
Guidelines for Required Documents  
Please take some time to look at the checklist that has been sent. This guide should help 

clarify any questions you may have for individual items on the checklist. If you have any further 
questions, please contact your Loan Officer.  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 



Preparation 
 While each of the items on the checklist must be fulfilled before the loan can be 
approved, there are some items that you should focus on right away, as they are time sensitive, 
and could jeopardize closing on time if not received in a timely manner. They are broken down 
into there categories, with group 1 being the most urgent. By following these time frames, you 
greatly improve your chances of closing on time.  

Category 1 
 (Day 1-3) 

 
□        Completed Loan Application 
□        Application Fee paid 
□        Photo ID  
□        Social Security Card 
□        Purchase and Sales Agreement (purchases only) 
□        Contractor Bids (rehab projects only)  
□        Appraisal Fee Paid  

 
 

Category 2  
(Week 1) 

 
□        Articles of Organization/ Incorporation for the Entity  
□        Operating Agreement for the Entity 
□        Title Company contact information 
□        Insurance Company information 
□        Inspection Documents in and Inspection Fee Paid (if applicable)  

Category 3  
(Before Appraisal comes back) 

 
□        Completed Schedule of Real Estate Owned Form 
□     Completed Schedule of Real Estate Sold Form 
□        Signed Zero Tolerance Loan Fraud Policy Form 
□        Signed Broker Fee Agreement (if applicable) 
□        IRS letter of federal EIN # 
□        Tax Return 
□        Bank Statements for 2 prior months 
□        Copy of Earnest Money Deposit (purchases only) 
□        Lease agreements for subject property (if applicable) 
□        Contractor’s License and Insurance (rehab projects only) 
□        Draw Schedule (rehab projects only) 
□        HOA Documents (if applicable) 

 

 



How to Complete Each Checklist Item 

 

□        Completed Loan Application: 

 - Fill the application out as completely as possible. Some sections may not be applicable, 
or you may not know how to answer them, but do your best. The more effort you put into it up 
front, the less we have to reach out to you for clarification.  

□        Application Fee paid 

 - This will be paid by credit or debit, and can be done by either paying at the link 
provided to you by your loan officer or by having it paid directly over the phone 

□        Photo ID  

 - A driver’s licenses or state issued ID will be accepted 

□        Social Security Card 

 - Must be a copy of your actual social security card. The card needs to be signed 

□        Purchase and Sales Agreement (purchases only) 

- A copy of your Purchase and Sale will provide us with the information we need to 
know that the sale is valid and any contingency that we may need to be aware of.  

 

Must: 

- Be signed by buyer and seller 
- Buyer must be an entity, cannot be the borrowers name  
- Financing section marked “Other: Hard Money” or something similar 

o Cannot be marker “Cash” or Convention 
 

□        Contractor Bids (rehab projects only)  

- This must be a comprehensive bid that includes all work needed to be done to the 
property. It must include all materials and labor, regardless if the work is being done by 
you the borrower or anyone else other than the General Contractor that has provided 
the bid. We need to know the full cost of the project, even if you can actually complete 
it for less. 



 

□        Appraisal Fee Paid 

- Once we have the contractor bid, we will reach out to our 3rd party Appraisal 
Management Company to find local appraiser that can be assigned to this appraisal. 
Based on service rating, availability, and price, they will select the best appraiser for the 
job and will reach out to you for payment. They will most likely send you an email link 
for payment. The appraisal is a priority and must be paid as soon as possible.   

□      Articles of Organization/ Incorporation for the Entity 

- These are the filing documents that are filed with the state when you establish your 
entity. We are looking for time and dated “Filed” stamp from the state    

□      Operating Agreement for the Entity 

- This document explains which members can do what on behalf of the entity. We need 
to make sure that all parties that are a part of the entity have signed and understand 
what permissions they have.  

 Must:  

- Be signed by all members 
- Explicitly state each member’s % or shares of ownership  

 

□      Title Company contact information 

- We will order the title work, but it is up to you to provide us a company/ contact 
person that we can send the order. Email and Ph# is preferred.  

□      Insurance Company information 

- We will order the Insurance Binder, but it is up to you to provide us a company/ 
contact person that we can send the order. Email and Ph# is preferred.  

□      Inspection Documents in and Inspection Fee Paid (if applicable) 

- If an inspection is required for rehab, we will need the Enrollment Form, Repair Upload 
Form, and payment before this can be accomplished. Inspections can take over a week, 
so it is important that this is done in a timely manner. The inspections are need to verify 
that the Contractor’s Bid provided is accurate to the cost to complete the project, and 
also will address any issues that could negatively affect your profit margin if not taken 
into consideration.   



 

□      Completed Schedule of Real Estate Owned Form 

- This form outlines all the properties that borrowers currently own. This helps show 
that you have experience managing real estate.  

□      Completed Schedule of Real Estate Sold Form 

- Like the Schedule of Real Estate owned, this is another opportunity to show that you 
have had some experience successfully selling real estate.  

□      Signed Zero Tolerance Loan Fraud Policy Form 

- Must be signed 

□      Signed Broker Fee Agreement (if applicable) 

- If brokering a deal, you must have a broker fee agreement. This must be signed by the 
borrower and show the points you are charging.   

□      IRS letter of federal EIN # 

- This letter verifies your entity’s EIN # and must either be a copy of the letter mailed to 
you by the IRS, or a screenshot of your number assignment from the IRS website.  

□      Tax Return 

- We require your prior year’s tax return to make sure that you are up to date and that 
no tax lien will be place on the property. This would be your 1040’s and must be signed.  

□      Bank Statements for 2 prior months 

- In order to provide underwriting with the best possible file approval, it is important to 
show all account you own (even 401k’s, stocks, money market accounts, lines of 
credit…). This is both personal and business accounts and should be for the 2 most 
recent months.   

□      Copy of Earnest Money Deposit (purchases only) 

- Simply a copy of the check, or receipt for the earnest money used to lock in the 
purchase and sale agreement.   

 

 



□      Lease agreements for subject property (if applicable) 

- If the property is currently rented, we need a copy of the lease agreement. This helps 
to show that the property is generating income and is helpful to cover payment 
reserves. 

 

□      Contractor’s License and Insurance (rehab projects only) 

- We require that any contractor who is providing a bid be insured and licensed to do 
the work that is need. Please request a copy of each from your contractor.  

□      Draw Schedule (rehab projects only) 

- This is important for us to be able to give you the draws you will need throughout your 
rehab project. You will want to work with your contractor to make sure that the draws 
will work alongside your progress with the rehab. It is very important to have the draws 
set up properly so that you do not run out of money when trying to complete your 
project. Three draws are built into the low. Additional draws are available at the 
borrower’s request.   

□      HOA Documents (if applicable) 

- If the property is part of an HOA, we need to make sure that we are not lending on 
anything that the HOA will not allow. If in an HOA, we will need the Bylaws, Copy of the 
Dues, CC&R’s, and the Master Insurance Policy (if a condo).  

 

   

 


