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How To Submit A Closing Disclosure Request Form 

 
1. Enter loan and click on "CD request" 

 
 
 
2. Complete all applicable fields. 
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3. Enter Settlement Agent information 

 
 
 
4. Enter Non-Borrowing spouse information, if applicable. 
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5. Confirm pricing information. Let your team know if you need anything updated. 

 
 
 
6. Confirm compensation and fees 
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7. If you would like to be reimbursed for a fee, please toggle to YES on the fee. 

 
 
 
8. If your processing fee is 3rd party please check the 3rd party box. Also, be sure to upload your 3rd party 

invoice. 
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9. If you have any fees that you feel should be on here, you can enter under other. 

 
 
 
10. If there are any Seller or Realtor Credit, please add here. 
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11. Any additional notes or comment can be added in this section. 

 
 
 
12. Once all information is confirmed, click "Submit CD Request Form". This will submit the CD request form to 

the Account Manager to review. As a reminder, the Account Manager will still need to have all invoices, settlement 

statement, title report and we recommend having the Hazard insurance. 
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13. After the CD request form is processed you will get a "Success" notification to confirm your CD request has 

been submitted. 

 


