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® The U.S. grantor or other owner of a grantor trust and not the
trust, and

® The U.S. trust (other than a grantor trust) and not the
beneficiaries of the trust.

Foreign person. If you are a foreign person, do not use Form
W-9. Instead, use the appropriate Form W-8 (see Publication
515, Withholding of Tax on Nonresident Aliens and Foreign
Entities).

Nonresident alien who becomes a resident alien. Generally,
only a nonresident alien individual may use the terms of a tax
treaty to reduce or eliminate U.S. tax on certain types of income.
However, most tax treaties contain a provision known as a
“saving clause.” Exceptions specified in the saving clause may
permit an exemption from tax to continue for certain types of
income even after the payee has otherwise become a U.S.
resident alien for tax purposes.

If you are a U.S. resident alien who is relying on an exception
contained in the saving clause of a tax treaty to claim an
exemption from U.S. tax on certain types of income, you must
attach a statement to Form W-9 that specifies the following five
items:

1. The treaty country. Generally, this must be the same treaty
under which you claimed exemption from tax as a nonresident
alien.

2. The treaty article addressing the income.

3. The article number (or location) in the tax treaty that
contains the saving clause and its exceptions.

4. The type and amount of income that qualifies for the
exemption from tax.

5. Sufficient facts to justify the exemption from tax under the
terms of the treaty article.

Example. Article 20 of the U.S.-China income tax treaty allows

4. The IRS tells you that you are subject to backup
withholding because you did not report all your interest and
dividends on your tax return (for reportable interest and
dividends only), or

5. You do not certify to the requester that you are not subject
to backup withholding under 4 above (for reportable interest and
dividend accounts opened after 1983 only).

Certain payees and payments are exempt from backup
withholding. See the instructions below and the separate
Instructions for the Requester of Form W-9.

Also see Special rules for partnerships on page 1.

Penalties

Failure to furnish TIN. If you fail to furnish your correct TIN to a
requester, you are subject to a penalty of $50 for each such
failure unless your failure is due to reasonable cause and not to
willful neglect.

Civil penalty for false information with respect to
withholding. If you make a false statement with no reasonable
basis that results in no backup withholding, you are subject to a
$500 penalty.

Criminal penalty for falsifying information. Willfully falsifying
certifications or affirmations may subject you to criminal
penalties including fines and/or imprisonment.

Misuse of TINs. If the requester discloses or uses TINs in
violation of federal law, the requester may be subject to civil and
criminal penalties.

Specific Instructions
Name

If you are an individual, you must generally enter the name
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Generally, individuals (including sole propristors) are not exempt
from backup withholding. Corporations are exempt from backup
withholding for certain payments, such as interest and dividends.
Note. If you are exempt from backup withholding, you should
still complete this form to avoid possible erroneous backup
withholding.

The following payees are exempt from backup withholding:
1. An organization exempt from tax under section 501(a), any

IRA, or a custodial account under section 403(b)(7) if the account
satisfies the requirements of section 401(f)(2),

2. The United States or any of its agencies or
instrumentalities,

3. A state, the District of Columbia, a possession of the United
States, or any of their political subdivisions or instrumentalities,

4. A foreign government or any of its political subdivisions,
agencies, or instrumentalities, or

5. An international organization or any of its agencies or
instrumentalities.

Other payees that may be exempt from backup withholding
include:

6. A corporation,

7. A foreign central bank of issue,

8. A dealer in securities or commodities required to register in
the United States, the District of Columbia, or a possession of
the United States,

9. A futures commission merchant registered with the
Commodity Futures Trading Commission,

10. A real estate investment trust,

11. An entity registered at all times during the tax year under
the Investment Company Act of 1940,

12. A common trust fund operated by a bank under section
584(a),
13. A financial institution,

14. A middleman known in the investment community as a
nominee or custodian, or

15. A trust exempt from tax under section 664 or described in
section 4947.

The chart below shows types of payments that may be
exempt from backup withholding. The chart applies to the
exempt payees listed above, 1 through 15.

THEN the payment is exempt
for...

IF the payment is for . ..

Interest and dividend payments All exempt payees except

for 9

Broker transactions Exempt payees 1 through 13.
Also, a person registered under
the Investment Advisers Act of
1940 who regularly acts as a

broker

Barter exchange transactions
and patronage dividends

Exempt payees 1 through 5

Payments over $600 required
to be reported and direct
sales over $5,000'

Generally, exempt payees
1 through 7

'See Form 1089-MISC, Miscellaneous Income, and its instructions.
However, the following payments made to a corporation (including gross
proceeds paid to an attorney under section 6045(f), even if the attomey is a
corporation) and reportable en Form 1098-MISC are not exempt from
backup withholding: medical and health care payments, attomeys’ fees, and
payments for services paid by a federal executive agency.

Part I. Taxpayer Identification
Number (TIN)

Enter your TIN in the appropriate box. If you are a resident
alien and you do not have and are not eligible to get an SSN,
yvour TIN is your IRS individual taxpayer identification number
(ITIN). Enter it in the social security number box. If you do not
have an ITIN, see How to get a TIN below.

If you are a sole proprietor and you have an EIN, you may
enter either your SSN or EIN. However, the IRS prefers that you
use your SSN.

If you are a single-member LLC that is disregarded as an
entity separate from its owner (see Limited liability company
(LLC) on page 2), enter the owner’s SSN (or EIN, if the owner
has cne). Do not enter the disregarded entity’s EIN. If the LLC is
classified as a corporation or partnership, enter the entity’s EIN.

Note. See the chart on page 4 for further clarification of name
and TIN combinations.

How to get a TIN. If you do not have a TIN, apply for one
immediately. To apply for an SSN, get Form SS-5, Application
for a Social Security Card, from your local Social Security
Administration office or get this form online at www.ssa.gov. You
may also get this form by calling 1-800-772-1213. Use Form
W-7, Application for IRS Individual Taxpayer Identification
Number, to apply for an ITIN, or Form SS-4, Application for
Employer Identification Number, to apply for an EIN. You can
apply for an EIN online by accessing the IRS website at
www.irs.gov/businesses and clicking on Employer Identification
Number (EIN) under Starting a Business. You can get Forms W-7
and S5-4 from the IRS by visiting www.irs.gov or by calling
1-800-TAX-FORM (1-800-829-3676).

If you are asked to complete Form W-9 but do not have a TIN,
write “Applied For” in the space for the TIN, sign and date the
form, and give it to the requester. For interest and dividend
payments, and certain payments made with respect to readily
tradable instruments, generally you will have 60 days to get a
TIN and give it to the requester before you are subject to backup
withholding on payments. The 60-day rule does not apply to
other types of payments. You will be subject to backup
withholding on all such payments until you provide your TIN to
the requester.

Note. Entering “Applied For” means that you have already
applied for a TIN or that you intend to apply for one soon.

Caution: A disregarded domestic entity that has a foreign owner
must use the appropriate Form W-8.

Part Il. Certification

To establish to the withholding agent that you are a U.S. person,
or resident alien, sign Form W-9. You may be requested to sign
by the withholding agent even if items 1, 4, and 5 below indicate
otherwise.

For a joint account, only the person whose TIN is shown in
Part | should sign (when required). Exempt payees, see Exempt
Payee on page 2.

Signature requirements. Complete the certification as indicated
in 1 through 5 below.

1. Interest, dividend, and barter exchange accounts
opened before 1984 and broker accounts considered active
during 1983. You must give your correct TIN, but you do not
have to sign the certification.

2. Interest, dividend, broker, and barter exchange
accounts opened after 1983 and broker accounts considered
inactive during 1983. You must sign the certification or backup
withholding will apply. If you are subject to backup withholding
and you are merely providing your correct TIN to the reguester,
you must cross out item 2 in the certification before signing the
form.
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3. Real estate transactions. You must sign the certification.
You may cross out item 2 of the certification.

4. Other payments. You must give your correct TIN, but you
do net have to sign the certification unless you have been
notified that you have previously given an incorrect TIN. “Other
payments” include payments made in the course of the
requester’'s trade or business for rents, royalties, goods (other
than bills for merchandise), medical and health care services
(including payments to corporations), payments to a
nonemployee for services, payments to certain fishing boat crew
members and fishermen, and gross proceeds paid to attorneys
(including payments to corporations).

5. Mortgage interest paid by you, acquisition or
abandonment of secured property, cancellation of debt,
qualified tuition program payments {under section 529), IRA,
Coverdell ESA, Archer MSA or HSA contributions or
distributions, and pension distributions. You must give your
correct TIN, but you do not have to sign the certification.

What Name and Number To Give the Requester

For this type of account:

Give name and SSN of:

1. Individual
2. Two or more individuals (joint
account)

3. Custodian account of a minor
(Uniferm Gift to Minors Act)

4. a. The usual revocable savings
trust (grantor is also trustee)
b. Sc-called trust account that is

The individual

The actual owner of the account or,
if combined funds, the first
individual on the account’

. H
The minor

The grantor-trustee '

The actual owner '

not a legal or valid trust under
state law

5. Sole propristorship or disregarded | The owner
entity owned by an individual

For this type of account: Give name and EIN of:

6. Disregarded entity not owned by an| The owner
individual
7. A valid trust, estate, or pension trust
8. Corporate or LLC electing
corporate status on Form 8832
9. Association, club, religious,
charitable, educational, or other
tam-exempt organization
10. Partnership or multi-member LLC
11. A broker or registered nominee
12. Account with the Department of
Agriculture in the name of a public
entity (such as a state or local
government, school district, or
prison) that receives agricultural
pregram payments

Legal entity *
The corporation

The organization
The partnership

The broker or nominee
The public entity

"List first and circle the name of the person whoss number you furnish. If only one person
on a joint account has an SSN, that person’s number must be furnished.

*Circle the minor's name and fumish the minor's SSN.

aYou must show your individual name and you may also enter your business or “DBA”
name on the second name line. You may use either your SSN or EIN (if you have one),
but the IRS encourages you to use your SSM.

4 List firat and circle the name of the trust, estate, or pension trust. (Do not furnish the TIN
of the personal representative or trustee unless the legal entity itself is not designated in
the account title.) Also see Special rules for partnerships on page 1.

Note. If no name is circled when more than one name is listed,
the number will be considered to be that of the first name listed.

Secure Your Tax Records from Identity Theft

Identity theft cccurs when socmeone uses your personal

information such as your name, social security number (SSN), or
other identifying information, without your permission, to commit
fraud or other crimes. An identity thief may use your SSN to get
a job or may file a tax return using your SSN to receive a refund.

To reduce your risk:
® Protect your SSN,
e Ensure your employer is protecting your SSN, and
e Be careful when choosing a tax preparer.

Call the IRS at 1-800-829-1040 if you think your identity has
been used inappropriately for tax purposes.

Victims of identity theft who are experiencing economic harm
or a system problem, or are seeking help in resolving tax
problems that have not been resolved through normal channels,
may be eligible for Taxpayer Advocate Service (TAS) assistance.
You can reach TAS by calling the TAS toll-free case intake line
at 1-877-777-4778 or TTY/TDD 1-800-829-4059.

Protect yourself from suspicious emails or phishing
schemes. Phishing is the creation and use of email and
websites designed to mimic legitimate business emails and
websites. The most common act is sending an email to a user
falsely claiming to be an established legitimate enterprise in an
attempt to scam the user into surrendering private information
that will be used for identity theft.

The IRS does not initiate contacts with taxpayers via emails.
Also, the IRS does not request personal detailed information
through email or ask taxpayers for the PIN numbers, passwords,
or similar secret access information for their credit card, bank, or
other financial accounts.

If you receive an unsoclicited email claiming to be from the IRS,
forward this message to phishing@irs.gov. You may also report
misuse of the IRS name, logo, or other IRS personal property to
the Treasury Inspector General for Tax Administration at
1-800-366-4484. You can forward suspicious emails to the
Federal Trade Commission at: spam@uce.gov or contact them at
www.consumer.gov/idtheft or 1-877-IDTHEFT(438-4338).

Visit the IRS website at www.irs.gov to learm more about
identity theft and how to reduce your risk.

Privacy Act Notice

Section 6109 of the Internal Revenue Code requires you to provide your correct TIN to persons who must file information returns with the IRS to report interest,
dividends, and certain other income paid to you, mortgage interest you paid, the acquisition or abandonment of secured property, cancellation of debt, or
contributions you made to an IRA, or Archer MSA or HSA. The IRS uses the numbers for identification purposes and to help verify the accuracy of your tax return.
The IRS may also provide this information to the Department of Justice for civil and criminal litigation, and to cities, states, the District of Columbia, and U.S.
possessions to carry out their tax laws. We may also disclose this information to other countries under a taw treaty, to federal and state agencies to enforce federal
nontax criminal laws, or to federal law enforcement and intelligence agencies to combat terrorism.

You must provide your TIN whether or not you are required to file a tax return. Payers must generally withhold 28% of taxable interest, dividend, and certain other
payments to a payee who does not give a TIN to a payer. Certain penalties may also apply.



MDA Lending Solutions
Attn: Vendor Management

’_WDA 8215 Forest Point Blvd., Suite 100
@ 5 Charlotte, NC 28273

Tel 800-318-2281 Option 7

Fax 800-485-4591

Exhibit 3 — Background Check Authorization

Dear Valued MDA Lending Solutions Signing Agent:

MDA Lending Solutions strives to provide real estate settlement services of the highest caliber. Our lenders rely
upon our quality control efforts. In order to ensure our lenders and their borrowers receive the highest level of
professional, quality signing services, MDA Lending Solutions requires its signing agent network, as part of its
membership program, to undergo background checks. The tax-deductible background check fee of up to $45 will be
subtracted from your first payment for signing services.

MDA Lending Solutions is required to obtain your permission, as well as that of all other signing agents in our
national network, before obtaining a report of your background.

We ask that you sign and return the enclosed consent form. We realize that no one is perfect; adverse information
on a background report will not automatically disqualify you from participation in our network. However, if you
deny us permission to order a report of your background, we reserve the right to remove you from our network.

We trust that you understand the importance of this security measure. In the meantime, if you have any questions,
please do not hesitate to contact us directly at 1-800-318-2281 Option 7.

Please return your signed consent form via fax to 1-800-485-4591.

Sincerely,

MDA Lending Solutions
Vendor Management Group



oIMDA.

I, the independent contractor signing below, hereby give consent to MDA Lending Solutions (“MDA
Lending Solutions™) to make a thorough investigation of my past employment and work-related activities.
| release from liability all persons, companies and corporations supplying information about me to MDA
Lending Solutions in this context. In addition, | agree to indemnify MDA Lending Solutions from and
against any and all liability that might result from making such an investigation.

| agree that MDA Lending Solutions may obtain a criminal background check or other information
regarding me. | understand that any false answer, statements or implications made by me in the
application or other required documents shall be considered sufficient cause for denial or discharge of any
relationship as an independent contractor.

I understand that nothing contained in the application is intended to create a contract between MDA Lending Solutions and me
for contract work or any benefit of employment. No promises regarding approval as an independent contractor have been made
to me and | understand that no such promise or guarantee is binding upon MDA Lending Solutions.

If a contractor relationship is established, | understand that | have the right to terminate such relationship at any time, and that
MDA Lending Solutions retains a similar right, with or without cause.

Applicant Name Date/?léirth Social Security Number
Alias/Maiden Name (s)

Current Address City & State Zip Code
Drivers License # State

Applicant’s Signature Date

*Date of birth is being requested in order to obtain accurate retrieval of records.

California, Minnesota & Oklahoma Applicants Only: Please check here to have a copy of your
consumer report sent directly to you. Minnesota and Oklahoma applicants will receive a copy direct from AISS.

California aiilicants mai receive a coii from either MDA or AISS.

Notice to California Applicants

Under Section 1786.22 of the California Civil Code, you have the right to request from AISS, upon proper identification, the nature and substance of all
information in its files on you, including the sources of information, and the recipients of any reports on you which AISS has previously furnished within the
two-year period preceding your request. You may view the file maintained on you by AISS during normal business hours. You may also obtain a copy of this
file upon submitting proper identification and paying the costs of duplication services. Upon making a written request, you may receive a summary of your
report via telephone.
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Signing Agents’ Guide
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Introduction

MDA Lending Solutions welcomes you to our signing network. Within this document we provide
you information imperative to successfully completing signings for MDA. Please review the
contents in their entirety to fully understand our requirements and processes. If you have any
questions please contact our Vendor Management Group at (800) 318-2281 Option 7.

While this manual is intended to provide in depth information to our
network, it should not be used in place of reviewing our order
confirmations. Please ensure you thoroughly review every order
confirmation for specific details as to how each signing should be
performed.
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Receiving Your Assignment and Loan Documents

Receiving Your Assignment

A MDA Lending Solutions’ scheduling associate will contact you by telephone for each
appointment. Once you accept the appointment for the set date, time, location, and fee,
you will receive a faxed/email confirmation. The confirmation will include the following
information:

. Appointment date, time, and location

. Borrower contact information

« Lender Name

« Signing Agent “Ship to” address

. Signing Agent instructions

« MDA Lending Solutions scheduling associate name who gave you the
appointment

« MDA Lending Solutions Office and contact information

. Special announcements or policies

Receiving the Loan Documents

Receiving the package is critical. If you do not receive a package when anticipated, call
MDA Lending Solutions immediately. Contact information can be found on your vendor
engagement form.

As a practice of good measure, be aware of the times in which all overnight
company deliveries arrive at your home/office.

For example: You would not accept a 10:30AM appointment an hour away when docs
won’t arrive until 10:30AM.

Always ensure that Proper arrangements have been made to receive documents
via overnight delivery while you are away from your shipping address. Be sure
to confirm the following:

e That your Ship To address is correct when you initially receive your
assignment.

e Borrower(s) name(s), complete signing address including zip code, work and
home phone #’s, date and time of appointment.

e To whom are the docs going and when should they arrive?

Reviewing Documents

Upon receipt of your package, open it immediately to ensure the package is
intended for you. Always review the “Instructions To The Signing Agent.”
As you continue to review the instructions, ensure that all listed information has
been included in the package. This would include the borrower’s copy of the
package, return envelope, and pre-addressed/prepaid return-shipping label. If
any information has not been included, contact MDA Lending Solutions
immediately. Ensure you have the phone numbers of the borrower’s
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Escrow/Loan officers that can help the borrower during the signing. Equally
important, ensure that you have the MDA Lending Solutions manager’s toll-free
hotline number which is located on your vendor engagement form.

Be sure to review instructions for any stipulations or copies of anything you are
to forward for the borrower(s), i.e. a cashier’s check, copy of W-2’s, tax returns, etc.

When Documents are Sent to the Borrower

Always call the borrower to ensure they have received the documents prior to
leaving for the appointment. If, after numerous attempts, you are unable to
speak with the borrower, call MDA Lending Solutions to confirm the phone
number(s). If the numbers are in fact

correct, as the agent, you are required to arrive at the location as scheduled to
meet with the borrowers. MDA Lending Solutions’ policy is to pay agents for all
borrower no-shows.

When calling the borrower, confirm that documents are received, and be sure to
ask the borrower if there are any items that you are required to collect at the
signing. If so, ask them to have copies for you, as well as acceptable
identification. Also, ensure that if they are to have funds available that the
funds are certified in the form of a money order or cashier’s check.

Confirm time, date, and directions to the signing location.

Preparing For The Appointment

1. Contact the borrower(s) by telephone the day you receive your
assignment. The purpose of the call is to introduce yourself, confirm the
appointment time and date, and attain directions. You will also need to
ensure that the borrowers will have the requested stipulations and copies
ready and available at the closing. If funds are to be forwarded, request
they be in the form of a money order or cashier’'s check. During the
conversation also discuss acceptable identification requirements. (See page
8). If the borrower’s date/time is different than the information you have
received, call us immediately. Below is an example of how the call should be
handled.

Sample Introduction Call:

“Hello Mr. Smith, this is [state your name] calling to confirm our appointment on
Wednesday the 14™ at 7:00 pm. I will be notarizing your signatures on the loan
documents on behalf of [lender name]. (pause)

My records indicate your address as 123 Main Street in Pleasantville. Is that correct?
(pause- wait for answer

According to my instructions, | am to collect copies of the following from you at the

signing... )”

*Remember to arrange for witness requirements per states.

2. Never reschedule the time, date or location of an appointment without
permission from MDA Lending Solutions. Often these appointments are
arranged by the lender and are subject to penalty if not signed and then
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recorded by the date arranged. If the borrower requests to reschedule, you
must first contact MDA Lending Solutions by using the contact information
found on your vendor engagement form. A representative will advise you on
how to proceed.

3. Most lenders request that all documents are signed with a black ballpoint
pen. Unless otherwise specifically instructed, please have several available
at the signing.

Post-it notes are to be used as signature/initial markers or next to requests for
stipulations to be picked up. If ever the borrower refuses to sign or present
requested STIPS, place a note on the post-it and place it next to the
signature/initial or stipulation denied. This serves as an indicator to the
document reviewer that instructions were not overlooked, but in fact, the
borrower refused to comply. All signing refusals should be included within your
signing status report. (See page 18).

4. Never bring a friend, child, or pet to a signing. The borrower, lender, and
MDA Lending Solutions always view this as being unprofessional. Having
a companion or animal at the signing may also be somewhat intimidating
for the borrower.
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Setting The Stage For A Successful Signing

Read this section as a reminder that your actions reflect on the borrowers perspective of
their lender. The lending world today is competitive; lenders cannot afford to have their
relationship jeopardized by your actions.

Arriving at the Appointment

As a courtesy, it is required that you park your car in the street. Oil stains and
possibly the condition of your vehicle; be it good or bad, might intimidate the
borrower. In addition, MDA Lending Solutions is not liable for any oil stains, etc.
that may result from your vehicle.

Entering the Signing Location

Many people are very particular about their lawns and gardens. Always use the
walkways and paths, not lawns or gardens, to approach the entrance.

Dressing for the Appointment

You are required to be professionally dressed. When conducting a branch
closing, business attire is required. Always have a neat, clean, conservative,
and professionally groomed appearance.

Use the same standard dress code as your local real estate and title industry.
Absolutely no shorts, flip-flops, denim jeans, jogging suits, tank tops or mid-drift
baring tops are considered acceptable. Proper attire consists of slacks/skirt and
a button down or collared shirt/blouse. There are no exceptions.

Arriving to the Appointment Late

In today’s world where often both spouses work, there’s little time to spare.
Combine this with the fact that we are handling accommodation signings and it
becomes imperative that you are on time. However, from time to time, a
situation may arise beyond one’s control causing you to arrive late. In the event
that this happens, you must CALL the borrower.
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Meeting The Borrowers

Introducing Yourself

The typical borrower will only participate in one or two closings in their lifetime.
Borrowers are usually nervous and concerned that everything is as they expect
it to be. This is where your confidence, control and preparation will set them at
ease and create an orderly signing.

Always introduce yourself and give a firm handshake prior to explaining the
process.

Sample Introduction:

“Hello Mr. Smith, [state your name], the agent assigned by MDA Lending Solutions. |
have with me the loan documents drawn by [lender name]. | am not the closing
agent. Not being the closing agent, | am prohibited from commenting on your loan in
any fashion. Any questions you might have must be directed to your loan officer.

We will first notarize and record your signature in my journal and then proceed through
the documents, dating, signing and initialing where requested. | will place
acknowledgements of your signature with my stamp/seal where required.”

Proper Seating Positions

In the case of two borrowers, almost always, one will be the lead (dominant)
signer, the other will sign/initial as a matter of course. Using the Clock
Approach will make a significant difference. If you place yourself at the 6:00
position, the dominant signer should be at 7:00 and the follower at 8:00. In this
fashion, the paper flow goes from you to 7:00 then on to 8:00, then turned
upside down and place in the 3:00 position. While this may seem trivial, it is in
fact very important to a smooth and orderly signing.

Proper Identification

Prior to the appointment, you prepared the borrower that they must have
current and acceptable identification. This legal requirement should be
confirmed prior to the review of the documents.

Acceptable identification includes:

Driver’s License

Social Security Card

State/Government Issued ldentification Card with photo
Passport

Military ID with photo

Choosing Your Words
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Always keep in mind that the borrowers will not be familiar or knowledgeable
with the jargon associated with home loan documents. Your directions should
be short, simple and concise, with no interpretation or even the impression of
advice.

Communicating with the Borrower

The less said, the better. Sports, politics, religion, news events of the day, and
even comments about how they have decorated their home should be avoided.

NEVER discuss the terms, conditions, stipulations, or any other aspect of the

loan with the borrower(s). Direct these types of questions to their loan officer
or title agent. The borrower will remember their interpretation of your opinion
and possibly confuse this to mean something promised by you/us/customer in
some respect.
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During The Signing

Copy of Package Presentation

Prior to presentation of the signing package, show the borrower the envelope
with their copy of the loan documents. Explain that you have a copy of
everything they will be signing today and you’ll leave it with them upon
completion of the signing. Always return the copy package to your briefcase.
Never mix originals with the copies.

Stipulations

In previous conversations with the borrower, you have asked them to have
copies of items requested by the lender ready at the closing. The items are aka
STIPS. Collect any stipulations requested first and immediately clip them
together and place them in the return envelope. If this includes certified funds,
place it on top and immediately put them in the return envelope. Often lenders
will call their borrowers after the docs have been drawn for last minute
attachments. So, if the borrower offers any additional stipulations, attachments,
or copies of anything, take them.

Try not to take originals. If the borrower has not made copies and only has
originals, forward them. Make a note on them to copy and return, letting the
borrower know to whom their originals are going. If the customer disputes this
process, have them follow you, after the signing, to a local copy facility, make
copies and forward them along with the balance of the documents. In cases
where this is not possible, simply note it on a post-it note on the face of the
signed return documents instructing the lender to contact the borrower. MDA
Lending Solutions should be made aware of this on your status report.

HUD-1 Settlement Statement

Present the HUD or settlement statement to the borrower as this provides them
with the rate/term/amount. If there are any serious concerns, typically, they
will occur here. This is where you should be prepared with the phone number of
the loan/escrow officer and MDA Lending Solutions Manager’s toll-free hotline
number [877-800-2867 Option 5]. After review and signing of the HUD, return
it to the original location and start at the beginning of the signing package.

Signatures
All signatures must appear as they are typed on the documents. This should

always be explained to the borrower(s) prior to the presentation of the
documents for signature. This is where your controlling the signing is very
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important. Be aware of how it appears and more importantly, how the borrower
signs it.

For example: If the documents are drawn as John J. Jones, don’t have them sign John
Jones or John Jay Jones. They must be signed as John J. Jones.

Right of Recision (RTC)

The next thing that you want to present for the borrower’s review (applicable on
primary residences only) is the “three day right of recision” (RTC). As you
know, the borrower has three days to submit the cancellation notice. This must
be postmarked by midnight on the third day; not counting the day signed,
Sunday, or any legal holiday. This gives the borrower plenty of time to review
the details of the loan with their agent, accountant, attorney or whomever, while
still “remaining in control of the loan”. Remember, you are not the closing
agent, and as such can NEVER offer advice.

Retrieving Documents

Keep all documents in the order received. It is important, that you control not
only the signing, but the distribution and re-collection of the documents as well.
The documents have been arranged in a specific order to allow quick and
consistent review. Take copies of all items presented.
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Frequently Asked Questions by the Borrower

Problem:

The rate is wrong.

Resolution: Call the loan/title officer with questions.

Problem:
: Never commit to a funding date.

Resolution

Problem:
: NEVER give advice or an opinion.

Resolution

Remember you are not the closing agent; therefore, you are
specifically prohibited from offering any advice or rendering an
interpretation of any of the documents. If the borrower(s) have
questions where the answer is not contained within the docs,
immediately call the loan/title officer, introduce yourself, briefly
explain the nature of the question, and hand the phone to the
borrower. Never speak for the borrower. When the borrower’s
conversation ends with the lender, the lender/title agent will direct
you on how to proceed. If any changes are requested, note the
name of the individual that authorized the change on a post-it note
next to the change they requested to be made. This should also be
noted to MDA Lending Solutions upon reporting in. (Also applies to:
term/amount/interest rate etc.).

When/How will I receive my funds?

Often the borrower will ask you “when/how will I receive my
funds?” The only answer is “contact your loan
representative/escrow officer”. NO other answer is acceptable.

Is this a good interest rate?

This is where you can really get into trouble. As you all know, we
never, never render an opinion. When you are asked this question,
the only response can be “that’s your interest rate, and I’'m legally
prohibited from commenting on it.” Please contact your loan
representative/escrow officer with any further questions.
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Problem:

Wrong line is signed, initialed or dated

Resolution: Contact MDA Lending Solutions, Inc. PRIOR to making any
changes as each lender has their own requirements.

Problem:
Resolution:

Problem:

If the borrower dates a document incorrectly, have them draw two
horizontal lines through the mistaken date, and have them place
the correct date either directly above or below the lined-out date.
Whoever’s signature that the date is reflecting must initial the
change immediately next to that change. The borrowers, NOT the
notary, must make any change that the lender/title agent directs to
be made! You should note on a post-it whom it was that directed
the borrowers to make such changes. This should also be reported
to MDA upon sending in your status report.

Never have a preprinted date changed unless specifically
instructed by the lender/title officer! Place a post-it note next to
the date with the name of the person that instructed it to be
changed. Again, report this to us with your status report. Never
use whiteout on any document. (Also applies to: initials, and
signature).

Borrower has a concern.
Maintain control during the signing.

Often the borrower will have a concern regarding something
mentioned during the review of the docs (i.e. prepayments) that
will be answered later within the exhibits. Place a sticky note at
the point in the docs and continue with the signing, letting the
borrower know that it will possibly be addressed in more detail later
within the docs. Otherwise, you're flipping throughout the
documents disturbing their order and increasing the likelihood of
missing a signature/date/initial. If, when finished, the questions
are still unanswered, you can call their lender/title contact to have
them answer the borrower’s questions all at once.

Borrower(s) refuse to sign.

Resolution: Leave with the unsigned docs.

Problem:

Resolution:

If the borrower refuses to sign and you cannot reach the
escrow/loan agent or an MDA Manager, and you've already
revealed their rescission period, leave with the unsigned docs and
report in immediately.

Borrower(s) refuses to continue.

Never leave unsigned docs with the borrower.

Let them know that the lender requires you to retain the docs for
direction/return. No changes can be made, and if necessary,
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Problem:
: Call the escrow/loan agent during the signing.

Resolution

Problem:
: Make note and report status to MDA.

Resolution

corrected docs will replace these. Inform the borrower that
retaining them will do them no good.

Can you speak with my loan/title agent?

Never speak for the borrower. Briefly recap the situation to the
agent and hand the phone to the borrower requesting that you
speak with the agent after they’re done. They will inform you on
how they have directed the borrower(s) to proceed.

Borrower doesn’t have the STIPS.

If the borrower doesn’t or won’t produce stipulations (i.e. W-
2s, income verification, etc.), fill out and place a post-it note
at that point in the file and proceed with the signing, noting
such when you report in. If you were to pick up certified
funds and the borrower produces a personal check, forward it
(this may vary with different lenders) and report it when you
check in. It is always good practice to ask the borrower if
there were any other stipulations, attachments or checks, to
be forwarded along with the signed docs prior to and again at
the beginning of your appointment.
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Signing Agent Procedures

Contacting the Lender with Questions

There will be instances where the borrower has questions during the signing
appointment. When a question or issue arises, your first call should be to MDA Lending
Solutions. MDA Lending Solutions will act as the liaison between you, the borrower(s),
and the lender. If you are unable to reach MDA Lending Solutions, it is acceptable to
contact the lender, keeping in mind you do not speak for the borrower. Briefly recap the
situation to the loan officer and hand the phone to the borrower requesting that you
speak with the loan officer after they’re done. They will inform you on how they have
directed the borrower(s) to proceed.

Placement of Stamp/Seal

You should always use an ink stamp even though the documents will often state
“seal.” Make sure your stamp is crisp, clean and leaves a clear stamp.
Placement of your stamp must be within the typed field borders. This will allow
for the recorder’s scanners to pickup your stamp. It is not uncommon for a set
of perfectly sign docs to be kicked out by the county recorder because the seal
won’t make their scanners field or it is smudged, too light or placed over print.
The use of an embossing seal, from a practical standpoint, is outdated, as they
are not able to be photocopied.

Notary/witness/POA procedures

Many states where documents are created will refer to the notary process as a
“witness signing”. If you encounter a request to “witness” a signing, they are asking
you to either sign as a withess only to the signature, or if so noted, notarize the
borrower’s signature. Some states require certain documents to be witnessed by
one or two persons (not notarized, just signed as a witness), neither of who can be a
party to the documents. The notary, except in Louisiana, is considered to be one
witness. The second witness can be anyone 18 or older that observes that particular
document being signed. This must be arranged prior to the assignment.
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Power Of Attorney (POA)

When exercising this type of instrument, the person given that power is called
an Attorney-in-Fact, or Agent for the Principle. The agent holding the POA must
print the principle’s name as it appears in the documents. Directly below the
printed name, the agent will sign his/her name and print “Agent or Attorney in
Fact” beneath his/her own signature for identification of role.

Always view the POA instrument before the loan signing begins and identify the
Agent to your satisfaction. As well as, review the specific lender’s instructions.
You may be requested to forward a copy/original of the POA instrument along
with the docs.
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Upon Completion of the Signing

Upon completion of the signing, always ask the borrower for a few minutes to review the
five areas listed below. It is better to take the time now, than later!

1. Signatures and Dates

Ensure the borrower(s) have not omitted a signature, set of initials, or a date.
Review all pages, particularly the note and deed/mortgage for borrower’s initials
on each page.

2. Borrower’s Copy Package

Remember to leave the copy package after the signing has been completed.
Remind the borrower that a copy of everything signed today should be
contained within the package for their records.

3. Instant Response Reply Card

Many of our clients have instituted a quality control customer survey reply card.
Often this will include a grading of the notary’s performance. If enclosed,
immediately after the signing present the borrowers with the instant response
reply card. While you’re reviewing the documents for complete signatures, etc.,
request that the borrower complete the card. This card should be returned
with the original signed docs.

4. The Follow-Up process
Inform the borrower(s) that they should follow up with their loan/title agent
regarding any questions.

5. Same Day Drop

Let the borrower know that the documents will be sent via overnight courier and
should arrive for processing the next day unless it is to late in your area for
overnight service. Always drop the docs that same day, even if they are not
going to be picked up until the next day. Don’t let them sit in your car.
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Reporting And Documentation Return

Special attention should be given to the following reporting and documentation
requirements.

1. Document Drop-Off

Documents must be dropped in their respective overnight bin the same day they
are signed. You should be aware of the various carriers’ drop locations and
latest pick up times in your area. You are required to write down the tracking
number that appears on the return envelope and report this along with your
signing status.

2. Pre-Addressed Return Envelopes

Initial review of the package should unveil a pre-addressed, prepaid return
envelope. All documents, exhibits and stipulations requested must go into this
pack, along with the original signed docs. If there is no return envelope, contact
MDA Lending Solutions for the appropriate document carriers’ number. It's a
good idea to keep various (UPS and Fed-Ex) blank envelopes on hand. When
reporting status, leave the tracking number of the shipper along with your
report.

3. Document Tracking Requirements

Make a note of the location where you dropped the docs, as this is sometimes
helpful when tracing lost items. It is a good idea to always keep record of the
tracking number for files and follow-up in your notary log.

4. Status Report

Immediately following your appointment, a status report must be submitted to
MDA Lending Solutions You may call our Toll Free number by referring to your
vendor engagement form, or via our website status report field. Do not wait
until the end of the day to report that day’s activity.
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THE NET RESULT

Regardless of the outcome of the signing, the borrower will have a definite feeling of
how you reacted and responded to them during the appointment. Remember that you
are the culmination of a great number of person’s efforts (good or bad). Always
personally treat the borrower with dignity and respect and you will have made a good
impression, regardless of the outcome of the signing.

Whenever in doubt, contact MDA Lending Solutions using the contact
information located on your vendor engagement form.

www.mdasolutions.com

39



