Exhibit E
Market Rate GNMA Program Reservation Guide

This is a comprehensive guide to the LHC Market Rate GNMA Program reservation
process for Louisiana Housing Corporation — Single Family. If at any time assistance is
needed, please contact Single Family at (225) 763-8700.

Steps:

1. Go to website:
https://webapps4.lhfa.state.la.us/Default.htm

2. Log into the LHC Online Reservation System.

Lser Mame |

Password

Reqister

Version: 12.0.0

Note: If you need a User ID & Password, please follow the instructions in Attachment 1
(page 11) prior to login.
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3. Select [Single Family Web Management] from the system menu by double clicking on it.

Funds Management System -
& Funds Management Web
Single Family Management System -

i Single Family Web Management

Data Analysis Reporting Module

Funds Management DARM

Single Family DARM

Section 8 DARM

B8
B9
B multi Family DARM
B8
B9

Loan Servicing DARM

aw Web Partner Module

4. Select [Reserve Loan] from the Main Menu.
MANAGEMENT A

Awvailable Programs and Fund

Reserve Loan {:l
Edit/|pdate Loan
Cerffication/Pre-Approval
Loan Forms

My Pipeline

Loang with Deficiencies

REPORT S

>

Demographic Analysis
Loan Listing

Loan Confimation
Exceptions/Deficiencies

UTILITIES &
Data View & Download Tool

PROGRAM
GUIDELIMES

Lender Guide

>

GENERAL

o

Help
Home
Log Off
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5. Select [Market Rate GNMA Program] in the Program Selection Screen by double clicking on
the program name.

& | [ saved Loan info | g | Reserve Loan - Available Programs
Programs Expands [+] to view program rates
| Pragram Name | Code Program Type Start Date HAF Loan
? 20124 5F MRB PROGRAN 39 sizzmz N

|::> +| Market Rate GNIA Program 4 First Mortgage 0382013 N

6. Complete the reservation using the LHC Reservation Guide. Excerpts are shown below.

a. Click on the [Loan Info] Tab

Loaninfo | Origingtion ~ Propertylnfo  Bomowers  hcomes  Finance  Other

Loan Number: Alotment / Allocation: Market Rate GNMA Program | Market Rate GNMA Program
Lender Loan Number: Approved | Working Stages:
Lender Case Number: Safus:
Reservation Date: OEstimated Cloging Date:
Infiative: V| @Loan Amount: $0.00

@lntereat Rate:

45300 % - GNMA 712113 Rate V‘ @Term in Months: 360 <:|
Dizcount Rat&: Dizcount Amount: 50.00

O Amortization: | Fixed Rate V| A 50000 &
Azshlance Percent: 3.0000 % ®Purchass Price: $0.00 <:|
Azslance Amount: 0.00 Refiab Cost: $0.00
|:::> oLoanType: v| Addtional Acquistion Cost 5000
Product Type: ¥ | Acquistion Pric: 50.00
MERS
Original D: Loan Sequencs Number.
Check Digts: ol Documert. [']

@ Required valug
Yellow Arrows: These are required fields. ® Required value
Green Arrows: Lender numbers. These are for lender’s tracking only.

Notes:

e Enter the total loan amount. Base Loan Amount + UFMIP.
If unsure of total, please over estimate.

e Button next to [P&I] will auto fill [P&I].
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b. Click on the [Origination] Tab

Loannfo | Origination | Property nfo ~ Borrowers  Income:  Finance  Optional

|::> OLender. Lender Ciy:
[ > Loan Officer; v (fficer Assigned Date:

Loan Processor: ¥ Processor Aszigned Date:

Yellow Arrows: Make sure that the correct [Lender] name is shown & choose the name
of the [Loan Officer] in the drop down. If the loan officer is not found, please notify
LHC Single Family Department.

c. Click on the [Property Info] Tab

LoanInfo  Origination | Property Info | Borrowerz  Incomes  Finance  Optional

D 7P Code:
@ Address:

:> octy: v City MSA:

T County: b County FIPS:

O 5tate: b State FIPS:

|:$ O Cenzuz Tract/ Block, . ©Target/ Non Target; v <:|

2l N er (APNY
Legal Dezcription: Parcel Number (APN):

Mobil Home Park: [] Lead Paint Inzpection Required: [ ]
Value Amount: 50.00 Valuation Method: v
D Buiding Type: v &ear Buit:
Number of Bedrooms: b O Categary: b

D Number of Units:

Title To Be Held By: A4

@ Reguired value

Yellow Arrows: Required Fields. ® Required value

Notes:

e When the [City] is selected in the drop down, the [State] & [Parish] will auto
populate.

e [Census Tract] is required. You can get it from the appraisal or the website listed
below:

http://www.ffiec.gov/geocode/default.aspx
e If [Census Tract] cannot be found, please enter 9999.99 for unknown. This can be
changed once the appraisal is received.
e [Target/Non Target] goes with the [Census Tract] number for the property. Refer to
Exhibit L — Qualified Census Tracts for comparison.
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d. Click on the [Borrowers] Tab

Loanlnfo  Origination ~ Property Info | Borrowers | Incomes  Finance  Optional
Borrowers

‘ Type |0‘.';ner'yp& | Last Name | Firat Name | I | Date of Birth | A 28X | Martal Statuz | Relationzhip | Ethnicity ‘

E:E Borrower Individual

| | | | || || | | | |

4 }
Edit Add Delete
Dependents Under 18: |0 Other Dependentz: |0 <:I
@ Houzehold Size: V‘ Disabied Househok. [ ]
@Total Houzehold Income: .00 © Seelncomes <:| Move in Date:
Houzehold Number Employed: 0

O Required valie

Yellow Arrows: Required Fields. ® Required value

Notes:
e The main borrower holds the first line by default.
e Double click on the text [Borrower Individual] to open the borrower detailed screen.

e If any co-borrowers are needed, then click the [Add] button for a new line then
double click on the new line to open the detailed borrower screen.

e Do not worry about income at this time. The [Income] Section is coming up.
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e. Detailed Borrower Data Screen

Type: Crwimer Type: | Indiviclual v

:> D Lazt Name: DFirat Mame: <:|

Miclclle: Initial: O Social Securty, | - - <:|
|:> 0 Date of Birth Age
|:> b 5ex v D Maral Status: ¥ <:|

On Title: []
Firzt Time: Buyer: D Last Occupancy Date:
Exra Medical Expenzes: .00 Years Employed: i
|::> ®Race: DWhite D Aszian D Black or African American D American Indian or Alaskan Mative D Mative Haweaii ar Other Pacific Iskander
|::> DEthnicty: ¥
Business Phone: ( ) - Extension:

Home Phane [ 3 -

Currert Address: City:
State: ¥
IIP Codle:
Mailing Addrezs: City:
State: A
IIP Codle:
Total Incorme; .00 Incame Category: v

Mests Aaset Limt: [ ]

Counzeling Class Campleted: Homefuyer Counzeling Aoency:
Creclt Score: 0 Credt Repart Agency: v
Credlt Report Date: Credt Risk []
OK Cancel

Yellow Arrows: Required Fields. ® Required value

Notes:

o [Age] will auto populate when the [Date of Birth] is entered.

e This screen has a lot of space for information not required. Please enter what
information you can.

e Do not worry about income at this time. The [Income] Section is coming up.
Click [OK] to save & close the borrower detailed screen.

LHC SINGLE FAMILY REQUIRED DOCUMENT AS OF 07/01/12

EXHIBIT E Market Rate GNMA Program Reservation Guide

Page 6 of 15



f.  Click on the [Income] Tab

Loan Info Origination Property Info Borrowers Incemes Finance Opticnal

Incomes

| Last Hame | First Name I Ml I Annual lncoms Amount |

Main Borrower

[ [ | | s0.00 |

> Add Delete

@ Required value

Notes:

e To enter income, select the [Borrower] by once clicking on the borrower’s name, then
once click [Add].

e [Income] is entered as components. Each [Income Source] will have its own line.
o IE. Federal Wage, Commission, Child Support, SSI, etc.

g. Detailed Income Entrée Screen

Incomes
| Lazt Name | First Name | il | Annual Incame Amaunt |
= Main Borrower

‘ Income Type | Frequency Rate | Periodic Amount | Annual Amount

- 0 8000 2000

Incame Type: ¥ Arinual Amaurt: $0.00
i Frecuency Rete: 0 it Periodic Amourt; $0.00 <:|
0K Cancel

Yellow Arrows: Required Fields. ® Required value

Notes:
e Select the [Income Type] in the dropdown box.

¢ [Annual Amount] will auto populate when [Frequency Rate] & [Periodic Amount] is
completed as well as in all other income sections of the reservation.

e [Frequency Rate] is “how often the income is received”.
o IE. Monthly =12, Bi monthly = 24, Bi weekly = 26, etc.

e [Periodic Amount] is “amount paid per pay period”.

e Repeat steps for each [Income Source] & each [Borrower].
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h. Click on the [Other] Tab

Loaninfo  Origination ~ Property Info ~ Borrowerz  Incomez  Finance | Other

Number of Borrowers
SELLER NAME

SELLER ADDRESS
SELLER CITY

SELLER STATE

SELLER ZIP

SELLER PHONE NUMBER
SELLER REALTOR FIRM

SELLER REALTOR NAME

SELLER REALTOR PHONE
NUNBER

BORROWER REALTOR FIRN

BORROWER REALTOR NAME

BORROWER REALTOR PHONE
NUNBER

COMPLIANCE FEE CHECK /MO #

Notes:
e This is a page of information capture.
o Seller info, Realtor info, etc.
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I.  Submission
Action | | Submit | A | %3 Backup Loan | 1M1 S

Click on the [Submit] button. This will save & submit the reservation to LHC.
Once the request is submitted, one of two things will happen.

1. Error Code

Lean Info Origination Property Info Borrowers Errorsz Incomez Finance Optional

Validation Summary

# Loan Info: Estimated Clo=ing

& Pranerty Info Year Built iz rea

e The system will identify the location & the error.
e Correct the errors & re click [Submit].

2. Acceptance

Heszage Summary

o The loan was added succesefuly,
# The current loan's etage s Rezsrvatin.
% Y0u can uze the [Create Repord tookar button any fime o create a reportto print.

Loanlnfo| Orignation ~ Proertylnfo  Borrowerz  hcomez  Finance  Opiona
[::> Loan Nuber: 4718 Stage:
Lender Loan Number, Status;

Lender Case Number

> Reaervafion Date: 0810612010 oy (O Esfimated Clozing Date: 10110/2010
MAR AR

e Once accepted, the [Loan Number] & [Reservation Date] will auto populate.
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j. Loan Confirmation Report
b Update ) Cancel Loan 5 Quick SEﬂrch@nfirmﬂtiun F‘.epm

Once the reservation is accepted, click on [Confirmation Report].

Loan Confirmation

Agency: LHC Last Approved Stage: Reservation
hae Working Stage (The B
Program: Market Rate GNMA Program Next Stage): Lender Certification
Program Loan Number: GNM1 Status: Current

Notes:

e This is a 1 page report that confirms the information entered into the system & that
the reservation has been made.

e Lenders will need 2 copies of this report.
1. Submit a copy with the compliance package to LHC.
2. Submit a copy to underwriting.

Congratulations!!

The reservation process is now complete.
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ATTACHMENT 1 - Requesting a User ID & Password.

I. Torequest an ID & password, please go to the following website:

http://www.lhc.la.gov/idrequest.aspx

Il. Requesting a User ID & Password

e Select [Single Family Web Information] in the drop down box.
This is very important to ensure processing in a timely manner.

LOUISIANA HOUSING CORPORATION

The Mission of the Louisiana Housing Corporation is to ensure that every Louisiana | )
resident is granted an opportunity to obtain safe, affordable, ener%z' efficient ) o ﬂ‘m““ I"

housing. Each day this ongoing challenge is met by a dedicated statf of
professionals who allocate federal and state funds to help low-to-moderate income
citizens make their housing dreams a reality.

For Developers ‘ " For Renters ! For Homebuyers For Public Information
-

Custom Search

Executive Staff D Request Form
Board of Directors
Board Meetings, Agendas and Bylaws ;
*Send form to : | Please choose one of the following v |

Board Meeting Dates for 2013 Please choose one of the following

January 9 Single Family Web Information

Registration Inf{Low Income Housing Tax Credit Web Information
Feburary 13 Home Web Information
March 13 Contract Administration Web Information

Compliance Web Information

“Authorized Ag Energy Assistance Web Information

April 10
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ID Request Form

#*Send form to : | Please choose one of the following b |

Regiztration Information:

*Authorized Agency Representative Company 1D
> <
*Title *Agency Name
<
*Address Suite
*City

*State/ Zip Code

*Telephone Number Fax Number

#E-mail Address #*Confirm E-mail Address

#Dezired Username (up to 12 characters) *Dezired Password (between & & 8 characters)

) <

Confirmation of user name is accomplished via e-mail address. Usernames are not configured for

invalid/ rejected e-mail addresses (i.e. Hot Mail, Yahoo!, etc. are not considered valid e-mail
addresses).

Contact Type:

O Loan Officer, Proces=sor, Closer, Post Closer, Shipper
O Eranch Manager, Corporate, Administrative
 Underwriter

) Contact for Clearing Exceptions

O Developer

Enter your comments helow:

>

Submit Request ] [ Clear Form
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e Some fields can be omitted & other need clarification.

o Yellow Arrows: Misunderstood fields.
= Authorized Agency Representative = Your Name
= Title = Your Position
= Agency Name = Company Name

o Red Arrow: Fields not required.

o Black Arrow: Enter username to complete submission, see comment below:
= This will be assigned to you.

o Blue Arrow: Please provide a password.

o Orange Arrow: Underwriters, please enter your Chums #.

When entering the address, phone & fax numbers, please enter your actual location, not the home
office.

Once everything is completed, click [Submit Request] at the bottom.
Once the request is submitted, you will receive two emails.

1. An automated email confirming submission.

2. Email from Sonja Smith  (ssmith@Ihc.la.gov) or Cody Henderson
(chenderson@lhc.la.gov) with your user ID & password in it. Once you receive this
email, you are able to log into the system & place your reservation.
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ATTACHMENT 2 - Caching a new reservation.

I. To save a reservation in progress. Each reservation has a time limit of 30 minutes to
complete. In the event that you must leave the computer, you can use this Save Cache
function.

Just click on [Save Loan Info]. This will save your current reservation as is on the current
machine that you are using. It does NOT submit the info to LHC.

) Submit | ©j Save LoanInfo | $§2 Quick Search | | (&) | Reserve Loan - Detail

Once the system has saved the loan, you will receive this message.

k) Submit | %3 Save Loan Info | S Quick Search | | @) | Reserve Loan - Detail
|[Lender: 282 | Bank of America Home Loanz || |[Program: 20114 SF MRB FROGRAM

Meze=age Summary

# The lcan was successfully zaved.

Il. To restore a saved loan.

Click on [Reserve Loan] in the Main Menu.

MANAGEMENT b

Awvailable Programs and Funds

Reserve Loan <

Edit/Update Loan

Cerification/Pre-Approval

by Fipeline
Loans with Deficiencies

REPORTS

*»

Demographic Anahsis
Loan Listing

Loan Corfirmation
Exceptions/Deficiencies

PROGRAM
GUIDELINES

Lender Guide

B

GENERAL

*»

Help
Home
Log Off

FiDs

HOUSING & DEYELDFWEMT
[T Meoa B
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I11. Loan Cache Screen.

This is the next screen that will appear. Just double click on the loan from the list.

i CreateLoan | 1} | @1 Reserve Loan - Cache
Current Loans in Cache
| Lazt Name | First Name | Rezervation Date | Loan Amount | Program | > Lender/Originator
j 0525201 1 S100,000.00 20114 SF 11RB PROGRAN <:I
< | )
|

10000000 |

Next, the system will ask you to confirm the issuance & the program. It’s done the same way as

a new reservation.

o | [EF saved Loan Info | () |

Programs Expands [+] to view program rates

Reserve Loan - Available Programs

Program Name

Code

Start Date

+] 20114 SF MREB PROGRAM

@ Funds by Program:

0si28/2010

Rowr with green text: Funds Allocation is reguired

| Allotment Name | Priority | Current Funds | Axvailable Funds | Rezerved 5 I
(4 2011A HOMEMRB $5,451,563.00 54383,422.80 32,677,275.00
(=] 20114 MRB Assisted $25,140,628.00 $1,343,758.30 $3,650,820.00
™ | Allocation Name | Priority | Current Funds | Axvailable Funds | . Rezerved 5 I
4 20114 MRB Azzizted

[+] 20114 MRB Unassizsted

£29,140,623.00 51,343,753.30

£558,004.00 '; 50.00

$1,208,308.00

When the detail screen appears, the saved information will be populated. Then just pick up

where the loan was stopped & complete as
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