LEAP

Lender Electronic Assessment Portal

Lender Electronic
Assessment
Portal

LEAP User Manual

U.S. Department of Housing and Urban Development

June 2020




Contents

Lender Electronic ASSESSMENT POIal.........ccccooiiiiiiiieiieeee e 1
IO 101 oo [0 Tox 1 oo RS SPSSRSP 5
I [ ) o [ Tox (T o SO RUPRPROPR 6
1.1 SYStEMREQUITEMENTS ....uiiiiiieiieiiet ettt bbbttt b bbbt n e 6
2. HOW 10 ACCESS LEAP ..ottt e bt e e b e s bt e e et b e e e e e e anes 7
2. HOWTO ACCESS LEAP ... ettt ettt b e et e e nteas 8
2.1 IPAUSEIREGISITAION. .......euvieiteiieieeieeeet ettt sttt et bbbttt 9
2.2 Authorization ROIE DEfINIIONS.........cciiiiiicece e 9
3. Help/Frequently Asked QUESEIONS (FAQS) ....oiviiiieiiiieiie sttt sra e 11
3. Help/Frequently Asked QUESEIONS (FAQS).......uiiiiiiriiieiieiie sttt 5
TS R €1 0 =T - | oL SRS 5
O o [0 Lol To PSP P PP 10
A, HOME PAGE ...t 11
4.2 INSHEULION SUMMAIY.. ..ottt et te e et e e beeaesneenreeneanes 12
T 151 11 (0[] o SRS TUSPSSN 14
ST 1451 (] (01 o RSP OROTRRPR 15
5.1  Addresses and Contact INfOrmation ..............ccceiiiiiiii i 16
5.2 COrporate PEISOMNNEL. .......cviiieie ettt ettt be e sre e be e saeeneennes 24
5.3 DO0ING BUSINESS ASNEIMIES.......ueiiiiiiiiiieiteite sttt bbbttt bbb 26
I A N & 11 1T Lo U PRTOSORRN 29
55  Areas APProved FOrBUSINESS ........ccuciieieiieieeie et sre e se e re e sre e reesreenaennes 35
5.6  Notice of Material EVENL..........c..ooiiiiiiiii et 38
B. BIANCRES. ....cciiiee e ettt e e et et e nraeteenrenres 42
T =T = o TSSO PRSTOSORS 41
6.1 AAD NEWBIANCH ..ot be e e e be e aaeere e 41
6.2  Branch List and Details ............coiuiiiiiiiiiciic sttt 50
6.3 BranChPrOfile.......c.oooiii 50
6.4  Branch Addresses and Contact INFOrmation............ccccevvvieiiienesie s 52
6.5 BranCh PErSONNEL .........couiiiiiii e e e eere e 53
6.6 DOING BUSINESS AS INAIMES.....c.uvieiie ittt ettt e b e e e e be e sreeabeesseeeree e 57
6.7  Terminating @BranCh ...........cooiiiii s 59
6.8  Areas ApPProved FOrBUSINESS .......ccciiiiieiieiiie e see e e e e e be e easbeearaeenee e 60




7. RECEITITICALION .o 62

7. RECEITITICAIION ...ttt bbbttt b et et b e e e e e 63
7 R - o (=] G- To 4 =T o (PSSRSO 65
7.2 RECEITITICALION PIOCESSES .....veeitieieeiieesteeie ettt sttt sttt e st et eneesbeebeeneenreas 66
7.3 Resolving Deficiencies INFINANCIAIS ............ccveriiieiieie e 91
7.4  If FHA Rejects the Recertification Package ...........cccveiviieiieii i 94
7.5  Recertification EXtENSIONREQUEST .........cooiiiiiiiieieeee e 94
ST 1151 (0] Y28 Tod 1= SRS TSSPSS 96
ST o 1151 0] YT =TT 0 LSS PSSR 96
8.1 PaAYMENTHISIONY ..ot b bbbt 96
8.2  Resubmitting Rejected PaYMENTS.........ccviieiieiiiiese et 97
8.3 CorrespONUENCE HISIONY .....c.ooiieie ettt re e beeneennes 99
8.4 ReCertifiCatioN HISTOMY ........coiiiiiiiiie e 99
SR (T [T £ PR 100
S (T (1= £ ST UPRUPRUPRI 101
9.1  Submitting @ REQUEST TOFHA ..o e 101
9.2  Responding with Additional INfOrmation..............c.ccceiveii i, 103
10.  Cash FIOW ACCOUNT SEIUP .....ociiiiieie ettt re et ste e ae s e sreeneenes 104
10. Cash FIOW ACCOUNT SEEUD ......eiuieiieiieieite ittt bbbt 105
10.1 Adding a Cash FIOWACCOUNT.........cc.oiiiiiiiiiieieie e 106
10.2  Editing a Cash FIOW ACCOUNL .......cc.oiieiicic ettt 112
10.3 Deleting @ Cash FIOWACCOUNT ..........coiiiiiiiiieieie e 116
11, Merger, ACQUISITION, OF PUICNESE. ........ciieiiiieiiee et ee e enes 119
11. Merger, ACQUISITION, OF PUFCNESE .........ccviiieiiccieccie e 120
11,1 TranSTerring BranCRES. .. .....cooiiiiieii et 123
12, EFT ACCOUNT SELUD . .eoviiiieieesieeie ettt n e 126
12, EFT ACCOUNT SELUP ...uvvieiitiee ittt ettt ettt sttt e st e e st e e st e e e s e e e snbeeesn e e e seeeanes 105
12.1  AddiNg an EFT ACCOUNT .....oiiiiiiiieiee ettt bbbt 106
12,2 Editing an EFT ACCOUNT .....c.oiiiiiiieieeie sttt 111
12.3  Deleting an EFT ACCOUNT.........coiiiiie ettt e e beeanne s 111
13.  Voluntary Withdrawal from the FHA Program ..........cccoceiiiiiiiiniieee e, 113
13. Voluntary Withdrawal from the FHA Program ..o 127

Page 3



Document History

Version No.

Revision Description

V1.0
V11

V1.2

V1.3

V14

V1.5

05/19/2014
10/2/2015

02/5/2016

03/22/2017

04/05/2018

4/16/2019

Initial version

Updated Sections 5.4, 5.6, 8.1, 9, 10.3; Added
Section 8.2; Added references to resubmitting
payments in paymentsections.

Updated Sections 2, 5.4.1, 5.4.3; Added Section
2.1.

Updated Sections 5.4.2

Updated Sections 7 for recertification packages.

Updated sections for Releases 4.1, 4.2, 4.3, and
4.4

Page 4



1. Introduction




1.Introduction

The Lender Electronic Assessment Portal (LEAP) is a one-stop shop for all Federal Housing
Administration (FHA) Lender Approval and Recertification activities. This includes:

e Managing lender Institution and Branch profileinformation
e Maintaining other lender data such as Cash Flow Accounts
e Submitting requests and receivingnotifications
e Completing the annual Recertification process.

LEAP replaces the Lender Assessment Sub-System (LASS) for lender and Independent Public
Accountant (IPA) submission of financial information, as well as the Lender Approval and Cash
Flow Account Setup sections of FHA Connection.

1.1 System Requirements

LEAP requires one of the following Internet browsers/versions (or higher):
e Firefox 27
e Chrome 34
e Internet Explorer 8

The browser must have cookies enabled.

The user must currently have FHA Connection credentials and the appropriate permissions for

LEAP. All LEAP Users should have, at a minimum, Institution View Only access. Permissions
are controlled by each Institution’s FHA Connection Application Coordinators. Please contact

an Application Coordinator to validate that permissions are provisioned correctly.
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2. How to Access LEAP




2.How to Access LEAP

Lender users with M-1Ds and IPA users with I-1Ds can access LEAP through FHA Connection
by navigating to the LEAP link in the Lender Functions menu.

Sign on to FHA Connection, select Lender Functions from the Main Menu page, and then select
Lender Electronic Assessment Portal (Figure 1).

{#) FHA Connection
I

Home ' Main Menu ' ID Maintenance ' E-mailUs ' ContactUs ' Sign Off

Welcome

The FHA Connection provides FHA-approved Getting Started I

lenders and business partners with direct,
secure, online access to computer systems of 2 s
the U.S. Department of Housing and Urban About This Site

Development (HUD). Registering a New User

Warfni,:lg! f;;/sus: of Federal Infform’aﬂon at thvsd Web Hours of Operation Click “Sign On” tO enter yOllr
site falls under the provisions of Title 18, Unitex R

States Code, section 1030. This law specifies penalties Contact Us user I D an d pa.SSWO rd to Slg n
on to the FHA Connection

for exceeding authorized access, alteration, damage
or destruction of information residing on Federal
Computers.

References

Forgot Your Password?
Forgot Your User ID?

) FHA Connection

Home Main Menu ID Maintenance E-mail Us Contact Us Sign Off

Select R U . SO T . 50
> Single Family FHA  Etbddvmvmahuch ettty iy

Lender , Multifamily/ Provides access to MDDR, PASS, and the Web-based eLOCCS

..Healthcare FHA HSGiis

Fu nCtionS PPN rovices access to lander-related functions. one

MORE

®) FHA Connection

Home ' Main Menu ID Maintenance E-mail Us Contact Us Sign Off

Lender Functions

[iancerrimctios—— \\NNNN\\\{

Application Coordinators CI .
ick link to
| Lender Electronic Assessment Portal
Lender Insurance Acknowledgment access I—EAP

Lender Insurance Contact

Lender Insurance History

TOTAL Scorecard Acknowledgment
Conditional Authority Request

Figure 1: Accessing the Lender Electronic Assessment Portal (LEAP)

Users should not access LEAP through browser bookmarks or the browser “Back” or “Forward”
buttons, as this may cause unexpected behavior.
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2.1 [IPA UserRegistration

Unlike a lender, IPA’s do not access FHA Connection to register for a User ID. All auditors must
access Secure Systems to begin the setup process for LEAP by registering as an Independent User.
The following is the setup process for an IPA user:

1) Receive Independent User I-ID by registering in Secure Systems:
(http://www.hud.gov/offices/reac/online/online registration.cfm)

2) Lender’s FHA Connection Application Coordinator assigns the auditor I-1D the role of
IPA.

3) IPA applies for an Ull number. Only one Ull number is generated per auditing firm so if
the auditor already has a UlI there is no need to apply for another.

4) The IPA Ull number is provided to the lender and entered during the Recertification
process.

For further information refer to “IPA Registration and Assignment Instructions” located on the
LEAP Information page:
(http://portal.hud.gov/hudportal/HUD?src=/program_offices/housing/sfh/lender/SFH_Lenders LE

AP).

2.2 Authorization Role Definitions

Each Institution’s FHA Connection Application Coordinator may assign one or more of the
following LEAP roles to each user. When the user is granted multiple roles, the highest
authorization level for each role applies. Due to the consolidation of Title I and Title Il IDs for
institutions with both authorities, LEAP roles are not specific to Title | or Title 1l authorities.
Lender must insert FHA Lender ID into both the Title | and Title 1l boxes to access LEAP.

Institution View Only — Users must have this box checked in the FHA Connection to access
LEAP. Users with “Institution View Only” authority will have “read-only” access to all
Institution and Branch screens, Request screens, Notice of Material Event screens, and
History screens.

Institution Data Entry — User can update Institution profile information including addresses
and Principal-Agent affiliations. Read-write access to all Institution screens and the ability to
submit requests, with the exception of voluntary withdrawal. Read-only access to Notice of
Material Event screens and History screens.

Branch Data Entry — User can add Branches and update Branch profile information including
personnel and addresses. Read-write access to all Branch screens, which include Areas
Approved for Business. Read-only access to all Institution screens, Request screens, Notice
of Material Event screens, and History screens.

Notice of Material Events — User can submit Notices of Material Events and
Merger/Acquisition requests. Read-write access to all Notice of Material Event screens.
Read-only access to all Institution and Branch screens, Request screens, and History

Page 5


http://www.hud.gov/offices/reac/online/online_registration.cfm

screens. Users must have access to Change Requests to submit merger requests.

Recertification Data Entry — User can enter financial and audit related data (if applicable) for
Recertification. Read-write access to Recertification screens for Lender Data Verification,
Audit Related Questions, and Financial Data Entry. Read-only access to Recertification
screens for Certification, Payment and Extension Request. Read-only access to all Institution
screens, Request screens, Notice of Material Event screens, and History screens.

Recertification Payment — User can submit payment information for the Recertification fee.
Read-write access to the Recertification screens for Payment and Extension Request. Read-
only access to Recertification screens for Lender Data Verification, Certification, Audit
Related Questions, and Financial Data Entry. Read-only access to all Institution screens,
Request screens, Notice of Material Event screens, and History screens.

Certifying Official — User can complete the Certification step for Recertification. Read-write
access to the Certification screen and the ability to submit a voluntary withdrawal. Read-only
access to Recertification screens for Lender Data Verification, Audit Related Questions,
Payment, and Financial Data Entry. Read-only access to all Institution screens, Request
screens, Notice of Material Event screens, History screens, and Cash Flow Account Setup
screens. An Institution can have a maximum of three individuals with the Certifying Official
role, all of whom must be listed as Corporate Officers.

Cash Flow Account Setup — User can add, edit, and delete cash flow and Electronic Fund
Transfer (EFT) accounts. Read-write access to all Cash Flow Account Setup and EFT
Account Setup screens. Read-only access to all Institution screens, Request screens, Notice
of Material Event screens, and History screens.

Independent Public Accountant — User can view, verify and attest to the Institution’s
Recertification submission. Read-write access to all IPA screens. Read-only access to the
Institution’s Audit Related Questions and Financial Data Entry screens. IPA users must have
an I-1D registered through HUD Secure Systems and may have the IPA role assigned for
multiple Institutions.
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3. Help/Frequently Asked Questions (FAQS)

Information is posted and updated regularly at www.hud.gov/lenders. Look for the LEAP
Information link in the Approvals and Renewals section of the site.

Lenders and IPAs should direct any questions to the FHA Resource Center:
e 1-800-CALL-FHA
e TTY:1-800-877-8339
e answers@hud.gov

3.1 General Tips

This section outlines some general usability tips for interacting with the LEAP system. It also
describes what a user can expect the first time they log into LEAP.

Additionally, the icons below are used throughout this document to indicate tips, warnings
and/or important notes:

@ Suggested tip for a specific screen or process

A Warning or important note for a specific screen orprocess
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3.1.1 Administrative Contact Pop-Up

If the Institution does not already have an Administrative Contact identified the first time an
Institution user logs into LEAP, the system will prompt the user to enter required information.

The Administrative Contact is the point of contact associated with the Institution’s
Administrative Address. The e-mail addresses associated with the Administrative Contact will
receive all correspondence from LEAP.

Enter all required information and click “Save.” The user will not be able to proceed until this
step has been completed. Once the Administrative Contact information has been saved, the
Administrative Contact pop-up will not reappear for any future log-in.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP 1

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
I Update Administrative Contact Information

Your Institution profile does not contain the required Administrative Contact information.

-

-
X@ Please complete the missing required fields below and click 'Save' to make the updates.

* First Name: ||
Middle Initial:
* Last Name:
* Email Address:
Secondary Email Address:
* Phone Number:

* Fax Number:

AT e O T 2 DE HEThT
Title 2 DE Forward
LI Forward

Initial Administrative Contact Information pop-up

@ For information on how to maintain and update the Institution Administrative Contact once
it has been added, see section 5.1.5 — Maintaining Administrative Contact Information.
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3.1.2 Attaching Documents

There are several screens that will either require or provide the option to submit supporting
documentation via attachments.

When this option is available, the panel below will be displayed.

Attachments

Maximum file size per file Is SMB.
Piease note, large attachments may take i excess of 30 seconds to load.

Choose File | No file choser x

Attachments Panel

A Small visual differences exist among different browsers when attaching documents.

Upload the relevant attachment(s). To add more than one attachment, click the ‘:55 . To delete an
attachment, click the X

AAttachments cannot be larger than 5SMB per file.
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3.1.3 Sorting On-Screen Information

It is possible to change the order of any column in LEAP by selecting and moving the column. In
this example, the user wishes to move the “Status Date” column.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP (]

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institution v Branches v Recertification v History v Requests v Cash Flow Account Setup

12489-Sample Institution 2

Request History

__# |Request Open Date |Request Type [Request Subtype [Status Pate S\ 4] status 4\ |Requestor Comments
Request Additional
Information

1 05/07/2014 11:53:08 Lender Org Change New Corporate Officer 05/07/2014 Please add New Officer.

With the “Status Date” column selected, hold down and drag to the desired location.

LEAP

Lender Electronic Assessment Portal U.S. Depi

Log

Home Institution Branches-.- Recertification . History+ Requests-.. Cash Flow Account Setup

12489-Sample Institution 2

Request History *

¥ |Reque5t Open Date \Request Type | (%?atus “nAlest Subtype |Statu5

Date iti
1 05/07/2014 11:53:08 Lender Org Change = Corporate Officer Request Addltlonal
Information

05/07/2014

The “Status Date” column will then appear in the new location.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP -

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution v Branches v Recertification v History v Requests v Cash Flow Account Setup

12489-Samp|‘1nstitution 2
Request History

# g;i?s =Y %Request Open Date Request Type {Request Subtype | Status Requestor Comments
1 05/07/2014 05/07/2014 11:53:08 Lender Org Change New Corporate Officer Request Additional Please add New Officer.

Information
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LEAP enables the user to sort individual columns by hovering over the column header and
selecting the up or down arrows that appear.

Home | Contact Uy | el |
Logged & »5: LENDER 1DMTOOG44 3

LEAP 'l

Lender Electronic Assessment Portal U 8. Department of Housing and Urban Deve

Home Institution . Branches . Recertification ~ History v Requests . Cash Flow Account Setup

12489-Sample Instityffion 2
Request History

# Request Open Datas'™ Request Type Request Subtype Status Date Requestor Comments

1 05/07/2014 11:53:08 e p Change New Corporate Office 0S5/07/2014

3.1.4 On-Screenlinks

The following table describes the Home, Contact Us, Help, and Logout links that LEAP presents
in the upper-right portion of the user’s screen. These links can be clicked at any time and will
perform the action listed in the description column. “Logged in As” is not a link, but shows the
user the Institution ID and Credential (M-ID, I-1D) that is currently logged into the system.

Link Name

Home The “Home” link will navigate the user back to the
Institution Summary screen

Contact Us The “Contact Us” link will navigate the user to the
FHA Resource Center page.

Help The “Help” link will launch the LEAP User Manual.

Logout The “Logout” link will log the user out of LEAP and

take the user to the FHA Connection screen. In order to
access LEAP again the user will need to log back in
through the FHA Connection.

Logged in As “Logged in As” shows the user the Institution ID and
the user credential for who the user is logged in as.
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4.Home Page

4.1 LEAP Menu Bar

The LEAP Menu Bar is displayed across the blue ribbon at the top of the screen. It provides
access to various categories and Subcategories of functionality in the system.

LEAP

Lender Electronic Assessment Portal

Home Institution . Branches v Recertification v History v

Home | Contact Us | Hels | Logout |
Logged in ati LINDIR IDMTOOCA4 (NTOE44)

U S Depactment of Housing and Urban Development

Requests «  Cash Flow Account Setup

LEAP Menu Bar

The table below represents all menu options in LEAP. When using the application, the user can
click a Menu Category on the Menu Bar to expand the associated Subcategories.

Menu Categories Subcategories

Home

Institution

Branches

Recertification

History

Requests

Cash Flow Account Setup

Addresses

Corporate Personnel

Doing Business As
Affiliations

Areas Approved for Business
Notice of Material Event
Add New Branch

Branch List and Details
Areas Approved for Business
Submit Recertification
Recert Extension Request
Payment History
Correspondence History
Recertification History
Create New Request

View/Edit Submitted Requests
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4.2 Institution Summary

The Institution Summary screen provides a quick reference for basic information about the
Institution which includes Institution identification numbers, key dates, and program
authorizations. This summary data is presented in four distinct panels below the menu bar.

Homae | Contact Us | Help | Logout
Logged in axi LENDER TOMTO0644 (MT0644)

LEAP

Lender Electronic Assessment Portal U 8. Department of Housing and Urban Development

Home Institutionw Branches v Recertification v History v Requests v Cash Flow Account Setup

12489-Sample Institution 2

gI! Notices i.% Pending & Upcoming Activities O: Outstanding Requests

o Your Recertification is past due

Institution Summary screen

Across the bottom portion of the Institution Summary, the user is presented with three additional
panels:

e Notices — See section 4.2.1 - Notices

e Pending & Upcoming Activities — See section 4.2.2 — Pending & Upcoming Activities

e OQutstanding Requests — See section 4.2.3 Outstanding Requests

Information located in these panels is updated in real time based on key dates and actions
performed in LEAP. In this example, within the “Pending & Upcoming Activities” section, the
user is being notified that the Institution’s Recertification is past due.
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42.1 Notices

Notices provide the user with information regarding actions affecting the Institution. Notices do
not require any further action by the Institution; they are simply a method for communicating
status. All notices are deleted 30 days after they are created.

4.2.2 Pending & Upcoming Activities

Pending & Upcoming Activities display reminder messages when an action must be performed.
For example, Pending & Upcoming Activities can include submitting an Institution’s
Recertification package or responding to a proposed Credit Watch Termination. Pending &
Upcoming Activities will be deleted only after the required action has been completed.

4.2.3 Outstanding Requests

Outstanding Requests display a Request or Notice of Material Event that has been submitted by
an Institution and is under review by FHA. Outstanding Requests will continue to be displayed
until FHA Approves, Disapproves, or Requests Additional Information on the request. If FHA
Requests Additional Information, an e-mail will be sent to the Institution’s Administrative
Contact and a Notice will be updated on the Institution Home Page. Outstanding Requests will
be deleted once an Approve or Disapprove decision is made by FHA. If the Institution does not
reply to a request for additional information in a timely manner, the package will be moved to a
status of “Incomplete Submission”. When this status is selected, an automated email will be
sent to the Institution’s Administrative Contact to notify the Institution of the rejection.
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5. Institution

LEAP enables a user to manage the data associated with the Institution’s profile. To view or edit
Institution-level information, click “Institution” from the Menu Bar and select from the available
options, which include: Profile Details, Addresses, Corporate Personnel, Doing Business As
Names, Affiliations, Areas Approved for Business, and Notice of Material Event.

Seome | Comtact Us | elp | Logout
Logoed = su] LEMNOER IDMTOOGA4 (MTOG4A4)

i 514 g

Lender Electronic Assessment Portal U S Deparisent of Housing and Urban Developmens
(N1 Branches Recertification «  1lstory Reguests ~  Cash How Account Setup

Profie Oetats
12489-% Addresses
POTME Personng
JOINg BuNness As Names
AlfRatons

Aroas Approved For Busemess

Nouce of Material Event

Institution Summary
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5.1 Addresses and Contact Information

There are eight possible addresses associated with the Institution; Administrative, CHUMS,
Endorsement, Payee, Mailing, Premium, Servicing, and Geographic. Lenders must be
authorized for servicing to update the servicing address.

The Administrative Address must have a designated point of contact (Administrative
Contact). Point of contact information is optional for other addresses.

All addresses are validated with United States Postal Service (USPS).

5.1.1 Expanding Column Views

Users may have difficulty viewing the entirety of a field within the panel. The user may also
like to copy the data. In order to view the details of each column and select the text for copy, the
user may select the triple right arrow, followed by the “View” button, to open a pop-up.

Institution Profile

¥ Expand all | b= Collapse all
»| Profile Details
~| Address And Contact Information
e f Edit
Wiew | i A -
Address Type Street Address City County State | Zip Code POC Firs
Geographic 3335 SVALVISTADR STE  op pept MARICOPA  &Z  B5297-7340
Mailing 3335 SVALVISTA DR STE  op ppny A7  B5207-7330
Premniurm 33‘0‘5 5 VALVISTA DR STE  op pepT AZ  85297-7330
Endorsernent Mews ATTEMTION 3345 = Wal Vista Dr Ste 300 Gilbert AZ 85297-7340
Payee 3335 SVALVIETADR §TE oppppy AZ  BE5207-7330
CHUMS 33‘0‘5 5 VALVISTA DR STE  op pepT AZ  85297-7330
Adrninistrative 3345 = Wal Vista Dr Ste 300 Gilbert AZ 85297-7340  Christing

4

Institution Profile - View Button
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Within the pop-up, the user may view the entire length of each field. The user may also select
and copy and values.

Yiew Address

Address

Address Type: | Adrninistrative ¥
Attention:
Street Address:
City:
State: |.ﬁ.ri2|:|na T
* Zip Code: 85297 7340

Point Of Contact

First Mame: Christina
Middle Initial:
Last Marme:
Phone Murmber:
Fax Murnber:
Ermail Address: leapautobulkemails@amail, com
Secondary Email:  leapautobulkernails@agrnail com

Institution Profile — View Pop-up

5.1.2 Adding an Address

To add an address, click the Institution drop-down list on the Menu Bar and select
“Addresses.” The Address and Contact Information panel will expand, and display all
addresses currently on record for the Institution.

Click the “Add” button and enter the required fields.

A The Add button will only be active if there is a missing Address Type. If the Add button is
inactive, use the edit button as described in section 5.1.3- Editing an Existing Address.
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~| Address And Contact Information

‘ o S Edit P view

Address Type ‘Attention Street Address City County ‘State Zip Code ‘POC Firsi
Geographic gggs 5 VAL VISTA DR STE GILBERT MARICOPA AZ 85297-7330
Mailing gggs 5 VAL VISTA DR STE GILBERT AZ 85297-7330
Premium 3505 SVALVISTADRSTE - gripert AZ  85297-7330
Endorsement MNew ATTENTION 3345 S Val Vista Dr Ste 300 Gilbert AZ 85297-7340
Payee gggs = VAL VISTA DR STE GILBERT AZ 85297-7330
CHUMS 3905 SVALVISTADRSTE g perT AZ  85297-7330
Administrative 3345 S Val Vista Dr Ste 300 Gilbert AZ 85297-7340  Christina
< >

~

Institution Profile — Address and Contact panel expanded

5.1.3 Editing an Existing Address

When a change associated with the Institution’s address is required, click the Institution
drop-down list on the Menu Bar and select “Addresses.”

To edit an existing address, select the address by clicking on the specific address type, then click

the “Edit” button.

~| Address And Contact Information

‘/ Edit f View
Address Type ‘Attantion Street Address City County ‘State Zip Code POC Firsl
Geographic ;335 S VAL VISTA DR STE GILBERT MARICOPA AZ 85297-7330
Mailing gggs S VAL VISTA DR STE GILBERT AZ §5297-7330
Premium IS SVALVISTADRSTE  crigert AZ  85207-7330
Endorsement Mew ATTENTION 3345 5 Val Vista Dr Ste 300 Gilbert AZ 85297-7340
Payee gggs 5 VAL VISTA DR STE GILBERT AZ 85297-7330
CHUMS I395 SVALVISTADRSTE - GrigerT AZ  85297-7330
Administrative 3345 5 Val Vista Dr 5te 300 Gilbert AZ 85297-7340  Christina
< >

Institution Profile — Address and Contact panel expanded

A The Institution must have one address designated as Geographic
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Clicking the “Edit” button opens the Edit Address pop-up. Edit any of the allowable fields, and

click “OK.”

A Fields that can be edited will have a white background, whereas fields that cannotbe
edited will have a grey background.

Edit Address

Address

Address Type: | Geographic Y

Attention: ;FHA MORTGAGE DEPARTMENT

* Street Address: | 171 Wiget Ln |
= City: [Walnut Creek
State: [California v

Click Here to submit request for Geographic State Change

* Zip Code: [94598] ] [

Point Of Contact

First Name: |
Middle Initial: |

Last Name: !

Phone Number: [

Fax Number: |

Email Address: |

Secondary Email: |

y

oce X o0

| §> Collapse All

Edit Address pop-up

A To add or change an address for a different Address Type, navigate back to the Address
and Contact Information panel in the Institution Profile screen and click “Add” or “Edit”.
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5.1.4 Updating Geographic Address to a Different State

The Geographic Address state cannot be edited directly by an Institution user. In order to change
the Geographic Address to a different state, the Institution must submit a request to FHA with
supporting documentation.

From the Institution Profile — Address and Contact panel, select the Geographic Address and
click the “Edit” button. This opens the Edit Address pop-up. Click the “Click here to submit
request for Geographic State Change” link located below the State data field box to submit a
request to edit the address state.

LEA]

Lender Electronic #
Home Institution «

12489-Sample Inst

Institution Profile

>| Profile Details

~| Address And Contact

&b add S Edit
Address Type lAt
THOMS — FF
Endorsement FF
Payee FE
Mailing Fr
Premium FF
Servicing FF
Geographic Fk

>| Corporate Personnel

>| Doing Business As N

| Home | Contact Us | Help | Logolt |

Edit Address

Address

Address Type:

Attention: | FHA MORTGAGE DEPARTMENT
171 Wiget Ln
Walnut Creek

* Street Address:
* City:

State: [California v

Click Here to submit request for Geographic State Change
= Zip Code: §4599|
Point Of Contact

First Name:
Middle Initial:
Last Name:
Phone Number:
Fax Number:
Email Address:

Secondary Email:

D G

Edit Address pop-up

IDMTO0644 (MT0644)

and Urban Development

Al | P Collapse All

of }POC Firs

Clicking this link opens the Requests screen. For details on submitting a request to FHA, see
section 9 - Requests.
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5.1.5 Editing an Address that USPS Does Not Recognize

After saving an address and clicking “OK,” if the address cannot be successfully validated with
the USPS, an error message will appear in the Edit Address pop-up.

Normally, this will be due to an error that the user needs to correct, but in some rare cases the
Institution may want to submit a request to FHA to override the error and add the address
without USPS validation.

In these cases, click the “Click Here” link displayed in the error message.

Harrie | Contact Us'| Help | Logout’
. TSR IDMTO0644 (MTO644)

Edit Address
L EA] Address
Lender Electronic #
Address Type:

Home Institution
Attention: | FHA MORTGAGE DEPARTMENT

and Urban Development

12489-Sample Inst

Institution Profile

>| Profile Details

~| Address And Contact

= Street Address:
= City:

State

= Zip Code:

111 Woget Ln
Walnut Creek

: [california v

Click Here to submit request for Geographic State Change

94598

tered could not be v.

ddre:

alidated.
submit a request to add the address
ss above,

Al | P Collapse All

g ndd S Edit Point Of Contact
Address Type ‘!At First Name: tle }POC Firs
CHUMS FF Middle Initial: i -
Endorsement FF LastN ]
Baer = ast Name:
Mailing FF Phone Number:
Premium FE Fax Number:
Servicing FF e
Geoaraphic B Email Address:
‘ Secondary Email: »

>| Corporate Personnel

>| Doing Business As N

Edit Address pop-up

Clicking this link opens the Requests screen, where the user may submit a request to add the
address without USPS validation.

For details on submitting a request to FHA, see section 9 — Requests.
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5.1.6 Maintaining Administrative ContactInformation

The Administrative Contact associated with the Institution’s administrative address will be the
primary contact for all interaction between LEAP and the lender. Each Institution must designate
one primary Administrative Contact and may also designate a secondary e-mail address to
receive LEAP-generated correspondence. If the Institution does not already have an
Administrative Contact identified the first time an Institution user logs into LEAP, the system
will prompt the user to enter required information.

A The Primary Administrative contact’s e-mail address will receive all correspondence from
LEAP; therefore, it is critical that it be kept up-to-date.

To view the current Administrative Contact information, select Institution from the Menu Bar,
and click “Addresses”. This opens the Institution Profile screen. Go to the Address and Contact
Information panel, and refer to the Administrative Address.

Home | Contact Us [ Help | Logout
Logged in as: LENDER IDMTO0644 (MT0644)

LEAP 0

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institution .- Branches-- Recertification-.- History .- Reguests-- Cash Flow Account Setup

12489-Sample Institution 2

Institution Profile

¥ Expand All | [p= Collapse All
»| Profile Details
~| Address And Contact Information
@ & Edr
Address Type ‘Attention Street Address City County State |Zip Code POC Firs
Geographic FHA MORTGAGE DEPARTMENT 171 Wiget Ln Walnut Creek CA 94598
Endorsement FHA MORTGAGE DEPARTMENT 13505 CALIFORNIA ST OMAHA NE 68154-5247
CHUMS FHA MORTGAGE DEPARTMENT 13505 CALIFORNIA ST OMAHA NE 568154-5247
*Administrative 13505 CALIFORNIA ST OMAHA NE 68154-5247 Sample
Premium FHA MORTGAGE DEPARTMENT 13505 CALIFORNIA ST OMAHA NE 68154-5247
Servicing FHA MORTGAGE DEPARTMENT 13505 CALIFORNIA ST OMAHA DOUGLAS NE 68154-5247
Pavee FHA MORTGAGF NFPARTMFNT 13505 CAI TFORNTA ST OMAHA NF AR154-5747 h

>| Corporate Personnel

Institution Profile — Address and Contact Information Panel
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To edit the Administrative Contact information, select the Administrative Address from the
Address and Contact Information panel of the Institution Profile screen and click “Edit.”

This opens the Edit Address pop-up. Edit any of the fields in the Address or Point of Contact
panels and click “OK.”

Address Type:
Attention: |
= Street Address: | 111 Sample Street
= City: |Example
= State: [Nebraska
= Zip Code: (68154

Point Of Contact

= First Name: | Sample
Middle Initial: |
= Last Name: | Contact
= Phone Number: [(248) 225-9026
= Fax Number: [(248) 225-9026
= Email Address: [leapautobulk@amail.com

Secondary Email: |

Edit Address pop-up
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5.2 Corporate Personnel

Corporate Personnel are listed in the Institution’s profile on the Corporate Personnel panel. The
panel displays the Full Name and Title of each corporate personnel. Maintain the corporate
personnel by adding, updating, and deleting corporate personnel from the Institution’s profile.
To view the corporate personnel information, click the Institution drop-down from the Menu Bar
and select “Corporate Personnel.”

T | CONTaCT U | W | Legeut
Lagoed i ae: LENDER IDMTO0GA4 (MT0G44)

LEAP 8

Lender Electronic Assessment Portal U8 Depatment of Hounteg and Urban Developeers

Home Hranches Recertification History Requests Cash How Account Setup
f Profie Deta [
12489-< Addresses !
Corporate Personnel h
Downg Business As Names |
Alfiators ‘
Arexs Approved For Busiress frsue

f Macenal Event

Institution Summary screen

The Institution Profile screen displays with the Corporate Personnel panel expanded.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP "

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution « Branches . Recertification -~ History -~ Requests .. Cash Flow Account Setup

12489-Sample Institution 2

Institution Profile
¥ Expand All [ Collapse All

> Profile Details

>| Address And Contact IW
~| Corporate Personnel

Click Here to submit @ request to add a new Corperate Persennel.

Full Name ‘T\tle
Test Institution Vice President
Test Test Chief Operating Officer
Test Test Vice President
»

>| Doing Business As Names

Corporate Personnel panel expanded
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5.2.1 Adding Corporate Personnel
To view the corporate personnel information, click the Institution drop-down from the Menu Bar
and select “Corporate Personnel.”

Corporate Personnel can be added by submitting a request in LEAP. To submit the request, click
the “Click here to submit a request to add new personnel” link.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP B

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution ~- Branches ~~ Recertification - History -~ Requests -~ Cash Flow Account Setup

12489-Sample Institution 2

Institution Profile
¥ Expand Al P Collapse All

>| Profile Details
>| Address And Contact Information

v| Corporate Personnel

Click Here to submit 3 request to add a new Corporate Personnel.

| Title

Vice President

Chief Operating Officer
Vice President

Test Test

>| Doing Business As Names
Institution Profile - Corporate Personnel panel

Clicking this link opens the Requests screen. For details on submitting a request to FHA, see
section 9 — Requests.

5.2.2 Updating and Deleting Corporate Personnel
To update or delete Corporate Personnel, submit an Ad Hoc request. For details on submitting a

request to FHA, see section 9 — Requests.
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5.3 Doing Business As Names

To view Doing Business As (DBA) names for the Institution, click “Doing Business As Names”
from the Institution drop-down list on the Menu Bar.

This opens the Institution Profile screen with the Doing Business As Names Panel expanded.

LEAP W

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution ~» Branches .- Recertification -~ History -~ Requests .- Cash Flow Account Setup

12489-Sample Institution 2

Institution Profile
¥ Expand Al [ Collapse All

> Profile Details
> Address And Contact Informatio
> Corporate Personnel

~ Doing Business As Names

qF Add f Edt [ Delete

Doing Business As Name
Sample
»

>| Principal Affiliations

>| Agent Affiliations

Institution Profile— Doing Business As Names Panel

Once the Doing Business As Names panel has been expanded, the user has the option to Add,
Edit, or Delete DBA names for the Institution.
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5.3.1 Adding Doing Business As Names
To add a DBA name, click “Add” at the top of the Doing Business As Names panel.
This opens the Add Doing Business As Name pop-up. Enter the DBA Name and click “OK.”

Add Doing Business As Name <]

* Doing Business As Name:

Add Doing Business As Name pop-up
A DBA names are not required in LEAP.

A Institutions with six or more existing DBA names must submit a request to add any
additional DBA names. For details on submitting a request to FHA, see section 9 — Requests.
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5.3.2 Editing Doing Business As Names

To edit an existing DBA name, select the name and click “Edit” at the top of the Doing Business
As Names panel. Edit the DBA name and click “OK.”

5.3.3 Deleting Doing Business As Names

To delete an existing DBA name, select the name and click “Delete” at the top of the Doing
Business As Names panel.

HOme | LONTAct Us | Help | Logout
Logged in as: LENDER IDMTO00644 (MT0844)

LEAP o

Lender Electronic Assessment Portal U S. Department of Housing and Urban Development

Home Institution ~- Branches .- Recertification ~- History ~- Requests - Cash Flow Account Setup

12489-Sample Institution 2

Institution Profile
¥ Expand All P Collapse All

>| Profile Details
»| Address And Contact Information
»>| Corporate Personnel

~| Doing Business As Names

db Add jEdit Ml Delete

Doing Business As Name
Sample

Institution Profile — Doing Business As Names Panel
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5.4 Affiliations

FHA requires each Institution to identify Principal/Authorized Agent relationships. Principal-
Authorized Agent relationships can only be entered into by lenders that possess unconditional
Direct Endorsement approval (either forward or HECM). For a detailed description of
acceptable Principal/Authorized Agent relationships, see FHA Single Family Housing Policy
Handbook 4000.1.

Each relationship must be initiated by the Authorized Agent. The following sections will
detail managing Affiliations. Institutions may only add other Institutions to their list of
Principal Affiliations (thereby designating themselves as Authorized Agents for those
Institutions).

To view affiliation information, click the Institution drop-down list from the Menu Bar and click
“Affiliations”.

Horfe | CONIACT US | Waly | Lagour
L0Q0ed 1 a6 LEMOER MTO0644 (MTDG44)

LEAP

Lender Electronic Assessment Portal U'S Depatent of Housing sed Urban Developeern

Branches «  Recertification History v Requests « Cash low Account Setup

Institution Summary — Highlighting Affiliations drop-down
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Selecting Affiliations opens the Institution Profile screen where the Principal and Agent
Affiliations panels are expanded.

The Principal Affiliations panel displays all other Institutions that are affiliated with the subject
Institution as Principals (for whom the subject Institution may act as the Authorized Agent).

The Agent Affiliations panel displays all other Institutions that are affiliated with the subject
Institution as Authorized Agents (for whom the subject Institution may act as the Principal).

LEAP ]

Lender Electronic Assessment Portal U 'S, Department of Housing and Urban Development

Home Institution .. Branches . Recertification . Mistory © Requests . Cash Flow Account Setup
12489-Sample Institution 2

[nstitution Profile
¥ Expand All P Collapse ANl

» Profile Details
» Address And Contact Information
» Corporate Personnel

? Doing Business As Names

~ Principal Afﬁltatbonsh

Institution Profile — Principal Affiliations and Agent Affiliations expanded
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5.4.1 Adding an Affiliation

To add a new Principal Affiliation, click the “Add” button in the Principal Affiliations panel
of the Institution Profile screen.

LEAP ]

Lender Electronic Assessment Portal U.8. Department of Housing and Urban Development

Home Institution .- Branches.- Recertification-- History-.- Requests.. Cash Flow Account Setup

12489-Sample Institution 2

Institution Profile

¥ Expand All | P Collapse All
*| Profile Details
*| Address And Contact Information
»| Corporate Personnel
*| Doing Business As Names
~| Principal Affiliations
* db Add / Edit
Institution ID |Corporate Mame |Status Cate |Status
143522 WEST GATE BANK 12/28/2005 withdrawmn
17332 DAS ACQUISITION CO LLC 12/28/2005 Withdrawn
26153 SIDMNEY FEDERAL SAVINGS AND LOAN ASSN 12/28/2005 Withdrawn
70148 FIRST NATIONAL BANK 0i/06/2004 Withdrawm
79450 QUICKDRAW REAL EST SERV INC 12/28/2005 Withdrawn
79015 MARKETPLACE HOME MORTGAGE LLC 12/28/2005 Withdrawn
78650 FISHER FIMAMCIAL GROUP INC 1z/28/2005 Withdrawm
3

Institution Profile — Principal Affiliations expanded
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Clicking the “Add” button opens the Add Affiliated Institution pop-up.

Add Affiliated Institution

Enter an institution ID and click 'Search’ to validate.

* Institution 1D: «

* Corporate Name: MNo institution entered.
* Relationship Established Date: [—Q%
Relationship Type: Principal
* Status:

@D acE

Add Affiliated Institution pop-up

To search for and validate the Principal Institution, enter the five-digit Institution 1D in the
Institution ID field and click the “Search” button.

Once the Institution has been validated, enter the Relationship Established Date by either
clicking the calendar icon to launch the calendar feature or entering the date directly.

Change the Status indicator to Active and click the “OK” button to add the affiliation.

An e-mail notification will be sent to the Administrative Contact for both the subject Institution
(the Agent) and the other Institution (the Principal) stating that the affiliation has been added.
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5.4.2 Withdrawing an Affiliation
Only Principal Affiliations can be withdrawn from the relationship.

To withdraw a Principal Affiliation, click the Institution drop-down list from the Menu Bar and
select “Affiliations.”

Selecting Affiliations opens the Institution Profile page where the Principal and Agent
Affiliations panels are expanded.

Select the Principal Affiliations and click “Edit.”

LEAP W

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institution - Branches-- Recertification - History .- Regquests. Cash Flow Account Setup

12489-Sample Institution 2

Institution Profile

¥ Expand All | [p= Collapse All

>| Profile Details
>| Address And Contact Information
>| Corporate Personnel
>| Doing Business As Names
~| Principal Affiliations

db add F Edit «
Institution 1D |Corparate Name |Status Date |status
14522 WEST GATE BANK 12/28/2005 Withdrawn
17332 DAS ACQUISITION CO LLC 12/28/2005 Withdrawn
26193 SIDNEY FEDERAL SAVINGS AND LOAN ASSN 12/28/2005 Withdrawn
70148 FIRST NATIONAL BANK 01/05/2004 Withdrawn
79450 QUICKDRAW REAL EST SERV INC 12/28/2005 Withdrawn
79015 MARKETPLACE HOME MORTGAGE LLC 12/28/2005 Withdrawn
TRAS0 FISHFR FINANCIAL GROLIP TNC 12/28/2003 Withdrawn e

Institution Profile — Principal Affiliations expanded
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Clicking the “Edit” button opens the Edit Affiliated Institution pop-up.
To withdraw the affiliation, change the Status to Withdrawn.
Click the “OK” button to save edits.

Edit Affiliated Institution pop-up
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5.5 Areas Approved forBusiness

Areas Approved for Business (AAFBs) show the jurisdictions associated to the Institution, and
indicate if the Institution has origination and/or underwriting approval in the jurisdiction by
displaying a “Y” or “N” for the respective column.

5.5.1 Viewing Areas Approved for Business

To view all AAFBs for an Institution, click the Institution drop-down list from the Menu Bar and
click “Areas Approved for Business.”

This opens the Areas Approved for Business screen. View all AAFBs as well as which areas
have origination and/or underwriting approval.

Home | Contact Us | Help | Logout
Logged in as5: LENDER IDMT00644 (MT0644)

LEAP '}

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution ~ Branches - Recertification -~ History ~ Requests -~ Cash Flow Account Setup

12489-Sample Institution 2

Areas Approved For Business

# | Jurisdiction |Ju risdiction Name Origination Approval | Underwriting Approval |
1 01 02 BANGOR, ME Y Y
2 01 06 BOSTON, MA Y Y
3 04 16 COLUMBIA, SC Y Y
4 04 19 GREENSBORO, NC Y Y
5 04 26 JACKSON, MS Y Y
6 04 29 JACKSONVILLE, FL Y Y
7 04 36 LOUISVILLE, KY Y Y
a8 04 37 KNOXVILLE, TN Y Y
9 04 40 MEMPHIS, TN Y Y
10 04 43 NASHVILLE, TN Y Y
11 04 44 ORLANDO, FL Y Y
12 04 46 SAN JUAN, PR Y Y
13 04 50 TAMPA, FL Y Y
14 05 06 CHICAGO, IL Y Y
15 05 10 CINCINNATI, OH Y Y
16 0512 CLEVELAND, OH Y Y
Y Y

17 05 16 COLUMBUS, OH

Areas Approved for Business screen
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5.5.2 Notification of Credit Watch Action

In the event of a proposed Credit Watch Termination, a message will appear in the Pending &
Upcoming Activities section of the Institution Summary screen (see section 4.2.2 — Pending &
Upcoming Activities).

In the event of a Credit Watch Termination by FHA, a message will appear in the Notices section
of the Institution Summary screen (see section 4.2.1 — Notices).

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP B

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution.. Branches.. Recertification.. History.. Requests.. Cash Flow Account Setup

12489-Sample Institution 2

Institution ID: Tax ID:
Insurance Type: NMLS ID:
Mo e Type

Supervising Agen

Total Active Branches: 7

ation Due Date: Functions Authorized to Originate Multi Family

Last Recertification Date: 05 13 Perform:
Last Payment Received Date: 03/21/2013
Authorized For:
6':[) Notices 'i"% Pending & Upcoming Activities @, Qutstanding Requests

* Your request to add a new corporate
officer is under review by OLAPC,

edit Watch has bes » Yo
2 BANGOR,ME

Institution Summary screen

Page 36



5.5.3 Applying for Credit Watch Reinstatement

An Institution may apply for authority to originate and/or underwrite FHA-insured mortgages in
a specific field office jurisdiction at the end of the six-month exclusion period following a Credit
Watch Termination. The Institution must be an active FHA-approved lender and the underlying
causes for the termination must have been satisfactorily remedied.

Click on the “Office ID” field to view the Areas Approved for Business for the Branch for which
the user wishes to apply for reinstatement.

Home | Centact Us | Help | Logout
Logged in as: LENDER IDMTO0644 (MTOG44)

LEAP

Lender Electronic Assessment Portal
Home Institution 5 Recertification - History ~ Requests .- Cash Flow Account Setup

12489-Sample Institution 2

Search By Branch ID

I,
il

U.S. Department of Housing and Urban Development

Branch ID: Search By Branch Location
Branches

# |Office ID tatus | Main Office Flag |Doing Business As Name |Street Address | City |st=

1 1248901110 N 9400 ANTIOCH RD OVERLAND PARK KS

2 1248902008 Active N 520 MAIN AVEFL 5 FARGO MO

3 1248901146 Active N 7465 ASHWORTH RD WEST DES MOINES IA

4 1248900013 Active N 13505 CALIFORNIA ST OMAHA MNE

5 1248901019 Active N 9335 E COUNTY LINE RD CENTEMNNIAL CO

5] 1248902014 Active N 222 SW COLUMBIA ST PORTLAND OR

7 1248901127 Active N 7225 N ORACLE RD TUCSON AZ
Active -

] 1248900007 Pending Y 171 Wiget Ln Walnut Creek CA
Withdrawal

9 12489019956 Terminated N 450 REGENCY PKWY OMAHA MNE

in 12A2aN1nAN Tarminatad L) F01 W RROANWAY AVE ERTMN [al's

»

Areas Approved For Business For Branch

Click on an Office ID in the list above to display the Areas Approved For Business for the selected branch.

Branches screen
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Click the “Reinstate” button in the Action column.

LEAP

Lender Electronic Assessment Portal
Home Institution . Branches. Recertification History . Requests. Cash Flow Account Setup

12489-Sample Institution 2

Search By Branch ID

R
Il

U.S. Department of Housing and Urban Development

Branch ID: Search By Branch Location
Branches

£ |Office ID |Status | Main Office Flag |Doing Business As Name |Street Address |City |stz
1 1248900007 Active ¥ 171 Wiget Ln Walnut Creek CA
2 1248900013 Active N 13505 CALIFORNIA ST OMAHA NE
3 1248901019 Active N 9335 E COUNTY LINE RD CENTENNIAL Cco
4 1248901110 Active N 9400 ANTIOCH RD OVERLAND PARK KS
5 1248902008 Active N 520 MAIN AVEFL 5 FARGO ND
6 1248902014 Active N 222 SW COLUMBIA ST PORTLAND OR
7 1248901127 Active N 7225 N ORACLE RD TUCSON AZ
8 1248901146 Active N 7465 ASHWORTH RD WEST DES MOINES IA

9 1248901996 Terminated N 450 REGENCY PKWY OMAHA NE
1A 4maennia cn Tacrminatad n <A PRAARA A A e PN

Areas Approved For Business For Branch 1248900013

| Jurisdiction |Jurisdiction Name | origination Approval | Underwriting Approval |Action

i 04 19 GREENSBORO, NC N Y
2 04 26 JACKSON, MS Y Y
3 04 29 JACKSONVILLE, FL Y ¥

Areas Approved For Business screen

L REINSTATE J

€

This opens the Requests page. For more information on submitting a Request, see

section 9 — Requests.

5.6 Notice of Material Event

FHA-approved Institutions are required to notify FHA of business changes subsequent to

approval. LEAP allows the Institution to electronically submit a Notice
one of the following:

=

Bankruptcy
Business Form Change
Cease Operations
Change in Partnership
Fidelity Bond or E&O Insurance
Lending License(s) Surrender
Liquid Assets Deficiency
Net Worth Deficiency
Operating Loss

. Principal Activity Change

. Principal Owners

. Supervision Change

. Unresolved Findings/Sanctions

© N A~ WD

e el el =
W N P O

of Material Event for any
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5.6.1 Submitting a New Notice of Material Event

To submit a Notice of Material Event, click “Notice of Material Event," and then click
“Submit New Notice of Material Event” from the Institution drop-down on the Menu Bar.

Tiome | Contact Us | ey
Logoed i ss: LENDER IOMTO0644

LEAP 8

Lender Electronic Assessment Portal US. Department of Housing and Urban D¢

Branches « Recertification ~ History « Requests - Cash Flow Account Setup

Profile Detalls

12489-¢

Areas Approved For Business

Notice of Material Event . Submit New Notice of Material Event ‘ «

Notice of Material Event Uist

Institution Summary — Notice of Material Event drop-down
This opens the Notice of Material Event screen.

Select a Notice of Material Event Type. The screen will then display additional instructions,
including any information and/or documents that must be provided. You must also indicate the
Event Date and include Additional Comments that will clarify the Notice of Material Event.

oy gy {

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution v Branches v Recertification v History v Requests v Cash Flow Account Setup

12489-Sample Institution 2

Notice Of Material Event Details

* Notice of Material Event Type: \ v | «
o
* Event Date: & I

* Additional Comments:

Attachments

Maximum file size per file is 5MB.
Please note, large attachments may take in excess of 30 seconds to load.

Attachment-0 Choose File | No file chosen X

Notice of Material Event screen
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To add any relevant attachments, select the file from where it is saved.

LEAP e

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution ~ Branches - Recertification ~~ History ~+ Requests -+~ Cash Flow Account Setup

12489-Sample Institution 2

Notice Of Material Event Details

* Notice of Material Event Type: [Fidelity Bond or E&O Insurance ¥ |

Electronically submit written notification through this system on company letterhead, dated and signed by a senior officer with the FHA
Lender ID Number and a point of contact for the lender, to the attention of the Division Director of the Lender Approval and
Recertification Division.

B
* Event Date: | 4/1/2014 £

* Additional Comments: | Notice of Material Event sample comment. |

Attachments

Maximum file size per file is 5MB.
Please note, large attachments may take in excess of 30 seconds to load.

Attachment-0 | Choose File | No file chosen X
A %
Notice of Material Event — Adding attachments %—

Once all required fields are completed, Click “Submit.”

Once submitted, the Notice of Material Event List screen is opened, displaying the details of the
submitted Notice of Material Event (see section 5.6.2 — Notice of Material Event List).

5.6.2 Attaching Additional Information to a Notice of Material Event
To provide additional information on an existing Notice of Material Event:

1. Navigate to the Notice of Material Event History Screen

2. Click on the corresponding Notice of Material Event

3. Scroll to the bottom of the screen to the list of attachments and click on the "+" in the bottom

right corner. A new attachment line will be added.

Click the "Choose File" button to browse for the document to be attached.

5. Once the document is located, click "Open" to attach. This will bring you back to the Notice
of Material Event detail

6. Click "Submit"

e

5.6.3 Notice of Material Event List

To view a history of any Notices of Material Events submitted by the Institution, click “Notice of
Material Event,” and then Notice of Material Event List from the Institution drop-down on the
Menu Bar.

This opens the Notice of Material Event List screen, where all Notice of Material Event history
is displayed.
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EAP '

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution v Branches- Recertification v History v Requests Cash Flow Account Setup EFT Account Setup

Notice Of Material Event History

Notice of Material . - -
e T Notice of Material Event Type Description Event Date
1 1-144042568 Principal Owners Please see the attached change of conrol notice. 08/16/2016 00:00:00

Notice of Material Event List screen
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6. Branches




6.Branches

To view all Branch screens, click the Branches drop-down list on the Menu Bar. The options on
the Branches drop-down are as follows:

e Add New Branch
e Branch List and Details

e Areas Approved For Business.

veme | Contact Us | Mep | Legeut:
Logoed in an! LENCEN IOMT00644 (MT0644)

LEAP

Lender Electronic Assessment Portal U'S Department of Housng and Urban Developeent

Home  Institution - Recertification ~ Mistory © Requests ~ Cash Flow Account Setup

12489-Sample Insti

Institution Summary — Branches drop-down

6.1 Add New Branch

To add a Branch, click “Add New Branch” on the Branches drop-down list on the Menu Bar.

Clicking Add New Branch opens a Notice screen that states payment will be required to add a
Branch.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP o

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
12489-Sample Institution 2

Add A New Branch

Notice
- You are requesting to add a branch. In order to complete this process, you will be required to make a payment by providing
S bank information which will be transmitted securely using a PAY.GOV service. All branch details will not be saved unless a
successful payment confirmation is received from PAY.GOV.

Click Continue to proceed or Cancel to abandon this request.

Add Branch Notice

Click “Continue.”
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This opens the Add Branch screen, where all required steps to add a Branch are displayed.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP )

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

12489-Sample Institution 2

Add Branch m

*BranchType[ ]
* Insurance Type E]
* Functions Authorized to Perform [:|

* Phone Number

1ot QED

* Email Address
Fax Number
NMLS ID

Add Branch — Profile
A The submit button will remain inactive until all tabs are complete.
A To go back to the Institution Summary or Menu Bar prior to completing all Add Branch

tabs, click “Cancel.” The information entered prior to clicking Cancel will not be saved.
Enter all Required Fields for the Profile Tab of the Add Branch screen, and click “Next.”
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Clicking “Next” opens the Doing Business As Names Tab of the Add Branch screen. Enter any
DBA names by clicking “Add.”

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

\ 12489-Sample Institution 2

e

Add Branch

SUBMIT

o Profile Doing Business As Names - Addresses Personnel Review & Certification Statement Payment

T 2ot QD

Doing Business As Names

| &b add g Edit Delete‘

Add Branch — Doing Business As Names

Clicking “Add” opens the Add Doing Business As Name pop-up. Enter the appropriate name in
the Doing Business As Name field and click “OK.”

Add Doing Business As Name

* Doing Business As Name:

Add Doing Business As Name

Click “Next” to go to the Addresses Tab of the Add Branch screen.
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The Addresses Tab displays a warning that a Geographic Address is required.

,
B peat

Lender Electronic Assessment Portal US. Department of Housing and Urban Development

12489-Sample Institution 2
. J

Add Branch |

o Profile o Doing Business As Names Addresses Personnel Review & Certification Statement Payment

30fc QEED

Branch Addresses |

A Geographic address is required to proceed to the next step. «

| dp add g Ede [ Delete|

Type Addressee Street Address City |State \Zip Code Point of Contact =
[] >

4

Add Branch — Addresses

To add a Geographic Address, click “Add.” This opens the Add Address pop-up. Enter all
required fields and click “OK.”

Add Address

Address

“AddressType:r[  v]

Attention: |
= Street Address: | [
= City: |
= State: [ ]
= Zip Code: | |

Po.int Of Contact

D
3ofc QHETD

First Name: |
Middle Initial: |
Last Name: |

Phone Number: |

Fax Number: |
Email Address: |

Secondary Email: |

Add Branch — Add Address
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The address is then validated by USPS. Once validated, the below message will appear. Click
“Confirm” to add the address.

Add Address

\‘ Address

Lender Electronic /

Address Type: | Geographic ¥

I Attention: -
| 12489-Sample Inst = Street Address: | 171 Wiget Ln N ] '
—_— City: | Walnut Creek
=
Add Branch State: [California v o \
= Zip Code: | 94598 3452
° Profile 0 Do The entered address has been validated and formatted. Click ‘Confirm' to save or 'Cancel' to
e = 8 update the address,
) 30t QEEED
B e ! - p—
T Point Of Contact
s First Name:
A raphic address i:
Geograp ! Middle Initial:
Z Last Name:
| dboadd P Ede | ,
— Phone Number: —
Type Addre 7 = | oint of Contact + |
« — Fax Nizcobler: v
i Email Address: 1 -
i Secondary Email: | B
)

Add Branch — Add Address

The address will now appear on the Addresses Tab of the Add Branch screen. Additional
addresses can be added to the Branch through the same process. Only one of each Address Type
can be added. Any Address Types not added will default to the Geographic Address.

Click “Next” to continue.

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

12489-Sample Institution 2

Add Branch

o Profile O Doing Business As Names o Addresses Personnel Review & Certification Statement Payment

sorc QUEED

Branch Addresses
dp Add o Edit [ Delete

Type |Addressee |Street Address |city |state |zip Code |Point of Contact
Geographic 171 Wiget Ln Walnut Creek CA 94598-3452
4 | »

Add Branch — Add Address
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This opens the Personnel tab of the Add Branch screen. A warning is displayed that there must
be a Branch Manager or Regional Manager to continue to the next step.

Click the “Add” button to add personnel.

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

12489-Sample Institution 2 |

[ |
& profile & Doing Business As Names & Addresses Personnel Review & Certification Statement Payment

sote QIEED

Branch Personnel

| You need to add a Branch M or Regional M to proceed to the next step.
| db add P edit f Delete
Title SSN First Name Middle Initial Last Name Email Address Phone Number 7|
K] M |
¥

Add Branch — Personnel

This opens the Add Branch Personnel pop-up. Enter all required fields and click “OK.”

Add Branch Personnel
12489-Sample Institution 2
* First Name: | Sample

Middle Name: |

= Last Name: |Personnel
= SSN: [111-22-3333
= Job Title:
*= Phone Number: [(111) 222-3333
= Fax Number: [(111) 222-3333
db Add P Edit . Delete = Email Address: |leaptestola@gmail.com |

Add Branch — Add Branch Personnel
The new personnel will appear on the Personnel Tab of the Add Branch screen.

A Only one Branch Manager and one Regional Manager may be added for each Branch. A
Regional Manager may be associated with multiple Branches.
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Click “Next” to continue.

LEAP

Lender Electronic Assessment Portal

12489-Sample Institution 2

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

N
Il

U.S. Department of Housing and Urban Development

Add Branch [ cancer
& profile & Doing Business As Names & Addresses Personnel Review & Certification Statement Payment
sotc QEEID
Branch Personnel
dp add F Edit [ Delete
Title [ssn |First Name |Middle Initial |Last Name |Email Address |Phone Number
Branch Manager 111-22-3333 Sample Personnel leaptestola@gmail.com (111) 222-3333

»

Add Branch — Personnel

This opens the Review & Certification Statement Tab of the Add Branch screen.

Review the new Branch information, and certify to the statements in the Certification Statement

section by checking each box.

LEAP

Lender Electronic Assessment Portal

12480-Sample Institution 2

Add Branch

@ Fretie

&) Dzing Business Az Names

Add Branch Information Review

= Branch Profile

NMLISID: 111111

w Doing Business As Names

&) sdresees

Fom= | Cortadt Us | Felp | Logod
Logged in a=: LENDER IDMTODS44 (MTO644)

1.5, Department of Housing and Urban Development

Sdrmss Phone Mumber |Fax Number  |Primany B

3

oyees of this corporation, which will pay all operating costs of this offics, induding compensation of a

Add Branch — Review and Certification
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Once both boxes are checked, the next button is activated. Click “Next” to continue. Please
proceed Submit for adding a branch.” This opens the Payment Tab of the Add Branch screen.
The amount due is automatically calculated. Enter the Bank Routing Number, Bank Account
Number, and Account Type and click “Submit.”

LEAP uses a web service interface with pay.gov to collect payments using the account details
provided.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP ]

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

12489-Sample Institution 2

Add Branch m
& Profile & Doing Business As Names & Addresses & Personnel & Review & Certification Statement & Payment
60f 6

Branch Payment
Amount Due: $300.00 - Title 2 Branch
Bank Routing Number: | 041201936
Bank Account Number: | 99592248

Account Type: | Business Checking ¥

Add Branch — Payment

For Government lenders, the user may bypass the payment screen by selecting Submit.

Add Branch
Q Profile o Doing Business As Mames o Addresses Q Personnel o Review & Certification Statement o Payment
6o 5

Branch Payment
* For Government Lenders there is no fee.Please proceed Submit for adding a branch.

Add Branch — No Payment for Government Lenders
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Once payment is submitted, a Branch Payment Confirmation screen opens with a Pay.gov receipt
number. The Submit button is now active on the top-right of the screen. Click “Submit” to add

the Branch.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0644 (MTOG644)

B
L EA.P llr”

8. Depariment of Housing and Urban Development
|

Lender Electronic Assessment Portal

12489-Sample Institution 2

Add Branch m SUR
o Profile o Doing Business As Names o Addresses o Personnel o Review & Certification Statement o Payment T
5

Branch Payment
Amount Due: $300.00 - Title 2 Branch
Pay.Gov Receipt Number: 12489630809LEAP
Pay.Gov Receipt Date: 04/16/2014

Your payment to Pay.Gov has been submitted. Click 'Submit’ to process your Add a Branch request.

Add Branch — Payment Confirmation

AThis Branch will not become active until payment hascleared.
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A Rejected Payments can be resubmitted in the Payment History screen (see section 8.2 —
Resubmitting Rejected Payments).

6.2 Branch List and Details

The Branch List will display a list of all Branches. To view the list, click the Branches drop-
down from the Menu Bar and click “Branch List and Details.”

This opens the Branch List screen. To view the details of a Branch, click the 10-digit Office ID.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00940 (MT0940)

LEAP ]

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution v Branches -+ Recertification ~ History - Requests v Cash Flow Account Setup

Search By Branch ID

Branch ID: l Search By Branch Location 4-
D |status

Branches

# \Oﬁ\ce I \ Main Office Flag \Domg Business As Name |St'eet Address \Clty Sta
1 4470200009 Active Y RUSH CITY MN

Branch List screen

To search for a specific Branch, enter the 10-digit Branch ID in the Branch ID field, or use the
Search by Branch Location link.

Once a Branch has been selected, the Branch Profile Details screen for that Branch is opened.
See section 6.3 — Branch Profile Details.

A If the Branch selected is the Main Office, the Institution Profile Details screen is opened.

6.3 Branch Profile

To view profile details for a Branch, select the Branch from the Branch List and Details Screen.
The Branch Profile screen for the selected branch is displayed.
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Home | Contact Us [ Help [ Logout
Logged in as: LENDER IDMT00940 (MT0940)

LEAP o

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution.. Branches.. Recertification.. History.. Requests.. Cash Flow Account Setup

Branch Profile

¥ Expand All | P Collapse All | & Branch Search | ] Terminate Branch

| Profile Details

/ Edit

Branch ID: 4470200012
Branch Type: Traditiona
Branch Name:
Phone Number: (111) 2
Fax Mumber:
Email Address: lapautcbulk@gmai.com
Functions Authorized to Perform:
NMLS ID:

*| Doing Business As Names
¥| Personnel

¥| Addresses And Contact Information

¥ Expand Al | P Collapse All | G Branch Search | fff Terminate Branch

Branch Profile — Profile details panel expanded

To edit basic profile information, click “Edit” in the Profile Details Panel.
This opens the Edit Branch Profile pop-up. Make any edits and click “OK.”
Edit Branch Profile 8
Branch ID: 4470200012

* Branch Type: | Traditicnal b
* Phone Number: | {111) 222-3333

Fax Number:

* Email Address: | leapautobulk@gmail.com

* Functions Authorized tc|| Mot Applicable ¥ |
Perform:

NMLS ID:

Edit Branch Profile
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6.4 Branch Addresses and Contact Information

The address and contact information for the selected branch is displayed in the Addresses and
Contact Information Panel of the Branch Profile screen.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0940 (MT0S40)

LEAP B

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institution~ Branches-- Recertification-~- History- Requesis-. Cash Flow Account Setup

Branch Profile
¥ Expand All | = Collapse All | & Branch Search | ]Im] Terminate Branch

»| Profile Details
»| Doing Business As Names
»| Personnel

~| Addresses And Contact Information

dp add S Edit
Address Type ‘Attention Street Address City State Zip Code POC First Name fﬁéi:arllddle POC Last Nam
Endorzement 171 Wiget Ln Walnut Creek CA $94558-3452
»

¥ Expand All | = Collapse All | J& Branch Search | ]Im] Terminate Branch

Branch Profile — Addresses and Contact Information panel expanded
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6.4.1 Adding a New Address

To add a new address, click “Add” in the Addresses and Contact Information Panel of the

Branch Profile Details screen.

This opens the Add Address pop-up.

Add Address

Address

*AddressType:[ ¥

Attention:

* Street Address:
* City:

* State:

* Zip Code:

Point Of Contact

First Name:
Middle Initial:
Last Name:
Phone Number:
Fax Mumber:
Email Address:

Secondary Email:

Add Address pop-up

Enter all required fields and click “OK.” The address is then validated by USPS.
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6.4.2 Editing an Existing Address

To edit an existing address, go to the Addresses and Contact Information Panel on the Branch
Profile Details screen. Select the address to edit by clicking in the Address Type Column, and
then click the “Edit” Button.

This opens the Edit Address pop-up.

Edit Address L]

Address

Address Type: | Endorsement ¥

Attention:
* Street Address: [171 Wiget Ln
* City: | Walnut Creek

* State: | California v
* Zip Code: | 94598 3432
Point Of Contact
First Name:
Middle Initial:
Last Name:

Phone Mumber:
Fax Mumber:
Email Address:

Secondary Email:

Edit Address pop-up
Make the edits and click “OK.”

To update a Geographic Address to a different state, refer to section 5.1.3 — Updating
Geographic Address to a Different State.

To edit an Address that USPS does not recognize, refer to section 5.1.4 — Editing an Address that

USPS Does Not Recognize.
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6.5 Branch Personnel

To view personnel for a Branch, select Branch List and Details from the Branches drop-down on
the Menu Bar. Select the relevant branch by clicking the Office ID.

This opens the Branch Profile screen for the selected branch. From here, expand the Personnel
section by clicking the arrow to the left of the section.

LEAP

Lender Electronic Assessment Portal
Home Institution.. Branches.. Recertification .. History.- Requests.. Cash Flow Account Setup

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 [MT0644)

il
i

U.5. Department of Housing and Urban Development

12489-Sample Institution 2

Eranch Profile

W Expand &ll | P Collapse Al | p‘ Branch Search | m Terminate Branch
~| Profile Details
f Edit
Branch ID: 1245300013
Branch Type: Dirsct Lender
Branch Name:
Phone Number: (800} 563-1552
Fax Number: 318-8401
Email Address: pautobulkemails@gmail.com
Functions Authorized to Parform: Originats Single Famiby
NMLS ID:
*| Doing Business As Names
* Personnel
dk Add 7 Edit %
First Name |Middle Name POC Last Name |Job Title | Type |Phone Number |Email Address  |Fax Wumber

Mo data to display.

»| Addresses And Contact Information

¥ Expand All | P> Collapse All | 3 Branch Ssarch | m Terminate Branch

Branch Profile — Personnel panel expanded
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6.5.1 Add Branch Personnel
To add Personnel to a branch, click “Add” in the Personnel panel of the Branch Profile screen.

Home | ContactUs | Help | Logout
Logged in as: LENDER IDMT00644 [MT0644)

LEAP ']

Lender Electronic Assessment Portal 1S, Department of Housing and Urban Development

Home Institution.. Branches ..— History .- Requests.. Cash Flow Account Setup

12489-Sample Institution 2

Branch Profile

¥ Expand All | B Collapse All | p" Branch Search | w Terminate Branch

| Profile Details

S Edit

Branch ID:

Branch Type:

Branch Name:

Phone Number:

Fax Numbear:

Email Address:

Functions Authorized to Perform:
NMLS ID:

ate Single Famihy

| Doing Business As Names

| Personnel

*q}. add /Edit »

First Name |Middle Name |POC Last Name [Job Title | Type |Phone Number |Email Address |Fax Number
No data to display.

»| Addresses And Contact Information

¥ Expand All | P> Collapse All | 3 Branch Ssarch | m Tarminate Branch

Branch Profile — Personnel panel expanded
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This opens the Add Branch Personnel pop-up. Enter all required fields and click “OK.”

Add Branch Personnel

* First Name: [
Middle Name:
* Last Name:

* SSN:

= Job Title: |

* Phone Number:
* Fax Number:

* Email Address:

Add Branch Personnel pop-up
The new personnel will appear in the Personnel panel of the Branch Profile screen.

A Only one Branch Manager and one Regional Manager may be added for each Branch. A
Regional Manager may be associated with multiple Branches.
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6.5.2 Edit Branch Personnel

Branch Personnel can be edited or deleted by first selecting the row to edit and then clicking the
“Edit” or “Delete” buttons on the Personnel panel of the Branch Profile screen.

Home | ContactUs | Help | Logout
Logged in as: LENDER IDMTO0644 (MT0644)

LEAP B

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution-- Branches.. Recertification.- History.- Requests.. Cash Flow Account Setup

12489-Sample Institution 2

Branch Profile

¥ Expand all | P Collapse &ll | p’ Branch Search | w Terminate Branch

| Profile Details

/ Edit
Branch ID: 1248300013
Branch Type: Dirsct Lender

Branch Name:

Phone Number:

Fax Number:
Emzil Addre
Functions Authorized to Perform:
MMLS ID:

¥ Doing Busine@ As Na 5

~| Personnel

dk Add #FEdit ] Delete

First Name |Middle Name |POC Last Name |Job Title |Type |Phone Number |Email Address  |Fax Wumber
No data to display.

»| Addresses And Contact Information

¥ Expand all | P Collapse &ll | ,CF‘ Branch Search | m Terminate Branch

Branch Profile — Personnel panel expanded
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6.6 Doing Business As Names

To update a Doing Business As (DBA) Name, click “Doing Business As Names” from the
Branches drop-down on the Menu Bar. This opens the Profile screen with the Doing Business As
Names Panel expanded.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 [MT0544)

LEAP B

Lender Electronic Assessment Portal U5, Department of Housing and Urban Development
Home Institution.- Branches.- Recertification.- History.- Requests.. Cash Flow Account Setup

12489-Sample Institution 2

Branch Profile

¥ Expand All | P* Collapse All | p‘ Branch Search | m Terminate Branch

~| Profile Details

S Edit
Branch ID: 1248200013
Branch Type: Dirsct Lender
Branch Mame:
FPhone Number:
Fax Number:

Email Address: lezpautcbulkemails@gmail.com
Furnictions Authorized to Perform: Originate Single Famihy
NMLS ID:

#v Doing Business As Names

db add P Edit ffj Delete

Doing Business As Name
Mo data to display.

?| Personnel

?| Addresses And Contact Information
¥ Expand All | p* Collapse All | /G‘ Branch Search | m Terminate Branch

Branch Profile — Doing Business As Names panel expanded
To add a DBA Name, click “Add” at the top of the Doing Business As Names panel.
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This opens the Add Doing Business As Name pop-up. Enter the DBA Name and click “OK.”

Add Doing Business As Name B

* Doing Business A= Name:

Add Doing Business As Name pop-up

6.6.1 Editing Doing Business As Names
To edit an existing DBA Name, select the name and click “Edit” at the top of the Doing Business
As Names panel. Edit the DBA name and click “OK.”

6.6.2 Deleting Doing Business As Names

To delete an existing DBA Name, select the name and click “Delete” at the top of the Doing
Business As Names panel.
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6.7 Terminating aBranch

Select the branch to terminate from the Branch List and Details screen. The Branch Profile
screen for the selected branch is displayed. Click the “Terminate Branch” button.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0S40 (MT0940)

LEAP 2

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institution~- Branches-. Recertification History- Requests-.. Cash Flow Account Setup

Branch Profile

¥ Expand All | P Collapse All | B Branch Search | ]Im] Terminate Branch

~| Profile Details
S Edit

Branch ID: 4470200012
Branch Type: Traditional
Branch Name:
Phone Number: (111) 223-3333
Fax Number:
Email Address: leapautobulk@gmail.com
Functions Authorized to Perform:
NMLS ID:

»| Doing Business As Names
»| Personnel

»| Addresses And Contact Information

¥ Expand All | P Collapse All | & Branch Search | ]I[m Terminate Branch

Branch Profile — Highlighting Terminate Branch

A Branch Termination pop-up warning will appear asking to confirm the Branch termination.
Click “OK” to terminate the Branch.

l) Alert: Branch Termination

P
You are requesting to terminate the following branch:

4470200012

Click 'OK' to continue or 'Cancel' to abandon branch termination

OK Cancel

Branch Termination pop-up

AOnce a Branch is terminated, it cannot be reinstated. If the Institution wishes to reinstate
the Branch location, it must use the Add Branch function to re-register the Branch.

Page 59




View the status of the Branches for the Institution by navigating to the Branch List and Details
screen from the Branches drop-down on the Menu Bar. The newly terminated Branch has an
updated status of Terminated.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTOOS40 (MT0940)

LEAP B

Lender Electronic Assessment Portal U.S. Dep of Housing and Urban D
Home Institution-. Branches-.- Recertification-- History-- Requesis-- Cash Flow Account Setup
Search By Branch ID
Branch ID: Search By Branch Location
Branches
# |Office ID Status | Main Office Flag |Doing Business As Name Street Address | City Sta
1 4470200009 Active ¥ 1180 W 4TH 5T RUSH CITY MM
2 4470200012 Terminated ‘_ 171 Wiget Ln Walnut Creek CA
»

Branch List and Details

6.8 Areas Approved forBusiness

Areas Approved for Business (AAFBs) are displayed at the Branch level for each Institution.
View AAFBs by selecting Areas Approved for Business from the Branches drop-down on the
Menu Bar.

Home | Contact Us | el
Loged i as: LENDER IDMTOO644

PCAT i

Lender Electronic Assessment Portal U.S. Department of Housing and Urban D\

Home Institution . m Recertification ~ History «~ Requests .~ Cash Flow Account Setup

Add New Branch
12489-Sample Instil sy L O e
Areas Approved For Business o—

12489

Institution Summary — Areas Approved for Business drop-down highlighted
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6.8.1 Viewing Areas Approved for Business

Click on the Office ID of any Branch to view the AAFBs for that Branch. The AAFBs will
appear in the Areas Approved For Business For Branch panel.

LEAP

Lender Electronic Assessment Portal
Home Institution - E Recertification -~ History ~ Requests - Cash Flow Account Setup

12489-Sample Institution 2

Search By Branch ID

il
1]

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0644 (MTOG44)

U.S. Department of Housing and Urban Development

Branch ID: Search By Branch Location
Branches
# |office ID | main Office Flag |Doing Business As Name Street Address City Stz
1 1248901110 N 9400 ANTIOCH RD OVERLAND PARK K5
2 1248902008 N 520 MAIN AVEFL 5 FARGO MND
3 1248901146 N 7465 ASHWORTH RD WEST DES MOINES IA
4 12489000132 N 13505 CALIFORNIA 5T OMAHA MNE
5 1248901019 N 9335 E COUNTY LINE RD CENTEMNNIAL CO
6 1248902014 N 222 5W COLUMBIA 5T PORTLAND QR
7 1248901127 N 7225 N ORACLE RD TUCSON AZ
3 1248900007 Pending Y 171 Wiget Ln Walnut Creek CA
Withdrawal

9 1248901995 Terminated N 450 REGENCY PKWY OMAHA MNE
in 12A2an10AN Tarminatad L 7N1 W RROANMWAY AVE FRITMN [al’s

Areas Approved For Business For Branch <—

Click on an Office 1D in the list above to display the Areas Approved For Business for the selected branch.

Areas Approved for Business

Areas Approved for Business show the jurisdictions associated to the Institution, and indicate if
the Branch has origination and/or underwriting approval in the jurisdiction by displaying a “Y”
or “N” for the respective column.

Areas Approved For Business For Branch 1243900007

# Jurisdiction \Jurisdiction Name Origination Approval \ Underwriting Approval |Action
1 01 36 MANCHESTER, NH A Y

2 0143 PROVIDEMNCE, RI Y Y

3 0202 ALBANY, NY A Y

4 02 06 BUFFALO, NY A Y

5 02 16 CAMDEN, N1 Y Y

5] 02 36 MNEW YOREK, NY A Y

7 02 39 NEWARK, N1 A Y

g 03 06 BALTIMORE, MD Y Y

9 03135 CHARLESTON, WV A Y

10 03 26 A A Y

11 03 28 PITTSBURGH, PA Y Y

12 03 36 RICHMOND, VA A Y

13 03 39 WASHINGTON, DC A Y

14 0670 TULSA, CK Y Y

15 07 03 DES MOIMES, TA A Y

16 07 16 KANSAS CITY, KS A A

17 07 26 OMAHA, NE Y Y -

Areas Approved for Business
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7. Recertification

FHA requires all approved lenders to complete and submit their Annual Recertification in
accordance with HUD policy. For additional information on FHA’s Annual Recertification
requirements, please visit the Approvals and Renewals page at www.hud.gov/lenders.

LEAP will send an e-mail notification to the Institution’s Administrative Contact ninety days
prior to the Institution’s Recertification due date. LEAP will send additional e-mails throughout
the Recertification process updating the Institution on the status of the Recertification package.

A Please ensure that the Administrative Contact e-mail addresses are up to date asall
system generated emails will be sent to these email addresses. Refer to section 5.1.5 —
Maintaining Administrative Contact Information.

From the Menu Bar, click “Submit Recertification” from the Recertification drop-down to begin
the process.

Homa' | CONTICT L8 | HeIp | Logeat
Lopged in a5: LENDER IOMTO0S44 (MT0644)

LEAP

Lender Electronic Assessment Portal U'S Department of Housing asd Urban Development

Home Institution v Branches certificats Mistory v Requests v Cash Flow Account Setup

Submit Recertification |
12489-Sample Institution 2

Recert Extenson Request

Institution Summary — Submit Recertification drop-down highlighted
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This opens the Recertification Status screen, which guides the user through the Recertification
process. The following screenshot shows each of the possible Recertification process steps a user
may need to complete.

LEAP o

Lender Electronic Assessment Portal U.8. Department of Housing and Urban Development

Home Institution.. Branches.. Recertification .. History.. Requests.. Cash Flow Account Setup

51628-Sample Institution 3-Non-Supervised

Recertification Status : Not Started

Package Fiscal Year: 12/31/2016
Lender Data Verification L START -
Certification
Audit Related Questions

Financial Data Entry
Payment

Independent Public Accountant’s Agreed Upon Procedures

Submit to IPA for Review

Recertification Status screen

A The Recertification Status screen will ONLY show the Recertification steps required for
each specific Institution, as determined by the Institution’s Lender Segment. The Lender Segment
appears next to the Lender ID and Name at the top of the Recertification Status screen.

@ The Recertification Status screen will show a green icon when a step is completed and a
yellow icon if a step is in-process and needs further action to complete.
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7.1 Lender Segments

Lender Segments are generally based on each Institution’s Mortgagee Type and size measured
by total net assets. The table below shows the required Recertification steps for each Lender
Segment.

Required Recertification Steps

Non-Supervised Lender Data Verification
Certification

Audit Related Questions
Financial Data Entry
Payment

Submit to IPA for Review
Submit to HUD as Final

Lender Data Verification
Certification

Audit Related Questions
Financial Data Entry
Payment

Submit to IPA for Review
Submit to HUD as Final

Supervised Large

Total net assets greater than or equal to
$500 Million

Lender Data Verification

Supervised Small

Total net assets less than $500 Million Certification

Financial Data Entry
Payment
Submit to HUD as Final

Government e | ender Data Verification
e Certification
e Submit to HUD as Final
Investing o Lender Data Verification

Certification

Audit Related Questions
Financial Data Entry
Payment

Submit to IPA for Review
Submit to HUD as Final

Page 65



7.2 Recertification Processes

LEAP is designed to navigate the user through the Recertification process via the Recertification
Status screen. As stated in section 7.1 — Lender Segments, each lender segment will have a
specific Recertification process tailored to their segment.

The following sections provide a detailed overview of each Recertification process step.

7.2.1 Lender Data Verification

The Lender Data Verification step requires the user to verify that all Institution Profile
information in LEAP is accurate.

To begin, click the “Start” button located to the right of Lender Data Verification on the
Recertification Status screen.

LEAP w—

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution.. Bramnches.. Recertification.. History.. Requests.. Cash Flow Account Setup

51628-Sample Institution 3-Non-Supervised

Recertification Status : Not Started

Package Fiscal Year: 12/31/2016

Lender Data Verification [ starT -] -

Certification
Audit Related Questions

Financial Data Entry

Recertification Status screen
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This opens the Institution Profile screen where the user can view and edit any profile details, as
necessary.

If all Institution information is correct, click “Confirm” on the top-right of the screen. If
information needs to be edited, click “Edit” for the relevant section. Once editing is complete,
click “Confirm.”

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP ]

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

12489-Sample Institution 2

Institution Profile

¥ Expand Al | P Collapse Al
~| Profile Details
et

Institution 1D: 12489 Tax ID: 940475490
Insurance Type: Title 2 NMLS ID: 19116
Mortgagee Type: Supervised Institution GNMA ID: 3833

Supervising Agency: FDIC Incorporation State:
Incorporation Date: 04/14/2014
FHA Approval Date: 09/15/1998

Fiscal Year End Date: December 31 Total Active Branches: 7
Recertification Due Date: Functions Authorized to Perform: Originate Multi Family
Last Recertification Date: Originate Single Family
Last Payment Received Date: Service Multi Family

Service Single Family

Authorized For: Title 2 DE HECM
Title 2 DE Forward
LI Forward

Institution Profile — Profile Details

A Some Institution information changes may require submitting a request to FHA. If requests
for changes to Institution information are still pending, the user can still confirm that the Lender
Data Verification step is complete in order to move on to the next step in the Recertification. See
section 5 — Institution for more information on editing Institution information.
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After clicking “Confirm,” the Recertification Status screen opens with an updated status for each
required step.

LEAP W

Lender Electronic Assessment Portal 1S, Department of Housing and Urban Development

Home Institution.- Branches.. Recertification.- History.. Requests.. Cash Flow Account Setup

51628-Sample Institution 3-Non-Supervised

Recertification Status : Tn Process

Package Fiscal Year: 12/31/2016

@ Lender Data Verification [ vew

Certification (s - -

Audit Related Questions

Financial Data Entry

Payment

Recertification Status screen
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7.2.2 Certification

The Certification process requires an Institution’s corporate officer to certify that the Institution
was in compliance with all HUD-required certification statements. Anyone who submits false
claims or false statements is subject to criminal and civil penalties, as indicated in the warning
message.

In order to complete this process, the user must have the Certifying Official role (see section
2.1 — Authorization Role Definitions). The Institution’s FHA Connection Application
Coordinator must grant this role to the appropriate user(s). An Institution can have a maximum
of three individuals with the Certifying Official role.

Click the “Start” button to the right of Certification to begin this step. This opens the
Certification screen.

LEAP ]

Lender Electronic Assessment Portal U'S Department of Housing and Urban Development

12489-Sample Institution 2

Certification

Capitalized terms in the following statements refer to those terms as used in the relevant sections of HUD Handbook 4000.1.

/A WARNING : This

penalies, including c

Certification screen

On the Certification screen, check the box for each certification statement as appropriate.

A If the user cannot certify to any of the statements, see section 7.2.2.1 - Unable to Certify.
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Once all certification statements have been checked, additional data fields are exposed.

laim, or makes false statements is subject to criminal and civil

Certification — Able to Certify

Enter information in all fields and click the “I Certify” button to complete the process. LEAP
validates this information against FHA records to ensure that the current user has the appropriate
authority to complete the Certification.

When the Certification step is complete, the Recertification Status screen reopens and the
Certification button changes to View.

LEAP (]

Lender Electronic Assessment Portal US. Dep of Housing and Urban D

Home Institution-. Branches.. Recertification. - History.. Requests.. Cash Flow Account Setup

51628-Sample Institution 3-Non-Supervised

Recertification Status : In Process

Package Fiscal Year: 12/31/2016

@ Lender Data Verification L vew _

O Certification L vew
Audit Related Questions ELD
Financial Data Entry [ starr -]
Payment L starr_-J

Independent Public Accountant's Agreed Upon Procedures

Submit to IPA for Review

Recertification Status screen
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7.2.2.1 Unable to Certify

If the user is unable to certify to any of the statements on the Certification, the corresponding box
is left unchecked.

For example, in the screen shot below, the user is unable to certify to statements 5, 6, and 10.
Certification screen

LEAP L)

Lender Electronic Assessment Portal U.S. D of Housing and Urban De

12489-Sample Institution 2

Certification

Capitalized terms in the following statements refer to those terms as used in the relevant sections of HUD Handbook 4000.1.

In order to certify, a Certifying Official must check the box for each statement and complete the identifying information below. If you are unable to certify to any of
the statements, leave those specific box(es) unchecked and click “"Unable to Certify.” You will be prompted to provide an explanation and attachments.

A table listing any Notice of Material Event submitted since your last annual recertification is included below the certification statements. This table shows the
applicable certification statement and describes FHA's current disposition for each Notice of Material Event.

# 1. I acknowledge that I am a Corporate Officer of the abovementioned Mortgagee (hereinafter referred to as "the Mortgagee") authorized to execute these

certifications and acknowledgements on behalf of the Mortgagee.
v 2. I certify that, during the Certification Period, the Mortgagee, or any Corporate Officer (as defined at HUD Handbook 4000.1 1.A.3.c.iv.(B)) was not:
a) Subject to a suspension, debarment, or under a Limited Denial of Participation (LDP); or
b) Refused or had revoked, any license necessary to conduct normal operations in the mortgage loan industry by any State(s) (as defined at 12 U.S.C. §

1707(d)) in which the Mortgagee will originate insured mortgages or Title I loans; except for those occurrences, if any, that the Mortgagee reported to HUD and
for which the Mortgagee received explicit clearance from HUD to continue with the certification process.

# 3. I certify that during the Certification Period the Mortgagee was not Sanctioned by any State(s) (as defined at 12 U.S.C. § 1707(d)) in which the Mortgagee

will originate insured mortgages or Title I loans, except for those Sanctions, if any, that the Mortgagee reported to HUD and for which the Mortgagee received
explicit clearance from HUD to continue with the certification process.

v 4. 1 certify that the preceding statements are materially correct to the best of my knowledge.

A\ WARNING : This wamning applies to all certifications made in this document. Anyone who knowingly submits a false claim, or makes false statements is subject to criminal and civil
penalties, including confinement for up to & years, fines, and civil penalties. 18 U.S.C §§ 287, 1001 and 31 U.S.C. §3729

Since the user is not able to check all of the certification statements, the “I Certify” button is
inactive, and the “Unable to Certify” button is active.

Click the “Unable to Certify” button to proceed.
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This opens a pop-up detailing the statement(s) to which the user was unable to certify. Enter
comments in each explanation field (comments are required).

LEAP - Recertification - Unable to Certify Explanations

The following statement(s) were not selected as certified. Please provide an explanation for each and upload
all relevant attachments. If multiple items are listed, please indicate which attachments apply to each

st

5. I certify that during the Certification Period, the Mortgagee was not sanctioned by any federal, state, or local government agency or
by any other regulatory or oversight entity with jurisdiction over the Mortgagee, except for those sanctions, if any, the Mortgagee

timely reported to HUD during the Certification Period and for which the Mortgagee received explicit clearance from HUD to continue vi.l
with the certification process.
In order to ¢  any
of the stater = Explangtion:
) i %
- 5 Maximum number of characters: 255 l‘er

6. I certify that during the Certification Period, the Mortgagee was not subject to any unresolved findings, except for those unresolved
?. 51 findings, if any, the Mortgagee timely reported to HUD during the Certification Period and for which the Mortgagee received explicit n
. =~ clearance from HUD to continue with the certification process. F

* Explanation:

Maximum number of characters: 255

@ e 10. Each of my certifications is true and accurate to the best of my knowledge and belief. I understand that if I knowingly have made
- . - any false, fictitious, or fraudulent statement(s), representation(s), or certification(s) on this form, I may be subject to administrative,
civil and/or criminal penalties, including debarment, fines, and imprisonment under applicable federal law.

* Explanation:

Maximum number of characters: 255 ¥

Certification — Unable to Certify Explanations
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Add any relevant attachments to further clarify the reasons for being Unable to Certify
(attachments are optional).

Home | Contact Us | Help | Cogout
Logged in a5t LENDER 1DMTO0644 (MT0644)

.
LEAP - Recertlflcahon Unable to Certlfy Explanahons <)

Lender El fmdmg xf any, the Mortgage& tlme!/ repcrted to HUD durmg the Ce'tlﬁcatlcn Per!od and fcr vhl:h the Hor‘(gagee recel»ed exphcxt A L.pmem
clearance frorn HUD to continue with the certification process -

* Explanation: | sample
12489-San
Maximum number of characeers: 255
Certification
10. Each of my certifications is true and accurate to the best of my knowledge and belief. I understand that if I knowingly have made

any false, fictitious, or fraudulent statement(s), representation(s), or certification(s) on this form, I may be subject to administrative,
civil and/or criminal penalties, including debarment, fines, and imprisonment under applicable federal law.

In orderto ¢ " . b any
of the stater Explanation: | Sample

v 1.Ice Maxsmum number of characters: 255 3
execu her
the op
_ Attachments foan
under b as

"Fartic  Maximum file size per file is 5MB.
Please note, large attachments may take in excess of 30 seconds to load.

v 3.1ce -
debari | |ID |File |Associated To [
impler Certification Line 5
: Y Attachment-0 Choose File | No file chosen Certification Line 6 x
v 4. 1ce [Ermomtzziiaidbosl 2ol .
convic ertification Line 1!
Mortg: riod
precet P
estate
5.1ce [ _cacel QL SusuT )
regula 3
Certifi
5. I ceroryaTooY e Ty TS ST R e PO S E T e eI =Y, the

HF"TQBQ:E tlmeh chC’tEd to HUr du mg th= r‘e’tmratlcn Period and ro \hlch the Mortgagee received explicit clearance from HUD to ccr‘(mu= wth the
certification proces

Certification — Unable to Certify Explanations
The screen will display the details of each attachment.

Associate the attachment(s) to the relevant certification statement number(s) by checking the
appropriate box in the Associated To column. Click “Submit.”

@In order to see all of the attachment details in the “Certification — Unable to Certify
Explanations” pop-up, expand the window by clicking the bottom right corner and dragging to
the desired height and width.

If the staff require clarification on any of the certification statements, the staff may request
additional information from the lender. The lender will receive an email explaining the required
information. The lender can then log back in to LEAP to provide the information. When logging in,
the lender will see the below statement within the Pending & Upcoming Activities panel located on
the home screen:

Pending & Upcoming Activities

+ Submit more information reguested by OLAPC in
support of your Certification Statement

Pending & Upcoming Activities — Provide Additional Certification Info
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The Lender can then return to the Recertification package and view the Certification form. On both
the top and bottom of the Certification form, there is a button that can be selected to allow the lender
to provide additional information. After selecting this button, a pop-up will appear allowing the
lender to enter comments and attach additional files. The certification form is then resubmitted to
OLAPC for review.

LEAP ()

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

51628-Sample Institution 3
Certification

[ Frovioe accmonal w0 T RETURN NS
Capitalized terms in the following statements refer to those terms as used in the relevant sections of HUD Handbook
4000.1.

In order to certify, a Certifying Official must check the box for each statement and complete the identifying information below. If you are unable to certify to any of
the statements, leave those specific box(es) unchecked and click “Unable to Certify.” You will be prompted to provide an explanation and attachments.

Certification — Provide Additional Info

The OLAPC will review “unable to Certify” explanation and determine if the additional information
is sufficient to agree to the exceptions to certification. If an agreement is made, the Lender will
receive an email of agreement with exceptions to certification. The Lender will then certify with
agreed upon exceptions.

If there is not an agreement to the exceptions to certification, the Lender must restart the
recertification process.
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7.2.3 Audit Related Questions

This section only applies to lenders that must submit audited financial statements. See section
7.1 — Lender Segments for more information.

Once the Lender Data Verification and Certification Processes are complete, the user can start
the Audit Related Questions. Click the “Start” button to the right of Audit Related Questions on
the Recertification Status screen to begin this step.

Enter each required field (*) in the Lender Owner/Comptroller panel. The Lender
Owner/Comptroller is a point of contact at the Institution that can address audit-specific
questions that FHA may have during its review of the Recertification package.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0644 (MTO644)

LEAP 1

Lender Electronic Assessment Portal 5. Department of Housing and Urban Development

12489-Sample Institution 2

Audit Related Questions

Institution Information
Institution Mame: Sample Institution 2
Fiscal Year End Month: February 28

Lender Owner/Comptroller
* First Name:
Middle Name:
* Last Name:
* Job Title:
* Phone Number: |(111) 222-3333 x
* Fax Number: [{111) 222-3333

* Email Address:

Audit Related Questions screen

@ The Lender Owner/Comptroller information does NOT need to match the contact
information for the user completing this data entry step.

@ Select the Save or Save & Return button at the top right of the screen at any time. Save will
save the data entered and keep the user on the same screen. Save and Return will save the data
entered and return the user to the Recertification Statuspage.
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Answer all questions in the Questions and Documents panel.

Questions And Documents

Maximum file size per file is 5MB.
Please note, large attachments may take in excess of 30 seconds to load.

Financial Statement Information
* 001: Is the FHA approved lender a subsidiary in a parent - -Yes v
subsidiary relationship?
* 002: Are you submitting audited consolidated financial [consolidated ¥
statements of the parent company or audited financial statements
of the FHA-approved subsidiary?
* 003: Is the subsidary 40% or more of the parent? |[Yes ¥
* 005: Is the FHA approved lender in 2 parent- subsidiary v
relationship?
* 006: Type of Audit Opinion issued | Qualified Opinion ¥
* 007: Type of Audit Opinion issued on the supplemental [qualified Opinion v
information in relation to financial statements as 2 whole
* 008: Is = going concern paragraph included in the auditor's
iitors ]
* 009: Reported Findings - Significant Deficiencies? |No V¥

* 010: Reported Findings - Material Wesknesses? [No ¥

cece eecece e¢

* 011: Reported Findings - Materizal Noncompliance? [No ¥

HUD Compliance Audit

o * 020: Type of Audit Opinion issued | Qualified Opinion v
(1] * 021: Reported Findings - Significant Deficiencies? [No ¥
o * 022: Reported Findings - Material Weaknesses? |No ¥
(7] * 023: Reported Findings - Material Noncompliance? [No ¥

Management Letter

(i) * 030: Were certain matters communicated to management not

disclosed in audit reports?

Audit Related Questions — Questions and Documents

@ Select the W icon to the left of any Audit Related Question for a detailed description.
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Add all required documents in the Required Documents panel.

Required Documents

* 040: Independent Auditors' Report on the Financial Statements and Supplemental Schedules and the related financial reporting package including
audited financial statements, notes, and supplemental schedules

Choose File (No file chosen x

* 041: Independent Auditor’s Report on Internal Control Over Financial Reporting and on Compliance and Other Matters Based on an Audit of the
Financial Statements Performed in Accordance With Government Auditing Standards

Choose File | Ne £ile chosen *x

* 042: Independent Auditor’s Report on Compliance With Requirements That Could Have a Direct and Material Effect on Each Major HUD Program and on
Internal Control Over Compliance Based on an Audit in Accordance With the HUD Consolidated Audit Guide

Choose File | Mo file chosen b 4

O o043 Schedule of Findings, Questioned Costs, and Recommendations

Choose File | Nz file chosen *x

)y T 044: CPA Firm or Practitioner License

Choose File |No file chosen *x

Audit Related Questions — Required Documents

@Add more than one attachment for each requirement by clicking <.

Conditional Documents may be required based on the responses in the Financial Statement
Information, HUD Compliance Audit, and Management Letter sections.

Any conditional document that is required, based on responses entered, will be highlighted in
yellow to add. Add all applicable documents, and click “Save.”

Conditional Documents
@) 050: Management Letter or other type of written auditor communication to management

Choose File |No file chosen b 4

O os1: Corrective Action Plan related to Financial Statement Audit or HUD Compliance Audit

Choose File |No file chosen x

O os2: Corrective Action Plan related to Management Letter or other type of written communication to management

Choose File (Mo £ile chosen x

&) 053: Schedule of the Status of Prior Audit Findings, Questioned Costs, and Recommendations

Choose File |Nc file chosen x

O o054 Audited Consolidating Schedules

Choose File (Mo f£ile chosen x

055: Corporate Guaranty Agreement
[= Y Ad
Choose File |Ne file chosen x

O oss: Unaudited Consolidating Schedules or Call Report

Choose File |No file chosen x

@ 057: Other/Miscellansous Documents

Choose File |Ne file chosen x

"ii‘- SIVEII'ETUII! ‘E: :5’ vl.
Audit Related Questions — Conditional Documents
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7.2.4 Financial Data Entry

Financial Data Entry is tailored to each lender segment. LEAP collects specific financial data
points HUD uses to evaluate the Institution’s financial status.

@ Lenders in the Supervised Small segment must also attach their unaudited regulatory
report (call report) on the Financial Data Entry screen. All other segments that submit financial
information will attach required documents on the Audit Related Questions screen.

Click the “Start” button to the right of Financial Data Entry on the Recertification Status screen
to begin this step. Complete all fields and click “Save.” After saving, any fields not completed
will be highlighted in yellow.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0644 (MTO644)

LEAP (]

Lender Electronic Assessment Portal US. Department of Housing and Urban Development

12489-Sample Institution 2

~| Recertification - Financial Statements

G dHED @

Maximum file size per file is 5MB.
Please note, large attachments may take in excess of 30 seconds to load.

Financial Data Template

Balance Sheet - Assets

v
O Line Itern 100: Cash and Cash Equivalents 0
O Line Item 101: Escrow deposit Cash 0
O Line Item 102: Restricted Cash / Compensating Balances (section 2-6, chpt 2 handbook 4060.1) o
(i ] Line Item 103: Trading Account Securities 0
[ i ] Line Itern 104: Net Mortgage Servicing Rights o
O Line Item 105: Other Real Estate Owned at Net Realizable value 0
[ 1] Line Item 106: Loans Held for Investment 0
~| Balance Sheet - Unacceptable Assets

O Line Itern 200: Pledged Assets 0
[ 1] Line Item 201: Assets Due from an Officer, Stockholder, or Related Entity o
[ i ] Line Item 202: Personal Interest Investment o

Financial Data Entry screen

@ Select the @ icon to the left of any Line Item for a detailed description.

A Certain fields are automatically calculated based on the data entered. These fields are
highlighted in grey and are read-only.
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7.2.5 Payment
LEAP uses a direct web service with the Treasury Department’s Pay.Gov service.

To submit payment of the Institution’s Recertification fee, click the “Start” button to the right of
Payment on the Recertification Status screen.

LEAP automatically calculates the fee amount based on the Institution’s Insurance Type and
number of active branches and displays this calculation on-screen.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP 8

Lender Electronic Assessment Portal 5. Department of Housing and Urban Development

12489-Sample Institution 2

Recertification Payment

L cuce. - suaum ]
# Fee Calculation: Title 2 Main Office Recert Fee: $500
0Title 1Branches Recert Fee: §0
7Title 2 Branches Recert Fee: $1400
0Title 1and Title 2 Branches Recert Fee: S0
Amount Due: $1,900.00
* Bank Routing Number:
* Bank Account Number:
L cuce. - suaum ]

Recertification Payment screen
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Enter data in each required field (*) and click the “Submit” button. A Payment Confirmation
screen with a Pay.gov receipt number will be displayed.

LEAP

Lender Electronic Assessment Portal

12489-Sample Institution 2

Recertification Payment

Fee Calculation:

Amount Due:
Pay.Gov Receipt Number:
Pay.Gov Receipt Date:

A Pay.gov requires a 48-hour processing time to clear payment.

Title 2 Main Office Recert Fee: $500

0 Title 1 Branches Recert Fee: 50

7 Title 2 Branches Recert Fee: $1400

0 Title 1 and Title 2 Branches Recert Fee: $0

$1,900.00
3FONB238
04/16/2014

Payment Confirmation screen

Home | Centact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

iy
il

U.S. Department of Housing and Urban Development

A Rejected Payments can be resubmitted in the Payment History screen (see section 8.2 —
Resubmitting Rejected Payments).

Click the “Return” button to return to the Recertification Status page.
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7.2.6 Submit to Independent Public Accountant for Review

This section only applies to lenders that must submit audited financial statements. See section
7.1 — Lender Segments for more information.

Once the applicable steps for the Lender Data Verification, Certification, Audit Related
Questions, and Financial Data Entry are complete, the “Submit” button in the “Submit to IPA for
Review” line becomes active on the Recertification Status screen.

Lenders are responsible for informing the IPA after they submit the financials to IPA Review.
Click “Submit” to submit the Recertification package to the IPA for review.

Recertification Status : In Process

Package Fiscal Year: 12/31/2013
0 Lender Data Verification
Q Certification

O Audit Related Questions

Q‘ Financial Data Entry

Independent Public Accountant's Agreed Upon Procedures

Submit to IPA for Review L SUBMIT _

Recertification Status screen — Submit to IPA functionality enabled

A The Institution is not required to complete the Payment section before submitting to the
IPA. The Payment section is required to be completed before submitting the Recertification
package to HUD.
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7.26.1 IPA Home Screen

The IPA Attester will access LEAP via FHA Connection (See section 2 — How to Access
LEAP). After the IPA logs in, a Unique IPA Identifier (UIl) number must be entered.

Enter the UIl number and click “Submit.”

Firm Not Selected

<

IPA UIl Number

The screen will display the Audit Firm Details for the IPA Attester to complete and confirm. If
the fields are prepopulated, then they only require confirmation. If any of the fields are not
prepopulated, then they must be entered. Fields with a (*) are required in order to confirm and
move to the next screen.

Click “Confirm.”

LEAP

Lender Electronic Assessment Portal U'S Department of Howsing and Urban Development

Firm Not Selected

Audit Firm Details

IPA — Audit Firm Details
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This opens the Associated Lenders panel at the bottom of the screen.

Recertification packages that are available to be reviewed will have an active link populated in
the Recert ID column. Click the “Recert ID link” in the Recert ID field to view the
Recertification package.

LEAP

Lender Electronic Assessment Portal

Sample Institution

Enter UII Number:

Audit Firm Details

= Firm Name:

* Tax ID:
Street Address:
City:

State:

Zip Code:

* First Name:
Middle Name:

* Last Name:
Title:

Phone Number:
Fax Number:
Email Address:

Associated Lenders

Sample Institution
11-1111111

171 Wiget Lane
Walnut Creek
California

94598

Sample

IPA

Home | Contact Us [ Help | Logout
Logged in as: IPA IDIT00001 (IT0001)

[ol
Wl

U.S. Department of Housing and Urban Development

Institution |, __.. | ‘ Fiscal Year End |Recertification
# ) |Institution Name ‘Insurance Type |Segment Date Recert ID |pue Date
1 DISCOVER BANK Title 2 Investing December 31 1-15ALTE 03/31/2014

IPA Firm Details

A Only Institutions that have been associated to the IPA firm in FHA Connection will appear
in the IPA’s Associated Lenders panel.

A Institutions that are still working on the Recertification Package will also be displayed in
the Associated Lenders panel; however, they will not have an active link in the Recert ID

column.
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7.2.6.2 Agreed-Upon Procedures

After the IPA has selected a specific Institution’s Recertification to review, the Recertification
Status screen opens. The IPA has access to view the Audit Related Questions and Financial Data
Entry information in read-only format by selecting “View” to the right of cither line item.

LEAP i

Lender Electronic Assessment Portal 1.S. Department of Housing and Urban Devel

31145-Sample Institution 4-Non-Supervised

Recertification Status : In Process

Package Fiscal Year: 12/31/2016

Audit Related Questions IE' _
Financial Data Entry [ vEw ] _

Independent Public Accountant's Agreed Upon Procedures [ starT -]

Recertification Status — IPA screen

Click the “Start” button next to the Independent Public Accountant’s Agreed Upon Procedures
(AUP) to access the AUP.

The IPA Procedures screen displays the Audit Statement, Audit Procedures, Independent Public
Auditor Details, and the Attesting Practitioner Details. In the Audit Statement section, type the
Institution name in the Client Name field. LEAP will auto populate the Institution’s name in the
Audit Statement text below the field.

The Independent Public Auditor Details and Attesting Practitioner’s Details sections will display
the information entered by the IPA on the previous screens.

The Audit Procedures section provides the IPA Attester the option to select one of the following
radio buttons for each Audit Procedure:
e Agrees

e Does Not Agree

e No Such Document Issued.
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Lender Electronic Assessment Portal U'S Degurtment of Housieg and Urban Development

IPA Procadurss

Audit Statement

INDEPENDENT ACCOUNTANT'S REPORT ON APPLYING AGREED-UPON PROCEDURES
To: and the U.S. Department of Housing and Urban Development

We have performed the procedures enumerated in the chart below, which were agreed to by (the “ender”) and the U.S. Department of Housing and Urban
Deveiopment, solely to assist them in determining the accuracy of the electronic submission of certan information into the Lender Electronic Assessment Portal (LEAP). The lender s
responsbie for the accuracy and completeness of the electronic submission. The sufficency of these procedures & solely the responsbity of the parties specfied in this report.
Consequently, we make no representation regarding the sufficency of the procedures described in the chart beiow etther for the purpose for which this report has been requested or for
any other purpose. The procedures appled and our findings are presented in the chart below.

This agreed-upon procedures engagement was conducted in accordance with attestation standards estabished by the American Insttute of Certified Publc Accountants. We were not
engaged to, and did not conduct an examination or review, the objective of which would be the expression of an opinion or condusion, respectively, on the electronic submission of certain
information into LEAP. Accordingly, we do not express such an opinion or conclusion. Had we performed additional procedures; other matters might have come to our attention that would
have been reported to you. Further, we take no responsbity for the secury of the information transmitted electronicaly to the U.S. Department of Housing and Urban Development.

This report s intended solely for the information and use of the lender and the U.S. Department of Housing and Urban Development and s not intended to be and shouid not be used by
anyone other than these specified parties,

Audit Procedures

F | No Susn
No. | catagery Brocazuras Ansias Agrass Daes e Dozumam
Agres
133082
Ve compared the electronic FOT inout in LEAS 20 the nara copy FOT provices a3 8 D L S S
1 SUSDIETEMS STNASUE COINAS ON In FEIBION 20 the SASACID! STATEMANS 85 & Whole 308 ,,?;“ ol (& o a
atazhes in ine e 040 of the Aust Relstes Questions anc Documens [ARQ). izl
We Compares the schecUie Of ANCINgs, CUESTIONES COSS, ANC FECOMMENSETONS Schecue of Fincings,
2 amachec in ine mem 043 ofthe ARQ 20 The NN CODY SCHAUE OF nTings, Susstiones Questiones Costs, ans o () =)
oM mensations. Recommencations
COMDAred the Mandgament ietter 2ACNES In ine Rem O0S0 ofthe ARQ othe Nt
e Letter )
3 manszeman: attar ansgeme G
e S A e e semz 051 3= 052 &% 2
% We COmores the COTTaTiVE SI2I0N DIaNS 3TISChaC In fine Rems 051 anc 052072ne Coccective ALtion Mens : 5 =

ARG 20 the NarC oDy Corractive astion Dlans

Indepandant Public Auditor Datalis
vl 75987
Firm Name: Samgle lnssnzon

Empigyer loemttcation Numder: 11-11311510

Frr3t Name:  Samole
Miasie Name
tast Name: 1PA

snone Numoe:
Fax Numbder
Emal Aocress

IPA Procedures screen

Once all procedures have been completed, click “Submit.”
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This opens the Submit Agreed Upon Procedures notice. Click “OK.”

(1) Submit Agreed Upon Procedures L]

You are submitting your agreement or disagreement with the institution’s financial reporting
package.

Selact 'OK’ to continue or "Cancel’ to return to the previous page.

IPA — Submit Agreed Upon Procedures pop-up
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If the IPA Attester does not complete all information on the Audit Procedures and clicks
“Submit,” LEAP presents an Error Message to complete all fields.

& Error ]

All fields must be completed before Agreed Upon Procedures can be submitted.

OK

IPA Error pop-up

An e-mail is sent to the Institution’s Administrative Contact stating whether the IPA attested to
all procedures. If no issues were discovered, the Institution can submit the Recertification
package to HUD (see section 7.2.6.4 — IPA Attests to an Institution Financials). If issues were
discovered, the Institution must correct and submit back to the IPA (see section 7.2.6.3 — IPA
Does Not Attest to an Institution Financials).

7.2.6.3 IPA Does Not Attest to an Institution’s Financials

If the IPA Attester selects “Does Not Agree” to any procedure, LEAP will send the Institution’s
Administrative Contact an e-mail notifying the Institution that the IPA did not attest to their
submission. The Institution will have to revise the information provided on the Audit Related
Questions and/or Financial Data Entry form based on the information specific to that finding and
resubmit for IPA Review.

7264 |IPA Attests to an Institution’s Financials

If the IPA Attester selects Agrees to all procedures, LEAP will send the Institution’s
Administrative Contact an e-mail notifying the Institution that the IPA attests to their
submission.

The Institution Recertification Package is now available to the Institution to submit to HUD once
all other sections of the package have been completed.
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7.2.7 Submit to HUD as Final

Once all Recertification steps required for an Institution’s Lender Segment are complete, the
“Submit” button next to Submit to HUD as Final on the Recertification Status screen is active.

Click “Submit.”

LEAP w

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Develop

Home Institution.. Branches.. Recertification .. History.. Requests., Cash Flow Account Setup

31145-Sample Institution 4-Non-Supervised

Recertification Status : In Process

Package Fiscal Year: 12/31/2016

Q Lender Data Verification

O Certification [ view ]
O Audit Related Questions [ vew ]
Q Financial Data Entry m
@ payment L vew ]

O Independent Public Accountant's Agreed Upon Procedures i

Submit to HUD as Final L susMT_J _

Recertification Status — Submit to HUD as Final functionality enabled
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A pop-up will appear asking for confirmation that the user wishes to submit the Recertification
Package to HUD as final.

(1) Submit Recertification Package as Final 8

By selecting "Submit”, I certify that to the best of my knowledge and belief, the information contained in this
submission is accurate and complete for the specified period. This includes, but is not limited to: the Financial
Data Entry items, Audit Related Questions (if applicable), Audited Financial Statements and Supplemental
Information or unaudited regulatory report.

Select "OK' to continue or "Cancel' to return to the previous page.

Recertification Status — Confirm Submission as Final pop-up

Click “OK” to submit the Recertification Package to HUD; or click “Cancel” to navigate the
user back the Recertification Package to make any required updates before submitting the final
Recertification Package to HUD.
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The Recertification Status screen will refresh with an updated status for all Recertification steps.
The Recertification Status is updated to “Under Review”

LEAP ('}

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution.. Branches.. Recertification .- History.. Requests.. Cash Flow Account Setup

31145-Sample Institution 4-Non-Supervised
Recertification Status : Under Review _

Package Fiscal Year: 12/21/2016

0 Lender Data Verification

Q Certification L vew
Q Audit Related Questions ‘E.
& Financial Data Entry [ vew ]
@ payment L vEW ]

O Independent Public Accountant's Agreed Upon Procedures (L0
Q Submit to HUD as Final
Recertification Status screen — Status of Under Review

The Recertification package will now be reviewed by FHA. E-mails will be sent to the
Institution’s Administrative Contact as the package is reviewed if additional action is required.
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7.3 Resolving Deficiencies inFinancials

If any portion of the Institution’s Recertification Package is deficient, an e-mail will be sent to
the Institution’s Administrative Contact.

The Institution Summary screen will display a notice stating that FHA has found deficiencies on
the Recertification Package.

To respond to deficiencies, navigate to “Submit Recertification” from the Recertification drop-
down on the Menu Bar. On the Recertification Status screen, a red X will appear next to the
section or sections requiring attention.

Click the “Edit” button next to the section with the red X.

Recertification Status : In Process

& Lender Data Verification [ vew ]
@ Ccertification (e ]
-> © Financial Data Entry [ eom ]
@ payment [ _ven J

Submit to HUD as Final

Recertification Status screen — Issue with Financial Data Entry
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At the top of the screen, a Deficiencies panel will be displayed with all deficiencies noted. The
Deficiencies panel displays the Deficiency ID, Description of the deficiency, the OLAPC
Proposed Resolution, and the Lender Resolution fields.

Click the “Resolve” button.

~| Recertification - Financial Statements

Maximum file size per file is 5MB.
Please note, large attachments may take in excess of 30 seconds to load.
~| Deficiencies
Deficiency ID Description OLAPC Proposed Resolution Lender Resolution
. . P ide d tation f t worth
1-14LTED Insufficient Adjusted Net Worth rovide decumentation far net we
calculation.
- Provide d tation for liquidit
1-14LTE2 Insufficient Liquidity rovide documentatian far iquidicy
calculation.
4 T | +
RESOLVE

Financial Data Template

~| Financial Statement Upload

@ * 1: Unaudited regulatory report (Call Report) signed by a corporate officer

i Update... .

~| Balance Sheet - Assets
Line Item 100: Cash and Cash Equivalents i)
Line Item 101: Escrow deposit Cash i)
Line Item 102: Restricted Cash / Compensating Balances (section 2-6, chpt 2 handbook 4060.1) i)
Line Item 103: Trading Account Securities i)
Line Itemn 104: Net Mortgage Servicing Rights i)

Line Item 105: Other Real Estate Owned at Met Realizable Value 1]

ceeececece

Line Item 106: Loans Held for Investment 1]

Recertification — Financial
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A pop-up will display all deficiencies. A comment must be entered in the Response field for each
deficiency (required). Attachments may be added.

After adding attachments, indicate the deficiency associated with each attachment by clicking the
“Deficiency ID” in the “Associated To” column. The same document can be associated with any

or all deficiencies.

~| Recertification - Financial Statements

Deficiency Resolution <] m vi.1
e | cuiceL QL save ]
Please note, I
Deficiency ID: 1-14LTEO
| Deficiench Description: Insuffident Adjusted Net Worth |
Deficiency ID Prgoosed Resolution: Provide documentation for net worth calculation.
1-14—LTEDA " Response:
1-14LTE2
< e r
. Deficiency ID: 1-14LTE2
Description: Insuffident Liquidity
Proposed Resolution: Provide documentation for liquidity calculation.
Financial Dal * Response:
~| Financial
O *1i:Una
Ti-z1L  Attachments n
Maximum file size per file is 5MB.
Please note, large attachments may take in excess of 30 seconds to load.
~| Balance £
o | |A550cwated To | | |
1-14LTEOQ
”Attachment-u No file selected. SL-I4—LTE2 b 4
O tner —} &
o
o [ canceL L Save ]
L1
o

Recertification — Financial

AAttachments cannot be larger than 5MB per file.
@ To add more than one attachment, click c:}. .
@ To delete an attachment, click X_

Once complete, click “Save.”

After all deficiencies have been resolved, the Recertification Status screen will show all steps as
complete. Click the “Submit to HUD as Final” button to resubmit the Recertification Package.
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7.4 If FHA Rejects the Recertification Package

FHA may reject an Institution’s entire Recertification package due to noncompliance. When this
occurs, the Institution must fill out a new Financial Data Entry and Audit Related Questions
based on the Lender Segment. If the Institution is in the Non-Supervised, Supervised Large, or
Investing segments then they must resubmit the Recertification Package to the IPA again for

review and completion of the AUP.

7.5 Recertification Extension Request

Prior to an Institution’s assigned Recertification package Due Date, the user may request an
extension of that Due Date.

7.5.1 Submitting the Extension Request

From the Recertification drop-down on the Menu Bar, select “Recert Extension Request.”

LEAP

Lender Electronic Assessment Portal
Home Institution . Branches m History v Requests . Cash Flow Account Setup

Submit Recertification I

Recert Extension RequestI} h

12489-Sample Institution 2

Institution ID:
Insurance Type:
Mortgagee Type:
Supervising Agency:

Fiscal Year End Date:
Recertification Due Date:
Last Recertification Date:

Last Payment Received Date:

12489

Title 2

Supervised Institution
FDIC

February 28
05/31/2015
06/27/2013
03/21/2013

Tax ID:
NMLS ID:

Total Active Branches:
Functions Authorized to Perform:

Authorized For:

Home | Contact Us | Help [ Logout
Logged in as: LENDER IDMT00644 (MT0644)

[of
il

U.S. Department of Housing and Urban Development

04-0475440
19116

7

Originate Multi Family
Originate Single Family
Service Multi Family
Service Single Family
Title 2 DE HECM

Title 2 DE Forward

LI Forward

Institution Summary — Request Extension Request drop-down highlighted
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This opens the Request screen, with the Request Type field automatically populated to Extension
Request.

FUME | SOt Us | ARIp | LoguuL

Logged in as: LENDER [DMTO0644 (MTO644)

LEAP 1

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institution -~ Branches .. Recertification.- History-- Requests . Cash Flow Account Setup

12489-Sample Institution 2

Information

—P = Request Type [Extension Request ]
Electronically submit written notification through this system on company letterhead, dated and signed by a senior officer with the
FHA Lender ID Mumber, to the attention of the Director of the Lender Approval and Recertfication Division.

The request must include the following:

= 3 detaled explanation of why the extension is requested
« timeframe for the extension

= 3 point of contact for the lender

Details

Recertification Due Date |03/21/2014
Reason for Extension Request

Requestor Comments

A

Requests — Extension request

Enter information in the required fields. Provide any additional comments specific to this
request. Once complete, click the “Submit” button.

A The Recertification Due Date is automatically set to thirty days after the current Due Date.

@ The extension request details will be visible on the Request History page as well on the
Institution Summary.

Once the request is approved or rejected by FHA, the Institution’s Administrative Contact will
receive an e-mail notification. This information will also be provided in the Notices section of
the Institution Summary screen. If approved, the Recertification Due Date will show the new
date on the Institution Summary screen.
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8. History Screens

Payment, Correspondence, and Recertification History can be viewed by selecting the History
drop-down on the Menu Bar. All History screens are read-only views of all transactions.

Vo | CONACT UN | i | Logeut
Lagged M as ! LERDER IOMTO0G4 (MTOG44)

g g

Lender Electronic Assessment Portal U'S Depatmsent of Hounreg aed Urtian Deveiogeser

Home InstRution BSranches Recertification 3 Requests +  Cash flow Account Setup

12489-Sample Institution 2

Institution Summary — History drop-down highlighted

8.1 Payment History

An Institution’s payment history can be viewed by selecting “Payment History” from the History
drop-down on the Menu Bar.

The Payment History page will show any Pay.gov payments required or made by the Institution.
Lenders will be able to submit rejected recertification payments from this page.
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"Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00625 (mt0625)

LEAP #

Lender Electronic Assessment Portal US.D of Housing and Urban Devel

Home Institution\ Branches. Recertification History -+ Requests. Cash Flow Account Setup

16936-Sample Institution 3

Payment History

# ‘ID Number Branch ID ?;nrg;a[ Date Date Paid ‘Fee Type mﬁ;{c’l?r?gvm ‘Amount !Status

1 1-91041117 09/30/2014 Branch 25HPHCQQ $300.00 ‘Paid - Confirmed
2 1-91047277 09/30/2014 Branch 25HPHEL6  $300.00 Paid - Confirmed
3 1-73176430 1693600332 06/01/2014 05/29/2014 Branch $300.00 Rejected

Payment Details

Fee Calculation: Branch Fee: 300

Amount Due: $300.00
Pay.Gov Receipt Number: 25HPHCQQ
Pay.Gov Receipt Date: 09/30/2014

Payment History screen

8.2 Resubmitting Rejected Payments

Rejected Payments can be resubmitted from the Payment History Screen. To resubmit a rejected
payment, first select the payment to be resubmitted from the Payment History list. Enter data in
each required field (*) in the Resubmit Payment form and click the “Submit” button. A Payment
Confirmation screen with a Pay.gov receipt number will be displayed.
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Lender Electronic Assessment Portal U_S. Department of Housing and Urban Development

Home I on v Branches. Recertification\ Historyv Requests\ Cash Flow Account Setup

16936-Sample Institution 3

Payment History

Branch : PAY.GOV
# |ID Number Branch ID ‘Approval Date |Date Paid |[Fee Type Tracking 1D ‘Amount ‘Status ‘
1 1-91041117 09/30/2014 Branch 25HPHCQQ $300.00 Paid - Confirmed
2 1-91047277 09/30/2014 Branch 25HPHEL6 $300.00 Paid - Confirmed
3 1-73176430 1693600332  06/01/2014 05/29/2014 Branch $300.00 Rejected
Resubmit Payment
Fee Calculation: Title 2 Branch Fee: 300
. Amount Due: $300.00
* Bank Routing Number:
* Bank Account Number:
* Account Type: E|

Payment History screen

A Pay.gov requires a 48-hour processing time to clear payment.
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8.3 Correspondence History

An Institution’s correspondence history can be viewed by selecting Correspondence History
from the History drop-down on the Menu Bar.

The Correspondence History page will show any correspondence between LEAP and the
Institution.

‘Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP ]

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institution v Branches v Recertification v History v Requests v Cash Flow Account Setup

12489-Sample Institution 2

Correspondence History

# |Date Sent |Subject

1 LEAP Affiliation Withdrawn Agent Email

2 Invalid Address Change Request Email

3 04/15/2014 Recertification 90 Day Notice - Supervised

Correspondence History screen

8.4 Recertification History

An Institution’s Recertification history can be viewed by selecting “Recertification History”
from the History drop-down on the Menu Bar.

The Recertification History page will show relevant status and dates associated with the
Institution’s LEAP Recertification history. LEAP does not provide details or documents from
past Recertification packages.

‘Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP B

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institution v Branches v Recertification v History v Requests v Cash Flow Account Setup

12489-Sample Institution 2
Recertification History

# }Recert Fiscal Year |Certification Status |Certification Status Date |Recertification Fees |Fiscal Year End Month |
1 12/31/2013 Certified December

Recertification History screen
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9. Requests

Requests can be submitted via the Requests drop-down on the Menu Bar. Requests should only
be submitted when the Institution is unable to directly make the change in LEAP.

The following requests can be submitted in LEAP:
e Add Insurance Authority
e Credit Watch Reinstatement
e Extension Request (see section 7.5 — Recertification Extension Request)

e Lender Org Change:
— Ad Hoc
— Add Institution DBA
— Branch Address State Change
— Branch Address Verification
— Change Branch Insurance Type
— Fiscal Year End Change
— Geo Address State Change
— Inst. Address Verification
— Name Change
— New Corporate Officer

Merger or Acquisition (see section 11 — Merger, Acquisition or Purchase)

— Merger
— Acquisition
— Purchase

Voluntary Withdrawal (see section 12 — Voluntary Withdrawal from the
FHA Program).
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To submit a request, click the Requests drop-down and select “Create New Request.”

T | CONTACT LN | Pl | Logeut |
LagQed i aai LENDER IOMTO0GA4 (MT0G44)

LEAP U

Lender Electronic Assessment Portal US Drpstnent of Hownrrg and Urtian Develapesers
Home InstRution Branches Recertitication History -~ Heguests =, Cash How Account Setup

12489-Sample Institution 2

Institution Summary — Requests drop-down highlighted

Clicking “Create New Request” opens the Requests screen. Choose the type of request to submit
by selecting an option from the Request Type drop-down.

Logoed i M) LERDER JOMTO0044 (MTDG4)

LEAP

Lender Electronic Assessment Portal U'S Depantswnt of Hourng and Uban Deve'opeent
Home  Institution Branches Recertification History Roquests Canh Hlow Account Setup

12489-Sample Institution 2

Information
AQQ If ance Auth Y

Detaits

Altachments

Maxiinn e size per fle is SMB,
Please note, arge attachments may take in excess of 30 seconds (o foad.

Choose Fie  No The b

Requests screen

A Based on the type of request selected, the details section will change to display instructions
and requirements specific to that request type, including any required attachments. For example,
an extension request and a voluntary withdrawal both require attachments for supporting

documentation.
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9.1 Submitting a Request to FHA

In the example below, the user is submitting a request to add a New Corporate Officer, but the
general steps are used to submit any Request Type.

Select “Lender Org Change” and “New Corporate Officer” from the Request Type and Sub-Type
fields, respectively. Once selected, the requirements for this request are displayed below the
Request Sub-Type field.

Home | Contact Us' | Help' | Lo
Logg=d in ==- LENDER [DMTOOS44 (MTOS44)

LEAP U]

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution . Branches .. Recertification . History .~ Requests . Cash Flow Account Setup

12489-Sample Institution 2

Information
equast Ty
equest Sub Ty
cer with the FHA
C. Lenders remaving a corporale officer must pravide the effective date of remova), to remove corparale officers no longer emglayed Dy
the lender or diractly invaived in FHA activities.
syslem
Details
Middle Initia
Las me
Title | Sel=ct One. v
Attachments

Requests screen — Lender Org Change, New Corporate Officer

In the Details panel, complete all required fields which include First Name, Last Name, Title,
and SSN. Enter any Requestor Comments.
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To add any required attachments, select the file and attach to the request.

Details
* First Name
Middle Initial

* Last Name

* Title | Select One... v

* 55N

Requestor Comments

Attachments

Maximum file size per file is 5MB.
Please note, large attachments may take in excess of 30 seconds to load.

Attachment-0 Choose File | Mo file chosen x

Requests — Add New Corporate Officer

AAttachments cannot be larger than 5MB per file.
@To add more than one attachment, click C’}'

@To delete an attachment, click x )

Click “Submit.” This opens the Request History screen, displaying a summary of the submitted
request.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0940 (MT0940)

LEAP 8

Lender Electronic Assessment Portal U.S. Department of Housing and Urban D

Home Institution. Branches-- Recertification~ History- Requesis-- Cash Flow Account Setup

Request History
# |Request Open Date |Request Type |Request Subtype |Statu5 Date Status Regquestor Comments
1 04/28/2014 10:03:33 Lender COrg Change New Corporate Officer 04/28/2014 Open

Request History screen

When a Request is approved or rejected by FHA, the Institution’s Administrative Contact will
receive an e-mail notification. This information also will display in the Notices section of the
Institution Summary screen.

Page 102



9.2 Responding with Additional Information

If FHA requires additional information to complete their review of a request, the Institution’s
Administrative Contact will receive an e-mail notification.

Provide the information by clicking on “View/Edit Submitted Requests” in the Requests drop-
down from the Menu Bar. The status of the request will display as Request Additional
Information.

Select the request by clicking on the row of that request. The bottom of the screen displays the
details of the request and allows the user to enter new information in the fields and upload
additional attachments. If FHA recommends a particular resolution, it will appear in the Issue
Resolution field.

FOmE | LOMS Us | HEID | LOgouT
Logged in a5 LENDER IDMTDO58S (MTDS4S)

LEAP ‘

Lender Electronic Assessment Portal U'S Department of Housieg and Urban Development

12489-Sample Institution 2

Raquest History

Request

Information

Attachmants

Maximum file size per file is SMB.
Piease note, large attachments may take In excess of 30 seconds to ioad.

1-153501

Request History screen

Enter the additional information requested and add any attachments. Click “Submit.” FHA will
review the information and approve or reject the request.
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10. Cash Flow Account Setup

Each Institution must use Cash Flow Account Setup in LEAP to identify bank account
information for the following payment types:

Title | Single Family Upfront Premiums

Title | Single Family Periodic (Annual) Premiums
Title 11 Single Family Upfront Premiums

Title 11 Single Family Periodic (Monthly) Premiums
Title 11 Single Family Claim Remittance Amounts

An Institution User can add, edit, or remove cash flow account information in the Cash Flow
Account Setup section. The user must have the Cash Flow Account Setup role in FHA
Connection. The Institution’s FHA Connection Application Coordinator must grant this role to
the appropriate user(s).

Account information provided through Cash Flow Account Setup is encrypted and stored in a
database with access limited to authorized support personnel. All bank account data is only
stored in HUD databases, and the payment information is transmitted securely from HUD to the
Pay.gov system for collection processing.
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10.1 Adding a Cash FlowAccount

To add a cash flow account, select “Cash Flow Account Setup” from the Menu Bar.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT0O0G44 (MTOG44)

LEAP LD

Lender Electronic Assessment Portal 11.8. Department of Housing and Urban Development

Home Institution -~ Branches .- Recertification .- History ~ Requests-. Cash Flow Account Setup

12489-Sample Institution 2

Institution ID: 12489 Tax ID: 94-0475440
Insurance Type: Title 2 NMLS ID: 19116
Maortgagee Type: Supervised Institution
Supervising Agency: FDIC

Fiscal Year End Date: December 31 Total Active Branches: 7
Recertification Due Date; 03/31/2014 Functions Authorized to Perform: Originate Multi Family
Last Recertification Date: 06/27/2013 Originate Single Family
Last Payment Received Date: 03/21/2013 Service Multi Famity

Service Single Family

Authorized For: Title 2 DE HECM
Title 2 DE Forward
LI Forward

Institution Summary — Cash Flow Account Setup screen

Select the appropriate Branch for which the Cash Flow Account will be added by selecting a
Branch from the “Select a Branch” drop-down field list.

LEAP

Lender Electronic Assessment Portal U.S. Department

Fon
Logged in 1

Home Institution . Branches . Recertification . History . Requests .. Cash Flow Account Setup

12489-Sample Institution 2

Cash Flow Account Setup

Select a Branch: 1248900007 - Active .

1248900007 - Active

1248900013 - Active

1248901019 - Active

The selected bran¢ 1248901110 - Active W accounts setup. Click the 'New' button to add a new cash flow account.
1248902008 - Actlve
1248902014 - Active
1248901127 - Active

Cash Flow Nan Account Number Name on Account Status Status Description

tment of Housing and Urban Development, 451 7th Stre >.W., Washington, DC 20410
1248901146 - Active g ok 2 i
1248901996 - Terminated TEST(Build #7TC_3.0.25_04152014)

1248901060 - Terminated

Cash Flow Account Setup
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A cash flow account can only be added to an active Branch. If the user selects a terminated
branch from the Select a Branch drop-down, the following error is displayed.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0644 (MTO644)

LEAP B

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution-- Branches-  Recertification~ History- Requesis-- Cash Flow Account Setup
12489-Sample Institution 2

Cash Flow Account Setup

Select a Branch: [ 1248501596 - Terminated ¥ |

MNumber ‘ ‘ ‘
Unable to add/medify cash flows for a branch that has been merged or terminated.

Cash Flow Name Bank Routing Account Number |Name on Account Status Status Description

Cash Flow Account Setup screen

Select an active branch from the Select a Branch drop-down and click “New.”

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP o

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution . Branches . Recertification History v Requests. Cash Flow Account Setup

12489-Sample Institution 2

Cash Flow Account Setup

Select a Branch: [ 1248900007 - Active v q m

|Cash Flow Name |Account Number [Name on Account Status 1Status Description ‘ ‘ ‘

|Bank Routing
l |Number | | | |
The selected branch does not have any cash flow accounts setup. Click the 'New' button to add a new cash flow account.

Cash Flow Account Setup screen
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A pop-up will appear with the ACH Debit Authorization Notice. Agree to the notice by checking
the “I agree with the above authorization and disclosure statements” box, and click “OK.”

ACH Debit Authorization Notice
Authorization and Disclosure--Consumers and Businesses

As used in this document, "we" or "us” refers to the Department of Housing and
Urban Development (HUD). "You" refers to the end-user reading this document and
agreeing to it prior to engaging in a debit transaction.

1. Consumers

A. Authorization

You acknowledge that you have read and understand the consumer disclosure
language and authorize the Federal Reserve financial institution of Cleveland to

debit the named financial institution account. This authorization is to remain in full
force and effect until we have received notification of its termination in such time and

in such manner as to afford us a reasonable opportunity to act on it, or unless
otherwise terminated for any reason by us.

B. Disclosure

In case of errors or questions about a transaction, immediately contact us directly.
ALL QUESTIONS ABOUT TRANSACTIONS MUST BE DIRECTED TO US AND NOT TO THE
FINANCIAL INSTITUTION WHERE YOU HAVE YOUR ACCOUNT. Before you send
confidential information by e-mail, please be aware that information delivered by e-
mail is not secure and, while not likely, can be intercepted and viewed by others. If
you tell us orally or by e-mail, we may require that we receive your complaint or
question in writing (by paper and not e-mail) within 10 business days. Our business
days are Monday through Friday, and some holidays are not included. We will
determine whether an error occurred within 10 business days after we hear from
you and will correct any error promptly. If we need more time, however, we may
take up to 45 days to investigate your complaint or question. If we decide to do this,
we will credit your financial institution accopns within 10 business days for the -

B T T e T T P R A

I agree with the above authorization and disclosure statements

ACH Debit Authorization Notice pop-up
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This opens the Cash Flow Account Details screen to complete the required information.

Choose the appropriate payment type in the Cash Flow Name field, enter all required bank
account and contact information, and click “Next.”

Home | Contact Us | Help | Logout
Logged in as: LENDER [DMTO0644 [MTOG44)

LEAP )

Lender Electronic Assessment Portal 1.8, Department of Housing and Urban Development

Home Institution-. Branches.. Recertification.- History..- Requests.. Cash Flow Account Setup

12489-Sample Institution 2
Cash Flow Account Setup

Cash Flow Details

Branch Office ID: 1248300007
* Cash Flow Name:l Single Family Claim Remittance ¥ |

* Bank Routing Number: | 041201336
* Account Number: | 99592248

* Re-enter Account| 555522458
Number:

* Bank Account Type:| Business Checking ¥

* Name on Account: | Sample Account

Primary Contact Information
* First Name: | Sample
* Last Name: | Contact

* Email Address: | leapautobulk@gmail.com

* Phone Number: mm

Alternate Contact Information
First Mame:
Last Name:
Emazil Address:

Phone Number:

D D D Guu—

Cash Flow Account Details screen
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A note will appear on-screen warning that once submitted, a request to Pay.gov will be sent for
prenote processing to validate the account information. Click “Submit.”

LEAP

Lender Electronic Assessment Portal

Home Institution ..

Branches .

‘Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 {MT0644)

Tl
Ml
and Urban Devel

US. D of H

Recertification .~ History .. Requests.

Cash Flow Account Setup

12489-Sample Institution 2

Cash Flow Account Setup

Cash Flow Details

Branch Office ID:

Cash Flow Name:

Bank Routing Number:
Account Number:
Re-enter Account Number:
Bank Account Type:

Name on

Account:

1248500007

Single Family Claim Remittance
041201936

99552248

85552248

Business Checking

Sample Account

Primary Contact Information

First Name:
Last Name:
Email Address:
Phone Number:

Sample

Contact
leapautobulk@gmail.com
(111) 222-3333

Alternate Contact Information

First Name:
Last Name:
Email Address:
Phone Number:

#the: Once you submit the information, a prenote request vill be sent to Pay.Gov vith the bank account details to verify its correctness and the
ability of HUD to perform electronic ACH wvithdrawals from this account.

Cash Flow Account Details — Submit
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This opens the Cash Flow Account Setup Confirmation Page.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP B

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development

Home Institution.. Branches.. Recertification.. History..  Requests.. Cash Flow Account Setup

12489-Sample Institution 2
Cash Flow Account Setup

Cash Flow Details
Branch Office ID: 1248300007
Cash Flow Name: Single Family Claim Remittance
Bank Routing Number: 041201836
Account Number: 99592248
Bank Account Type: Business Checking
Name on Account: Sample Account
Date of Transaction: 04/16/2014 10:55:46

Account information successfully saved. Please check back periodically for the next 8 calendar days for updates to this cash flow status, If no errors
are reported this account vill be made active on 04/24/2014.

Cash Flow Account Setup Confirmation

Refer back to this page periodically over the next eight calendar days to view the updated status
of the Cash Flow Account. To view this page, click “Cash Flow Account Setup” from the Menu
Bar, and select the branch for which the new Cash Flow Account was added. This will open a
description of the status of the new account.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO00644 (MT0644)

LEAP 'l

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institutionv Branches. Recertification\ History\ Requests\ Cash Flow Account Setup

12489-Sample Institution 2

Cash Flow Account Setup

Select a Branch: [ 1248900007 - Active v] [ new ]
| ; ]
|Cash Flow Name sz;\z:::utmg Account Number [Name on Account %Status !Status Description ‘ ‘ ‘
| | | | | |

R k. 5 # The prenote was initiated on
B Single Family:Claim 041201936 XXXX2248 Sample Account Prenote Initiated 05/07/2014 and will become active Delete

Remittance on 05/15/2014

Primary Contact Name: Sample Cont
Email Address: leapautobulk@gmail.com
Phone Number: (111) 222-3333
Alternate Contact Name:
Email Address:
Phone Number:

Cash Flow Account Setup
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10.2 Editing a Cash Flow Account

To edit a Cash Flow Account, select the relevant branch from the Cash Flow Account Setup
screen and click “Edit.”

"
< s

U.S. Department of Housing and Urban Development

History v Requests v Cash Flow Account Setup

' Cash Flow Account Setup

Select a Branch: [9412400005 - Active v] NEW

|Cash Flow Name ﬁi’r;kbz‘r""tmg Account Number |Name on Account Status Status Description | |

Single Family Claim 2 3 3
‘ v Remittance 041201936 XXXxx9999 hilghl Active Edit Delete

Primary Contact Name: |uih
Email Address: asdfdw@asdf.com
Phone Number: (222) 333-2323
Alternate Contact Name:
Email Address:
Phone Number:

Cash Flow Account Setup

A pop-up will appear with the ACH Debit Authorization Notice. Agree to the notice by checking
the “I agree with the above authorization and disclosure statements” box, and click “OK.”

) Bl ACH Debit Authorization Notice
B Nl Authorization and Disclosure--Consumers and Businesses

As used in this document, "we" or "us" refers to the Department of Housing and
Urban Development (HUD). "You" refers to the end-user reading this document and
agreeing to it prior to engaging in a debit transaction.

1. Consumers

A. Authorization

You acknowledge that you have read and understand the consumer disclosure

language and authorize the Federal Reserve financial institution of Cleveland to i ! J |

T - debit the named financial institution account. This authorization is to remain in full B riitadion

! Sing!e Family Claim force and effect until we have received notification of its termination in such time a&m Bt e T

]Remrttame | and in such manner as to afford us a reasonable opportunity to act on it, or unless S = ‘
otherwise terminated for any reason by us.

B. Disclosure

In case of errors or questions about a transaction, immediately contact us directly.
ALL QUESTIONS ABOUT TRANSACTIONS MUST BE DIRECTED TO US AND NOT TO
THE FINANCIAL INSTITUTION WHERE YOU HAVE YOUR ACCOUNT. Before you send
confidential information by e-mail, please be aware that information delivered by e-
mail is not secure and, while not likely, can be intercepted and viewed by others. If
you tell us orally or by e-mail, we may require that we receive your complaint or
question in writing (by paper and not e-mail) within 10 business days. Our business
days are Monday through Friday, and some holidays are not included. We will
u.s determine whether an error occurred within 10 business days after we hear from bo
™" you and will correct any error promptly. If we need more time, however, we may I

Thi take up to 45 days to investigate your complaint or question. If we decide to do n
this. we will credit vour financial institutinn account within 10 husiness davs far the

[ I agree with the above authorization and disclosure statements

e
ACH Debit Authorization Notice pop-up
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This opens the Cash Flow Account Setup screen. Edit information in the appropriate field(s) and
click “Next.”

N

|

LEAP i

Lender Electronic Assessment Portal U$. Department of Housing and Urban Development

Home | Centact Us | Help | Logout
Legged in as: LENDER [DMTO0043 (MT0D043)

Home Institution .- Branches.. Recertification .. History-.. Requests.. Cash Flow Account Setup

Cash Flow Account Setup

Cash Flow Details
Branch Office ID: 5412400005

* Cash Flow Harne:| Single Family Claim Remittance ¥

* Bank Routing Number: 041201936
* Account Number: | 5559355359

* Re-enter Account| ggg9995999
Number:

* Bank Account Type: | Business Checking ¥

* Name on Account: | hilghl

Primary Contact Information

* First Mame:
* Last Name: |uih
* Email Address: | asdfdw@asdf.com

* phone Number: | (222) 333-2323

Alternate Contact Information
First Mama:
Last Mame:
Email Address:

Phone Number:

Cash Flow Account Setup
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A note will appear on-screen, warning that once submitted a request to Pay.gov is sent for
prenote processing to validate the account information. Click “Submit.”

LEAP e

Lender Electronic Assessment Portal U.5.D of Housing and Urban Devel
Home Institution-- Branches-- Recertification-- History- Requests-.. Cash Flow Account Setup

Cash Flow Account Setup

Cash Flow Details

Branch Office ID: 9412400005
Cash Flow Name: Single Family Claim Remittance
Bank Routing Number: 041201936
Account Number: 999999939
Re-enter Account Number: 999399399
Bank Account Type: Business Checking
Name on Account: hilghl

Primary Contact Information
First Name: |
Last Name: uih
Email Address: asdfdw@asdf.com
Phone Number: (222) 333-2323

Alternate Contact Information

First Name:
Last Name:
Email Address:
Phone Number:

# Mote: Once you submit the information, a prenote request will be sent to Pay.Gov with the bank account details to verify its correctness and the ability of HUD to
perform electronic ACH withdrawals from this account.

Cash Flow Account Setup — Submit
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This opens the Cash Flow Account Setup Confirmation screen, confirming the successful edits.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0043 (MT0043)

LEAP 'l

Lender Electronic Assessment Portal U.8. Department of Housing and Urban Development

Home Institution. Branches-- Recertification~- History Requests-- Cash Flow Account Setup

Cash Flow Account Setup

Cash Flow Details
Branch Office ID: 9412400005
Cash Flow Name: Single Family Claim Remittance
Bank Routing Number: 041201936

Account Number: 999999999

Bank Account Type: Business Checking
Mame on Account: hilghl

Date of Transaction: 05/12/2014 15:23:09

_» Cashflow has been updated successfully

L]
Cash Flow Account Setup Confirmation

A If banking information is updated, an eight-calendar-day prenote test with Pay.gov is
required for the new account setup. During this prenote period, two accounts will temporarily
reside in Cash Flow Account Setup for the same business area. The existing account will have
the status of Active/Pending update and the new account will have the status of Prenote in
process. Payments during this prenote period for this business area will be made using the
existing (Active/Pending Update) cash flow account until the prenote is successfully completed.

A If only contact information is updated, a prenote test is not performed and theaccount
setup remains Active.
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10.3 Deleting a Cash Flow Account

To delete a Cash Flow Account, select the relevant branch from the Cash Flow Account Setup
screen and click “Delete.”

LEAP

Lender Electronic Assessment Portal
Home Institution\ Branches. Recertification\ History\ Requests\ Cash Flow Account Setup

12489-Sample Institution 2

Cash Flow Account Setup

Select a Branch:

1248900007 - Active

¥l

|
|Cash Flow Name

Bank Routing

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

Al
il

U.S. Department of Housing and Urban Development

‘Acccunt Number [Name on Account |Status Status Description ‘ ‘ ‘
Number | | | | |
R . The prenote was initiated on
v Slngl_e FImilyclaim 041201936 XXXx2248 Sample Account Prenote Initiated 05/07/2014 and will becom Delete
Remittance o A
on 05/15/2014
Primary Contact Name: Sample Cont

Email Address:
Phone Number:
Alternate Contact Name:
Email Address:
Phone Number:

leapautobulk @gmail. com
(111) 222-3333

Cash Flow Account Setup

A Active Cash Flow Accounts cannot be deleted. When a new Cash Flow Account is created
the older Cash Flow Account will be deleted once the new account becomes active.
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A pop-up will appear with the ACH Debit Authorization Notice. Agree to the notice by checking
the “I agree with the above authorization and disclosure statements” box, and click “OK.”

ACH Debit Authorization Notice
i Authorization and Disclosure--Consumers and Businesses

As used in this document, "we" or "us" refers to the Department of Housing and
Urban Development (HUD). "You" refers to the end-user reading this document and
agreeing to it prior to engaging in a debit transaction.
1. Consumers

. A. Authorization

You acknowledge that you have read and understand the consumer disclosure
language and authorize the Federal Reserve financial institution of Cleveland to
debit the named financial institution account. This authorization is to remain in full
force and effect until we have received notification of its termination in such time
and in such manner as to afford us a reasonable opportunity to act on it, or unless
otherwise terminated for any reason by us.

B. Disclosure

In case of errors or questions about a transaction, immediately contact us directly.
ALL QUESTIONS ABOUT TRANSACTIONS MUST BE DIRECTED TO US AND NOT TO
THE FINANCIAL INSTITUTION WHERE YOU HAVE YOUR ACCOUNT. Before you send
== confidential information by e-mail, please be aware that information delivered by e-
mail is not secure and, while not likely, can be intercepted and viewed by others. If
. you tell us orally or by e-mail, we may require that we receive your complaint or
question in writing (by paper and not e-mail) within 10 business days. Our business
days are Monday through Friday, and some holidays are not included. We will

~ determine whether an error occurred within 10 business days after we hear from

~ you and will correct any error promptly. If we need more time, however, we may
Al take up to 45 days to investigate your complaint or question. If we decide to do
this. we will credit vour financial institution accniint within 10 hisiness davs far the

DI agree with the above authorization and disclosure statements

ACH Debit Authorization Notice pop-up
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The Cash Flow Account Setup screen reopens asking to confirm the deletion, stating that the
Institution will be unable to make payments from this Cash Flow Account, and that reentering
account information initiates a new prenote test (requiring eight calendar days). To delete, click

“Delete.”

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0644 (MTOG44)

LEAP 1

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institution~ Branches-.- Recertification History- Requests-- Cash Flow Account Setup

12489-Sample Institution 2
Cash Flow Account Setup
Cash Flow Details
Branch Office ID: 1248300007
Cash Flow Name: Single Family Claim Remittance

Bank Routing Number: 041201936
Account Number: 99592243

Are you sure you want to delete this cash flow account setup?

You will be unable to make payments from this cash flow account if this information is deleted. Re-entering the account information initiates a new prenote test

(requiring eight calendar days).
CED @D G —

Cash Flow Account Setup

A confirmation page will appear, stating that the Cash Flow Account has been successfully
deleted.

Home | Contact Us | Help | Logout
Logged in a=: LENDER IDMTO0644 (MTO644)

LEAP o

Lender Electronic Assessment Portal U.5. Department of Housing and Urban Development
Home Institution~. Branches-. Recertification~ History- Regquests-- Cash Flow Account Setup

12489-Sample Institution 2
Cash Flow Account Setup

Cash Flow Details

Branch Office ID: 1243500007
Cash Flow Name: Single Family Claim Remittance
Date of Deletion: 05/07/2014 12:19:13

The cash flow Single Family Claim Remittance has been successfully deleted for lender 1243500007,

Cash Flow Account Setup Confirmation
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11. Merger, Acquisition, or Purchase

When an FHA-approved Institution merges with, acquires, or purchases another FHA-approved
Institution, LEAP facilitates the process by allowing the surviving Institution to submit all
required details and documents to FHA for review. LEAP allows the surviving Institution to
designate which branches will transfer from the non-surviving Institution and automatically
transfers those branches to the surviving Institution upon completion of the merger.

A To notify FHA of any transaction involving an entity that is not FHA-approved, submit an
Ad Hoc request in LEAP and include all relevant details anddocuments.

A user from the surviving Institution must initiate the process for a merger, acquisition, or
purchase by submitting a Request in LEAP. To begin, click “Create New Request” from the
Requests drop-down on the Menu Bar. The user must have access to Notice of Material events to
initiate a merger request.

Once FHA has approved the merger, acquisition, or purchase, the non-surviving entity will be
terminated, and the approval status will be changed to “Merged”. The branches selected for
transfer will be approved under the surviving institution and issued new FHA ID numbers. The
remaining branches will be terminated.

Institution Summary — Requests drop-down highlighted

Hi
Logged it
Lender Electronic Assessment Portal U.S. Departme

Home Institution .. Branches. Recertification. History. Reguests - Cash Flow Account Setup

Create New Request !

12489-Sample Institution 2 View/Edit Submitted Requests

on ID: 12489
Insurance Type: TRie2

¢: Supervised [nstitution

- ~ Ananer =2)(®
ng Agency: FDIC

Fiscal Year End Date: December 31 Total Active Branches: 6
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Select a Request Type of “Merger or Acquisition” and a Sub-Type of “Merger, Acquisition, or
Purchase.” The Sub-Type is for informational purposes.

The following example is a Merger, but all process steps are identical regardless of Sub-Type.

Home | Contact Us | Help | Logout
Logoed in as: LENDER IDMTO0644 (MTOG44)

LEAP 1

Lender Electronic Assessment Portal U8, Department of Housing and Urban Development
Home Institution - Branches .- Recertification~- History - Requests. Cash Flow Account Setup

12489-Sample Institution 2

Information

* Request Type | Merger or Acquisition v | h

* Reguest Sub Type

Details
Enter the information for the institution being merged.
= Lender ID
* Lender Name
* Merger Completion Date @9
Requestor Comments
4
Attachments

Maximum file size per file is SMB.
Please note, large attachments may take in excess of 30 seconds to load.

Attachment-0 Choose File | No file chosen X

=1

Merger or Acquisition Request
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On the Request screen, enter the Lender ID (five digit), and Lender Name of the non-surviving
Institution, as well as the proposed Merger Completion Date and any Requestor Comments in the
Details section.

Home | Contact Us | Help | Logout
Logged in as: LENDER IDMT00644 (MT0644)

LEAP 'l

Lender Electronic Assessment Portal U.S. Department of Housing and Urban Development
Home Institution . Branches .. Recertification . History v Requests.. Cash Flow Account Setup

12489-Sample Institution 2

Information

* Request Type [Merger or Acquisition v

* Request Sub Type

Details
Enter the information for the institution being merged.
= Lender ID [12345 h
* Lender Name | Sample Merger
* Merger Completion Date |4/1/2014 l'?'é)
Requestor Comments | Sample comments.
Attachments

Maximum file size per file is SMB.
Please note, large attachments may take in excess of 30 seconds to load.

Attachment-0 | Choose File | No file chosen X

Merger or Acquisition Request Details
To add any required attachments, select the file and attach to the request.

Click “Submit.” This opens the Request History screen to review the details of the request.
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11.1 Transferring Branches

After FHA has validated the merger, acquisition, or purchase, the Institution’s Administrative
Contact receives an e-mail notification indicating that Branches can now be selected for transfer
from the non-surviving Institution to the surviving Institution.

After receiving this e-mail, click “View/Edit Submitted Requests” from the Requests drop-down
on the Menu Bar.

Home | Contact Us | Hed
Logoed i as. LENDER IDMTO0643

LEAP i

Lender Electronic Assessment Portal U'S. Department of Housing and Urban Dy

Home Institution . Branches . Recertification .« History - m Cash Flow Account Setup

Create New Request

12489-Sample Institution 2 View/Edit Submitted Requests [«

Institution Summary — Requests drop-down highlighted
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Select the Merger or Acquisition Request by clicking on the row. The Request box will populate
with the Information, Details, and Attachments sections.

The Details section will display the Lender ID, Lender Name, and proposed Merger Completion
Date. The Select Branches section will display all Active Branches of the non-surviving
Institution.

Information

Request Type | Merger or Acquisition
Request Sub Type | Merger
Status Select Branches
Issue
Resolution
Details
Lender ID| 00017

Lender Name | Sample Institution 1

Merger Completion Date | 4/1/2014

ﬁ Select Branches (0001700003

b

2|
Payment Amount
Bank Routing Number
Bank Account Number
Type of Account | Select One... lz‘

Reguestor Comments

View/Edit Submitted Requests

Select the Branches of the non-surviving Institution from the left box and click the single right
arrow to designate a Branch to be transferred. Click the double right arrow to select all Branches
of the non-surviving Institution for transfer.

Click the single left arrow to deselect a Branch from the right box or click the double left arrow
to deselect all Branches.
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After selecting Branches for transfer, the required Payment Amount will display in
the Details section. The Payment Amount may take a few moments to calculate. Enter
values for Bank Routing Number, Bank Account Number, and Type of Account, as
well as any additional Requestor Comments.

Merger Completion Date |4/1/2019

Select Branches (7510100017 7010100000
7010100023
7010100032

Payment Amount |300.00
* Bank Routing Number

* Bank Account Mumber

* Type of ;"—'-IZCI:LI’|:|5E|EC1: one... L

Fequestor Comments

View/Edit Submitted Requests

To add any required attachments, select the file and attach the document. Click
“Submit.” A payment in the amount stated will be processed in Pay.gov. FHA will
review and if approved, the selected Branches will be transferred to the surviving
Institution. The remaining branches will be terminated.
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12. EFT Account Setup

Debt Collection Improvement Act of 1996 requires all agencies to make all Federal payments by
an Electronic Funds Transfer (EFT).

In order for a user to access the EFT Account Setup screen, the user must be:
e An authorized employee of an FHA-approved lender,
o Registered to use FHA Connection, and

e Authorized to access Cash Flow Account Setup.

An Institution User can add, edit, or remove EFT Account information in the EFT Account
Setup section. The user must have the Cash Flow Account Setup role in FHA Connection. The
Institution’s FHA Connection Application Coordinator must grant this role to the appropriate
user(s).

Account information provided through EFT Account Setup is encrypted and stored in a database
with access limited to authorized support personnel. All bank account data is only stored in
HUD databases, and the payment information is transmitted securely from HUD to the Pay.gov
system for collection processing.

Page 105



12.1 Adding an EFT Account
To add an EFT Account, select “EFT Account Setup” from the Menu Bar.

[ [ Contact Us | Help | Logout
Logged in as: LENDER IDMTO0560 (mu0560)

LEAP "

Lender Electronic Assessment Portal 1.5, Department of Housing and Urban Development

Home Institution-.- Branches-.- Recertification-- History-- Reguesis.- Cash Flow Account Setup EFT Account Setup

27301

The infarmation collection reguirements contained in this system have been zpproved by the Office of Management and Budget (OMB) under the Paperwaork Reduction
Act of 1935 {44 U.5.C. 3501-3520) and assigned OME control number 2502-0005. In accordance with the Paperwork Reduction Act, HUD may not conduct or sponsor,
and 2 person is not required to respond to, a collection of information unless the collection displays & currently valid CMB control numbern

Institution ID: 27301 Tax 1D:
Insurance Type: Title2 NMLS I1D:
Mortgagee Type: Meon-Supervised Institution

Supervising Agency: Other (HUD Supervisad)

Fiscal Year End Date: December 31 Total Active Branches: 1
Recertification Due Date: Functions Authorized to Perform: Originate Single Family
04/04/2018 Authorized For: Title 2 DE Forward
: 03/25/2018

Last Recertification
Last Payment Received

Institution Summary — EFT Account Setup Tab

The institution’s Main Office Branch ID will be automatically selected for the “Select a
Branch” field. Only one EFT can be active at a time.

16936

EFT Account Setup
Select = Branch: (1693600008 - Active ¥ [ wew ]

Bank Routing me on Account Status Status Description
Number

V 083001314 xx8302 Active

1653600008 - Active | |

Primary Contact Name:
Email Address:

Phone Mumber:
Alternate Contact Hame:
Email Address:

Phone Mumber:

EFT Account Setup Home screen
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An EFT Account can only be added to an active Main Office Branch. If the Main Office Branch
is terminated, the following error is displayed.

01190

EFT Account Setup

Select a Branch: 0113000008 - Terminated ¥

Bank Routing

Account Number |Mame on Account Status Status Description
Number

Unable to add/maodify eft for 2 branch that has been merged or terminated.

EFT Account Setup screen — Terminated

If the Main Office Branch is Active, then the use may select the “New” button.

51628

EFT Account Setup

Select 2 Branch: [ 3162805552 - Active ¥

Bank Routing
Number
v soooocxl6s 7 Active

Account Number |[Name on Account Status Status Description

Primary Contact Name
Email Address

Phone Number:
Alternate Contact Name
Email Address

Phone Number:

EFT Account Setup Screen
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This opens the EFT Account Details screen to complete the required information. Enter all

required bank account and contact information, and click “Next.”
Home | Contact Us | Help | Logout
Logged in as: LENDER IDMTO0264 [mt0364)

U5, Department of Housing and Urban Development

Lender Electronic Assessment Portal
Home Institution-- Branches-- Recertification-- History~- Requests-- Cash Flow Account Setup EFT Account Setup

51623

EFT Account Setup

EFT Details
Branch Office ID: 51628099%2

* Bank Routing Mumber:

* Account Number:

* Re-enter Account Number:
* Bank Account Type: l:l

* Mame on Account:

Primary Contact Information
* First Namae:
* Last Name:
* Email Address:

* Phone Number:

Alternate Contact Information
First Name:
Last Mame:

Email Address:

Phone Numbear:

mm-

EFT Account Details Screen
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A note will appear on-screen informing the user that the EFT will become active four business
days from the date of submission. Click ‘Submit.’

51628

EFT Account Setup

EFT Details
Branch Office ID: 5162809992
Bank Routing Mumber: 051000017
Account Mumber: 959935595
Re-enter Account Mumber: 9593535595
Bank Account Type: Checking

Mame on Account: Samiple Account

Primary Contact Information

First Name: Sample

Last Mame: Contact
Email Address: samplecontact@email.com
Phone Mumber: (555} 123-1234

Alternate Contact Information

First Name:
Last Name:
Email Address:
Phona Mumber:

Maote: Once you submit the information, your EFT will become active in four business days from the date of submission. -

€D | €5

EFT Account Details — Note
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Once submitted, the EFT Account Setup Confirmation Page displays.

LEAP

Lender Electronic Assessment Portal

Home Institution-- Branches.- Recertification-.- History-- Requests .-

Cash Flow Account Setup

51628

EFT Account Setup

EFT Details

5162809932
051000017
955935535
Checking

Branch Office ID:
Bank Routing Mumber:
Account Mumbear:
Bank Account Type:
Mame on Account:
Date of Transaction:

Sample Account
03/08/2019 14:07:32

Home | Contact Us | Help | Logout
Legged in 2s: LENDER IDMTO0364 [mtD364)

U5, Department of Housing and Urban Development

EFT Account Setup

EFT Account Setup Confirmation

To refer back to this EFT Account, click “EFT Account Setup” from the Menu Bar. Please note
that the new EFT Account will display with a status of “Account Verified” for four days until

the account has been completely processed.

LEAP

Lender Electronic Assessment Portal

Home Institution-- Branches-- Recertification-- History~ Requests.- Cash Flow Account Setup

51628

EFT Account Setup

Select a Branch:

Home | Contact Us | Help | Legout
Logged in 2s: LENDER IDMTO0364 [mt0364)

U5, Department of Housing and Urban Development

EFT Account Setup

W 051000017 o003 895 Sample Account Account Verified

3i|:;h2?ut|ﬁg Account Number |Name on Account Status Status Description ‘ ‘
- 111315347 xooox0697 Active

Del=te

Primary Contact Name: Sampla Contact
samplecontact@email.com

(555) 123-1234

Emazil Address
Phone Mumber,
Altarnate Contact Name
Email Address
Phone Mumber

EFT Account Setup — View
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12.2 Editing an EFT Account

In order to edit an EFT Account, the user must create a new EFT Account. There is no way to
make edits to an existing EFT Account.

51628

EFT Account Setup

Select 2 Branch: [ 3162805552 - Active ¥
3?:&2?“”9 Account Number |Name on Account Status Status Description
V 111315347 sonmx(697 Active

Primary Contact Name
Email Address
Phone Number:
Contact Mame
Email Address
Phone Number:

Altarnate

EFT Account Setup - Edit

12.3 Deleting an EFT Account

In order to create a new EFT Account while another EFT Account is in the status, “Account
Verified,” the user must first delete the in progress EFT Account prior to creating a new EFT

Account.
To delete an EFT Account that is not yet active, open the EFT Account Setup Screen and click

“Delete.”

LEAP

Lender Electronic Assessment Portal
Home Institution-. Branches-.- Recertification-- History-- Requests-.-

Home | Contact Us | Help | Legout
Legged in 2s: LENDER IDMTO0264 [mt0364)

n
-1l

U5, Department of Housing and Urban Development

Cash Flow Account Setup EFT Account Setup

51628

EFT Account Setup

Select a Branch: | 5162805352 - Active ¥

Status Description ‘ ‘

Z=iils AT Account Number |Mame on Account Status
Number
b= 111319347 a0 0697 Active
W 051000017 xxxxxII99 Sample Account Account Verifizd Delete

Primary Contact Name
Email Address

Phone Mumber
Altarnate Contact Name
Email Address

Phone Mumber

Sample Contact
samplecontact@email .com

(555) 123-1234

EFT Account Setup - Delete

If a new EFT Account moves from the status, “Account Verified” to “Active”, the previously active
EFT Account will be automatically deleted.

A Active EFT Accounts cannot be deleted. When a new EFT Account is created, the older

EET Account will be deleted once the new account becomes active.
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After selecting ‘Delete,” a confirmation message will display to the user about the deletion. The
confirmation will state that the user will be unable to make payments from this account. The

message also reminds the user that they will not be able to have a new account ready for the next
four days.

Home | Contact Us | Help | Legout
Legged in =s: LENDER IDMT00364 (mi364)

LEAP 'l

Lender Electronic Assessment Portal 1S, Department of Housing and Urban Development

Home Institution~- Branches-- Recertification.- History Requests-- Cash Flow Account Setup EFT Account Setup

51628

EFT Account Setup

EFT Details
Branch Office ID: 5162809952
Bank Routing Mumber
Account Mumber

Are you sure you want to delete this eft account setup?

You will be unable to make payments frem this eft account if this information is deleted

. Re-entering the account information initiates a four day waiting time to
become active,

| canceL QL DELETE

EFT Account Setup - Delete

Once the user selects ‘Delete,” EFT Account deletion details are displayed confirming that the EFT
Account has been deleted.

Home | Contact Us | Help | Logout
Logged in =s: LENDER IDMTO0364 (mt0364)

LEAP Il

Lender Electronic Assessment Portal 1.8, Department of Housing and Urban Development

Home Institution-- Branches-- Recertification-- History-- Requests.- Cash Flow Account Setup EFT Account Setup

51628

EFT Account Setup

EFT Details

Branch Offica 1D: 5182809952
Date of Deletion: 03/06/2019 14:07:35

EFT Account Setup — Delete Confirmation
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13. Voluntary Withdrawal from the FHA Program

If an Institution wishes to voluntarily withdraw from the FHA Program, a VVoluntary Withdrawal
Request can be submitted in LEAP.

Select “Create New Request” from the Requests drop-down on the Menu Bar.

Home | Cootact Us | #el
W-lt LENDER IDMTO0644

LEAP o

Lender Electronic Assessment Portal US Department of Housing and Urban De

Home Institution . Branches .~ Recertification .« History « w Cash Flow Account Setup

Create New Request
12489-Sample Institution 2

View/Edit Submitted Requests

12489 ax 11 40475440

Q3/21/2013

Institution Summary — Requests drop-down highlighted

Select “Voluntary Withdrawal” from the Request Type drop-down.

LEAP

Lender Electronic Assessment Portal U S. Department of Housing and Urban De

Home Institution . Branches .~ Recertification .~ History « Requests .~ Cash Flow Account Setup

12489-Sample Institution 2

Information

Details

Voluntary Withdsawal h
Attachments

Maximum file size per file is SMB.
Please note, large attachments may take in excess of 30 seconds to load.

Voluntary Withdrawal Request screen
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Enter all required information, including proposed Effective Date, Reason for
Withdrawal, and a specific Contact Person for any questions that FHA may have about
this Voluntary Withdrawal Request.

A The user must electronically submit a written request on company letterhead,
dated and signed by a senior officer with the FHA Lender ID Number, to the attention
of the Director of the Lender Approval and Recertification Division. This is done via
the Attachments section of the Request page.

Home | Contact U= | Help | Logout
Logged in as: LENDER IDMTDDE44 {MTOE44)

LEAP B

Lender Electronic Assessment Portal U1.S. Department of Housing and Urban Development

Home Institubion . Branches .- Recertification . History -~ Requests .- Cash Flow Account Setup

12489-5ample Institution 2

Information

= wilten nequest through this sy=lem on company leiterhesd, daled and =signed by a m=nior officsr with the FHA
miber, to the attention of the Drector of the Lender Agproval and Recsrdification Division.
v dale
+ A point of caontact for the kender
Dretails

I}
a0
F o

Contact Person

Middle Name

Attachments

Maximum file size per file is SMB.
Plegse note, lerge sttachments mey take in excess of 30 seconds o fosd.,

dh

Voluntary Withdrawal Request screen
To add any required attachments, select the file and attach a document to the request.

Click “Submit.” This opens the Request History screen to view the details of the
request. FHA will review the request and will notify the Institution via e-mail of the
status. After review, the Institution will be terminated.
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