You have an alternative loan product and you
and APT have determined what product and
what lender.... What’s next:

When starting an APT loan

Step Number 1 — Initial Encompass Loan Setup:

e Before starting anything go to Easy Data Entry and complete the following:
o Product Code
o Investor Name
o Once you are done entering this information please save the file. You
will see that our rule base will setup the milestones to reflect the
brokered | orocess instead of a regul?r Aﬂgengy_ loan automatically.

the Intent to Proceed?
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Easy Data Entry State: [ 1003 Signature date: 7 Mitary Ste
eSigner Representatives Zp: 59711 LEIssued Date: " ) Type of St

e Navigate to the Top Left of the Borrower’s Summary Origination Form
within Encompass. If this field (2626) does not say broker, please reach out
to MIT right away.

Borrower Summary - Origination

Channel | k o

Current Status ]Achve Loan 'v|  Date i iz
Application Date 05/15/2026 | 4]
Submitted to Processing |, __‘_‘j

Borrower Information [ no co-applicant Order Fraud
Borrower @3 =% Co-Borrower @3 & Copy From Borrower

e Later you will get the investor loan number. Once you have started the file
with the lender. Please enter it at that time!



e Once the loan is stated as a Brokered loan, you will NOT be able to send out
disclosures or change the loan back to an agency loan product.

o Iflater you want to do an Agency loan for the same applicants, you
MUST start a whole new loan within Encompass. We suggest you use
the export and import option. DO NOT duplicate the loan.

o If after researching an APT loan and the applicants no longer qualify
and you need to DENY the loan, remember that all brokered loan
products must be denied under the “Prequal Denial” section on the
denial form within Encompass. Please also remember to finish the
application milestone for our Compliance team to receive that
automated email. Brokered loans are NOT HMDA reportable, hence
this policy.

Step Number 2 — Starting the APT Loan within Encompass once ready for Lender
Submission:

Now enter the following information for processing and commission purposes.

e Now it is time to complete the URLA- TAKE A FULL APPLICATION-
Make sure the info you are entering is correct This will save you or your
processor time later throughout the process by being able to export the full
application and import it to the lender’s website.

o Except for HELOC loans, and ITIN (see notes below for these two
types) you should be importing your credit report. You cannot
determine if you have a potential qualified borrower without a credit
report.

Loan Amount

Interest Rate

Loan Term

You can add more to the Easy Data Page that may help your processor later:

o Title company

o Homeowner’s insurance company

o Notes to the processor

Step Number 3 — Preparing each loan for processing / Lender Submission:

That is also a good time to send out a borrower’s authorization for Flanagan State
bank- the reason: the borrower will sign one with the lender that is being used, but




that form will not let us order verifications and credit supplements. We need to
have one with Flanagan State Bank in the file manager so the processor can
process.

Most of the lenders will need our 1003 and/or a 3.4 (see below if lenders require
specific information on the URLA- example, Lendsure requires subject address to
be listed as TBD for a purchase file -you can add address once you have created your 3.4 file-
see below), if the file is a DSCR, you won’t add income on page 2, bank statement or
P&L loans, add the income that has been determined by the chosen lender during
the prequalification stage) -

Steps for Creating the 3.4

Once your file is ready to create a 3.4 here are the steps-

Exit your file and go to your pipeline view.

Rt click on the loan

Scroll to GSE Services

Go to ULAD (DU MISMO 3.4) or the iLad (MISMO 3.4) this will be noted
on the specific lender instructions.

5. Download and save it to your desktop, this will be sent once ready

B

Helix —With REMN, they will pull a soft pull themselves, but it’s a good
idea to have your own. Forward Lending also requires just a soft pull; this
can be pulled by the LO or the Forward Lending.

ITIN-The lender will pull their own report — TRANSUNION only, but it’s
also a good idea to do a soft pull for Transunion yourself as well.



FNBA Processing Guild

Account Setup
Need Portal Access?

APT can assist with obtaining your FNBA login credentials.

Contact: Tracy Davis

e Email; tdavis@mtgbvyallison.com
e Phone: 765-413-8806

Account Executive

Jack Thompson

e Email: jack.thompson@fnba.com
 Phone: 517-679-6694

There isn’t a specific account manager for FNBA, it will change
from file to file. Jack will be the POC for anyone that needs
anything at all.

There will be an assistant and a processor that will participate in
the process, but not until RESPA has been triggered.



When starting a loan with FNBA review these videos-

How to sign in to TPO account- TPOC Training Videos on
Vimeo

Loan Summary and Loan Navigation Panel- TPOC Training
Videos on Vimeo

Submission Review/Loan Status- TPOC Training Videos on
Vimeo

Loan Submission- TPOC Training Videos on Vimeo

Note on Loan Applications

FNBA expects brokers to submit loan applications on the same day the
application (as defined by TRID) is received by the broker.

Documents submitted to FNBA that show an application was received by

the Broker prior to the date the file was submitted may result in rejection
of the loan submission and/or termination of the broker agreement.

Registering a loan- TPOC Training Videos on Vimeo




Once the Intent to Proceed has been received, you are able to
order the appraisal. You can reach out to the AE prior to
ordering. You may need to use an approved AMC prior to
ordering.

TIPES AND TRICKS- TPOC Training Videos on Vimeo

(Reassigning a loan officer or processor. Google chrome is
recommended, additional troubleshooting tips)

\ / ‘irst National Bank Closing Costs
OM

F )
of ;/‘/nze:,ual

Our loan processor will fax a closing fee sheet to you once all conditions have been received and approved.
We do not pay a yield-spread premium. Typical closing costs include:

FNBA Origination Fee: $1,350

FNBA Processing Fee: $505

FNBA Tax Service Fee: $75

FNBA Vacant Land Fee: 2% origination in lieu of prepayment fee

3rd Party Fees

Appraisal: Varies (FNBA to collect deposit of $500)
Survey: $400 per property (typically waived)
Title: Varies - check with title company

Flood Search: $23 per property

Credit Report: $75 per borrower

Property Tax & Insurance: Escrow required with 2 month cushion collected at closing
Broker Processing Fee:  3rd Party Processing Fees are not allowed

Mortgagee Clause

First National Bank of America-ISAOA
PO Box 980

East Lansing, Ml 48826

Title Insurance Info
FNBA does not require a survey and we do not need any lender endorsments. (Exception is ALTA 7, if
Manufactured Home) - Standard policy is all that is required.




Mortgagee:

First National Bank of America-ISAOA
PO Box 980
East Lansing, MI 48826

Once the loan has been funded:

Update loan amount, income assets etc. in encompass, to match
the final approval from the lender and then let APT know the file
has funded.

Email; apt@flanaganstatebank.com

Title will need to mail the broker check- the address they will
need to mail this to is:

Flanagan State Bank

Attention: Loan Servicing

P.O. Box 368 (needs to be listed for regular mail)
301 W. Falcon Hwy.

Flanagan, IL 61740



FOR DSCR LOANS- DO NOT PUT INCOME IN ON PAGE 2
IN ENCOMPASS, these loans do not use income to qualify.
Make sure when ordering an appraisal, you will need a rent
schedule.

FOR BANK STATEMENT OR PROFIT AND LOSS - use the
income that had already been determined before starting this
loan. (your LO should have done this part).

Please call, email or message me on teams if you need any
help with anything. How to complete a step, understanding
a condition, or a specific process.

We are considered the broker, and the APT investor is
considered the lender.
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12 Month Profit & Loss Program Instructions

There are two documents attached which need to be completed by the person reviewing the profit and
loss after reading and acknowledging this instruction form. The first attachment is a questionnaire
regarding the borrower’s business. The second attachment is a P&L template that needs be reviewed
and signed by a certified tax preparer or CPA. Make sure the most recent 12 months of income and
expenses are used in the analysis.

Those reviewing the profit and loss holding a license as a CPA, enrolled agent, or annual filing season
participant (AFSP) must provide their license number. If the person reviewing the profit and loss
statement only has a PTIN designation, documentation identifying their PTIN along with a minimum of
2 years’ of experience preparing taxes must be provided (i.e. PTIN renewal 2 or more years prior, letter
from tax preparation employment verifying 2+ years’ experience, or 2+ years’ business existence for
owners of tax preparation businesses).

The following definitions apply to the categories listed on the profit and loss template, as well as the
questionnaire.

e  “Cost of Goods Sold” means the cost to the business to acquire the raw materials used to
complete the work or provide the service requested, but does not include materials purchased
by the customer directly.

e  “Wages/Payroll” means any cost, including benefits, to persons other than the borrower
reported under a W2.

e “Contract Labor” means any cost, including benefits, to persons other than the borrower not
reported on a W2.

o “Rent” means the cost paid for any space used by the business to bring the good, or service, to
market.

e “Advertising” means all costs associated with promoting the business, including: phone book
listings, social media, billboards, radio, television, etc...

e “Equipment” means the cost of any equipment used by the business to bring the good, or
service, to market including rentals.

e “Repairs/Maintenance” means the cost of parts and labor involved in keeping equipment,
goods, or services in usable condition for the continuation of the business.

e “Insurance” means any bond, or insurance used to protect the business against risk in the
operation of the business.

e “Sales, General, Admin.” Means any cost the business has in general operation, including:
phones, utilities, licenses, office supplies, gas, internet, etc...

e “Other” is for any cost not specifically listed above incurred by the business in order to continue
to operate.

If any of the expenses defined above are not applicable to the borrower’s business, please provide a
detail explanation in the appropriate comment box in the questionnaire that follows.

ver.1.23.2026 page 1
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12 Month Profit & Loss Program Questionnaire

1.  Name of tax preparer's business:

2. Does the tax preparer own this business?

3.  How long has the tax preparer's business been in existence? yrs mths

4. How long has the tax preparer worked for their current company?

5.  How long has preparer filed the borrower’(s) self-employed taxes (in years):

6. How many years has the tax preparer had their PTIN?

7. What is the tax preparers designation or certification?
[CJcPA  [CEnrolled Agent  [[JAnnual Filing Season Participant (AFSP)  [_]PTIN

8.  What is the NAICS code for the borrower's business?
(Ensure that this code is as accurate as possible, https://www.naics.com/search/ )

9. How did you determine "Total Gross Income"?
[CBusiness Bank Statements [_]Personal Bank Statements [_]Other (explain in text below)

10. How did you verify the Business Expenses?
[C1Business Bank Statements [_1Personal Bank Statements [_]Other (explain in text below)

11. If Bank Statements were used, which account #'s?:

If Bank Statements were not used, then what was used to complete this form?

12. Are income and expenses consistent from month to month or seasonal?

Please provide a detailed description of the borrower's business, including how income is generated, along
with the type of expenses incurred. For explanations on SO expense items go to page 3:

By signing below the person reviewing the profit and loss statement acknowledges and understands
the definitions listed on the instruction page, and has accurately represented them to the borrower’s
business on these forms.

Signature of person reviewing this form

Print Name of person reviewing form Date of Review (mm/dd/yyyy)

ver.1.23.2026 page 2
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Borrower Name

Name of Borrower's Business

Reviewer Name:

Years in Operation

Ownership %(i.e.100=100%) %

(Please ensure you are reporting most recent 12 month time frame)

Reviewer Address:

Period Beg (mm/dd/yyyy)

Period Ending (mm/dd/yyyy)

Income

Reviewer Phone:

Total Gross Income |

Expenses (if SO or none, need to explain why below)

Reviewer Statement

COGS / Cost of Services

Wages/Payroll

Contract Labor

Rent

Advertising

Equipment

Repairs/Maintenance

Insurance

Sales, General, Admin.

Other

Total Expenses

$0.00

Net Income (loss)

$0.00

Qualifying Income (loss)

$0.00

For the purpose of mortgage application
qualification only, | determined this profit
and loss statement to reasonably reflect the
income and expenses of the business
described. | certify that | am independent
from the borrower, mortgage broker, bank,
and title company. | have no financial, or
other interest in the business described other
than assisting to complete tax, or financial
records. | am not receiving any
compensation contingent on the closing of
any loan related to the borrower.

Signed

Date

PTIN #

listed.

Please refer to the profit and loss instruction page for details on what expenses should be included in each category

Explanation for why an expense is not applicable to the borrower’s business:

Cost of goods sold/Cost of Services:

Wages/Payroll:

Contract labor:

Rent:

Advertising:

Equipment:

Repairs/Maintenance:

Insurance:

Sales, General, Admin:

Other:

Save As Print

ver.1.23.2026
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Bank Statement Income Questionnaire

To accurately assess your income using bank statements, you must complete the following
questionnaire to the best of your knowledge.

Name: Business Name:

1. Percentage of ownership in the business:

2. Business Organizational Type (check one below)

O DBA O Partnership O LLC O Corporation

3. Please describe the nature of your business, and how you generate income (please be specific):

4. Number of employees/contractors you pay:

5. Gross Annual Revenue:

6. Deposit methods of income (check all that apply)
I:l Paypal / Zelle / Venmo

7. Do you incur these expenses for your business? If you mark "No", please explain why it does not
apply. Yes

a. Advertising

b. Space (Rent/Lease)

c. Payroll (wages paid other than to applicant)

d. Insurance

e. Cost of Goods Sold

I
I [

f. General (Travel / Sales / Admin)

Sighature Date

V2.3 030424 Print Reset Form

For Wholesale use only. Not for distribution to the general public qual Housing
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Borrower Income Questionnaire

1. Describe your business, including the types of services/goods provided, where the
service/good is provided, and how you are paid:

2. What types of expenses do you have (what are the larger categories)?

3. Do your customers or clients typically pay for certain significant expenses directly (e.g.
materials, supplies, or equipment), or do you pay for them and the customer or client
reimburses you?

4. Does your business operate from your home, provide on-site services, operate from a
location, or other?

I, the undersigned person attest that the information contained in this form is true to the best of my
knowledge, and | acknowledge and understand that misrepresentation of information in connection
with a mortgage application is a federal crime punishable by monetary fines, and/or imprisonment.

Signature of borrower Date
Save As Print Reset Form

BorrowerlincomeQuestionnaire 12/2023
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Expense Ratio Program Instructions

The person preparing the expense ratio must complete the attached questionnaire after reading and
acknowledging this instruction form. The person preparing the expense ratio must include all relevant
expenses for the listed borrower’s business covering a period of 12 consecutive months, beginning no
earlier than January 1° of the previous calendar year. Relevant expenses should include the following
non-exhaustive list:

e Cost of goods sold for the acquisition of materials used to complete the work or provide the
service requested paid for by the borrower, and not paid for separately by the customer (for
example: paint, bricks, lumber, concrete, stone, hardware, cleaning supplies, shingles, etc...)

e Wages/Payroll for any cost, including benefits, to persons reported under a W2 that are not the
borrower.

e Contract Labor for any cost, including benefits, to persons other than the borrower not reported
onaW2.

e Rent for the cost paid for any space used by the business.

e Advertising costs for anything associated with promoting the business, such as phone book
listings, social media, billboards, radio, television, etc...

e Equipment expense for the cost of any equipment used by the business including rentals.

e Repairs/Maintenance for the cost of parts and labor involved in keeping equipment, goods, or
services in usable condition for the continuation of the business.

e Insurance for any bond, or insurance used to protect the business against risk in the operation
of the business.

e Any other sales, general, or administration cost of the business for general operation, such as
phones, utilities, licenses, office supplies, gas, internet, etc...

o Debt expense for any loans taken by the business in order to continue to operate.

e Any other expense not listed paid by the business in order to continue to operate.

If any of the expenses defined above are not applicable to the borrower’s business, please provide a
detail explanation in the appropriate comment box in the questionnaire that follows. All fields in the
attached questionnaire must be completed.

Any preparer registered to file taxes as a PTIN without another certification (Certified Public Accountant,
Annual Filing Season Participant, or Enrolled Agent) must provide verification of at least 2 years tax
preparation experience, or a minimum of 50 tax returns filed. Years of experience may be proven by
existence of the PTIN’s self-employed tax preparation business, or evidence from the PTIN’s employer.

ExpenseRatioQuestionnaire 11/13/2023
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Expense Ratio Program Questionnaire

Preparer Information

Preparer’s name:

Preparer's business: Years in operation:

Preparer’s business address:

Is the preparer self-employed?

How long has the preparer worked for their current company?

PTIN (if applicable): Years registered:

N oo v ke w N

What is the preparer’s designation or certification?
[Jcpra [CJEnrolled Agent [CJAnnual Filing Season Participant (AFSP) [JPTIN

Borrower Information

8. NAICS code of borrower’s business: (https://www.naics.com/search/)
9. Borrower’s business type (select one below):

O DBA O Partnership O LLC O Corporation
10. Borrower’s percentage of business ownership: %

11. Method of business deposits (check all that apply)
|:| Paypal / Zelle / Venmo

I:l Check

I:l Credit Card
I:l Cash

I:l Wire

12. Time period review start and end date: to

Please provide a description of the business, including how income is generated, the cost of
goods/services sold, marketing, and labor (employees/other):

ExpenseRatioQuestionnaire 11/13/2023
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Explanation for any expense that is not applicable to the borrower’s business
e Cost of goods sold:
e Wages/Payroll:
e Other labor:
e Rent:
e Advertising:
e Equipment:
e Maintenance:
e Insurance:
e Debt service:

EXPENSE RATIO:

1, the undersigned person preparing this expense ratio acknowledge and understand the instruction
page, and have completely and accurately represented such instructions in determining the expense
ratio of the borrower’s business. In addition, | acknowledge that no compensation has been received
in relation to the application for credit, independence from the borrower, and misrepresentation of
information in connection with a mortgage application is a federal crime punishable by monetary
fines, and/or imprisonment.

Signature of preparer Date

Save As Print Reset Form
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