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DOC REQUEST
Portal Pipeline  |  Step-by-step instructions

1.  Open the Doc Request

2.  Complete the Doc Request form

3.  Review origination and third-party fees

4.  Add notes and upload documents

5.  Final review and submit
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From the left-side menu of the loan file, 
select Doc Request.

BEFORE CONTINUING

Confirm that you have selected the correct loan 
file.
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Review loan information

Check borrower names, loan terms, property 
details, and program information.

Verify settlement agent

Confirm escrow contact information and any 
required dates.

Fictional training example
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Section A  |  Origination Charges

Double-check LO compensation. LPC cannot be 
edited; BPC may be reduced.

Section B  |  Third-Party Fees

Review initially disclosed fees. Supporting invoices 
are required.
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Add Doc Request notes

Provide instructions for the document drawer or 
closer.

Upload supporting files

Attach invoices, Pre-CDs, settlement statements, 
and other relevant documents.

Final review & submit

Verify the details and select Request a Loan Doc.
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