
 

 

ICD requests 

• Required loan file status: 
o Rate locked 
o LE disclosed 
o Conditional approval received 

• Required items for upload to e-DOC MANAGER (found on Loan Snapshot page): 
o Purchase transactions require: Fully executed contract 
o Refinance transactions require: Documentation of vesting 
o Prelim title CD or itemized list of title fees 
o Property tax cert 
o HOI, Flood, HO6 (quotes acceptable, binders preferred) 
o MI quote 
o Updated pay off(s) 
o Wiring instructions 
o 3rd party invoices (appraisal, credit, processing, VOE, etc…) 
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• Required steps to submit request: 
o Select Loan Actions> Loan Info from the Loan Snapshot page 
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o Select the Contacts tab and fill in parties to the transaction 
 Please include: company name, individual name, address, telephone, 

email and license # for: closing agent, realtor and broker 
 Helpful tip – you can search and add existing parties already in our 

database by selecting the business card icon for each section 
• If your party is not already in our database, you can add them 

from Loan Actions> Loan Contacts so they will be there for 
future use. 

 Save at the bottom of the page before exiting 
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o Select Loan Actions> Fee Sheet (Do not confuse with Edit Fees Worksheet) 
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o Select Merge Fees Worksheet 
 Fees will populate from most recently disclosed LE 
 Escrows do not populate, only fees need to be saved 
 Edit fees as necessary  

• Save 
• Submit 
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o Fee Sheet has been successfully submitted if time stamped  
o This can be confirmed under e-DOC MANAGER 

 

 

• Requests are processed within 24 hours of submission 
o Next business day if submitted before 3 pm ET 

• Inquiries reagrding submitted ICD reqeusts should be directed to your AE  
• An assigned closer will communicate via email with items needed or corrections 

  

 

       

      


