
TPO Wholesale –  Request Initial Disclosures and COC LE 
 

1 | P a g e  
TPO Wholesale – Requesting Initial Disclosures and COC LE 

 

 

HOW TO: Request Initial Disclosures and COC LE 

See the Steps below in order to request your initial disclosures from Towne/AmeriCU, 

which also outlines the procedures and requirements for Towne/AmeriCU to complete the 

request. This will also outline the procedure and requirements for Towne/AmeriCU to 

provide a Change of Circumstance (COC) Loan Estimate (LE). 

 

Requesting the Initial Disclosures, which includes: 

• Loan Estimate  

• Acknowledgement of Receipt of Loan Estimate 

• Acknowledgement of Intent to Proceed 

• MDIA (Mortgage Disclosure Improvement Act) 

• Home Loan Toolkit 

 

Step 1:  Access the desired loan to disclose from your Pipeline View. 
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Step 2:  Make sure that your loan is locked OR that you have selected a program through 

“Product Pricing and Lock”.  See the end of this document for a HOW TO:  

Selecting the Loan Program: 

a. From the Product Pricing & Lock tab on the left-hand column of the screen, click “Search for 

Product & Pricing”  

 

b. Ensure all boxes with a red asterisk ( * ) are complete, and click “Search Product & Pricing” 

 

Selecting the Loan Program (cont.): 
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c. In the Pricing Screen, Select the Lender Paid Compensation, Underwriting Fee Designation, and 

verify the additional data points displayed. Then click “Submit”. 

 

 

d. Next, choose the desired Program, Lock Days, Rate/Price, and select the lock icon next to the 

desired Rate/Price. 
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Selecting the Loan Program (cont.): 

e. Finally, select “Update Encompass” to push the Loan Program information into your loan. If you 

do decide at this point you want to lock the loan, select “Request Lock” to push your lock 

information into your loan. 

 

 

Requesting the Initial Disclosures, (cont.): 

 

Step 3:   Under “Loan Actions” on the left-hand column, click on “Disclosures”.  If there are any 

requirements needed to complete this request, it will show you at the top of the screen. 
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NOTE: The Warning referenced in the screenshot is stating you need to upload the 

required documents Towne requires to send the initial disclosure package: 

• Initial LE Request 

• Itemization of Fees 

• Service Provider List 

• 1003/URLA 

• Mortgage Insurance Rate Quote (if applicable) 

Step 4:   Upload the Initial Disclosure Request documents using the Drag/Drop function at 

the bottom of the “Disclosures” screen. 

 

Step 5:    Once the attachment is present, you will be able to click “Ready to Disclose.” It 

will then give you an additional confirmation window. Click “Continue”. 
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Step 6: Your request will be put into a queue for Towne to generate and send. The Loan 

Officer and Processor will be alerted by email when sent, but will also see the LE 

Sent date populate on the Loan Summary. 

 

 

 

Requesting a Change of Circumstance LE: 

 

Step 1: Access the loan from your Pipeline View, and click on “Change of 

Circumstance” under Loan Actions 

NOTE: If your loan is locked, ensure any changes that would affect (or you had to enter 

to obtain) pricing has been updated. You can make changes to your Rate by 

accessing Product & Pricing. Then click “Change Request”. 
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Step 2: Select “Change of Circumstance” under Loan Actions. 

Step 3:  Complete the Change of Circumstance Screen: 

• Choose a Changed Circumstance from the dropdown 

• List all changes in the Comments section 

• Select all disclosure reasons that apply. 

Step 4: Click “Request Change”. 

 

Step 5: Your request will be put into a queue for Towne to generate and send. The Loan 

Officer and Processor will be alerted by email when sent, but will also see the 

Revised LE Sent date populate on the Loan Summary. 

 


