
Civic Checklist - 11.20.15 

Submission Checklist: Completed 

1. 1003 Loan Application (Signature Required)*

2. Borrower Signature Authorization Form (Wet Signature Required)*

3. Declaration of Non-Owner Occupancy (Signature Required)*

4. Borrower Letter of Experience & Explanation (Signature Required)*
a. Please provide a portfolio/resume with examples of past work

5. 3 months complete bank/financial statements – all pages, even if blank

6. Photocopy of valid ID

7. If title will be held in Corporation/LLC, please provide…

a. Articles of Incorporation/Organization

b. Bylaws/Operating Agreement

c. Corporate Resolution, authorizing transaction and signatory

8. For purchase transactions – provide fully executed purchase contract (not expired)

9. For refinance transactions – provide mortgage statement

10. Contact info for individual that can provide interior access to subject property

11. If the property will require rehab, provide construction bid/plans

12. If property is currently leased, provide…

a. Executed lease agreement(s)

b. Year to Date Expense Report

c. Rent Roll (If multi-unit)

13. Escrow/Title/Closing Company contact information

14. Insurance declaration page – quote for coverage (Mortgagee Insurance Clause Below)

Civic Financial Services Mortgagee Insurance Clause: Civic Financial Services, Inc. C/O BSI Financial Services ISAOA/ATIMA PO BOX 692440 San Antonio, TX 78269 Loan # TBD *Please note that we require the following on all of our loans:• ACH (Automatic Payments).  ACH enables you to electronically make paymentsdirectly from your checking or savings account.• Impound account for Taxes and Insurance
All items listed above must be provided in order for the loan process to be initiated. Please 

contact your Account Executive directly if you have any questions. Our goal is to get your loan 

closed fast. We have the ability to close most transactions within 4-10 business days. 
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Borrower Signature Authorization 
Privacy Act Notice: This information is to be used by the agency collecting it or its assignees in determining whether you qualify as a prospecti ve 
mortgagor under its program. It will not be disclosed outside the agency except as required and permitted by law. You do not have to provide this 
information, but if you do not, your application for approval as a prospective mortgagor or borrower may be delayed or rejected. The information requested 
in this form is authorized by Title 38, USC, Chapter 37 (if VA); by 12 USC, Section 1701 et. Seq. (if HUD/FHA); by 42 USC, Section 1452b (if HUD/CPD); 
and Title 42 USC, 1471 et. Seq., or 7 USC, 1921 et. seq. (if USDA/FmHA). 

Part I – General Information 

1. Borrower(s) 2. Name and address of Lender/Broker

CIVIC FINANCIAL SERVICES, INC

2015 MANHATTAN BEACH BLVD STE 106

REDONDO BEACH, CA 90278

3. Date 4. Loan Number

Part II – Borrower Authorization 

I hereby authorize the Lender/Broker to verify my past and present employment earnings records, bank accounts, stock 

holdings, and any other asset balances that are needed to process my mortgage loan application. I further authorize the 

Lender/Broker to order a consumer credit report and verify other credit information, including past and present mortgage and 

landlord references. It is understood that a copy of this form will also serve as authorization. 

The information the Lender/Broker obtains is only to be used in the processing of my application for a mortgage loan. 

_________________________________________________________ _____________________________ 

Borrower  Date 

_________________________________________________________ _____________________________ 

Borrower Date 

Credit Authorization Form - 11.20.15



Civic Non Owner Occ Dec – 11.20.15 

Declaration of Non-Owner Occupancy 

I (“Borrower”) certify and represent to Lender (“Originator”) as follows: 

I have applied to Originator for a trust deed loan secured by the real property located at 

(the “Property”) for investment 

purposes. 

I hereby declare that I have no intention of making the Property my principal residence. 

Additionally, I declare that I have no intention of utilizing the Property as a second home and 

or any surviving spouse or family member shall live in the Property. I understand that this 

loan is a business purpose loan. 

Borrower understands and represents they understand the difference between a consumer 

loan for personal purposes and a commercial loan for business purposes. Borrower 

represents that this loan is not a consumer loan and therefore is not subject to any laws 

relating to consumer loans under any state or federal laws. 

I realize the lender, broker, assignees and successors rely upon this information. I declare 

under penalty of perjury the foregoing is true and correct. 

Borrower Name:         

Co-Borrower Name:    

Entity Name (If Applicable): 

Borrower Signature:  Date: 

Co-Borrower Signature:     Date: 



LOEE 12.16  

Borrower Letter of Experience & Explanation 
 

1. What type of loan are you requesting?

Purchase Rate & Term Cash-Out/Refinance 

2. How many investment rehab projects have you participated in?

3. How many investment properties have you acquired in the last 12 months?

4. What is your plan for this property?

*If Fix and Flip, what do you anticipate your hold time to be? months 

*If rental property - monthly rental income is/will be $

5. What is your exit strategy and how do you intend to repay this loan?

Sell Property Refinance Other (please explain below) 

6. If Cash-Out/Refinance, how do you intend to use the funds?

7. Will this property require rehab? YES NO 

a. If YES, what do you estimate your construction/rehab costs will be? Please explain plans.

I (Borrower) realize the lender, broker, assignees and successors rely upon this information. 
I declare under penalty of perjury the foregoing is true and correct. 

Borrower:   Co-Borrower: 

Entity Name (If Applicable): 
 

Borrower Signature:        Date: 
 

Co-Borrower Signature:  Date: 


