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INTRODUCTION & PURPOSE

The NMLS Policy Guidebook for Licensees is intended as a resource by applicants or
licensees using the CSBS/AARMR Nationwide Mortgage Licensing System (NMLS).

It is not a substitute for obtaining information directly from the state(s) in which
an applicant or licensee is seeking or maintaining licensure. All applicants or
licensees should consult directly with state regulators as to the licensing
obligations in a particular state and how licensees can use NMLS to meet these
requirements.

The NMLS Guidebook for Licensees is intended to assist applicants and licensees in
understanding the policies related to using NMLS.

NMLS is based on four uniform forms created as part of an effort to build the system:

MUL1 - Uniform Mortgage Lender/Mortgage Broker/Mortgage Servicer Form
MUZ2 - Uniform Mortgage Biographical Statement & Consent Form

MU3 - Uniform Mortgage Branch Office Form

MU4 - Uniform Individual Mortgage License/Registration & Consent Form

= =4 =4 9

These forms are available electronically at:
http://mortgage.nationwidelicensingsystem.org. The MU Forms were developed
collaboratively by the Residential Mortgage Regulator Taskforce (RMRT) of the State
Regulatory Registry LLC, a wholly-owned subsidiary of the Conference of State Bank
Supervisors.

The goal of the Nationwide Mortgage Licensing System is to improve mortgage industry
supervision, heighten communication across states, increase consistency in licensing
requirements and automate processes to the greatest degree possible.

The NMLS Guidebook for Licensees IS NOT a substitute for understanding
the licensing requirements of each state in which an applicant or licensee
wishes to apply for or maintain a license.

It is the responsibility of all users of NMLS to fully understand the
information required in each jurisdiction in which they wish to apply for or
maintain a license.

We do not endorse, represent or warrant the accuracy or reliability of any of
the information or content contained in or referenced by this Guidebook.

Any reliance upon any information or content included in this Guidebook

shall be at the user's sole risk.
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GENERAL

NMLS is designed to replace e a ¢ h  sexistihgemdrigage licensing application forms
and manual processes.

A.When the NMLS should be used

Any person or entity wishing to apply for a license, amend an existing license,
surrender/cancel, or renew their license should do so through the NMLS. Each
state agency determines which of their license authorities they wish to manage
through NMLS. To date, license authorities managed through NMLS have been
mortgage related, though not necessarily exclusively mortgage.

B. One Record concept

In the NMLS, itisimportanttodiff er ent i at e bet ween a company¢
personb6s recordteoompanggygst emrandhds, or pe
authority in a particular jurisdiction. Each distinct legal entity (Form MU1), each

branch (Form MU3) and each natural person (Form MU2/Form MU4) will only have

a single, unique record in the NMLS. These
NMLS can be used to apply for, maintain, or surrender multiple licenses in multiple
states.

When seeking licensure in any particular jurisdiction, the company, branch or

person uses this one recordtocreatean MU Form to Afil ed with
jurisdictions. Likewise, when a company or individual makes a change to their

single record, that change applies to every jurisdiction in which they hold a license.

All jurisdictions share the exact same information in the NMLS about licensees. If

one jurisdiction does not accept some of th
does not accept a license amendment submitted by a licensee, the licensee has

the choice of foregoing licensure in that jurisdiction or changing their record for all

jurisdictions in which they are licensed.

C.NMLS is areal-time system

Fundamental to the One Record concept is the fact that NMLS operates as a real-

time system that is a legal system of record for the state agency in which

licenseesband regulatorsbactions instanttyb e c ome part of a company
or individual 6s record.

For licensees, this means that in submitting a filing, they are attesting the
information is true and accurate as of the date of the filing. For regulators, this

means that when they change a | icense statu
record, the license status is effective as of the date and time of the change in
NMLS.
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One way to look at this dynamic is that licensees amend their One Record to

reflect their current information. Once a licensee has amended their One Record,

then regulators can react to this amendment by changing, when applicable, the
stateds | icentse shatanst ap pitersee®arereqgRiecto r d .
update their NMLS record no later than 30 days after information in their record
changes. Some jurisdictions may have earlier amendment requirements.

D.Licensee responsibility for their One Record in the NMLS

Each company or person is responsible for their record on the NMLS. Regulators

cannot change a company, branch or individu
anissuewi t h information on an applicantdés or |
require the applicant or licensee to change their record. They will do this typically

by placing a Adeficiencyodo on the NMLS filin

The email address for the account for an individual (MU2 or MU4) in NMLS must
be a personal email address directly and continually accessible by the individual
whose name and SSN are associated with that account. This email address should
be the address a person may use in the case of an employment change or other
event that would normally remove their ability to access NMLS. SRR, on behalf of
state regulators, may periodically monitor the use of duplicate email address
contained in individual account to ensure one email address (and thus one person)
does not have access to multiple individual accounts.

Individuals must understand that allowing another individual to have access to their
NMLS record is similar to allowing that person to have online access to their bank
accounts and other personal information. The individual named on that record is
still completely responsible for all actions taken under that account.

Another way to look at it is that all entities and persons are responsible for the

information they generate. Companies and individuals generate information about

themselves (such as address, structure, disclosure questions) and thus are the

only ones who can amend this information. Regulators, on the other hand,

generate license authorities and enforcement actions and thus have sole control in
applying these itemsi wiodwalcsnprasmmgydrsd ainrd ti mhd

When an individual creates a base record in NMLS, the system requires that the
Date of Birth (DOB) provided is less than 120 years old and earlier than the current
system date.

Licensees are required to update their NMLS record no later than 30 days after
information in their record changes. Some jurisdictions may have earlier
amendment requirements.
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E. Dormant Accounts and Pending Filings

NMLS will delete all filings not submitted
Flingso) ol der than 180 days on a regular bas
maintenance.

Starting January 2011, NMLS will delete all base records created more than 180
days ago that have not submitted at least one filing to a regulator or do not have
Testing or Education information attached to the record

F. Jurisdiction-specific requirements outside the NMLS

In addition to using their record in the NMLS to apply for, amend, surrender, or
renew their license, applicants and licensees may be required by a jurisdiction to
submit additional items outside the system.

Licensees and applicants can access partici
requirements from links on the license wizard within the NMLS and from the NMLS
website here: State Licensing Resource Page

G.Creation of New Company Record

Each distinct, legal company in the NMLS will have a single record, regardless of the
number of jurisdictions they are licensed in, or even if they are not licensed in any
jurisdictions. This single record will allow the system to apply a unique identification
number to the company that will remain with the company across states and over
time. The unique identifying number is different than a license number, which will be
provided by each regulatory agency. It is thus important in the NMLS to ensure that
only a single record is created for each entity that the system wishes to track.

Companies wishing to access the NMLS to create a record for their company must
first go through an entitlement process. This process requires an official within the
company to complete a Company Account Request Form and submit it to the NMLS
Entitlement Group.

The Company Account Request Form can be accessed here: Company Account
Request Form

H Amendments to a companyo6s structure that wi|
NMLS record

In general, the determination of whether a new record is required when changes are

made to a companyods owillgepend anhdwithe changeisst r uct ur e
treated pursuant to the state statutory provisions under which the company was

formed. If, under the provisions which address its organization, an entity is

considered to be the same entity after a change is made to its structure, the existing

record will be used. If the Internal Revenue Service requires a new EIN, regardless

of the statutory provisions in the state, a new NMLS record is normally required.
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When the change results in a dissolution of the entity or formation of a new entity,
including a change in EIN, a new record will be required.

If the company has created a base record in NMLS or submitted a filing to one or
more jurisdictions through NMLS and their EIN has changed, they should not update
any information related to the Legal Status of the entity until first contacting the
NMLS Call Center.

Specifically:

T

If the Employer Identification Number changes, then a new NMLS record is
required. A possible exception to this rule is in the case of a Sole Proprietor
who converts from using his or her Social Security Number to using an IRS
Employer Identification Number without changing their corporate structure
(remaining a Sole Proprietorship). In cases where a Sole Proprietor changes its
corporate structure, most often to a LLC or other Corporation, a new NMLS
record is required.

Companies cannot change their EIN themselves. Only the NMLS Call Center
can change the EIN, with SRR approval.

If the Full Name of Applicant changes, but none of the other three identifying
pieces of information changes (EIN, state and date of formation), then a new
record is not required. NMLS allows companies to make such a change
themselves.

If state law and the IRS allow conversions to a new structure while maintaining
the same EIN, state and date of formation, then NMLS will not require a new
record to be created.

If a company changes ONLY its state and date of formation and (1) state law
and the IRS allow these changes and (2) there is no change in the EIN or the
structure of the company, then NMLS will not require a new record to be
created. Some jurisdictions, however, may require a new license.

When a company creates a subsidiary that has a different Full Name of
Applicant, Employer Identification Number, State/Province & Country of
formation and date of formation, then NMLS requires a new record.

If a licensee changes its EIN after they create their NMLS record, but before
they submit any filings in the system, then NMLS will not require a new record
to be created.

The RMRT developed the following rules concerning when companies change
their structure and whether or not a new record will have to be created in the
system. These rules are as follows:
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Original Structure New Structure New Record Required?

Sole Proprietorship Any other form Yes
Partnership Any other form Yes
Partnership Partnership with new or No
different partner names
Any corporate form Conversion under state of No-Unless New EIN is
domicile statutes Issued
Mergers of two One of original corporations No i licensee elects
corporations or LLCs or LLCs remains which entity remains in
system
Mergers of two New corporation or LLC Yes

corporations or LLCs

In general, questions about when a new record will need to be created can be
referred to SRR for consideration. The only requirement that NMLS enforces is the
fact that a change in EIN requires a new record.

Multi-series LLCs

Approximately 6 or 7 state corporation statutes (DE is the most notable) allows the

operating agreements of limited liability companies to provide for the establishment

of 1 or more designated series of members, managers, or LLC interests that have

separate rights, powers, or duties. The decision as to whetherthesefiser i es L LCs 0
have separate Exact Name, IRS Employer Identification Numbers, State/Province &

Country of formation and date of formation is determined by the incorporated LLC.

Additionally, states have treated these entities differently.

The series LLC presents a unique problem for the NMLS in appropriately tracking
entities. Companies creating an NMLS base record as a Series LLC must contact
the NMLS Call Center at 240-386-4444.

. Filing Date vs. Effective Date

Given that NMLS is a real-time system, there is no distinction between filing date

and effective date. The filing date is the date the filing submission is made in the
system to one or more regulators. The chang
the NMLS instantly. Thus the effective date and the filing date are the same.

Publicly Available Information

Some information from a |licenseebds record is
Consumer Access which is a separate system than NMLS. Areas of the MU forms
that are made available are indicated throughout the guidebook and the system.
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FORM MUL1 - UNIFORM MORTGAGE LENDER/MORTGAGE BROKER
FORM

Form MU1 is to be completed by a mortgage company (e.g. Lender, Banker, Broker,
Servicer) applying for a license under one or more authorities in a jurisdiction. Form
MU1 filings for new licensure authority must always be submitted with one or more
Form MU2 i Biographical Statement & Consent Form.

All entities must file a Form MU1 in each state in which they wish to hold a license.
The followinggui del i nes are organized to follow Form
A. General Instructions

Filing T Form MU1 is the Uniform Mortgage Company business Application. Any
company or sole proprietorship applying for a Company business license must
complete Form MUL.

Dates i In NMLS, there is no distinction between the filing date and the effective

date. The filing date is the date the submission is made in the system to one or

more regulators. The changeismadet o t he | i c eimtteed\NMIBSs r ecor d
instantly. Thus the effective date and the filing date are the same.

B. Consumer Access*

The following fields from form MU1 will be available and displayed in NMLS
Consumer Access:

NMLS Unique ID

License # by Jurisdiction

License name by Jurisdiction

License status by Jurisdiction

Entity Name

Entity Main Address (City, State, Zip)

Business Phone, Toll Free Phone Number, Fax, Email Address
Mailing Address if different from Main Address (City, State, Zip)
Other and Prior Trade Names

Resident/Registered Agent

Web Address

Legal Status (Fiscal Year End, Formation State, Formation Country, Date of
Formation, Stock Symbol (if applicable), status)

coooocooococc
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The NMLS Guidebook for Licensees IS NOT a substitute for understanding
the licensing requirements of each state in which an applicant or licensee
wishes to apply for or maintain a license.

It is the responsibility of all users of NMLS to fully understand the
information required in each jurisdiction in which they wish to apply for or
maintain a license.

We do not end orse, represent or warrant the accuracy or reliability of any of
the information or content contained in or referenced by this Guidebook.

Any reliance upon any information or content included in this Guidebook

shall be at the user's sole risk.
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FORM MU1

LICENSE WIZARD

HFILING PROFESSIONAL REQUIREMENTS TASKS RENEWALS 1 ADMIN | REPORTS HOME
i

3 : License Wizard

Identifying Information

Other Trade Names

Total Charges: $0.00
If your company currently holds a license/registration{s} in a jurisdiction and has not yet transitioned it onto the NIMLS or if you are applying for a new
license/registration, select the appropriate jurisdictions below.
t Employee MOTE: You do not need to identify those jurisdictions in which your company holds a license/registration that has been previously transitioned onto NMLS through this
Informatio process.
[Alabama [Cindiana-DF! OHevada [ South Carolina-DCA
[ alaska [indiana-305  [JNew Hampshire  []South Dakota
O Arizona Oiowa Mew Jersey [ Tennessee
[ Arkansas [IKansas [ Mew Mexico [ Texas - 0CCC
Legal Status [ califarnia - DOC [Kentucky ONew York [ Texas - SML
P [Icalfonia-DRE ~ [JLouisiana [JMorth Carolina [JUtah-DFI
[ colorado Maine [Marth Dakota [CJUtah-DRE
[CIcConnecticut [CIMaryland [Johio [Cvermont
[Delaware [OMassachusetts []Oklahoma [Virgin Islands
[ District of Columbia [ Michigan [Joregen [Cvirginia
[Florida Minnesota [JPennsylvania [I'Washingten
[Georgia [CInississippi [Puerte Rico [Cdwvest Virginia
Indirect Owners [ Hawaii [Missouri [JRhode Island 'wisconsin
Qualifying Individuals [Clidaho [CInontana [ South Caralina-BFI ] Wyoming
MU2 Forms Cillinis [INebraska

Jurisdiction
Participation

Complete
and Submit

82011 SRR | All Rights R
SRR is 3 trademark of the State Regulstory Registry | For 3

= NMLS Call Center at (240) 3554444,

The License Wizard identifies the license/registration types available in each individual
jurisdiction. Applicants and Licensees should familiarize themselves with the
jurisdictionbs specific instr angMiFFomsinand
NMLS.

These instructions and checklists can be found here: State Licensing Resource Page
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IDENTIFYING INFORMATION

Identifying Information

Total Charges: $0.00

Entity name and EIN:

Web Addr Entity Name:

IRS Employer Identification Number:

Contact Employee
De you want to amend your legal name?

mplaint If yes, check here: []

ation New Entity Name: |
(sole proprietor use "Last, First, Middle")

Information

Main address (Do not use a PO Box):
Other Bus

Number & Street: |
Legal Status |

Control Information City: |

State: |

<

Country / Province: |

Postal Code: |

<

Business phone, fax and email address:

Business Phone: | |995-995.990m,9099

Indirect Owners

Toll-Free Number (for consumers): | |9939939999x9999

Qualifying Individuals

Fax Line: | |99399&9999

Email Address: | |

MU2 Forms

Mailing address, if different from main address:
PO Box or Number & Street: |
City: |
State: | v

Country / Province: | v

Postal Code: |

Any other business locations?

Other than the main office does the O Yes ®No
entity conduct business with
consumers through branch offices
or other business locations?

In certain jurisdictions. branch office or other business locations must be registered or licensed. Use Form MU3 to report these to the regulatory agency(s).

Click Save to save any amended information befare moving on.

Previous Next
<] >

2011 SRR | Al Rights Re:
SRR is = trademark of the State Reguistory Registry | For assistance can

22t the NILS Cal Canter 2t (240) 3854844,

Entity name* and EIN.

1 Entity Name should be the full legal name as organized in domestic state and found
in incorporating documents.

1 Itis important that each Company is set up by their legal name and not by any trade
name dadrngihicdausi ness aso name they may use.

1 If applicant or licensee is a sole proprietor, then they should use their Last, First,
Mi ddl e names and s uf fDoRrotdgntBrdprofessiondldrl 6, et c)
academic suffix.
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NOTE: If the Full Name of Applicant changes for an existing licensee, but the Employer
Identification Number, the State/Province & Country of formation, and the Date of
Formation does not change, the NMLS will not require a new record to be created in the
system.

1 EIN is the Taxpayer Identification Number issued by the IRS. If the applicant is a
sole proprietor without employees, this numb
Security Number (SSN) or an IRS issued EIN. These numbers are also known as
AFEI NO or ATI N. O

This number may or may not change upon amendment to reorganize the company.

For example, a sole proprietor without empl o
if the proprietor establishes an LLC or Corp, the company will need an EIN even if

no employees are added at the time of re-organization.

1 Each time a new EIN is issued, a new record in NMLS must be created. Licensees
can create the record for the new entity while maintaining licenses with their
previous entity. Licensees should then work with their regulators as to the timing of
applying for new licenses under the new entity and surrendering the licenses held by
the previous entity.

Do you want to amend your name?

This field gives licensees the ability to change their name in NMLS. In most states,
name changes require additional documentation and approval by the state regulator(s).
See the Jurisdiction Specific Amendment Checklists on the NMLS website and consult
your state regulator prior to changing your name in NMLS.

Additionally, some states charge afeef or a name change. The fATot
of your filing (upper right corner) will indicate when this occurs as part of a filing.

Main address* (Do not use a PO Box)
A physical address is required.

Since the NMLS contains a single record on a company, the main address listed must
capture the applicantds or.Thisregeirenseptsds headqua
regardless of whether such location is located in the state of licensure, and regardless

of whether the licensee will be conducting any licensed activities from that location.

NMLS presumes that the license authority conferred with a Form MUL1 filing is a general
license authority for a company. In those jurisdictions that require each location
conducting licensed activity to be individually licensed or registered, the Main address is
automatically considered a licensed or registered location.
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Business phone, fax and email address*

Provide a business phone, toll-free phone number, fax and email address for a contact
person in your organization. The information provided in this section should be for public
use and not Aregulator only. o

Mailing address, if different from main address*
Licensees who use a drop box or PO Box for their mailing can indicate a Mailing
Address different from their Main address.

Any other business locations?
| f you Yesoswer tfhi s quest i on-spedfioregeitetentstohe j ur i s
determine if you need to file Form MU3s for each of these locations.
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OTHER TRADE NAMES*

Web Addi

Legal Status

Control Information

and Subn

VU1 | MUS3 | Individual | Financial Statements | MCR | Company Acc

Other Trade Names

PROFESSIONAL REQUIREMENTS

55 | Com

Name: |

Jurisdiction
select all

Forced Name?

[ Alabama

[ Alaska

[ Arizona

[ Arkansas

O califoria - DOC

[ Califomia - DRE

[ Colorado

[ Connecticut

[ Delaware

[ District of Columbia

[ Florida

[ Georgia

[ Hawaii

O 1daho

[ linais

[ Indiana-DF

[ Indiana-808

[ lowa

[ Kansas

[ Kentucky

[ Louisiana

[ Maine

[ Maryland

[ Massachusetts

[ Michigan

[ Minnasota

[ Wississippi

[ wmissouri

[ Wentana

Ooj0/oj0ojo/o|0/Oo|/0|/0/O0|0/O0|o|O0|jo|/O0o0|0/O0|o|0|jOo|joO0|0/O|O0|ag

Jurisdiction
select sll

any Relationship:

Forced Name?

[ Mebraska

[ Nevada

[0 Mew Hampshire

[ MNew Jersey

O Mew Mexico

[ Mew York

[ North Carolina

[ Morth Dakata

[ Ohie

O Oklahoma

[ Oregon

[0 Pennsylvania

[0 Puerto Rico

[ Rhode Island

[0 South Caralina-BF

[ South Caralina-DCA

[0 South Dakota

[J Tennessee

[ Texas - OCCC

[ Texas - SML

[ Utah-DFI

[ Utah-DRE

[ Vermont

O Virgin Islands

[ Virginia

O Washington

[ West Virginia

[ wisconsin

O Wyoming

O/o|jojo/ojojo/o|jo|jo/0|0ojo0o|ojoOo|ojO0|ojojo/o|jojoO|OoO

i i ’
(COMPOSITE VIEW i RENEWALS 1 ADMN | REPIJRTSt

Total Charges: $0.00

L.
HOME

12011 SRR | All Rights.
SRR is 5 trademark of the State Regulatory Registry | For

NMLS Call Center at (240) 3554444,
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Name

Other Trade Names must be completed for all other names the company will be using in
the NMLS participating jurisdictions. These include: other business names, fictitious
names, forced dbas fdoing business asqg etc. The NMLS allows an unlimited number of
Other Trade Names.

Consult a jurisdictionds specific instruction
additional requirements for Other Trade Names.

Jurisdiction
Applicants and licensees must indicate to which Jurisdiction their Other Trade Name
applies.

Note: Check the license wizard to determine if a jurisdiction requires Other Trade
Names to hold a separate license.
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RESIDENT/REGISTERED AGENT*

FILING PROFESSIONAL REQUIREMENTS TASKS 'COMPOSITE VIEW i RENEWALS i ADMIN ; REPORTS HOME

Total Charges: $0.00

If the registered agent is a company rather than an individual. put the words ‘registered agent” in the Title field.

Company: [ |

First Name: |

Last Name: |

|
|
Title: | |
|
|
|

Business Address: |
(o not provise FO ) |

City: |
State: | v
Country / Province: ‘ V‘
Postal Code: | |

Business Phone: |

‘ 999.999.9999x9999

Fax Line: |

‘999—953—9959

Email Address: |

2011 SRR | All Rights Rese
SRR is 3 trademark of the State Reguistory Registry | For assi

scv Policy
tact the NWLE Call Center 2t (240) 253-4444,

The Resident/Registered Agent is the entity that will receive service of legal process on
behalf of theapp | i c ant 6 s A residempgregistgred agent must be identified in
each jurisdiction in which a license/registration is held.

If a jurisdiction does not require the identification of a resident/registered agent, consult
that juri sdi cttudtianstd determipeshow tdé doraplete this section.
Typically, such jurisdictions will accept an owner or officer of the company to be
included here.
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WEB ADDRESSES*

A web address is optional in NMLS. Applicants or licensees can enter as many
websites as they want. Applicants or licensees should include any corporate websites,
including any and all websites through which they solicit customers.

Some jurisdictions have additional requirements for websites and Other Trade Names.
Check jurisdiction specific documents for this information.
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