes will also be updated in the associated entry in the File Contacts tool.

Review the sections listed below before drawing closing docs to make sure the
information is correct. Make sure the capitalization and punctuation are exactly as
you want them to display on the closing docs.

 Lender
« Title Insurance Company
» Docs Prepared by - This name displays on the Lender Instructions

To Enter or Change Vendor Information:
1 Click the Address Book icon to select a vendor from your business contacts.
« On the Business Contacts window, select a vendor, and then click Select.

NOTE: If the appropriate category of vendors does not display when the
Business Contacts window opens, click Clear and then select a Category.

2 Or, enter the vendor information.

» You can then right-click the contact fields to add a new contact to your
business contacts.

3 Complete loan-specific information (such as Line Item Number, Reference
Number, Relationship, and Comments) as required.
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Property Information

Most of the information in the Subject Property section is already completed using
data from the loan application. Review the information on the form and complete
the fields listed below.

To Complete the Subject Property Section:
1 Validate the subject property address.

Subject Property

Address | 235 Marsh Rd, | First Tume Home Buyer Yes

City [concora | condoiPuDMame | Amber Valey Vilage
State [ea | zp [sesz | #ofstories [ 20|

County | Contra Costa | Flood CertNumber | 68686FL5555555

Unincorporated Area | (area of Amber Valsy)

Fiood Zone A = ] Subject Property is in a Rural Area
Property Type Detached -~ B Subject Property is in a RurakUnderserved Area
# of Lot Acres 003 [l Subject Property is a Condotel

] Subject Property is a Non-Warrantable Project

2 If required, enter a Condo/PUD project HOA Name. The name of the condo
development or PUD (planned unit development) exactly as you want it to
display on the Mortgage/Deed of Trust/Security Instrument. This entry
generates the name on the condo/PUD riders.

3 If the # of Stories field is not already populated, enter the number of stories in
the condominium unit.

4 |If the Flood Cert Number field is not already populated, enter the certification
number listed on the report from the flood certification provider for the property.

5 If the subject property is located on land that is not part of an incorporated city,
town, or village, enter the information in the Unincorporated Area field using
parentheses with the words area of preceding the name.

» Example: (area of Greenlawn Springs).
» The legal description on the Mortgage/Deed of Trust/Security Instrument will
display as:
123 Main Street, (area of Greenlawn Springs) City of

6 Select a Flood Zone designation from the list, as indicated on the FEMA Flood

Insurance Rate Map for the subject property.

« Ifthe property is located in a flood zone, in the Notice of Special Flood Hazard
and Availability of Federal Disaster Assistance section, select the
appropriate check box and enter the Community Name, if applicable.

To Complete the Prelim Information Section:
Enter the book number and page number of the county records where the prior
mortgage is recorded. The information displays on the tax information sheet.

1 Enter the Original Principal and Current Principal (any outstanding unpaid
principal balance) for the prior mortgage.

Prelim Information

Title Information

Book 35825 | Original Principal 100.000.00

Page 227 | Current Principal 80,000.00

Parcel Number | 13 |  Tiie Report Date 12110/2013 i
Lot T | Approved fems

Block 2 | Texmessege |2 instaiments of 5387.35 are o
Sectien s | Special Endorsements

2 Enter the Original Principal and Current Principal (any outstanding unpaid
principal balance) for the prior mortgage.

3 From the title report, enter the property's identification information in the Parcel
Number, Lot, Block, and Section fields. The information displays on the tax
information sheet.

4 In the Title Report Date field, enter the date the title report was issued.

5 In the Approved Items field, enter the item numbers (separated by commas)
associated with the approved items on the title report. This information displays
on the lenders instructions.

6 Inthe Tax Message field, enter notes related to taxes. This information is often
related to property tax installments that are due.

In the Special Endorsements field, enter any specific title endorsements.
In the Legal Description field:

» Enter alegal description or copy and paste it from an electronic version of the
titte commitment

» Or click Copy from Page 1 of 1003 to copy the description from the 1003.

» Or select the Attach legal description check box to indicate that the legal
description will be included as a separate attachment.

« The text "See exhibit A made to and here apart of" will be added to the
Mortgage/Deed of Trust/Security Instrument.
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» The legal description is NOT attached automatically to the closing
documents package. You will need to do that when you draw the
documents. For more information about adding the description, refer to
“Select Documents” on page 84.

Legal Description (7] Attach legal description | Copy from Page 1.0f 1003 |

9 In the Mineral Rights/Abbreviated Legal Description area, enter mineral rights
information from the title report, if applicable. This area is also used to enter an
abbreviated legal description if applicable.

Manufactured Housing Details
If the property includes a manufactured home, enter information to describe and
identify the home.

1 Enter details such as the Make, Year, Manufacturer, and dimensions. This
information is typically obtained from the seller of the manufactured home.

2 In the Serial # field, enter the number found on the front steel cross-member
of the chassis or on the data plate (a document attached in the interior of
the home).

3 Inthe HUD Label # field, enter the number on the HUD Label, a red metal plate
attached to the exterior of the home.

Renewal and Extension

If draw closing docs in Texas, use the Renewal and Extension section to enter
notes or comments for the attorney preparing the loan documents. Enter all prior
liens for owner occupied, no-cash-out refinance transactions.

Aggregate Escrow Account

Use the Aggregate Escrow Account form to review the impounds for the loan. In
this scenario, you will clear any existing escrow entries and create your entries as
new entries. If you have existing entries in the Aggregate Escrow Account form,
you could also use the existing entries or edit them as needed.

To Set Up Impounds:

1 Click the Forms tab in the panel on the lower-left of the loan file, and then click
Aggregate Escrow Account.

2 Click the Setup button to open the Initial Escrow Account Setup window.

Setup

HazInz |Migins Flood Ins. | City

TaxDisb |y Disb Disb Taxed

Cushion

3 If there are any existing entries, click Clear All Impound Settings.

NOTE: If the loan is a redraw and the borrower has decided against having
impounds, use the Clear All Impounds button to remove any previously
entered impounds. Removing the number of months for the impounds on the
2015 Itemization form does not remove the impounds from the amortization
schedule. If impound dates are not removed from the Initial Escrow Account
Setup window, the impounds are still included in the amortization schedule.

4 Inthe Cushion row, in each of the fee columns, enter the number of months for
which a payment is required. This will establish a minimum balance in the
escrow account.

NOTE: Your administrator may have created business rules to automatically
populate some of the cushions.

5 In each fee column, click the row that matches the month when a payment is
due, and then enter the number of months of payment required.

» Scenario: The borrower will pay School Tax twice a year, in March and
November. In the Tax column enter 6 on the row for March and then enter 6
on the row for November. This indicates that six months of school tax are due
in March and six months of school tax are due in November.

» When you complete an entry, the Due Date rows are populated.

First Payment Date: 01/01/2016

Date Tax Haz In=s Mtg Ins Fid Ins

Cuszhion 2
Due Date 1 04/01/16
Due Date 2 10/01/16
Due Date 3

Due Date 4

012016

022016

03/2016

0412016 6
052016

062016

0712016

08/2016

09/2016

1012016 5
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6 To indicate that a payment is prepaid, right click the payment, and then click
Prepaid.

0312016

0412016 B —
052016 ILpdl

0B/2016 Remowve Prepaid
0712016

Repeat the procedure for each column that requires impounds.

In addition to columns for Tax, Hazard Ins, Mortgage Ins, Flood Ins, City Taxes,
the window includes columns for three user-defined fees and an Annual Fee
for USDA loans. For the USDA Annual Fee, enter a 12 in the month when the
next disbursement occurs.

| Prepaid |
City Taxes | User #1 User #2 Uszer #3 Annual Fee

[ »

107012015

m

12

9 Select the Servicer to refund Mtg Ins Cushion upon termination check box
at the bottom of the tool if the servicer will refund the upfront mortgage
insurance payments when the mortgage insurance coverage is terminated.
Calculations on the Amortization Schedule and other applicable forms will be
updated accordingly.

10 When finished, click OK.

NOTE: Use the Fee Details window for a fee on the 2015 Itemization to indicate
that a fee is Paid at Closing. Click the icon to the left of the fee to open the Fee
Details window, and then enter the amount in the PAC column for the entity paying
the amount at closing.

Setting Up Mortgage Insurance in the Aggregate Setup Tool

Mortgage insurance is set up differently than other impounds in the Aggregate
Setup tool. Since Mortgage insurance is due monthly, enter 1 in the payment fields
for twelve consecutive due date payment rows.

To Set Up Mortgage Insurance Impounds:
1 In the Mortgage Insurance column, enter 0 in the Cushion row.

2 To enter the monthly payments for one year of mortgage insurance, enter 1 in
the first payment date field (located below the Due Date 4 row), and then enter
1 in each of the following 11 payment fields for a total of 12 entries.

First Payment Date: 01/041/2016

Date Tax Haz Ins Mig Ins
Cushion 2 0

Due Date 1 0401/ 2016 01//2016
DueDate2 10012016 02/01/2016
Due Date 3 03/01 /2016
Due Date 4 4/ /2006
0172016

0272016

032016

42016 &
052016

062016

072016

082016

092016

12016 &
112016

1212016

o207

e 1 A = Y = R

« If you enter 13 payments, a pop-up message informs you that mortgage
insurance impounds cannot exceed 12 months.

NOTE: A pop-up message does not display if you enter less than 12 payments,
so make sure you verify the total number of monthly payment entries before
completing the Aggregate Setup.

3 Can click the Lock icon to adjust the amount as needed, for example, to fix

rounding issues for annual amounts.
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Calculating Mortgage Insurance

Based on your company's policy, review or complete the MI information on the
Aggregate Escrow Account form. Use the MIP/PMI/Guarantee Fee Calculation
tool to view details and recalculate mortgage insurance premiums and monthly
payments if needed.

To Access the MIP/PMI/Guarantee Fee Calculation Tool:

1 On the Aggregate Escrow Account form, click the Edit icon for Mortgage
Insurance.

Aggregate Escrow Account

Monthly early
Tax & 300000
Hazard Insurance = 600.00
Mortgage Insuranc 8925 & 1,071.00

2 Review the MI details on the MIP/PMI/Guarantee Fee Calculation tool and
make adjustments as needed.

MIP/PMI/Guarantee Fee Calculation @

Upfront Mortgage Insurance Premium / Funding / Guarantee Fee

Base Loan Amount 135,000.00
MIF / Funding / Guarantee 1.750000 % 2,362 50
Amourt Paid in Cash [ Lock 0.50
Upfromt MIF/Funding/Guarantee Fee Financed 2.362.00
Loan Amount with Upfront MIP/Funding Fee 137.362.00

[ Refund prorated uneamed Up Front
[7] Round to nearest §50
[7] Charges for the insurance are added to your loan payments
[7] Charges for the insurance are collected upfrort &t loan closing
[7] Lender Paid Mortgage Insurance

MI Factor Field Locked

Monthly Morigage Insurance

Calculated Based On | Base Loan Amount »| | Getmi
1. D.B0000D 132 Months
2. % Months
Cancel At %

Calculate based on remaining balance
[7] Midpoint payment cancellation
Declining Renewals
Mumber of Marths Ml being Collected Prepaid
Prepaid Amaourt

Mortgage Insurance (FHA and VA)

Type of Veteran [ v]
[ Is this the first use of the VA loan program?

'3:'?:3' Learn more... [ OK J [ Cancel ]

IMPORTANT: If you are recalculating mortgage insurance on the
MIP/PMI/Guarantee Fee Calculation tool, check to see if there is an Amount Paid
in Cash already entered on the screen. If there is, make note of the amount and
re-enter it after you click the GET MI button. Otherwise, the amount will be
deleted.
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To Complete the Aggregate Escrow Account Form:

1 At the top of the form, the escrow servicer name, address, and phone should
already be populated from the File Contacts tool. If not, enter the information.

2 Enter the 1st Payment Date.
3 On the Tax line, click the Edit icon.

Quick Entry - Tax e || =
Tax
Address Finance Building, Ste 100, 6251 Amount Last Paid 36735
Ciy Wartinez Date Paid 10/0472013 i
Sials .Cﬁ Zip |94553 Amount Next Due ﬂ
Phone '&77-957-5280 Next Due Date 1L}
Payment Scheduls Date Tax Delinquent | 0410172014 i

4 Enter the county tax payment information and the address and phone number
for the country tax collector. When finished, click Close.

5 On the Hazard Insurance line, click the Edit icon.

6 Enter the hazard insurance policy information and the name/contact
information for the hazard insurance company. In particular, be sure to enter
the Policy Number and Coverage Amount. When finished, click Close.

7 Use the blank fields in the left column (below the City Property Tax line) to enter
descriptions of any additional impounds. These rows are used to record the
same impounds that you listed in the User #1, User #2, and User #3 columns
on the Aggregate Setup tool.

City Property Tax = & 1]
User Dafined Fee 4500 @ 4000 [ (51}
& & i
A Eg [

USDA Annual Fee )

« Click the Edit icon to enter details information about each additional
impound.

« Enter contact information for the service provider or agency associated with
the impounds.

« Select the Tax Escrow Payment or Insurance Escrow Payment check
box, and then complete the appropriate fields. When finished, click Close.

8 Click the Setup button to open the Initial Escrow Account Setup window to
make revisions to impounds and due dates.

NOTE: For detailed information about revising impounds, refer to “To Set Up
Impounds:” on page 76.

Closing Disclosure Input Forms

The Closing Disclosure input forms (pages 1-5) enable you to review, edit, or enter
information that is populated to the Closing Disclosure output form provided to the
borrower at least three business days prior to consummation. Much of the
information on these forms is populated from other Encompass forms.

Closing Disclosure Page 1
Review the mortgage insurance information based on your company's policy.

Closing Disclosure Page 2
Review the fees. If changes are needed, enter the revisions on the 2015
Itemization input form.

Closing Disclosure Page 3
Review the Calculating Cash to Close table, complete the Summaries of
Transactions section, and enter seller-paid credits, if any.

Closing Disclosure Page 4
Review your Loan Disclosures and review the impounds.

Closing Disclosure Page 5

Review the Loan Calculations section and complete the Contact Information
section. Click the Copy from 1003 button to copy the Lender information from
the 1003.

Closing Conditions
Use the Closing Conditions form to:

- Enter the location where closing documents are drawn.
» Enter the county where the loan will close (optional).

« List closing instructions and conditions, which will pull over to the lender's
instructions.

To Work with Closing Conditions:
1 On the Forms tab, click Aggregate Escrow.

Closing Conditions | Audt || OrderDocs || view
Draw City Brantwood

Draw State Ca

Ciosing County

Clasing State
Hours Documents needed prior to disbursemsant
Termite Report Required? -
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In the Draw City and Draw State fields, enter the city and state in which the
closing documents will be drawn if not already completed. Typically, this is the
location of the lender. These fields are required before you can run an audit.

The information in the Closing County and Closing State fields displays in the

notary section of your legal documents. These are not required fields.

« If you know the county and state in which the loan will close, enter it here.
Typically, this is the location of the subject property.

NOTE: Leave these fields blank if you are not certain or intend to have the

notary complete the information. Leaving the field blank prevents the need for
a redraw if the notary needs to enter a different location.

Enter the number of hours that the signed documents are required prior to
disbursement of the loan proceeds. This information displays on the escrow
instructions.

« If you leave the field blank, the escrow instructions are populated using the
default number selected by your company.

Select Yes or No to indicate whether or not a termite report is required prior to
closing the loan.

In the Closing Instructions/Conditions area, enter closing instructions, and then
manually enter conditions and/or click the Add icon to add existing conditions.

Closing InstructionsiConditions

a

« If you click the Add icon, the Add Condition window opens and enables you
to add conditions from a Condition Set or an Underwriting Condition, as
described below.

NOTE: You can also add a standard set of closing conditions to your loans by
including the conditions in a Data Template that can be applied to your loans.

To Add Conditions from a Condition Set:

1

On the Add Condition window, select the Append to current list check box to
append the new conditions to the current entries in the Closing
Instructions/Conditions area. Clear the check box to overwrite any existing
conditions.

2 Select Add conditions from Condition Sets, and then click OK.

Use the Cond. Set drop-down list to navigate to the folder containing the
appropriate condition set.

4 On the Condition Sets window, select one or more conditions from the left
panel, and then click the Add button in the center of the window to move the
condition to the right panel.

5 When finished, click the Add button on the lower-right.

6 Back on the Closing Conditions form, edit the conditions as needed.

To Add Conditions from Underwriter Conditions:

1 On the Add Condition window, select the Append to current list check box to
append the new conditions to the current entries in the Closing
Instructions/Conditions area. Clear the check box to overwrite any existing
conditions.

2 Select Add conditions from Underwriter Conditions, and then click OK.
3 Select one or more conditions, and then click Add.

Impart Undenwriting Conditions ==
Elesl:lu{m 2 Cabegory Frnoi To Shabus
_____I
FlmciLettH Flood cort rmber mecsng Fropey Appeoyal
1 L) L]
Add | Cancel

4 Back on the Closing Conditions form, edit the conditions as needed.

To Work with Closing Conditions:
1 On the Forms tab, click Aggregate Escrow.

Clasing Conditions Audit ][ Order Docs J[ Wiew
Draw City Brantwood

Draw State Ca

Closing County

Clasing State
Hours Documents needed prior to disbursemsant
Termite Report Required? -

2 In the Draw City and Draw State fields, enter the city and state in which the
closing documents will be drawn if not already completed. Typically, this is the
location of the lender. These fields are required before you can run an audit.

3 The information in the Closing County and Closing State fields displays in the
notary section of your legal documents. These are not required fields.
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« If you know the county and state in which the loan will close, enter it here.
Typically, this is the location of the subject property.

NOTE: Leave these fields blank if you are not certain or intend to have the
notary complete the information. Leaving the field blank prevents the need for
a redraw if the notary needs to enter a different location.

4 Enter the number of hours that the signed documents are required prior to
disbursement of the loan proceeds. This information displays on the escrow
instructions.

« If you leave the field blank, the escrow instructions are populated using the
default number selected by your company.

5 Select Yes or No to indicate whether or not a termite report is required prior to
closing the loan.

6 Inthe Closing Instructions/Conditions area, enter closing instructions, and then
manually enter conditions and/or click the Add icon to add existing conditions.

Closing Instructions/Conditions

-

« If you click the Add icon, the Add Condition window opens and enables you
to add conditions from a Condition Set or an Underwriting Condition, as
described below.

To Add Conditions from a Condition Set:

1 On the Add Condition window, select the Append to current list check box to
append the new conditions to the current entries in the Closing
Instructions/Conditions area. Clear the check box to overwrite any existing
conditions.

2 Select Add conditions from Condition Sets, and then click OK.

Use the Cond. Set drop-down list to navigate to the folder containing the
appropriate condition set.

4 On the Condition Sets window, select one or more conditions from the left
panel, and then click the Add button in the center of the window to move the
condition to the right panel.

5 When finished, click the Add button on the lower-right.

6 Back on the Closing Conditions form, edit the conditions as needed.

To Add Conditions from Underwriter Conditions:

1 On the Add Condition window, select the Append to current list check box to
append the new conditions to the current entries in the Closing
Instructions/Conditions area. Clear the check box to overwrite any existing
conditions.

2 Select Add conditions from Underwriter Conditions, and then click OK.
3 Select one or more conditions, and then click Add.

Import Undenwriting Conditians @
Descriphon & Cabegony Friot To Status
__l!-_m-_l
Flood Letter Flceod it prambe meEEng Propeaity Appeoval
L]
Ad [ Cancel

4 Back on the Closing Conditions form, edit the conditions as needed.

Additional Forms
You may be required to review or complete information on additional forms,
depending on a number of additional factors.

State-Specific Disclosures
Depending on the state in which the subject property is located, you may be
required to complete additional information on the state-specific disclosure form.

Examples:

 Texas - Select the Continuous Purchase Money Loan check box in the Title
Information section if the loan is a refinance loan in the state of Texas; and select
the check box in the Veterans Land Board section if the loan is being made
subject to the Texas Veterans Land Board.

« New York - Complete the CEMA section of the form for a CEMA (consolidation
extension modification agreement) loan.

FHA Loans
Review the FHA Management form for an FHA loan. Data on the form drives
validation of the section of act.

VA Loans
Review the VA Management form for a VA loan.
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Request for Copy of Tax Return and Request for Transcript of Tax

If your company policy requires that closing documents include a signed Request
for Copy of Tax Return (4506) or Request for Transcript of Tax (4506-T), use the
Request for Copy of Tax Return or Request for Transcript of Tax input forms to
request these documents from the borrower if the borrower, attach the signed
documents to the eFolder, and include them in the closing documents.

NOTE: For closing documents, do not use the Classic version of the Request for
Copy of Tax Return or Request for Transcript of Tax when requesting the
documents.

Step 4: Audit the Loan File

For 2010 RESPA loans, you can run an audit from any of the Closing forms
(excluding the 2010 HUD-1 and Closing Vendor Information forms). For 2015
RESPA-TILA loans, run an audit from the Closing Conditions or RegZ-CD form.

1 Click the Audit button on the top-right of the form.

« During the audit, the loan file is analyzed by the Encompass Docs Solution
and the Encompass Compliance Service (powered by Mavent) for any form
or closing document issues and any compliance issues based on a Truth in
Lending (TIL), Home Ownership and Equity Protection Act (HOEPA), State
and Local High Cost, and Federal High Cost (Section 32) industry regulations
and mandates. An ECS Preview report is displayed that, for purposes of the
TILA tolerance test, compares the Current APR (Field ID 799) and the
Current Finance Charge (field ID 1206) to the ECS’s recalculated APR and
finance charge.

» Any additional compliance tests that your company has configured using the
Compliance Review Setup tool in Encompass Settings will also be performed
during this audit.

2 When prompted, select the Preview report option, and then click OK.

Select Report Type

Select the type of compliance report to run. When the "Review" option is selected
({generally after disclosures are sent to the bomower), the compliance report uses the
disclosed APR and finance charge for the TILA Tolerance test. When the "Preview™
option is selected (generally prior to producing disclosures), the curent APR and
finance charge are used.

) Review @ Preview

OK || Cancel

« When running the Preview report, the Encompass Compliance Service uses
the current APR (field ID 799) and current finance charge (field ID 1206) for
the TILA tolerance test.

3 On the Closing Docs Audit window, select Closing from the Order Type drop-
down list, and then review the list of issues, if any.

» The Data Audit Results section lists issues that were found during the
Encompass Docs Solution review. The Compliance Review Results section
lists compliance issues found during the Encompass Compliance Service
review or preview.

The Compliance Review Results section lists compliance issues found
during the Encompass Compliance Service preview. By the time you draw
docs for closing, you should not have any compliance issues. If you do, it is
recommended that you resolve all compliance issues, but you can order
closing documents without resolving these issues if the administrator has
given you permission. Click the PDF icon in the Compliance review section
to view the Mavent compliance report.

[E] Closing Docs Audit = |[@ =

Audited on 121 7/2013 5:43 AM ’Lnan Data v][ Refresh Audit ] [ Order Docs

Data Audit Results

Orcer e

Data Audit Results

Type & Descrigtion Go To Field
Reguired Funding City is required L3y
Required Funding State i reguired. L&z

Compliance Review Results
Type & Description Go To Field

1

[¥] Always show this window on top Close ]

» Two types of issues display. Required issues must be resolved before
ordering docs. Recommended issues should be reviewed, but you are not
required to resolve them before you order docs.
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4 Tojump to afield in Encompass and update its value, click the field ID hyperlink
in the Go To Field column. An Encompass form opens with the selected field
highlighted.

Data Audit Results

Type & Description o Ta Field
Reguired Funding City iz required. Le2y
Required Funding State is required. La2

NOTE: Select the Always show this window on top check box to display the
Closing Docs Audit window on top of all other Encompass windows.

5 After resolving an issue, the issues that are resolved are highlighted in yellow
in the Closing Docs Audit window. Click the Refresh Audit button to clear the
resolved issues from the list.

» Click the PDF icon in the Compliance Review Results section to view the
review or preview compliance report. The report contains separate sections
for each review/preview that was performed and provides the result of each
review/preview. When a compliance issue occurs, the data (or missing data)
causing the issue is explained in the report.

G vavent

R R Review of the final loan data has not occurred.
Preview Results Analysis The results are based on LOS APR & finance
charge amounts, not the disclosed values.

Customer:  Wind River Mortgage (3010000024) Review Status: ~ FAIL
LoanID: 1107000059 Review Date: 20130520
Review ID:  3010000024110700005988618291201305 State:  MA
20200622284

Step 5: Order the Closing Documents

For 2010 RESPA loans, on any of the Closing forms (excluding the 2010 HUD-1
and Closing Vendor Information forms) or from inside the Closing Docs Audit
window, click the Order Docs button on the top-right of the form/window. For 2015
RESPA-TILAloans, on the Closing Conditions or RegZ-CD, click the Order Docs
button on the top-right of the form/window, and then select the Closing option
from the Order Type drop-down list.

The loan file is analyzed by the Encompass Docs Solution and the Encompass
Compliance Service (powered by Mavent) for any form or closing document
issues and any compliance issues based on a Truth in Lending (TIL). An ECS
Preview reportis displayed that, for purposes of the TILA tolerance test, compares
the Current APR (field ID 799) and Current Finance Charge (field ID 1206) to the
ECS's recalculated APR and finance charge.

Then, when the closing documents are printed or sent to their recipient, the
following fields are automatically updated with the values that were disclosed to
the borrower on the final Truth In Lending disclosure or on the RegZ-CD:

- Disclosed APR (field ID 3121) - Field is updated with the Current APR (field ID
799)

» Disclosed Finance Charge (field ID 3246) - Field is updated with the Current
Finance Charge (field ID 1206)

» Last CD Sent Date (field ID CD1.X47 on the RegZ CD) - Updated to the current
date (today's date)

» Last CD Received Date (field ID CD1.X51 on the RegZ CD) - Updated to the
current date (today's date)

» Last TIL Sent Date (field ID 3156 on the RegZ-TIL) - Updated to current date
(today’s date)

- Borrower Received Date (field ID 3247 on the RegZ-TIL) - Updated to current
date (today’s date)

NOTE: After printing or sending closing documents, you must click Save in order
for the updated values to display on the RegZ-TIL or RegZ-CD input form.

Apply Stacking Templates

When the Select Documents window displays, the closing documents are listed in
the order configured in the stacking template by your administrator. There are
three types of stacking order templates in Encompass. Each is configured in its
own setting and is applied from a different area of Encompass. Closing Doc
stacking templates are configured by your Encompass administrator in the Doc
Setup setting and are applied to the documents in the closing document package.
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« Documents highlighted in yellow are documents that are not included in the
stacking template, but are still intended to be sent in the closing document
package.

- e

« | [ upsate Tempiate

Select Documents

Stacking Template .Delnul Stacking Tempiafe - Closing - Defauk

Closing Documents (359) [ Add Additional Docs

Drag & drop documents to re-order the kst.

Document Title Document Type

Printer Settings Document Closing Docurment -
Data Erfry Proof Shest Closing Docurment

Data Erfry Proof Shest - Fees Claging Document
Instruction to EscrowiTile Closing Agent Closing Docurment

Loan Dishursement Instructions Closing Docurment

(] Fixediadustabie Rate Rider Closing Doctment
Settiement Statement (HUD-1) Closing Document L
HUD-1 Addencum Closing Document

Unitorm Residential Loan Application Closing Document

Mctice of Furrishing Negative information Closing Document

Motice of Right to Copy of Appraisal Closing Docurrent
VAA&WDIDccdoI Trust Cloging Daocurment
Remization of Amourt Financed Closing Docurment

[¥] Request for Taxpayer ID Mumber & Certification (IS /-9 Closing Docurment

s DOy L A Ty Sy VR _ Ry S Ry Py ¥ TR PR P T T R ——

[ Documants rot part of the stacking template

[ prevew |[ Pt v |[ send |[ AddtoeFoker |[ Cose |

NOTE: Access to the following options and features are controlled by your
administrator. If not accessible, contact your administrator.

« To use a different template, select an option from the Stacking Template
drop-down list.

» To move a document up or down in the list, click to select the document and then
use the up or down arrows to move the document.

» Or drag and drop a document to a new location in the list.

» To update the selected template for all loans going forward, click the Update
Template button, and then add, remove, or reorganize the documents as
needed. For detailed instructions for updating the Stacking Template, view the
Closing Doc Stacking Templates topic in the Encompass help.

Select Documents
After applying a stacking template, remove or add closing documents on the list
to select the specific documents that will be included in the closing package.

To Edit the List of Closing Documents:

1 Clear the Document Title check box to clear all of the document check boxes,
and then select the check box for each document you want to send.

2 Click Add Additional Docs to select additional forms to add to the package.

» On the Add Additional Docs window, select the Add Encompass Forms or
Add eFolder Files option.

» Select the borrower from the For Borrower drop-down list.

« Select the document to add, click Add, and then click OK to close the
confirmation message.

« The document is added to the bottom of the list.
3 Address any Data Overflow alerts (if applicable).

» Refer to “Data Overflow Alerts for Closing Documents” on page 85 for
information about these alerts.

Documents Modified or Removed Since Last Draw

When a closing document package has been ordered and is then redrawn, the list
of returned documents on the Select Documents window displays a Modified
since last draw icon £ next to each document that has changed since the initial
order. Users can view the list to identify changed documents to print or send
instead of printing or sending the entire package. Additionally, a Removed since
last draw icon @' displays next to documents that were included in the initial
draw, but are no longer required.

&9 Tax Record Information Sheet
@ Wiaiver of Ezcros
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Data Overflow Alerts for Closing Documents

When generating closing documents, the Encompass Docs Solution provides
Data Overflow alerts when data entered on an input form is too long to completely
fit in a field on an output form. The alert (orange flag) is displayed next to each
output form that is affected. Click the Data Overflow alert icon to view the affected
output forms.

NOTE: When working with closing documents, the alerts are triggered only for
Closing Documents. Standard Form and Custom Form document types are not
monitored for data overflows.

Select Documents (Closing Documents)

I. Select Documents EIL 1

Stacking Template ’ Default Stacking Template - Closing - Default - ] ’ Update Template ]

4r || Addaddiional Docs

Closing Documents [35)

Drag & drop documents to re-order the list.

Documert Title Document Type
Federal Truth-in-Lending Disclosure Statement
8, FHA, Fixed Rate Note
CA FHA Deed of Trust
Settlemert Statement (HUD-1)
HUD-1 &ddendum
Uniform Residential Loan Application

® Affidavit of Oocupancy
Amortization Schedule
CA Credit Score Dizclosure
First Payment Letter
Hazard Insurance Endorzement Letter
Matice of Furnizhing Megative Information
Motice of Right to Copy of Appraisal
Servicing Disclosure Statement
Signatureame & ffidawit
Tax Recaord Information Sheet

[] Documents not part of the stacking nempla‘het ¥ Data overflowing i

[ Preview |[ Prit~ |[ Send |[ AddtoeFoder |[ Close

Clozing Document
Closing Document
Clazing Document
Closing Document
Clazing Document
Closing Document
Closing Document
Closing Document
Closing Document
Clozing Document
Closing Document
Clozing Document
Closing Document
Clozing Document

Closing Document
Clozing Document

After clicking the Data Overflow alert icon, the PDF Form Selection window
displays. A list of the output forms where data overflow occurs is provided in the
left panel, along with the affected pages. Click a page number to view the affected
field and how the data will print on the output form. (The affected fields are
highlighted in yellow.) The data entered on the input form is provided in the
Original Text section near the bottom of the window.

PDF Form Selection (Fields where data overflow has occurred)
"PDF Form Selectio =)

Request for Taxpayer ID Number & Certification (IRS W-9) - Page 1

Affidavit of Occupancy 4 Previous Page Next Page b

Page 1
Request for Taxpayer ID Number
Page 1 W-9 LOAN #: 1203EM000001
Page B Fom W= i
(Rew Desember 2011) Request for Taxpayer gq"e '“""I‘]‘;""‘:t
Department of the Treasury| Identification Number and Certification |send to the IRS.
Name (as shown on your income tax refum)
o Hove
% |Eric Damon
i
§ [ Check appropriate box for federal tax classification:
§ E [ individualisole proprietor  [] € Comporation [ 5 Corporaion [ Partnership [ Trustiestate
3 O Sxemet
(2o = oo, e P
]
H % L] Qther 3
APddress (number, stret. and apt. or suite no.) Requester’s name and address (optional)
& (17048874234 West |Encompass Lender Company
] 123 Main Lender Address
Y Lender City, CA 94568
Gty siate, and ZIP code
San Jose, CA 95136
List account number{s) here (optional)
Pari 1| Taxpayer Number {TIN]
Enter your TIN in the appropriate box. The TIN provided must match the name grven on
the "Name” line to avoid backup withholding. For individuals, this is your social security
number (SSN). However, for a resident alien, sole proprietor, or disregarded entity, see n - E} - Eua
the Part | instructions on page 2 For other entities, it is your employer identification
rumber (EIN). If you do not have a number. see How to gef a TIN on page 3. [Employer identification number
- (U-T
number to enter. i

Original Text
v 12345671234 West i i ialidocious Avenue
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Step 6: Preview, Print, and Send Closing Docs

After you select the documents, preview, print, and send the closing docs from the
Select Documents window. You can also preview, print, and send the closing
documents at a later time by clicking the View button that displays in the following
locations:

» For 2010 loans, on the top-right of any of the any of the Closing forms (excluding
the HUD-1 and Closing Vendor Information forms).

» For 2015 loans, on the top-right of the RegZ-CD or Closing Conditions input

form.
Select Documents = @]
Stacking Template | Defaul Stacking Template - Closing - Defaul v] Update Tempiate |
Closing Documents {56) 4 7k || AddAddtional Docs
Drag & drop documents to re-order the st
Document Titk: Document Type
Dats Ertry Proof Sheet Clasing Dotument -
Dat Enfry Proof Sheet - Fees Clasing Docurment
instruction to EscrowiTlleiClosing Agent Clasing Document L
Loan Disbursement Instruactions Closing Document |
Federal Truh-in-Lerding Disclosure Stalement Cloging Document
[#] WY Fixed Rate Note Clozing Docurment

¥ [Z]NY Mertgage Clising Document
Second Home Rider Closing Docurment

¥ Settlemenit Statement (HUD-1) Clgsing Document
HUD-1 Adddencum Closing Docurment
Uniform Riesidential Loan Applcation Chazing Document
Affidavit of Occupancy Clozing Document
Amorization Schedule Clozing Document
Credit Score Dizclosure Cloging Document
First Paymerd Letter Clozing Document
F'rst Payment Letter - irvestor Clozing Document —

] Documents not pant of the stacking templte ¥ Data overfiowing
[ preview |[ prit. > |[  send |[ Addto eFolder Ciose |

To Preview:

To Print:

« Click Print, and then click Print Selected Documents to print the selected
documents.

« Click Print, and then click Print Checklist to print a Closing Documents
Checklist that lists each document in the package for your reference.

| Frint.. v || send

” Add to eFq

Print Selected Documents...

Print Checklist...

To Add Closing Docs to the eFolder:

» Click Add to eFolder to add electronic copies of the closing docs to the loan file
eFolder.

To Send:
1 Click Send to send selected documents using the Secure Form Transfer tool.

2 Select the Request read receipt check box on the lower-left to receive a
notification when the recipient opens the email.

From closer@majoriender.com -
Ta k@emai com Q
Subject  Electronic Loan Document Request -

Times Hew Roman

= |12

-BrUAES

The Kessler loan apglication is available to wiew on my website. It is a secure, password-protected
website that provides 24-hour access to the status and details of the application. You can also view,
sign, and return reguired documents

Click here to vigit the wabsite and access the message above. There you can take any action that is
required and view the latest updates to the loan.

Mew to eSigning? Click hete to watch a sidea that walks you through the eSigning process and
explaing how to use this website to view, sign, and return the requested loan decuments

If you experience problems opening the link. copy and paste the URL below into your Web browser.

« Click Preview to view the selected documents. You can also print the
documents from the Preview window by clicking the Print icon.

URL:
https:fwebcenter

7| Request read recaipt

m

Send

| | Cancel
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3 Edit the email message as needed.
« Manually edit the message.

« If your administrator has created templates with email messages for different
scenarios, select a template from the Subject drop-down list.

4 On the Send window, enter the email address for one or more recipients in the
To field

« Or click the Find icon (magnifying glass) to select recipients form the Files
Contact tool.

5 When finished, click Send.

Automatic Updates

When the closing documents are printed or sent to the recipient via the Order
Docs button, the following fields are automatically updated with the values that
were disclosed to the borrower on the final Truth In Lending disclosure:

- Disclosed APR (field ID 3121) - Updated with the Current APR (field ID 799)

- Disclosed Finance Charge (field ID 3246) - Updated with the Current Finance
Charge (field ID 1206)

» Last TIL Sent Date (field ID 3156) - For loans using the 2010 RESPA forms, this
field is updated to the current date (i.e., today's date)

- Borrower Received Date (field ID 3247) - For loans using the 2010 RESPA
forms, this field is updated to the current date (i.e., today's date)

» A Document Tracking entry is added to the Loan Log any time one of these
actions is performed.

« After saving the loan, the Disclosed APR (field ID 3121), Disclosed Finance
Charge (field ID 3246), Last TIL Sent Date (field ID 3156), and Borrower
Received Date (field ID 3247) fields are updated with the relevant information
from the final TIL.

NOTE: You can also open the Select Documents window from any of the 2010
Closing forms (excluding the 2010 HUD-1 and Closing Vendor Information forms)
or from the 2015 RegZ-CD and Closing Conditions forms, by clicking the View
button on the top-right of the form.

Loan Log Entry

An entry is added to the Loan Log each time you order closing documents. Click
a Closing Documents Ordered entry to view a list of the documents included in
the closing document package.

To View Loan Log Entry:
1 On the Loan tab, click the Log tab on the Loan Log.

2 Click the Closing Documents Ordered entry.

Encompass View Loan Forms Verifs Tools Services Help

Home | Pipeline | Loan | Trades | Contacls | Dashboard | Reports ‘
& Borrowers | Ross Willam Ryan - M0 croidor | ™ =) |
{2} 584 Merry street 2% Loan 2 1. LTv: Rate: 4.500% Est Closing Date:  #1/08/2015
San Francisco, CA 84125 Loan Amount: $432,250.00 DTL 26.316/25.316 7 Mot Locked 8 FS AdminUser -

[3 | Closing Documents Ordered

Alerts & Messages

File started 104115 P —
Qualification finished 101245 Date Ordered 10/212015 9:39 AM Ordered By admin
Senttoprocessing 104515
Documents (40)
[5] submittea 101115
Cond. Approvalfinished 101845 ity Type
Resubmittal finished ApMgHs | | Truh-inLending Disclosure Statement Closing Document -
[ approved 1012045 CA FHA. Fixed Rate Note Closing Document
[ Doc Preparation 10215 | | Mlistate FHA Condominium Rider Clasing Document
Closing Dacumerts Ordsred 102115 | | Multistate FH& Planned Uit Development Rider Closing Document
Uniform Residential Loan Application Clasing Documert
HLUDPY A, Aidendum to Uiform Residertial Loan Application Clasing Documert
AFFDAVIT OF OCCUPANCY Closing Documert
AMORTIZATION SCHEDULE Clasing Documert E
Ca Creat Score Disclasure Clasing Dacument
Compliance Agreement (CA) Clasing Documert
First Payment Lelter Closing Documert
Hazard Insurance Endorsement Letter Clozing Documert
| niial Escrow Account Disclosure Statement Clasing Document
| Matice of Furishing Negative Information Closing Document
+| Matice of Right ta Copy of Appraisal Clasing Documert -
Closing ReaZ | | Servicing Disclesure Statement Clasing Documert
Closing Verdor Informion SignatureMame & ffidavi Closing Documert
custom Finks Tax Record Information Sheet Closing Document
Creray Efficiert Mortgage Calculation UISA Patrict Act Information Farm Clasing Dacumert
FACT et Discinsurs Waiver of Escrow Closing Documert
FHis Mansgement G4 Assignment of Deed of Trust Closing Document
FHA Msximum Mortgagse and Cash Nestiee Worksheet ‘ (G Metice to Home Loen Applcant Clasing Documert
FL Broker Cortract Disdosire £ || | C& Addiicnal Per Diem Inferest Charge Disclosure Clasing Documert
FL Lontier Disclosurs Instruction to Escrow/Tile#Closing Agert Closing Documert i
FNMA Streamined 1003 Audited on 102112015 9:38 AM
Freddie Mac Addiionsl Dsta
MDA Information @ Data Audit Resuts (8) (©) Complance Review Resuts (5)
HUD 1003 &ddendum Type & Descrigtion
HUD-56001 Froperty Inpravement Recommended  Servicer Hame is Missing A
HUC-825005h Condtional Commitment Recommended Loss Payee Mame is missing ;|
HUD-82800LT FHa Loan Transmittel Fecommended  Flancode mismatch, field Prepayment Penally', Ioan value "' doss not math plan value N |
L=n Sihmission 7| | Recommended Plancode mismatch, fiekd 'Loan Type', loan value FarmersHome Administration’ does nat matc
S ha O i Show Recommended  Invester name is missing o

Press F1 for Help

« Each document included in the closing document package is listed. The
results of the data audit and the compliance audit are also displayed for your
review.

3 Click the View button to open the Select Documents window, where you can
preview, print and manage the documents in the package.

4 Select Data Audit Results to view the data audit results. The issues listed here
are the issues that were not addressed or resolved before the closing
documents package was sent.

5 Select Compliance Review Results to view the compliance audit results. The
issues listed here are the compliance issues that were not addressed or
resolved before the closing documents package was sent.
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