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INTRODUCTION & PURPOSE 

The NMLS Policy Guidebook is intended as a resource for use by applicants, licensees, 
and state regulatory agencies using NMLS. It is intended to assist applicants and 
licensees in understanding the policies related to using NMLS. It is a living document 
that will be updated regularly in response to decisions and conclusions reached through 
the NMLS policy-making process as well as through experience in using 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.   
 
NMLS contains forms available to applicants and licensees created as part of an effort 
to build the system: 

¶ Company Form (MU1) 

¶ Individual Form (MU2) 

¶ Branch Form (MU3)Individual License Form (MU4) 

These forms are available electronically on the NMLS Resource Center. The forms 
were developed collaboratively by the NMLS Policy Committee of the State Regulatory 
Registry LLC, a wholly-owned subsidiary of the Conference of State Bank Supervisors. 
  
The goal of NMLS is to improve mortgage, consumer finance, debt, and money services 
industry supervision, heighten communication across states, increase consistency in 
licensing requirements, and automate processes to the greatest degree possible. 
 
 

 

The NMLS Policy Guidebook IS NOT  a substitute for understanding the 

licensing requiremen ts 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 state 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 .  

  

http://mortgage.nationwidelicensingsystem.org/
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GENERAL 
 
NMLS is designed to replace each stateôs existing 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 a license, cancel a license request, or renew their license should do so 
through NMLS. Each state agency determines which of their license authorities 
they wish to manage through NMLS. License authorities managed through NMLS 
include: mortgage, consumer finance, debt, and money services.  
 
NMLS is intended to be the ONLY method for applicants or licensees to transact 
the above actions with participating states. 
 

B.  One Record concept 
 
In NMLS, it is important to differentiate between a company, branch, or individualôs 
record in the system. Each distinct legal entity, branch, and natural person will 
have a single, unique record in the NMLS. The entitiesô One Record in NMLS can 
be used to apply for, maintain, or surrender licenses in multiple states. 
 
When seeking licensure, entities will use the Company Form (MU1), Individual 
Form (MU2), Branch Form (MU3), or Individual Licensing Form (MU4) to create a 
record. The form can contain a license request for one or more states. Likewise, 
when a company, branch, or individual updates their record, the change applies to 
every state in which they hold a license. 
 
All states share the same information in NMLS about licensees. If one state does 
not accept the information on an applicantôs filing, or does not accept a license 
amendment submitted by a licensee, the entity has the choice of foregoing 
licensure in that state or changing their record for all states. 

 
 

C. NMLS is a real-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 applicant, 
licensee, and regulator actions instantly become part of a company, branch, or 
individual record. 
 
For licensees, this means that in submitting a filing, they are attesting that the 
information is true and accurate as of the date of the filing. For regulators, this 
means that when they change a license status on an applicant or licenseeôs 
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, 
regulators can react to the amendment by changing, when applicable, the license 
status applied to the entityôs One Record. 
 

D. Licensee responsibility for their One Record in NMLS 
 
Each company and individual is responsible for their record in NMLS. Regulators 
cannot change a company, branch, or individualôs information.  If a regulator has 
an issue with information on an applicant or licenseeôs record, they may require the 
applicant or licensee to change their record. They will typically do this by placing a 
ñlicense itemò on the entityôs record. 
 
The NMLS account email address for an individual 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 are responsible for the information they 
generate. Companies and individuals generate information about themselves (such 
as address, structure, disclosure questions, etc.) 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 
items to a company or individualôs record. The result is that over time, all regulators 
gain a composite picture that is the result of companies or individuals applying their 
information to their One Record. 
 

When an individual requests an account in NMLS, the system requires that the 
Date of Birth (DOB) and a social security number (SSN) for identification purposes. 
It is important to ensure that this information is entered accurately upon establishing 
the individual account. If the DOB or SNN is entered incorrectly the individual must 
contact the NMLS Call Center to have the information updated.     
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E. Addressing inconsistency between licenseeôs NMLS record and state files 
during Transition 
 
The One Record concept poses particular issues for licensees and regulators 
during Transition. Transition is the submission of a license request by an existing 
licensee through NMLS to the state regulator. It is possible the attested Company, 
Branch, or Individual Form submitted by a licensee through NMLS may not match 
the information a state regulator has on file with regards to that licensee. 
Regulators may place a license item on the entityôs record and request additional 
information.  
Licensees cannot be expected to submit false information initially merely to match 
a stateôs information on file for two reasons: 
 
1. Licensees are required to legally attest to the accuracy of the information with 

each submission. 

2. A licenseeôs NMLS record may have already been accepted in another state.  
Any change they make would change that other stateôs license information. 

 
F. Dormant Accounts and Pending Filings 

 
NMLS will delete all filings not submitted to one or more regulators (ñPending 
Filingsò) older than 180 days on a regular basis as part of routine system 
maintenance.  
 
 
NMLS will disable all accounts that have not been accessed in 120 days by a 
company account user or 15 months by an individual user. 

 
G. State-specific requirements outside NMLS 

 
In addition to using their One Record in NMLS to apply for, amend, surrender, or 
renew their license, applicants and licensees may be required by a state to submit 
additional items outside the system. The state licensing requirements will provide 
instructions that will: 
 
1. detail any information not contained on the NMLS record that must be 

submitted by license applicants and licensees; and 

2. explain how certain questions on the licenseeôs or applicantôs NMLS record 
should be answered to meet jurisdiction-specific requirements. 

Licensees and applicants can access state licensing requirements from links on 
the license wizard within NMLS or visiting the State Licensing page on the NMLS 
Resource Center. Materials submitted outside NMLS are expected to be received 
by the state regulator within 5 days of submission of a form in NMLS. 
 
 

http://mortgage.nationwidelicensingsystem.org/slr/Pages/default.aspx
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H. Creation of New Company Record 
 
Each distinct, legal company in 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 NMLS to ensure that only 
a single record is created for each entity that the system wishes to track. 
 
Companies wishing to access 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 the Company Account Request Form and submit it to the 
NMLS Entitlement Group. Entitlement is managed by SRR through the NMLS Call 
Center. 
 
 
NMLS uses four pieces of information from the Company Account Request Form to 
determine if the company currently has an existing record in the system: 
 

¶ Full Name of Applicant  

¶ IRS Employer Identification Number  

¶ State/Province & Country of formation 

¶ Date of formation  
 

The Internal Revenue Service (IRS) indicates that Employer Identification Numbers 
(EIN) are unique and are never re-issued. Thus, the EIN is the basis for maintaining 
unique records. 
 
Licensees cannot change their EIN. Only the NMLS Call Center can change an EIN 
with SRR approval. Licensees needing to change their EIN should contact the NMLS 
Call Center. 
 
Additionally, companies with the same full legal name and state of incorporation will 
be flagged for review to determine that they are separate entities. In no case should 
any two NMLS records share the same data for the 4 pieces of information above. 
This should prevent a company from inadvertently establishing two records in the 
system for the same company. 
 

I. Amendments to a companyôs structure that will require the creation of a new 
NMLS record 
 

In general, the determination of whether a new record is required when changes are 
made to a companyôs organizational structure will depend on how the change is 
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 

https://www.statemortgageregistry.com/Public/CompanyAccountRequest.aspx
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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. 
When the change results in dissolution of the entity or formation of a new entity a 
new record will be required; this includes a change in EIN. 
 
If the company has created a base record in NMLS or submitted a filing to one or 
more states 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: 
 

¶ 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. However, some states 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.  

 

¶ If a company has purchased another company within NMLS, a new record may 
or may not be required based on the circumstances of the purchase.  The 
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NMLS Call Center and SRR will work with the company to determine the best 
course of action to take within NMLS concerning their record(s). 
 

The NMLS Policy Committee 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: 
 

Original Structure New Structure New Record Required? 

Sole Proprietorship Any other form Yes 

Partnership Any other form Yes 

Partnership 
 

Partnership with new or 
different partner names 

No 

Any corporate form 
 

Conversion under state of 
domicile statutes 

No-Unless New EIN is 
Issued  

 

Mergers of two 
corporations or LLCs 

One of original corporations 
or LLCs remains 

No ï licensee elects 
which entity remains in 

system 

Mergers of two 
corporations or LLCs 

New corporation or LLC 
 

Yes 
 

 
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.  If a company fails to respond to 
continued requests for the creation of a new record, the state regulator will be 
contacted for further action and could result in the company account being disabled. 
 
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 one or more designated series of members, managers, or LLC interests that have 
separate rights, powers, or duties.  The decision as to whether these ñseries LLCsò 
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. 
 

J. 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 
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system to one or more regulators. The change is made to the licenseeôs record in 
the NMLS instantly. Thus the effective date and the filing date are the same. State 
licensing requirements should outline effective date expectations, including advance 
notice if required. 
 

K. Publicly Available Information 
 

Some information from a licenseeôs record is made publicly available through NMLS 
Consumer Access which is a separate system than NMLS. Areas of the Company, 
Branch, and Individual Forms that are made available are indicated throughout the 
guidebook and the system.   
 

L. NMLS Call Center 
 

The NMLS Call Center is available for help with system functionality. The 
representatives cannot confirm licensing requirements or state specific information.  
The call center is available from 9:00 a.m. to 7:00 p.m. Eastern Time Monday thru 
Friday.  
 

M. Maintaining your record in NMLS 
 
It is the responsibility of the licensee to maintain their record in NMLS.  A licensee 
can update their record by submitting a new filing to the state regulator.  You should 
consult the state specific checklists as many states require advance notification of 
changes to a licenseeôs record.  Once the regulator approved the change outside 
NMLS, it can be made within the filing.
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NMLS Company Form (MU1) is to be completed by a company applying for a 
license in one or more states. If the company is applying for new licensure the 
Individual Form (MU2) will also be required for Control Persons, Qualifying 
Individuals, and Branch Managers. 
 
The Company Form (MU1) can be used to request licenses in multiple states. 
However, not all license types are managed in NMLS and some information may 
have to be submitted to state regulators outside of NMLS. 
 
The following guidelines are organized to follow the Company Formôs format in the 
NMLS. 
 

A.  General Instructions 
 
Filing ï The Company Form (MU1) is the uniform application form that a company 
or sole proprietorship applying for any company license must complete. Applicants 
must also refer to the state licensing requirements on the NMLS Resource Center 
to fully understand the license requirements. 
 
Dates ï 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 change is made to the licenseeôs record in the NMLS 
instantly. Thus the effective date and the filing date are the same. 
 
Terms Used ï For uniformity, terms used throughout the Company Form (MU1) 
are defined in the glossary.   
 

B.  Consumer Access* 
 

The following fields from the Company Form will be available and displayed in 
NMLS Consumer Access and are indicated by an asterisk (*) throughout the 
guidebook. 

 
ü NMLS Unique ID 
ü License # by State 
ü License name by State and Industry Type 
ü License status by State and Industry Type 
ü Entity Name 
ü Entity Main Address (City, State, Zip) 
ü Business Phone, Toll Free Phone Number, Fax, Email Address 
ü Mailing Address if different from Main Address (City, State, Zip) 
ü Other and Prior Trade Names 
ü Resident/Registered Agent 
ü Web Address 
ü Legal Status (Fiscal Year End, Formation State, Formation Country, Date of 

Formation, Stock Symbol (if applicable), status) 
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The NMLS Policy Guidebook 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 state 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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BUSINESS ACTIVITIES 
 

 
 
Applicants and licensees should indicate all business activities the company engages 
in, regardless of whether those activities are undertaken in a state in which they are 
applying for a license. The selected business activities in this section will allow the 
system to provide you with a list of licenses for which you may apply.  See business 
activities definitions for a description of each activity available.

http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/Business%20Activities%20Definitions.pdf
http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/Business%20Activities%20Definitions.pdf
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REQUEST LICENSE 
 

 
 
The Request/Transition License(s) screen identifies the license/registration types 
available based on the business activities and states selected on the Business Activities 
screen. The system does not allow applicants or licensees to apply for or maintain two 
of the same license type in any one state. 
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LICENSE/REGISTRATION INFORMATION 
 

 
 
The License/Registration Information screen will display a list of all license/registration 
requests pending submission as well as any previously submitted license/registration 
requests. From this screen users can request a new license, review existing requests, 
cancel a previously submitted request, or request to withdraw an existing 
license/registration.
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IDENTIFYING INFORMATION 
 

 
 
Entity name* and EIN.  

¶ Entity Name should be the full legal name as organized in domestic state and found 
in incorporating documents. On a new application, the company may be required to 
submit formation documents in the Document Uploads section. Consult the state 
licensing requirements to see if any states in which you are applying require these 
documents. 
 

¶ It is important that each Company is set up by their legal name and not by any trade 
name or ñdoing business asò name they may use.  
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¶ If applicant or licensee is a sole proprietor, then they should use their Last, First, 
Middle names, and suffix (ñJrò, ñIIIò, etc) if any. Do not enter a professional or 
academic suffix.  
 
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, NMLS will not require a new record to be created in the system. 
 

¶ EIN is the Taxpayer Identification Number issued by the IRS. If the applicant is a 
sole proprietor without employees, this number may be the sole proprietorôs Social 
Security Number (SSN) or an IRS issued EIN. These numbers are also known as 
ñFEINò or ñTIN.ò 
 
This number may or may not change upon amendment to reorganize the company. 
For example, a sole proprietor without employees may use the proprietorôs SSN, but 
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. 

 

¶ Generally, a new EIN indicates a new NMLS record should be created. When a 
licensee changes its EIN, they must contact the Call Center to walk through the 
process developed to appropriately handle these changes. 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 legal 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 state licensing requirements amendment checklists or consult your state 
regulator prior to changing your name in NMLS. 
 
Additionally, some states charge a fee for a name change. The ñTotal Chargesò section 
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 NMLS contains a single record on a company, the 
main address listed must capture the applicant or licenseeôs headquarters location. This 
requirement is 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 Company Form (MU1) is a 
general license authority for a company. In those states 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 may be posted to 
consumer access and should be for public use.  
 
Mailing address* 
Licensees who use a drop box or PO Box for their mailing can indicate a Mailing 
Address. A copy button is available to copy the main address if the mailing address is 
the same. 
 
Any other business locations? 
If you answer ñYesò to this question, consult the state licensing requirements to 
determine if you need to file a Branch Form (MU3) for each of these locations. 
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OTHER TRADE NAMES* 
 

 
 
Other Trade Names 
Other Trade Names must be completed for all other names the company will be using in 
NMLS participating states and industry types. These include: other business names, 
fictitious names, forced dbaôs ñdoing business asò, etc. The NMLS allows an unlimited 
number of Other Trade Names. 
 
Licensees should not include ñdbaò in front of their Other Trade Name. The name 
inputted should be exactly how they use it in advertising, documents, etc. 
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Licensees should indicate if the ñdbaò is forced by a state by checking the box in the 
forced column. A forced ñdbaò is one that is required to be used because the stateôs 
Secretary of State or other agency will not allow the company to use its legal name. 
This may be due to a number of reasons, including the companyôs legal name is already 
used by another company in that state. Please consult the state licensing requirements 
for additional information related to forced ñdbas.ò 
 
Consult the state licensing requirements to determine if there are any restrictions or 
additional requirements for Other Trade Names.  
 

Industry Type(s) 
Applicants and licensees must indicate the industry type(s) to which the Other Trade 
Name applies. 
 
State 
Applicants and licensees must indicate the state(s) to which the Other Trade Name 
applies.  A forced name is applicable when a particular state has forced you to use a 
particular trade name in their jurisdiction. 
 
Note: Check the state licensing requirements to determine if a state requires Other 
Trade Names to hold a separate license.   
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RESIDENT/REGISTERED AGENT* 
 

 
 

The Resident/Registered Agent is the entity that will receive service of legal process on 
behalf of the applicant or licensee. A resident/registered agent must be identified in 
each state in which a license/registration is held and the business address must be 
within that state. 
 
If a state does not require the identification of a resident/registered agent, consult the 
state licensing requirements to determine how to complete this section. Typically, such 
states 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 should include any 
corporate websites, including any and all websites through which they solicit customers. 
There is no limit to the number of websites that can be entered. 
 
Some states have additional requirements for websites, please check state licensing 
requirement for additional information.  
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CONTACT EMPLOYEES 
 

 
 
The individual(s) listed as the primary company contact employees must be authorized 
to receive ALL compliance and licensing information, communications, and mailings 
regarding the entity, officers, directors, and individuals. They must also be responsible 
for disseminating it within the applicant or licenseeôs organization. The Contact 
Employee is for regulator use. 
 
Applicants and licensees are required to submit a primary company contact as well as a 
primary consumer complaint contact. If allowed by a state, this can be the same person. 
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Applicants and licensees also have the ability to submit additional, non-primary, 
contacts. For non-primary contacts, you must also list the applicable industry type(s), 
area(s) of responsibility, and state(s). 
 
 
 
The Contact Employee may or may not be the ñResident/Registered Agentò for service 
of process, as is required in certain states. 
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BOOKS AND RECORDS INFORMATION 
 

 
 
Company, First Name, Last Name, Business Address 
Applicants and Licensees should list the company name and address of the location 
where books and records are stored. They should also list the name of the individual at 
this location that should be contacted with inquiries about or to gain access to the 
storage location. A company can copy the Main Address here. This is likely to be the 
case if the company is small or a sole proprietorship. 
 
Multiple contacts for record retention are allowed in the system andi you must specify 
contact by industry type(s) and state(s). You can use the comments field to specify the 
types of records being retained by your company at that location. 
Please consult state licensing requirements to see if any states have further 
requirements for this section. 
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APPROVALS AND DESIGNATIONS 
 

 
 
Types of Business 
Licensees and applicants must provide information related to any approvals and 
designations that their company currently holds. If you feel that certain 
approval/designation are not captured by the above categories, or not captured 
accurately, select Other Approval/Designation and use the field provided to clarify. 
 
Licensees and Applicants who are a Fannie Mae or Freddie Mac Seller/Servicer or a 
Ginnie Mae Issuer will be required to complete the Expanded Mortgage Call Report 
(MCR) if the report is required for their licenses. 
 
Will the entity engage in any non-financial services related businesses? 
If the applicant or licensee answers ñYesò to this question, identify the name of the 
business and describe the type of non-financial services related related business you 
will be engaged in. 
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Will the entity occupy or share space with any person(s) engaged in financial 
services-related activity? 
If the applicant or licensee answers ñYesò to this question, identify the name of the 
business with which space will be shared and the specific type of financial services 
related activity the other company or person is engaged in. 
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BANK ACCOUNTS 
 

 
 

Applicants and licensees should consult the state licensing requirements to see if bank 
account information must be provided.  Generally, applicants and licensees should 
leave this section blank unless directed to complete it by one or more regulators.  
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LEGAL STATUS* 
 

 
 
In addition to entering the information in this section, applicants and licenses may 
upload supporting documentation (e.g. formation documents) through the document 
uploads section of this filing. 
 
Fiscal year end* 
The applicant or licensee should enter the month and day of the end of its corporate 
fiscal year. Sole proprietorships should enter 12/31 for fiscal year end.   
 
Formation State* 
The applicant or licensee should enter the state in which legal status of the corporate 
entity was obtained. This information can be found on the companyôs incorporating 
documents. Sole proprietorships must leave this field blank. If an applicant was formed 
outside the U.S., leave blank. 
 
Formation Country/Province* 
The applicant or licensee should enter the formation country or province of the 
corporate entity. This information can be found on the companyôs incorporating 
documents.  
 
Date of Formation* 
The applicant or licensee should enter the month, day, and year in which company was 
legally formed. This information can be found on the companyôs incorporating 
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documents. This must be in the MM/DD/YYYY format. Sole proprietorships must leave 
this field blank.  
 
If publicly traded, please insert stock symbol* 
A stock symbol is a combination of letters.  
 
Indicate Legal Status* 
If a state is a community property state, the state licensing requirements may outline 
additional details for spouses of sole proprietors. Some states distinguish between S- 
and C-corporate organizations. 
 
In addition to the Company Form (MU1), a sole proprietor of the sole proprietorship 
must complete the Individual Form (MU2). The Company Form (MU1) is completed in 
terms of the sole proprietorship as a business entity and the Individual Form (MU2) is 
completed in terms of the natural person. If the state requires a sole proprietor to also 
hold a loan originatorôs license, then the sole proprietor must also complete the 
Individual Licensing Form (MU4). 
 
Note: This means a sole proprietor would have two NMLS logins, one as a business 
entity and one as an individual.   
 
Amendments to the Fiscal Year End, Legal Status, and State or Date of Formation 
NMLS allows amendments to the FYE, legal status, and state or date of formation but 
does not allow amendments to the companyôs EIN without contacting the NMLS Call 
Center. In many cases, a change to the FYE, legal status, and state or date of formation 
indicates a new entity has been formed and a new NMLS record is required.  
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AFFILIATES/SUBSIDIARIES 
 

 
 

Applicants and licensees must identify each entity under common ownership (affiliate) 
and each entity under control (subsidiary) that provides financial services or settlement 
services.. 
 
You may utilize the search option to find the entityôs record in the system.  
 
If no record is found, then you must input the following information:  
 
Affiliate/Subsidiary Name ï provide the Full Legal Name of the affiliate or subsidiary 

Name and Street/City/State/Country/Postal Code ï provide the main address for the 
affiliate or subsidiary 

Control Relationship ï identify whether the entity is under common ownership 
(affiliate) or under control (subsidiary) of the applicant or licensee 

Description ï the description should include the line of businesses engaged in by the 
affiliate or subsidiary 
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FINANCIAL INSTITUTIONS 
 

 
 
If the applicant or licensee is controlled by a Credit Union, Bank Holding Company, 
State Member Bank of the Federal Reserve System, State Non-Member Bank, National 
Bank, Foreign Bank, Savings Association/Savings Bank, or Thrift Holding Company the 
institution must be identified in this section., A company search option is not available 
for this section. 
 
Financial Institution information required here DOES NOT include the institution the 
company uses in financing its operations. This is not an area for corporate banking 
information.  Information related to corporate bank information may be entered in the 
Bank Accounts section if required by your regulator(s). 
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DISCLOSURE QUESTIONS 
 

 
 

The definitions for these disclosure questions are contained in the Glossary - 
Explanation of Terms section of this Guidebook. 
 
Any ñYesò response requires an explanation to be provided in the Disclosure 
Explanations section.  
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While a licensee may have disclosed a ñYesò answer in a previous application, when 
transitioning their license onto NMLS they will have to answer ñYesò again, if still 
relevant. 
 
When responding to questions regarding Control Affiliates, all current and former 
Control Affiliates for the last ten years must be disclosed.   
 
Financial services related convictions entered by a municipal court (if the violation 
stems from a city ordinance and not necessarily from criminal code, for example) rather 
than a criminal court should generally be disclosed under the Civil Disclosure section of 
the disclosure questions.  
 
Companies who in the normal course of business face multiple civil actions must 
respond affirmatively to the questions in F and G. An explanation stating this fact is 
required and further details related to specific cases may be required, including 
supporting documentation for each civil action. Please consult state licensing 
requirements to verify what information is required to be submitted through NMLS.  
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DISCLOSURE EXPLANATIONS 
 

 
 

An explanation must be provided for each disclosure question that has a ñYesò 
response. A single explanation can be associated to multiple ñYesò responses and each 
explanation allows a single PDF to be uploaded in support of the explanation.  Also, 
multiple explanations may be provided if multiple events are related to a single question. 
Consult the disclosure explanation reference guide for more information.   
 
Some states may require companies to provide an explanation and/or supporting 
documentation for previous ñyesò responses. Consult state licensing requirements for 
this information.  
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DIRECT OWNERS AND EXECUTIVE OFFICERS 
 

 
 
Entity ID, Full Legal Name, Title, and Percentage of Ownership 

The applicant or licensee must identify all Direct Owners and Executive Officers. 
 
If the direct owner or executive officer is a natural person (individual), the applicant or 
licensee should list their full legal name as First, Middle, Last, Suffix, provide their title 
and the percentage of ownership. All natural persons listed in the Direct Owners and 
Executive Officers section of the Company Form (MU1) are required to complete and 
submit the Individual Form (MU2) 
 
Applicants and licensees should review the definition of Control when completing this 
section and include any individual or company that has Control over the entity.  
 
CONTROL is determined in several ways: 
 
1) Equity Owners ï an entity or individual that, directly or indirectly has the right to vote 

10% or more of a class of a voting security or has the power to sell or direct the sale 
of 10% or more of a class of voting securities.  In the case of a partnership, an entity 
or individual that has the right to receive upon dissolution, or has contributed, 10% or 
more of the capital, is presumed to control that company 

 
2) Corporate Governance ï as set out in the most recent  Articles of Incorporation, 

Articles of Organization, or Partnership Agreement. 
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A) Board of Directors, Board of Managers, Member Manager, General Partner, or 
similar governing body 

 
B) President, Executive Vice President,  Senior Vice President, Treasurer, 

Secretary, or similarly elected or appointed senior corporate officers 
 
3) Functional Responsibility ï Individuals, regardless of title, who have the power, 

directly or indirectly, to direct the management or policies of a company by contract, 
or otherwise. Job description holds individual responsible for the operational, 
financial, information technology, compliance, and/or security functions of the 
company, including Chief Executive Officer, Chief Financial Officer, Chief Operations 
Officer, Chief Legal Officer, Chief Credit Officer, Chief Compliance Officer, and 
individuals occupying similar positions or performing similar functions.  Other 
required individuals may include qualified persons, location supervisors, and branch 
managers. 

 

IF 
APPLICANT 

IS: 

ENTITIES & INDIVIDUALS THAT SHOULD BE INCLUDED IN 
DIRECT OWNERS & EXECUTIVE OFFICERS 

EQUITY 
OWNERS 

CORPORATE 
GOVERNANCE 

FUNCTIONAL 
RESPONSIBILITY 

ñCò 
Corporation 

Shareholders 
>10% 

All members 
of Board of 
Directors 

Elected or 
Appointed 
Officers 

Chief Officers & 
other required 

individuals 

ñSò 
Corporation 

Shareholder 
>10% 

All members 
of Board of 
Directors 

Elected or 
Appointed 
Officers 

Chief Officers & 
other required 

individuals 

Limited 
Liability 

Company 

All 
Members>10% 

Member 
Managed 
(Managing 
Member) 

Elected or 
Appointed 
Officers 

Chief Officers & 
other required 

individuals 

All 
Managers  
(Board of 

Managers) 

Elected or 
Appointed 
Officers 

Chief Officers & 
other required 

individuals 

Partnership 
All 

Partners>10% 
General 
Partner 

Elected or 
Appointed 
Officers 

Chief Officers & 
other required 

individuals 

 
The following points will help companies decide who to include: 

 

Direct Owners 
Direct owners include any person that owns, beneficially owns, has the right to vote, 
or has the power to sell or direct the sale of 10% or more of a class of voting security 
of the applicant or licensee. For purpose of this section, a person beneficially owns 
any securities (i) owned by his/her child, stepchild, grandchild, parent, stepparent, 
grandparent, spouse, sibling, mother-in-law, father-in-law, son-in-law, daughter-in-
law, brother-in-law or sister-in-law, sharing the same residence; In the cases where 
the company is a partnership, all general partners and those limited and special 
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partners that have the right to receive upon dissolution, or have contributed, 10% or 
more of the partnershipôs capital. 
 
In the case of a trust that directly owns 10% or more of the class of voting security of 
the applicant, or that has the right to receive upon dissolution, or have contributed, 
10% or more of the applicant or licenseeôs capital, the trust and each trustee. 
 

¶ In the case where the company is a Limited Liability Company (ñLLCò),  (i) if member 
managed, the managing member, (ii) if managed by elected or appointed managers, 
all elected or appointed managers; and, (iii) those members that have the right to 
receive upon dissolution, or have contributed, 10% or more of the LLCôs capital. In 
the case where the company is a partnership, (i) all general partners, and (ii) those 
limited and special partners that have the right to receive upon dissolution, or have 
contributed, 10% or more of the partnershipôs capital.   

 
In certain states, other required persons, including ñqualified personsò or branch 
supervisors. Consult the state licensing requirements in which the applicant or 
licensee is applying for details. 
 
Ownership must be disclosed as it is found on the organizing documents of an 
entity. Ownership disclosure in NMLS is not dependent on community property 
statutes and therefore should be represented in NMLS as found on legal, organizing 
documents for the entity.  

 
Control Person 
A control person is an individual (natural person) that directly or indirectly exercises 
control over the applicant or licensee. This definition includes any individual that is a 
ñdirector, general partner, or executive officer.ò The term director includes all 
members of a companyôs board of directors, including board members that are not 
employees of the company. 
 

Stock Symbol 
Provide the stock symbol (if the company is publicly traded). 
 
SSN or EIN 
Provide the personôs social security number or the companyôs tax identification number 
or employer identification number, as issued by the IRS. 
 
Individual or Company 
All direct owners of 10% or more should be identified, regardless of the applicant or 
licenseeôs business structure. All individuals listed in this section are required to 
complete and submit an Individual Form (MU2).  
 
Note: If an applicant or licensee is publicly traded or there are Control persons holding 
less than 10% ownership, then the total percent ownership derived from the individual 
line items may not equal 100%. 
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INDIRECT OWNERS 
 

 
 
Applicants and licensees must identify all indirect owners in this section.  
 
In the case of an owner that is a corporation, each of its shareholders that beneficially 
owns, has the right to vote, or has the power to sell or direct the sale of, 25% or more of 
a class of voting security of that corporation. For purposes of this section, a person 
beneficially owns any securities (i) owned by his/her child, stepchild, grandchild, parent, 
stepparent, grandparent, spouse, sibling, mother-in-law, father-in-law, son-in-law, 
daughter-in-law, brother-in-law, or sister-in-law, sharing the same residence.  

In the case of an owner that is a partnership, all general partners and those limited and 
special partners that have the right to receive upon dissolution, or have contributed, 
25% or more of the partnershipôs capital. 

In the case of an owner that is a trust, the trust and each trustee. 

In the case of an owner that is a Limited Liability Company (ñLLCò), (i) those members 
that have the right to receive upon dissolution, or have contributed, 25% or more of the 
LLCôs capital, and (ii) if managed by elected or appointed managers, all elected or 
appointed managers. 

Continue up the chain of ownership listing all 25% or more owners at each level of 
ownership. Only once a public reporting company, a credit union, a bank or a bank 
holding company regulated by a Federal Banking or Credit Union Regulator, or a natural 
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person is reached, no ownership information further up the chain of ownership need be 
given. 
 
Full Legal Name ï Provide the Full Legal Name of the Indirect Owner. If the person 
listed is a company (organization), the applicant or licensee should list the full legal 
name in its domestic state. 
 
Ownership Type ï Status examples include: partner, trustee, indirect owner, 
shareholder, etc. 
 
Equity Owner in Which Interest is Held ï Provide the name of the Direct or Indirect 
Owner in which percent ownership interest is held.   
 
Percentage of Ownership ï Identify the percentage of ownership that the Indirect 
Owner holds in the company that owns the applicant or licensee. The total percentage 
of ownership can be less than 100% due to the fact that those with less than a 25% 
ownership at each level need not be identified. The total percentage of ownership 
cannot be more than 100%. 
 
SSN or EIN ï Provide the personôs social security number or the companyôs tax 
identification number or employer identification number, as issued by the IRS. 
 
Control Person 
Licensees must identify natural person indirect owners of 10% or more of the licensee 
as a Control Person using the available radio button. These individuals must complete 
and submit an Individual Form (MU2). 
 
Individual or Company?  
An applicant or licenseeôs owners may include company organizations so they should 
continue up the ownership chain (or ñladderò), reporting those with 25% or more 
ownership interest at each level, until the reporting reaches a publicly traded entity, or 
the last natural person. 
 
If the person listed is a natural person (individual), the applicant should list his/her full 
legal name as Last, First, Middle, use the ñDirect Owner In Which Interest is Ownedò 
field to enter the company name for which this individual is reporting, and provide 
his/her title and the percentage owned for the applicant. 
 
All indirect owners of 25% or more should be identified, regardless of the applicantôs 
business structure. 
 
Note: If the legal status on the Company Form (MU1) is a Sole Proprietor, this entire 
section will be blank. 
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QUALIFYING INDIVIDUALS 
 

 
 

Different states refer to ñQualifying Individualò as other names, such as ñQualified 
Person in Charge (QPIC)ò or ñManaging Principal.ò Consult the state licensing 
requirements to determine if and how you should complete this section.  
 
If a state does not require the identification of a Qualifying Individual, NMLS will allow a 
Company Form (MU1) to be submitted without this section being completed. If a 
Qualifying Individual is identified, then an Individual Form (MU2) must be filed for that 
individual. 
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DOCUMENT UPLOADS  
 

 
 
This allows applicants and licensees to upload PDF documents to submit to regulators. 
Applicants and licensees can submit documents, such as their formation document, as 
required in the state licensing requirements, upload additional documents of a specific 
type to supplement existing documents, or replace an existing document with an 
updated document.  
 
The document types that can be uploaded in connection with a company record are 
listed below, as well as indication whether the relevant state must be identified:  
 

¶ Business Plan 

¶ Certificate of Authority/Good Standing Certificate (State required) 

¶ Debt Management Agreement 

¶ Document Samples (State required) 

¶ Errors and Omissions (State required) 

¶ Fidelity Bond  (State required) 

¶ Formation Document 

¶ Management Chart 

¶ Organization Chart 

¶ Surety Bond (State required) 

¶ Trust Account Authorization (State required) 
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MU2 FORM (NMLS INDIVIDUAL FORM) 
 

 
 

Sections completed throughout the Company Form (MU1) assist in the completion of 
the Individual Form (MU2). The Individual Form (MU2) filing(s) are created based on the 
designated Control Persons and Qualifying Individuals. The individuals must attest to 
the Individual Form (MU2) prior to submitting the Company Form (MU1). 
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COMPLETENESS CHECK AND SUBMIT 
 

 
 

The ñSubmit Filingò button will only appear if the Company Form (MU1) passes all 
completeness checks, including Individual Form (MU2) attestations. 
 
The Attestation must include the name of a natural person after the ñIò. The applicant or 
licenseeôs name should appear after the ñofò.   
 
When clicking the ñSubmit Filingò button, applicants and licensees are making a legal 
attestation to all states in which they are applying for or maintaining a license through 
NMLS. 
 
After clicking the ñSubmit Filingò button, the  applicant or licensee is taken to a one-time 
payment page to make an electronic payment for the filing. Once the payment 
information has been successfully submitted the filing becomes viewable by the 
regulator(s). NMLS only accepts payment by credit card (Visa or Mastercard only) or 
ACH transfer. 
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NMLS INDIVIDUAL FORM (MU2) 
 

A. General Instructions 
 

Filing ï The Individual Form (MU2) must accompany the Company or Branch Form. 
Each individual identified as a Control Person, Qualifying Individual, or a Branch 
Manager for the applicant, must complete the Individual Form (MU2). The Individual 
Form (MU2) is an automatic requirement and is part of the Company and Branch 
Forms. The Company and Branch Forms will not be considered complete without all 
Individual Form (MU2) data entered and attested to by each individual. 
 
The Individual Form (MU2) is required for all natural persons identified in the 
Company Form. In addition, all Qualifying Individuals and Branch Managers 
identified on the Company Form (MU1) must submit an Individual Form (MU2). Any 
natural person in the mortgage industry who is an indirect owner of 10% or more, 
must submit an Individual Form (MU2). For percentage requirements in other 
industries view the state licensing requirements on the NMLS Resource Center. 
 
An applicant or licensee must also refer to state licensing requirements published by 
each state in which it is applying. Some states may require biographical information 
about individuals that do not fit the Control Person definition. These states may 
therefore request an Individual Form (MU2) with other filings. Additionally, applicants 
must update the roster of control persons on the Company Form as needed, 
potentially requiring additional Individual Forms (MU2). State agencies may require 
an authorization for a credit report and/or criminal background check to be submitted 
upon filing the Individual Form (MU2). 
 
Terms Used ï For uniformity, terms used throughout the Individual Form (MU2) are 
defined in the glossary.   

 

The NMLS Policy Guidebook IS NOT  a substitute for un derstanding 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 state in which they wish t o 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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IDENTIFYING INFORMATION  
 

 
 
Individualôs Identifying Information:  

¶ Full Name should be the individualôs legal name as found on their birth 
certificate, Social Security card, marriage license, US or Foreign Passport, state-
issued ID or state-issued driverôs license. 

¶ State of Birth and Country/Province of Birth for the individual must be identified. 

¶ Individuals must identify if they are a US Citizen. 

¶ The Government Issued ID and Passport information is not required for all 
individuals. Please review the state licensing requirements to see if you must 
submit this information.  Examples of a government issued ID are a driverôs 








































































































































