m Help Document COMPLETING THE COMPANY ACCOUNT REQUEST FORM

- Policy How to Request a State: Non-Depository
Company Account

- How to Request a Federal Institution Account
- How to Initiate the Request Additional Resources

- Definitions and Charts

Policy

A company, institution, or sole proprietor who
applies for a state license/registration or federal
registration through NMLS must first obtain a

Company Account Request Form

H H Provide your full legal name as it appears on your govemment-issued identification document (2.9.
com pa ny account in NM LS TO dO thlS, a Company drivers license, passport or Permanent Resident card).
This form should be used by any company seeking access to NMLS to create a company recerd in
ACCOU nt Req uest Form must be com pleted . NMLS to apply for or maintain company, branch or individual state licenses and/or to register mortgage

loan originators. Note: This form should be used by state regulated morigage companies andior federal
apgency-regulated institutions (hereafter referred to as “company”) to request an NMLS record for the first
time. For a change in a company account or Account Administrator please call the NMLS Call Center at

Information submitted as part of the account B55-NMLS-123 (855-665-7123)

. If your company: (i) has an Account Administrator user with a usemame and password to access NMLS;
requeSt must be Complete a nd accurate. Fa IIU re to (ii) has been issued an NMLS Unigue ID; (i) has submitted an MU1 or MU1R filing en NMLS; andfor (iv)
has an approved license/registration in NMLS, you should answer “yes” to the question below. If this is
com p Iy Wlth th is d irection wi I I d elay the p rOCESSlng your company's first interaction with NMLS, please answer ‘ne” to the guestion below.
If you are unsure if you have a record, you may look up your company on NMLS Consumer Access or
contact the NMLS Entitlement Group at 855-MNMLS-123 (855-665-7123).

of the request.

Does your company currently have a record in NMLS?  yes O Ng

Figure 1. Company Account Request Form

Definitions and Charts
Term Definition

CAPTCHA Completely Automated Public Turing Test to Tell Computers and Humans
Apart

Contact Person A person within your company that is authorized to answer questions
regarding the company’s NMLS record.

Account Administrator Persons that will have full access to your company’s record on NMLS and will
be able to fill out and submit a complete company record to any participating
state regulator or the federal registry.

Submitter A person with the legal authority to act on behalf of your company.
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1. Select No for the question, “Does your company currently have a record in NMLS?” (see Figure 2).

Company Account Request Form

Provide your full legal name as it appears on your government-issued identification document (e.g. driver's license,
passport or Permanent Resident card).

This form should be used by any company seeking access to NMLS to create a company record in NMLS to apply for or
maintain company. branch or individual state licenses and/or to register mortgage loan originators. Note: This form should
be used by state requlated mortgage companies and/or federal agency-regulated institutions (hereafter referred to as
“company”) to request an NMLS record for the first time. For a change in 2 company account or Account Administrator
please call the NMLS Call Center at 355-NMLS-123 (855-665-7123).

If your company: (i) has an Account Administrator user with 3 usemame and password to access NMLS; (i) has been issued
an NMLS Unigue |D; (jii) has submitted an MU1 or MU1R filing on NMLS; and/er (iv) has an approved licenselregistration in

NMLS, you should answer “yes” to the question below. If this is your company’s first interaction with NMLS, please answer
“no” to the question below.

If you are unsure if you have a record, you may lock up your company on NMLS Consumer Access or contact the NMLS
Entitlement Group at 855-NMLS-123 (855-665-7123).

Does your company currently have a record in NMLS? OYes 1

Figure 2: Current Record Question

2. Enter the CAPTCHA code and click the Next button (see Figure 3).

Company Account Request Form

Enter the characters as they appear in the image below. This step helps prevent unauthorized use of NMLS by automated
programs.

| Previous | Next | Cancel

Figure 3: CAPTCHA
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1. Select the State: Non-Depository checkbox (see Figure 4).

Company Account Request Form HELP @

If your company plans to seck licensure or registration with a stafe reguiatory agency andfor manage individual licenses
with a state regulstory agency, select State: Non-Depository below.

If your company is supervised by a federal regulatory agency (i.e. OCC, OTS, FDIC, FRB, NCUA or FCA. ) AND is required
to register mortgage loan onginators, select Federal below.

Make ane or mors selections below based on your company’s planned activities.

W State: Men-Depository | 1

[ Federal

Figure 4. State Non-Depository
Complete the Company Information and Company Headquarters Location sections and click the Next
button (see Figure 5).

NOTE: Individuals without a social security number must contact the NMLS Call Center and provide
supporting documentation to obtain an account in NMLS.

Company Account Request Form

Before continuing with the form, please read Complsting the Company Account Request Form.
Provide the information requested below and click Next.

Company Information

Company Full Legal Name: [ |
IRS Employer Identification Number: | |ae-2ag8090 or v90-93-29c9

Sole Propriztors using Sedr Soclal Security Number
Ehould enter It hera. S2& Insinuctions for detalle.

Email: | |
Phone: | B
Fa: | [aoa-gez-zase

N

Company Headquarters Location

Street Address: | ]
(PO Baxes nod allowed)

Street Address: | ]

City: | |

State: [ ~]

Country/Province: [ ~]
Postal Code: | | 99989 or 95a90-0093

| Previous | Next || Cancel |
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3. Complete the Contact Employee Information section and click the Next button (see Figure 6).

Company Account Request Form HELP @

Pleaze enter the contact information for the person who can answer questions regarding the NMLS record. Questions
regarding this request will be directed to the Submitter. For further instructions, please read Comgpleting the Company

Account Request Form.

Contact Employee Information

First Name: ||
Middle Name: |

|

|

Last Name: | |
Suffix {Jr., Sr., etc): | |
|

|

|

Title: |

Email: |

Confirm Email: |

Phone: | | 222-202-203axa0a0s
Fam: | B
—
| Next || Cance |

Figure 6: Contact Employee Information

4. Complete the Formation Information section and click the Next button (see Figure 7).

Company Account Request Form HELP @

For instructions cn how to complete this section please read Completing the Company Account Reguest Form.

Formation Information

Date of Formation: || | mmisaiyyyy
State of Formation: [ ] 4
Country/Province of Formation: | v

| Prevous [ et | Cancel

Figure 7: Formation Information
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5. Complete the contact information for Account Administrators 1 & 2 and click the Next button (see
Figure 8).

Company Account Request Form
50—

The Account Administrators identified below will be izsued login credentials to the record reserved for your company and
will have full rights to perform all activities with the record, including submitting to state andior federal regulators. For
information regarding Account Administrator selection, including which individuals are authorized to act as Account
Administrators, please read Choosing Your Account Administrators.

Arcount Administrators can establish additional uzers for your company record and control their access. If you wish to
establish additional Account Administrators, please contact the NMLS Entitlement Group at §55-NMLS-123 (855-665-
7123) to see if you are eligible.

Account Administrator #1

i capy | Company Contact Information

First Name: |
Middle Name: |

]
]
Last Name: | |
Suffix (Jr., Sr., etc): [ |
]
]
|
J

Title: |

Email: [

Confirm Email: |

Phone: | 999-999-0999x09999 5
First Name: | ]
Middle Name; | |
Last Name: | |
Suffix (Jr., 5r., etc): | |
Title: | |
Email: | ]
Confirm Email; | |
Phone: | |293-303-cazaxaagon
e

Figure 8: Account Administrator Information

6. Complete the Submitter section and click the Accept button (see Figure 9).

Company Account Request Form

| am authorized to submit this request on behalf of the company and confirm the information above is true and accurate and
that individuals designated as Contact Employee and/or Account Adminisirator are duly authorized to act in such capacity to
the best of my knowledge. | am requesting that & base record be established on NMLS and the Account Administratons)
identified in this form be iszued credentials with full rights to represent the company in using NMLS.

Request Submitted By: [ |
Title: [ |

Email: | | 6
Confirm Email: | |

Phone: | |232-229-2202m0820

Figure 9: Submitter Information
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7. Review the completed Company Account Request Form and click the Submit button (see Figure 10).

Company Account Request Form
r____________________________________*

The information you provided on the previous screens is listed below. Click Previous to comrest any inaccurate
information. Once the information provided is complete and accurate, click Submit.

Company Information

Company Full Legal Name: State-Licensed Company
IRS Employer Identification Number: 123-32-56547
Email: rchekani@csbs.org
Phone: 202-512-9839
Fax: 818-T736-3087

Company Headquarters Location

Street Address: 452 Sycamore St
5 M\" R S ———— .m.,#wﬁ“m -
w:' e i e Lo AR gy

Request Submitted By: John Mochado
Title: Boss
Email: rchekaniicsbs.org
Phone: 358-963-7773

Figure 10: Review
Supporting File
In the Supporting File section of the company account request form, you must provide a copy of the IRS
documentation that identifies the employer identification number (EIN) for your business and the Secretary
of State (SOS) documentation that identifies the state where you registered as a business. For sole

proprietors using their SSN as the EIN, they will need to provide the SSN card for the owner but do not
need to include SOS documentation as that is not applicable.

There are only two documents that we accept from the IRS, the SS-4 Letter or the 147C letter. The SS-4
letter is only issued to you once when your EIN is first established by the IRS and the 147C letter acts as a
replacement if you do not have your SS-4 letter. If you need the 147C letter, please contact the IRS'’
Business & Specialty Tax Line (800-829-4933) for assistance. The SOS documentation can also be referred
to as certificate of existence and it identifies the structure of your business as well as the legal name.

The legal name of your business on the SOS documentation must match the legal name that is listed on
the IRS documentation with the only exceptions being punctuation marks such as periods and commas.
Your request may be rejected if the names do not match and then you would need to make the request
again with the proper information.

The supporting documentation file must be in a PDF format and cannot exceed 8 MB. If you have multiple
documents, they must be combined in a single file.
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. .

How to Request a Federal Institution Account

1. Select the Federal checkbox (see Figure 11).

Company Account Request Form
AN—————s

If your company plans to seek licensure or registration with a state regulatory agency andlor
manage individual licenses with a state regulatory agency, select State: Non-Depository
below.

If your company is supervised by a federal regulatory agency (i.e. OCC, OTS, FDIC, FRB,
NCUA or FCA.) AND is required to register mortgage loan originators, select Federal below.

Make cne or more selections below based cn your company’s planned activities.

[] State: Nen-Depository

Ere]

Provove [ Next | Carcs

Figure 11: Federal
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2. Complete the Contact Employee Information section and click the Next button (see Figure 1.2).

Company Account Request Form
A

Please enter the contact information for the person who can answer questions regarding the NMLS record. Questions
regarding this request will be directed to the Submitter. For further instructions, please read Completing the Company
Account Request Form.

Contact Employee Information

First Name: [|
Middle Name: |

|
|
Last Name: [ |
Suffix (Jr., 5r., etc): | |
|
|
|

Title: |

Email: |

Confirm Email: |

Phone: | |393-203-295amas303
Fax: | [EEEEEEEEE

Figure 12: Contact Employee Information

3. Complete the Information for Federal Agency-Regulated Institutions section and click the Nextbutton
(see Figurel3).

Company Account Request Form
U

The information below is required by the Federal Agencies.

If requlated by more than one federal agency, please select the federal agency that is primarily responsible for regulating your
institution. If you answer yes to “Are you a subsidiary of a depository institution or a Farm Credit System institution?”, provide
the RSSD ID number for your parent depository institution or Farm Credit System institution in the “Parent RSSD ID” field. For
further instructions on how to complete this section, please read Completing the Company Account Request Form.

If your company does not have an RSSD ID number, please contact your primary federal regulator. A company is not eligible
for an NMLS record with & federal agency association if it does not have an RSSD ID number. If you cannot cbtain an RSSD
IC number, Please retumn to the first page of the Company Account Reguest Form and de-select the Federal checkbox.

Information for Federal Agency-Regulated Institutions

RSSDID: [ |
Primary Federal Agency: [ v

Are you a subsidiary of a depository institution O ves ONo 3
or a Farm Credit System institution?

Parent RSSD ID: |

Figure 13: Information for Federal Agency-Regulated Institutions
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4. Complete the contact information for Account Administrators 1 & 2 and click the Next button (see
Figure 14).

Company Account Request Form
E
The Account Administrators identified below will be issued login credentials to the record reserved for your company and
will have full rights to perform all activities with the record, including submitting to state and/or federal regulators. For
information regarding Account Administrator selection, including which individuals are authorized to act as Account
Administrators. please read Choosing Your Account Administrators.
Account Adminisirators can establish additional ugers for your company record and control their access. If you wish to
establish additional Account Administrators, please contact the NMLS Enfitlement Group at 855-NMLS-123 (855-665-
7123) to =2« if you are eligible.
Company Contact Information
First Name: | |
Middle Name: | |
Last Name: | ]
Suffix (Jr., Sr., etc): [ |
Tithe: [ ]
Email: | |
Confirm Email: | ]
Phone: [ |EEEEEE 4
First Name: | |
Middle Name: | |
Last Name: | |
Suffix (Jr., Sr., etc): | |
Title: | |
Email: | ]
Confirm Email: [ |
Phone: | ]

erevous [ et | Camel |

Figure 14: Account Administrator Information

5. Complete the Submitter section and click the Accept button (see Figure 15).

Company Account Request Form

| am authorized to submit this request on behalf of the company and confirm the information above is true and accurate and
that individualz designated as Contact Employee andfor Account Administrator are duly authorized to act in such capacity to
the best of my knowledge. | am requesting that & base record be established on NMLS and the Account Administrator(s)
identified in this form be issued credentials with full rights to represent the company in using NMLS.

Request Submitted By: | |
Title: | |

Email: [ ] 5
Confirm Email: | |

Phone: | |

Figure 15: Submitter Information
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6. Review the completed Company Account Request Form and click the Submit button (see Figure 16).

Company Account Request Form

The information you provided on the previous screens is listed below. Click Previous to comrect any inaccurate
information. Cnce the information provided is complete and accurate, click Submit.

Company Information
Company Full Legal Mame: State-Licensed Company
IRS Employer ldentification Number: 123-32-6347
Email: rchekani@csbs.org
Phone: 202-612-9839
Fax: 318-736-9087

Company Headquarters Location

Street Address; 452 Sycamore 5t
ST ikl e S el A s o, At g I s nptlP oppn o gty
M T R T e T Sy Sy St g T
ndihaintinas: .4 ]

Request Submitted By: John Mochado
Title: Boss

L

Email: rchekani@esbs.org
Phone: 356-983-7773

Figure 16: Review

Additional Resources

e Completing the Company Account Request Form
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http://mortgage.nationwidelicensingsystem.org/licensees/resources/LicenseeResources/Completing-Company-Account-Request-Form-FINRA.pdf

