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Getting Started with CRL / Associate Application 
 

1: Complete the associate application as an individual (not a company) and include all stips then scan 
in proper numerical order in black and white and email it to John@CRL1.com.  Be watchful for a 
SPAM challenge email and follow it’s directions.  

2: Scan your ID’s in color and email in. 
3: Paypal in the background check fee. 

 
 
 

 
 
Check list: 
___ W4  
___ I9 
___ Resume  
___ Proof of loan production 
___ Two enlarged, color, legible forms of ID, i.e. SSN, DL, passport, birth cert  
___ Copies of any licensure 
___ NON REFUNDABLE fee via PayPal.com to John@CRL1.com  or certified check to CRL 
___ 10 years previous employer references: Company name, address, phone and your position with that 
employer.  Positive previous employment references are a requirement for employment.             
 

 
 
 
 
 
 
 
 
 
 
 
 
 
 

mailto:John@CRL1.com�
mailto:SameDayPay@CRL1.com�
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CRL Agreement 
This agreement is to be completed in an individual’s name, not a company name. 

 
 
Branch Manager/Mortgage Consultant Employment Agreement 
 
This Branch Manager/Mortgage Consultant Employment Agreement ("Agreement") is made by and between 
Cole Realty and Lending, Inc. ("CRL"), a California Corporation and __________________ ("Manager") as of 
the date appearing below. 
 
WHEREAS: Manager seeks to be employed by CRL and CRL seeks to employ Manager in the capacity of a 
Branch Manager and Mortgage Consultant upon the terms and conditions hereinafter set forth, and Manager 
desires to serve in that capacity and under the terms and conditions set forth in this Agreement. 
 
NOW THEREFORE: in exchange for mutual promises and covenants contained in this Agreement and other 
valuable consideration upon which the parties agree constitutes sufficient consideration for the promises and 
agreements made in this Agreement, the parties agree as follows: 
 
Term of Employment 
CRL agrees to employ Manager as a Branch Manager and Mortgage Consultant on the terms and conditions in 
this Agreement, commencing __________________ (start date), and continuing until terminated as set forth 
below. Manager agrees and acknowledges that his or her employment with CRL is at-will and that CRL may 
terminate Manager and this Agreement at any time, for any reason, with or without notice, except as otherwise 
prohibited by law. 
 
Duties 
CRL will employ Manager in the capacity of Branch Manager and Mortgage Consultant for a specific branch 
office. Manager agrees to perform those duties that are detailed in CRL's written job description for Branch 
Managers, which may be modified from time to time at CRL's discretion. Manager understands and agrees that 
Manager must meet the minimum production and origination requirements set forth by CRL. Manager 
acknowledges that CRL may modify such requirements from time to time at its sole discretion. Manager also 
agrees to comply with all policies, procedures or other requirements, oral or written, including, but not limited 
to Exhibit A, CRL's Associate Manual and the policies and procedures on CRL's Member website. Manager 
further agrees that such policies, procedures or other requirements are part of and incorporated into this 
Agreement. 
 
Manager also agrees to comply with and attend any training or other meetings mandated by CRL at any time 
during Manager's employment including CRL's orientation program. 
 
Compensation 
Subject to future modification by CRL, CRL agrees to pay Manager in accordance with the payment schedule 
and terms attached as "Exhibit C." Absent manifest error, CRL's computation of the amount of compensation 
payable by CRL to Manager shall be conclusive and binding on the parties. Manager agrees and acknowledges 
that Manager does not earn any commissions on a loan until the loan has successfully passed CRL's compliance 
review and is deemed to fully comply with the law. 
 
Manager agrees and acknowledges that Manager does not earn any commissions on a loan deemed to be 
completed fraudulently unless it has been proven that Manager was not involved in fraud in any manner. 
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Any amounts paid and any benefits provided to the Employee pursuant to this agreement that are deemed to be 
compensation under the Internal Revenue Code shall be subject to the applicable income tax withholding for 
federal, state and local income taxes. In addition, the Company shall deduct from the compensation paid to the 
Employee such other deductions as required by law and as authorized by the Employee or by a court of 
competent jurisdiction. 
 
Bank Accounts and Transaction Checks 
Manager warrants that it will not open any Bank Account, which represents as a partner, subsidiary, affiliate or 
agent of CRL. Written permission must be obtained for any banking purposes. Additionally 
Manager shall not use a dba or fictitious business name of Cole Realty and Lending, Inc., CRL,  or any other 
name which implies a relationship between Manager and CRL other than that employer/employee. 
 
Nothing contained in this Agreement shall be construed to create a joint venture or partnership between the 
Parties. Manager will not deposit or cash any check made in Cole Realty and Lending, Inc.'s name or any name 
associated to CRL. Furthermore it will not have any title companies or company change the check into a 
different name so that it may cash the check. If CRL discovers this it may contact all closing agents and banks 
affiliated with Manager to further investigate the matter. The agreement will be terminated immediately and the 
following information will be handed over to the appropriate authorities. 
 
Duty of Loyalty 
Manager acknowledges and understands that Manager may not simultaneously originate loans for two separate 
companies. Manager acknowledges and understands that at anytime during Manager's employment with CRL, if 
CRL is made aware that Manager is originating loans for another company, Manager will be terminated 
immediately and reported to the appropriate state regulatory authority (as applicable in that state). 
 
Confidential Business Information and Property 
Upon notice of termination, Manager agrees to immediately return all CRL Confidential Business Information 
and property, including but not limited to all files, documents, customer correspondence, customer contracts, 
internal memoranda, documents concerning or referring to the financial aspects of CRL, original licenses, 
products and designs, passwords, computer software, sales brochures, training manuals, training notes (even if 
written by Manager), lender lists, customer and vendor lists, prospective customer reports or information, 
customer or vendor information, notes, rolodexes, calendars,  appointment books, sales literature, promotional 
materials, photographs, all market analyses and/or demographic information or studies on the current and/or 
potential markets of interest to CRL, territory printouts, all electronic data processing, word processing, and/or 
computer programs, runs, and other electronic products and records generated or owned by CRL, all 
information provided to CRL by its customers, all legal documents and correspondence concerning CRL, all 
non-public opinions, decisions, rulings, and audits of governmental agencies relating to CRL, notebooks, 
textbooks, signage referring to CRL, invoices, and other information specifically designated "Confidential" by 
CRL including all copies, duplications, replications, and derivatives of such information or products, now in the 
possession of Manager or acquired by Manager during the term of this Agreement. Manager agrees that all such 
materials and information are the exclusive property of CRL and shall be returned to CRL at its Corporate 
Office in Costa Mesa, California, no later than the day preceding the effective date of termination of this 
Agreement. 
 
Manager understands and agrees that all Confidential Business Information is to be preserved and protected, is 
not to be disclosed or made available, directly or indirectly, to third persons for purposes unrelated to the 
business objectives of CRL, and is not to be used, directly or indirectly, for any purposes unrelated to the 
business objectives of CRL without prior written authorization of an executive officer of CRL either during or 
after Manager's employment with CRL. Specifically, and without modifying or limiting this Agreement, 
Manager understands and agrees that, except in the ordinary course of conducting business for CRL, none of 
such Confidential Business Information, nor any part of it, either in original form or in duplicated or copied 
form, is to be (i) removed at any time from the premises of CRL, (ii) disclosed or made available, verbally, by 
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electronic transmission, or by any other form or manner of communication, to any person, firm, corporation, 
association, or any other legal entity for any reason or purpose whatsoever, without prior written authorization 
of an executive officer of CRL or (iii) used by Manager in any manner, without prior written authorization of an 
executive officer of CRL. 
 
Termination of this Agreement 
Manager agrees to provide CRL with thirty (30) days written notice of Manager's desire to terminate Manager's 
employment with CRL. CRL may terminate this Agreement with or without cause immediately, without prior 
notice and for any reason not prohibited by law. 
 
Payment of Wages Upon Termination 
The Company will pay Employee all wages earned and owing at the time of termination. However, Employee 
does not earn commissions until the Company receives actual payment from client/customer. Thus, the 
Company has no obligation to pay Employee commissions which have not been earned at the time of 
termination. Reserve accounts are paid out six months after termination minus any unpaid expenses, invoices, 
fees, etc. 
 
Non-Solicitation 
During the term of this Agreement and for a period of eighteen (18) months immediately following termination 
or expiration of this Agreement, whether by termination of the relationship with or without cause, or for any 
other reason whatsoever, the Manager shall not, directly or indirectly, either as an individual on his or her own 
account or as a partner, joint venture, Manager, agent, salesperson, contractor, consultant, officer, director, or 
stockholder or otherwise, (i) induce any other Manager or other employee of CRL to terminate his or her 
employment with CRL (ii) hire, attempt to hire or solicit for hire any Manager or other employee of CRL or (iii) 
engage in any conduct which is designed to cause or encourage a Manager or other employee to terminate his or 
her employment with CRL. For the purpose of this section the term "Manager" or "employee" means any 
person that either (i) is employed by CRL at any time during the eighteen-month period immediately following 
the last date in which the Manager provided services to CRL under this Agreement or (ii) was employed by 
CRL within the six-month period immediately preceding the last day in which the Manager provided services to 
CRL under this Agreement. This provision above does not apply to loan officers in the Branch Managers Office 
at the time of termination or resignation that elect to leave upon the Branch Managers termination or 
resignation. 
 
Ownership of Loan Business 
Manager understands and agrees that all loans originated by CRL, including but not limited to those loans 
originated by Manager during his or her employment with CRL, belong only to CRL. Manager shall not engage 
in any conduct, either during his or her employment or after the cessation of his or her employment, to induce 
any person or entity to transfer, abandon or otherwise cancel any loans or prospective loans originated by CRL. 
For the purpose of this paragraph, a loan or prospective loan has been originated by CRL when either (i) CRL 
has ordered a credit application on the prospective borrower or (ii) the borrower has completed a 1003 form 
application or other loan application and submitted the application to CRL. 
 
Governing Law 
This Agreement shall be governed by and interpreted in accordance with the laws of the State of California, 
irrespective of its choice of law provisions. 
 
Arbitration 
Any dispute Employee may have with Owner arising out of this Agreement shall be resolved by binding 
arbitration before a single arbitrator selected from the panel of Judicate West, or such other alternate dispute 
resolution service (“ADR”) that the parties hereto shall agree upon, and the award of the arbitrator may be 
entered as a judgment in any court of competent jurisdiction.  In the event that the parties cannot agree upon the 
selection of an arbitrator within thirty days after demand for arbitration, then the arbitrator shall be selected in 
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accordance with the rules of Judicate West or such other agreed upon ADR service then in effect.  The 
arbitration shall be conducted in Orange County, California.  The parties shall have the right to discovery in the 
arbitration as may be allowed by the Arbitrator.  The parties agree that the successful party in an arbitration 
conducted pursuant to this Section, may elect to serve a Petition to Confirm the arbitration award by mail.  
Service of a Petition to Confirm as a Judgment of an arbitration award rendered pursuant to this Section shall be 
effective upon the expiration of five days after mailing such Petition to the party to be charged, or to the 
attorney who represented such party at the time of the arbitration hearing. 
 
Consent to Personal Jurisdiction and Venue; Waiver of Jury Trial (Should arbitration not be possible.) 
Manager hereby consents to personal jurisdiction and venue, for any action brought by CRL arising out of or 
relating to a breach or threatened breach of this Agreement, Manager's employment, termination of Manager's 
employment or any other business dealings between CRL and the Manager, exclusively in the Superior Court of 
California, Costa Mesa Division, or in the Circuit Court in and for Orange County, California. Manager hereby 
agrees that any action brought by Manager, alone or in combination with others, against CRL, whether arising 
out of this Agreement or otherwise, shall be brought exclusively in the Superior Court of California, Costa 
Mesa Division, or in the Circuit Court in and for Orange County, 
California. Manager hereby agrees that any controversy which may arise under this Agreement or out of the 
relationship established by this Agreement would involve complicated and difficult factual and legal issues and 
that, therefore, any action brought by CRL against Manager, whether arising out of this Agreement or 
otherwise, or by Manager against CRL, shall be determined by a Judge sitting without a jury. 
 
Manager agrees that CRL shall be entitled to recover its attorney's fees and costs from Manager if CRL must 
bring any action to enforce the terms of this Agreement or if CRL prevails in any claim brought by Manager. 
For purposes of this paragraph, prevail is defined as Manager not recovering the full amount that Manager 
sought in the action against CRL. 
 
Limited Effect of Waiver by CRL 
No waiver by CRL of any default or any breach of any of Manager's covenants or obligations under this 
Agreement shall be deemed a waiver of any future breach of default, whether or not such breach or default is of 
the same nature. 
 
Severability 
If for any reason, any provision of this Agreement is held invalid or unenforceable, all other provisions of this 
Agreement shall remain in effect. 
 
Assignment and Successors 
CRL's rights and obligations under this Agreement will inure to the benefit and be binding upon CRL's 
successors and assigns. CRL may assign this agreement and Manager hereby consents to such an assignment. 
Any and all successors and assignees of CRL may enforce any and all obligations contained in this Agreement 
including but not limited to, the obligations contained in Paragraphs 8 and 9 of this Agreement. 
 
Effect of Prior Agreements 
This Agreement supersedes any prior agreements between the parties or any of their predecessors, except for 
the CRL policies discussed in this Agreement or that CRL may adopt from time to time, the Non Disclosure 
Agreement that the Manager must also execute prior to starting employment with CRL and any Associate 
Manual, policies, procedures or other requirements contained in CRL's website. 
 
Modification 
This Agreement contains the entire understanding of the parties and may be modified only by a writing 
executed by both parties. 
 
YOU ACKNOWLEDGE THAT YOU HAVE READ AND UNDERSTAND THIS COMPLETE 
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AGREEMENT AND HAVE SOUGHT LEGAL GUIDANCE IF YOU DESIRE. 
 
IN AGREEMENT OF THE FOREGOING TERMS, the parties have signed this Agreement this _________ 
Day of _________________________, 20____ (Date). 
 
 
 

Signed:         

Residence Address:      ______ 

City, State and Zip:      ______ 

Home Telephone:        

Cellular Telephone:      ______ 

Personal Email:                                         

SSN:                      ____ 

DOB:                      ____ 

Driver’s License #: ____________________________________ 

Do you have a CA DRE License? Yes / No      #_____________ 

Any mortgage related license # _____________________________ 

Referred by __________________________________________ 
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Exhibit A 

Additional Duties of Employee & Addendums 
 

In order to comply with applicable state and federal lending laws and regulations, Manager shall do the 
following, which are provided herein as advisory and not intended to be exhaustive of compliance issues 
relating to state and federal lending law and which may change depending on the state and the type of loan 
product being arranged by Employee.  The parties agree that the following list of actions are a reasonable, good 
faith effort to effect compliance with certain state and federal lending laws and regulations relating to the 
residential mortgage loan industry. 
 

1. All fees charged to borrowers by Manager shall be consistent with and in compliance with all state and 
federal regulations and company guidelines. Overages will be withheld. 

2. Manager shall take all reasonable and prudent actions to educate the staff and employees of Manager, if 
any, on the prevention, detection, and reporting of loan fraud. Manager shall adopt and strictly adhere to 
the industry “Loan Fraud” Zero Tolerance and “No Unlicensed Activity” policies.  

3. Manager shall strictly enforce and adhere to the Owners Quality Control Policies.  
4. Copy packages and follow up compliance requests not completed and received by company within 30 

days of receipt of broker check/QC request will be considered in violation of company and regulatory 
requirements and Employee forfeits all payment on said files.  

5. Manager holds CRL harmless in the event of any telemarketing violations resulting from the newly 
established Do Not Call list regardless of where Employee may have obtained any lists.  

6. Manager agrees that any leads originated from offices of CRL become the property of CRL. In no event 
may they be transferred to another Broker/Company without the written consent of CRL.   

7. Manager consents to having his/her credit reviewed by CRL at any time via soft credit pull. This is 
generally not done unless Manager is in default of his/her financial obligations to CRL. 

8. Manager understands and agrees that only the licensed/approved originating company name, licensed 
loan officer, phone and fax numbers are to be used on 1003’s or any document pertaining to the file. If 
any other originating company name, loan officer or any form of unlicensed activity is found on 1003’s, 
fax cover sheets, electronic fax headers, credit reports, appraisals, verifications or any document relating 
to the file Manager will be considered in violation of company and regulatory requirements and 
Employee forfeits all payment on said files. All voice mails, fax cover sheets etc. are to be in CRL’s 
name only. 

9. Manager will be responsible for losses due to fraud, early refinances or buybacks in the event that CRL 
incurs a loss. Manager will also forfeit all commissions when manager has committed misrepresentation 
by intent or omission. 

10. Manager agrees to not solicit a borrower to refinance a loan funded by Broker until after the 13th 
payment has been made. 

11. Certain states require loan processors to be W2 employees of the licensed broker. In these cases you 
must set your processor up with CRL prior to originating a loan in that state or use a CRL corporate 
(W2) loan processor. There are no exceptions to this rule and commissions will not be earned if this 
policy is not followed. It is important that we comply with the state laws so we can maintain our 
licensure. For a list of states with this requirement please see our guidelines.  

12. Manager agrees that his employment is part time, outside sales exempt and is not eligible for 
unemployment wages. 

 
 
 

 



V1.20.2010 
Initial Here _______ 
8 

 
 
 
 
 

Exhibit C 
Payment Schedule 

 
Commissions Earned by Employee.  From total broker proceeds received: 
 
You get 100% commission minus a small flat per file fee of $595 for commissions up to $10,000.00.  
This fee structure accounts for vast majority of the files we do. Approximately 19 out of 20 loans fit into this 
category. 
For commissions $10,000.01 and greater the fee is 10% of the gross fees. See addendum for additional 
compensation information. 
 
In the case of a referral, additional fees may apply. 
 
For commission calculations, date of receipt of final check by Owner is used. Checks not cashed with three 
months of issuance will be canceled and forfeited. If fraud is detected on a file all commissions are forfeited.  If 
funds from escrow intended for CRL are illegally deposited into any bank account not administered by CRL, a 
$100,000 fine will be assessed and criminal action will be taken. All broker proceeds must be wired to CRL or 
in the case of an escrow company not having the ability to wire, mailed directly to the corporate office. At no 
time may an employee take possession of the proceeds. 
 
W2 wages are subject to a 15% admin fee, expense reimbursements are not subject to an admin fee or any 
taxable withholding, liability, etc. by the company. 
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and either the Company or the Employee can terminate this agreement with or without cause and with or without notice.  The 
at-will nature of this Agreement can only be changed or modified by a written document signed by authorized Company 
officer. The invalidity or unenforceability of any particular provision of this agreement shall not affect the other provisions 
hereto and the agreement shall be construed in all respects as though such invalid or unenforceable provision were omitted.  
 
IN WITNESS WHEREOF, the parties hereto acknowledge, understand and agree to this Employment Agreement. The 
parties understand and intend to be bound by all of the clauses contained in this document and further certify that they have 
received signed copies of this agreement.  
 
Employee 
 
By: ________________________________  
 
 
Company: 
 
By: ______________________________  
 (Authorized Company officer) 
 
 
Title: __________________________ 
 
Cole Realty and Lending, Inc. 
CRL 
4100 Campus Dr #230 
Newport Beach CA 92660  
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CRL 
Discrimination and Harassment Policy 

 
 

CRL's service and our people separate us from the competition. We believe it is vitally important to provide a work 
environment that attracts and supports talented people from all walks of life. Our goal is to develop and promote a staff 
that can work to its fullest potential and provide the highest quality service to our clients. 
 
CRL firmly believes our continued success depends on how well we use the abilities of all our staff, regardless of race, creed, 
color, national origin, lineage or citizenship status, religion, age, gender, sexual orientation, marital status, disability or 
veteran status. Our objective is to maintain an environment that encourages the personal and professional growth of 
everyone. 
 
Toward this end, we are committed to providing equal opportunity in recruitment, employment assignments, training, 
compensation, benefits, promotions, transfers and other employment transactions. This includes a work environment in which 
the terms and conditions of employment are not based in any way on race, creed, color, national origin, lineage or citizenship 
status, religion, age, gender, sexual orientation, marital status, disability or veteran status and a work environment free from 
unlawful harassment. 
 
This reflects our commitment to create a working environment where all qualified individuals can fully develop their 
potential. 
 

DISCRIMINATION AND HARASSMENT 
 

Unlawful “discrimination” occurs when employment-related decisions, such as hiring and promotions, are based in 
whole or in part on a person’s race, creed, color, national origin, lineage or citizenship status, religion, age, gender, 
sexual orientation, marital status, disability, or veteran status. 
 
Unlawful “harassment” occurs when an employee directs inappropriate conduct toward another employee or 
associate because of their race, creed, color, national origin, lineage or citizenship status, religion, age, gender, 
sexual orientation, marital status, disability or veteran status.  

 
CRL strongly believes that all people have the right to work in an environment free from all forms of unlawful harassment 
and discrimination. Harassment, including sexual harassment, of one employee by another employee or supervisor is 
prohibited by both state and federal law. The purpose of this policy is to assure that no form of unlawful harassment or 
discrimination occurs at CRL. This policy includes, but is not limited to, harassment and discrimination based on a person’s 
race, nationality, gender, religion, physical or mental disability, age and sexual orientation.  
 
Sexual Harassment is defined as unwanted sexual advances, or visual, verbal or physical conduct of a sexual nature. Sexual 
harassment includes many forms of offensive behavior. The following is a partial list of the types of behavior that could 
constitute sexual harassment: 

13. Verbal harassment such as derogatory comments or slurs, comments about an individual’s body, use of sexually 
degrading words, suggestive or offensive notes, letters or invitations. 

 
14. Physical harassment such as assault, impeding or blocking movement or any physical interference with normal work 

or movement when directed at an individual. 
 

15. Visual forms of harassment, such as displaying derogatory posters, cartoons or drawings that are offensive; 
 

16. Requests for sexual favors or unwanted sexual advances; and 
 

17. Any other conduct that unreasonably interferes with an employee’s performance of his or her job or that creates an 
intimidating, hostile or offensive working environment. 
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 In keeping with our policy, CRL will not tolerate any kind of unlawful harassment or discrimination, including, but not 
limited to, sexual harassment by any of its employees. Any employee who is subjected to or witnesses possible unlawful 
harassment or discrimination should immediately bring the incident to the attention of the Director of Human Resources, or 
any other member of management without fear of reprisal. The matter will be thoroughly investigated, and confidentiality 
will be maintained to the extent possible. After reviewing all the evidence, a determination will be made concerning whether 
reasonable grounds exist to believe that unlawful harassment or discrimination has occurred. Appropriate action will be taken 
to remedy the injury, if any, to the employee subjected to the harassment. The person involved will be advised of the 
determination if appropriate. 
 
It is the obligation of all employees and associates to cooperate fully in the investigation process. CRL considers any 
unlawful harassment or discrimination to be a major offense which can result in disciplinary action for the offender, up to and 
including termination. In addition, disciplinary action will be taken against any employee who attempts to discourage or 
prevent another employee from bringing harassment to the attention of management.  
 
CRL wants to assure all of its employees and associates that measures will be undertaken to protect those who complain 
about harassment, coercion or intimidation from retaliation due to their reporting an incident of this type or participating in an 
investigation or proceeding concerning the alleged harassment. 
 
If any employee believes that the above procedure has not resolved his or her situation, that employee may contact the 
Department of Fair Employment and Housing (DFEH) at (916) 445-9918 to determine the location of the branch of the 
DFEH that is nearest to you to file a claim within one year of the date that the harassment occurred. The DFEH serves as 
a neutral fact-finder and will attempt to assist the parties to voluntarily resolve their disputes. In the event that the DFEH 
is unable to obtain voluntary resolution and finds that harassment has occurred, the DFEH may award reinstatement or 
monetary damages. 
 

ACKNOWLEDGMENT OF RECEIPT 
 
I hereby acknowledge receipt of CRL's Discrimination and Harassment Policy. I understand that I am responsible for 
reading and understanding the policy and that I am governed by its contents. 
 
Dated: _____________________, 20_____ 
 
______________________________________________________ 
Name (Please Print) 
 
______________________________________________________ 
Signature 

 



V1.20.2010 
Initial Here _______ 
16 

CRL 
Quality Control Statement of Policy 
 
We require our associates to perform loan processing according to company policies and procedures. Every associate must 
conform to company, investor and governmental regulatory requirements as well as accepted lending practices. In connection 
with these requirements, we have implemented a quality control plan. The plan includes quality control standards and 
procedures describing the steps in processing loans. Each Employee must adhere to the quality control plan. Another element 
of the quality control plan is the internal compliance review program. Under this program the quality control reviewer is 
charged with the responsibility of reviewing the compliance of Employees with loan processing requirements. The job of 
quality control reviewer is an essential part of our quality control plan. The reviewer has complete access to all departments 
and records of this company for use in quality control reviewing. Each associate of this company must cooperate fully with 
the reviewer in the performance of quality control review work. Any misrepresentation made to the reviewer or any 
falsification of records or other information that tends to mislead the reviewer is cause for immediate dismissal. 
 
Any associate of this company who has knowledge that any of the policies and procedures of this company or the 
requirements of any of our investors or mortgage insurers or government agencies or of any provision of the law has been 
violated, should notify management of this information immediately. If anyone who provides us with business suggests 
improprieties or exerts pressure to have loans approved, you should inform him or her at once of this company's dedication to 
proper business conduct. Strong and quick reaction to any suggestion to perform a wrongful act will normally create respect 
and generate future business from those firms whose business we want to encourage. Our quality control plan highlights 
certain special loan origination problems. These problems appear frequently in mortgage loan origination and call for special 
attention. They include the following: 
 

1. Kickbacks:  Kickbacks are improper payments to any party for the referral of business. We do not make such 
payments.  

2. Signing Credit Documents in Blank:  We have a rule that we do not permit a loan applicant to sign any document 
before it has been properly completed. 

3. Handling Verifications:  Verifications of employment, deposit and liabilities are a major source of loan origination 
problems. Pay close attention to this company's procedures for handling verifications. 

4. Discrepancies in Credit Information:  We must resolve any material conflicts in the credit information supporting 
the loan application before approving a loan. 

5. Strawbuyer Transactions:  We do not allow or participate in any transaction in which the applicant is standing in 
for another party. 

6. Investor Transactions:  Take particular care to make sure that we process loans involving no owner/occupants 
according to company, investor and mortgage insurer policies and procedures.  

 
This Policy applies to all associates regardless of their position. Do not be trapped into mixed loyalties or feel you must 
protect a fellow Employee who is not following company policy. Your wholehearted support for this company's policy 
in your area of operation is crucial. It will both preserve your job and protect the integrity of your fellow associates 
and the company. 
 
Please sign below to show your agreement to comply with this statement of policy. 
 
I HAVE READ, FULLY UNDERSTAND AND ACCEPT THE COMPANY POLICY STATEMENT AS SET OUT 
ABOVE. I HAVE RECEIVED A COPY OF THIS POLICY STATEMENT FOR FUTURE REFERENCE. 
 
 
_________________________________________   
Signature  
 
 
_________________________________________ 
Printed Name
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CRL 
Zero Tolerance Loan Fraud Policy 

 
All Loan Originators, Agents, Employees, Employees and Third-party Vendors must be aware that Cole Realty and Lending, 
Inc. D/B/A CRL (the “Company”) bears the responsibility for all actions of its Employees, Agents, Employees and vendors. 
The Company is responsible for the content and quality of each loan application taken and each loan that is processed and 
submitted. As an Affiliate, Loan Originator, Agent, Employee, Employee or Vendor of the Company you agree to the 
following Loan Fraud Policy and expressly acknowledge as to each loan in which you are involved: 
 

 The Company has a ZERO TOLERANCE for fraud. 
 

 Each loan document, is complete and accurate as to all information therein, contains no misleading information, has 
been prepared and executed and copies delivered in accordance with applicable laws and regulations, and all 
signatures and executed initials therein are authorized and genuine. 
 

 That for every loan, after following standard practices and procedures prevalent in the mortgage banking/brokering 
industry which, if followed, would have led to discovery or disclosure, you have no knowledge of any adverse 
information concerning any borrower which has not been accurately communicated to the lender, nor has any 
material fact been omitted or disguised. 
 

 That neither you, the borrower, nor any person or entity engaged by the Company and who or which is involved in 
the loan, including, without limitation, any appraiser or credit reporting agency, has, to the best of your knowledge, 
made any false representation or provided information which is not true, complete and accurate. 
 

 That at the time of loan submission and at the time of closing, to the best of your knowledge, there is no adverse 
condition that exists relative to the property that would affect its appraised value. 
 

 That you understand that the submission of a loan application containing false information is a crime with severe 
consequences not only for you personally, but for the Company. 

 
 

Types of Loan Fraud 
 

 Submission of inaccurate information, including false statements on loan applications, and falsification of 
documents purporting to substantiate credit, employment, deposit and asset information, personal identity, 
ownership/non ownership of real property, etc. 
 

 Forgery of partially or predominantly accurate information. 
 

 Incorrect statements regarding current occupancy or intent to maintain minimum continuing occupancy as stated in 
the application or the security instrument. 
 

 Lack of due diligence by the Affiliate, Loan Officer, Interviewer, Processor, Agent, Employee, Employee or Vendor 
including failure to obtain all information required for the application and failure to request further information as 
dictated by any borrower response to other questions. 
 

 Non-Disclosure of relevant information. 
 

1. Unquestioned acceptance of information or documentation that is known, should have been known or 
should be suspected to be inaccurate. 

 
2. Simultaneous or consecutive processing of multiple owner occupied loans from one applicant supplying 

different information on each application. 
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3. Allowing an applicant or interested third party (Realtor, Builder, Seller, Borrower, etc.) to “assist” with the 
processing of the loan. 

 
Consequences 

 
The effects of Loan Fraud are costly to all parties involved. The Company stands behind the quality of its loan production. 
Fraudulent loans cannot be sold into the secondary market, and, if sold, may require repurchase by the Company. Fraudulent 
loans damage our reputation with our investors and may even cause an investor to terminate an agreement with us. 
 
The price paid by those who participate in Loan Fraud is even more costly. The following is a list of a few of the potential 
consequences, both for you personally and the Company: 
 

1. Criminal Prosecution 
 

2. Loss of License 
 

3. Loss of lender access to lenders, mortgage insurance companies, agencies such as FHA, VA, surety bonding, etc. 
Industry participants routinely share information about fraudulent activities with each other, including Federal 
agencies, State authorities, Federal and State law enforcement and private information repositories. 
 

4. Civil action by the Company, applicant/borrower or other parties to the transaction for all damages sustained. 
 

5. Loss of employment and all commission due 
 

Potential Consequences to Borrower 
 

 Acceleration of debt. The borrower may also be in default if, during the loan process, the borrower submitted false 
or inaccurate statements to the lender (or failed to provide the lender with all material information) in connection 
with the loan. 
 

 Criminal Prosecution 
 

 Civil action by the Company and /or the lender 
 

 Civil action by other parties to the transaction such as the seller or Real Estate agent/broker. 
 

 Employment termination. 
 

 Loss of professional licenses. 
 

 Adverse effect on credit history. 
 
I have read the foregoing and understand the Company’s Fraud Policy and the consequences of non-compliance with this 
policy, including, without limitation, my personal liability for damages sustained as a result of my non-compliance. I hereby 
agree to the foregoing provisions and agree to abide by this policy. 
 
 
_________________________________________ _____________________, 20_____ 
Signature of Employee, Agent or Employee    Date 
 
 
_________________________________________ 
Printed Name 
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DISCLOSURE AND AUTHORIZATION TO OBTAIN INFORMATION 
 

In connection with my suitability for employment with CRL (Company”), I authorize Company to request a consumer 
and/or investigative consumer report on me for employment purposes from KROLL BACKGROUND AMERICA, 
INC. (“Kroll”).  Such reports may include, but are not limited to, information as to my character, general reputation, 
personal characteristics, and mode of living; discerned through employment and education verifications; personal 
references and interviews; my personal credit history based on reports from any credit bureau; my driving history, 
including any traffic citations; workers’ compensation records after a conditional job offer has been extended and to the 
extent permitted by law; a social security number trace; present and former addresses; criminal and civil history/records; 
and any other public record.   
 
I authorize any person, business entity or governmental agency that may have information relevant to the above to 
disclose the same to Company and Kroll, including, but not limited to, any and all courts, public agencies, law 
enforcement agencies and credit bureaus.  I authorize Company to share such information only with parties in interest 
who have a “need to know” such information to protect them and their employees.  Kroll does not sell or otherwise 
provide any of the information found in its background investigations to any party other than the Company.    
 
I understand that I am entitled to a complete and accurate disclosure of the nature and scope of any investigative 
consumer report of which I am the subject upon my written request to Kroll, if such is made within a reasonable time 
after the date hereof.  I also understand that I may receive a written summary of my rights under 15 U.S.C. § 1681 et. seq.  
I agree that this authorization shall remain valid for the duration of my employment with Company.  I certify that the 
information contained on this Authorization form is true and correct and that my application or employment may be 
terminated based on any false, omitted or fraudulent information.  
 
Signature:_____________________________________________________ Date:______________________________ 

IDENTIFYING INFORMATION FOR CONSUMER REPORTING AGENCY 
 

Last Name:_______________________________ First Name:________________________________ Middle:________________
    
Other Names Used ___________________________________________________________ Years Used______________________ 
 

Current Address:____________________________________________________________________________________________ 
                       Street        City          State Zip Code County                     Dates   
 

Former Address:_____________________________________________________________________________________________ 
                         Street        City         State  Zip Code County                        Dates    
 
Social Security Number:  _______________________________________ Daytime Phone Number:  _________________________ 

 
E-mail Address: __________________________ Driver’s License Number: ___________________ State of Issuance: __________  
 
*Date of Birth: ______________________________*Gender__________________  
 
For CA, MN & OK Residents Only:  Please provide me with a copy of my background report         YES:     NO  
For California residents: Under § 1786.22 of the California Civil Code, you may view the file maintained on you by Kroll.  You may also obtain a copy of this file, 
upon submitting proper identification and paying the costs of duplication services, by submitting a request by mail, by appearing at Kroll’s offices in person during 
normal business hours and on reasonable notice, or you may also receive a summary of the file by telephone after submitting a written request.  Kroll has trained 
personnel available to explain your file to you and will provide a written explanation of any coded information.  If you appear in person, you may be accompanied by 
one other person, provided that person furnishes proper identification.  Kroll is located at 1900 Church St., Suite 300, Nashville, TN 37203 and may be contacted at 
800-697-7189.   
 
*Providing year of birth and gender is strictly voluntary.  This information will enable us to properly identify you in the event we find adverse information during the 
course of a background search.   

 



Employment Application  
Applicant Information 

Full Name:                 Date:       
 Last First M.I. 

Address:             
 Street Address Apartment/Unit # 

                   
 City State ZIP Code 

Phone: (     )       E-mail Address:       

Date Available:       Social Security No.:       Desired Salary: $      

Position Applied for:       

Are you a citizen of the United States? 
YES 

 
NO 

 If no, are you authorized to work in the U.S.? 
YES 

 
NO 

 

Have you ever worked for this company? 
YES 

 
NO 

 If yes, when?       

Have you ever been convicted of a felony? 
YES 

 
NO 

  

If yes, explain:       
 

Education 

High School:       Address:       

From:       To:       Did you graduate? 
YES 

 
NO 

 Degree:       

College:       Address:       

From:       To:       Did you graduate? 
YES 

 
NO 

 Degree:       

Other:       Address:       

From:       To:       Did you graduate? 
YES 

 
NO 

 Degree:       
 

References 

Please list three professional references. 

Full Name:       Relationship:       

Company:       Phone: (     )       

Address:       
    

Full Name:       Relationship:       

Company:       Phone: (     )       

Address:       
    

Full Name:       Relationship:       

Company:       Phone: (     )       

Address:       



Previous Employment 

Company:       Phone: (     )       

Address:       Supervisor:       

Job Title:       Starting Salary: $      Ending Salary: $      

Responsibilities:       

From:       To:       Reason for Leaving:       

May we contact your previous supervisor for a reference? 
YES 

 
NO 

  
    

Company:       Phone: (     )       

Address:       Supervisor:       

Job Title:       Starting Salary: $      Ending Salary: $      

Responsibilities:       

From:       To:       Reason for Leaving:       

May we contact your previous supervisor for a reference? 
YES 

 
NO 

  
    

Company:       Phone: (     )       

Address:       Supervisor:       

Job Title:       Starting Salary: $      Ending Salary: $      

Responsibilities:       

From:       To:       Reason for Leaving:       

May we contact your previous supervisor for a reference? 
YES 

 
NO 

  
 

Military Service 

Branch:       From:       To:       

Rank at Discharge:       Type of Discharge:       

If other than honorable, explain:       
 

Disclaimer and Signature 
 

I certify that my answers are true and complete to the best of my knowledge.  

If this application leads to employment, I understand that false or misleading information in my application or interview 
may result in my release. 

Signature:  Date:  
 



Form W-4 (2008)
 Purpose. Complete Form W-4 so that your
employer can withhold the correct federal income
tax from your pay. Consider completing a new
Form W-4 each year and when your personal or
financial situation changes.
 

Head of household. Generally, you may claim
head of household filing status on your tax
return only if you are unmarried and pay more
than 50% of the costs of keeping up a home
for yourself and your dependent(s) or other
qualifying individuals. See Pub. 501,
Exemptions, Standard Deduction, and Filing
Information, for information.
 

Exemption from withholding. If you are
exempt, complete only lines 1, 2, 3, 4, and 7
and sign the form to validate it. Your exemption
for 2008 expires February 16, 2009. See
Pub. 505, Tax Withholding and Estimated Tax.
 

Check your withholding. After your Form W-4
takes effect, use Pub. 919 to see how the
dollar amount you are having withheld
compares to your projected total tax for 2008.
See Pub. 919, especially if your earnings
exceed $130,000 (Single) or $180,000
(Married).
 

Basic instructions. If you are not exempt,
complete the Personal Allowances
Worksheet below. The worksheets on page 2
adjust your withholding allowances based on
itemized deductions, certain credits,
 

Two earners or multiple jobs. If you have a
working spouse or more than one job, figure
the total number of allowances you are entitled
to claim on all jobs using worksheets from only
one Form W-4. Your withholding usually will
be most accurate when all allowances are
claimed on the Form W-4 for the highest
paying job and zero allowances are claimed on
the others. See Pub. 919 for details.
 

Personal Allowances Worksheet (Keep for your records.)
 Enter “1” for yourself if no one else can claim you as a dependent 

 
A
 

A
 ● You are single and have only one job; or

 Enter “1” if:
 

B
 

● You are married, have only one job, and your spouse does not work; or
 

B
 ● Your wages from a second job or your spouse’s wages (or the total of both) are $1,500 or less.

 

$ % 
Enter “1” for your spouse. But, you may choose to enter “-0-” if you are married and have either a working spouse or
more than one job. (Entering “-0-” may help you avoid having too little tax withheld.)

 

C
 C

 Enter number of dependents (other than your spouse or yourself) you will claim on your tax return 
 

D
 

D
 E

 
E
 F

 
F
 

Add lines A through G and enter total here. (Note. This may be different from the number of exemptions you claim on your tax return.) ©

 

H
 

H
 ● If you plan to itemize or claim adjustments to income and want to reduce your withholding, see the Deductions 

and Adjustments Worksheet on page 2.
 

For accuracy,
complete all
worksheets
that apply.
 

● If you have more than one job or are married and you and your spouse both work and the combined earnings from all jobs exceed 
$40,000 ($25,000 if married), see the Two-Earners/Multiple Jobs Worksheet on page 2 to avoid having too little tax withheld.

 ● If neither of the above situations applies, stop here and enter the number from line H on line 5 of Form W-4 below.
 

$ 
Cut here and give Form W-4 to your employer. Keep the top part for your records.
 

OMB No. 1545-0074
 Employee’s Withholding Allowance Certificate

 
W-4
 

Form
 
Department of the Treasury
Internal Revenue Service
 

© Whether you are entitled to claim a certain number of allowances or exemption from withholding is
subject to review by the IRS. Your employer may be required to send a copy of this form to the IRS.
 

Type or print your first name and middle initial.
 

1
 

Last name
 

2
 

Your social security number
 

Home address (number and street or rural route)
 

Married
 

Single
 

3
 

Married, but withhold at higher Single rate.
 

City or town, state, and ZIP code
 

Note. If married, but legally separated, or spouse is a nonresident alien, check the “Single” box.
 

5
 

5
 

Total number of allowances you are claiming (from line H above or from the applicable worksheet on page 2)
 $ 6

 
6
 

Additional amount, if any, you want withheld from each paycheck 
 7

 
I claim exemption from withholding for 2008, and I certify that I meet both of the following conditions for exemption.

 ● Last year I had a right to a refund of all federal income tax withheld because I had no tax liability and
 ● This year I expect a refund of all federal income tax withheld because I expect to have no tax liability.

 7
 

If you meet both conditions, write “Exempt” here ©

 

8
 

Under penalties of perjury, I declare that I have examined this certificate and to the best of my knowledge and belief, it is true, correct, and complete.
 Employee’s signature
(Form is not valid
unless you sign it.) ©

 

Date ©

 9
 

Employer identification number (EIN)
 

Employer’s name and address (Employer: Complete lines 8 and 10 only if sending to the IRS.)
 

Office code (optional)
 

10
 

Enter “1” if you have at least $1,500 of child or dependent care expenses for which you plan to claim a credit 
 

 

  

4
 

If your last name differs from that shown on your social security card,
check here. You must call 1-800-772-1213 for a replacement card. ©

 

Cat. No. 10220Q
 

Enter “1” if you will file as head of household on your tax return (see conditions under Head of household above)
 

Note. You cannot claim exemption from
withholding if (a) your income exceeds $900
and includes more than $300 of unearned
income (for example, interest and dividends)
and (b) another person can claim you as a
dependent on their tax return.
 

Nonwage income. If you have a large amount
of nonwage income, such as interest or
dividends, consider making estimated tax
 

G
 

Child Tax Credit (including additional child tax credit). See Pub. 972, Child Tax Credit, for more information.
 

G
 

● If your total income will be between $58,000 and $84,000 ($86,000 and $119,000 if married), enter “1” for each eligible 
child plus “1” additional if you have 4 or more eligible children.

 

● If your total income will be less than $58,000 ($86,000 if married), enter “2” for each eligible child.
 

(Note. Do not include child support payments. See Pub. 503, Child and Dependent Care Expenses, for details.)
 

Tax credits. You can take projected tax
credits into account in figuring your allowable
number of withholding allowances. Credits for
child or dependent care expenses and the
child tax credit may be claimed using the
Personal Allowances Worksheet below. See
Pub. 919, How Do I Adjust My Tax
Withholding, for information on converting
your other credits into withholding allowances.
 

Nonresident alien. If you are a nonresident
alien, see the Instructions for Form 8233
before completing this Form W-4.
 

 

For Privacy Act and Paperwork Reduction Act Notice, see page 2.
 

Form W-4 (2008)
 

2008 

adjustments to income, or two-earner/multiple
job situations. Complete all worksheets that
apply. However, you may claim fewer (or zero)
allowances.
 

payments using Form 1040-ES, Estimated Tax
for Individuals. Otherwise, you may owe
additional tax. If you have pension or annuity
income, see Pub. 919 to find out if you should
adjust your withholding on Form W-4 or W-4P.
 

 



Department of Homeland Security 
U.S. Citizenship and Immigration Services

Form I-9, Employment 
Eligibility Verification

OMB No. 1615-0047; Expires 06/30/09

Please read instructions carefully before completing this form.  The instructions must be available during completion of this form.  
  
ANTI-DISCRIMINATION NOTICE:  It is illegal to discriminate against work eligible individuals. Employers CANNOT 
specify which document(s) they will accept from an employee.  The refusal to hire an individual because the documents have  a 
future expiration date may also constitute illegal discrimination.

Section 1. Employee Information and Verification. To be completed and signed by employee at the time employment begins.
Print Name:    Last First Middle Initial Maiden Name

Address (Street Name and Number) Apt. # Date of Birth (month/day/year)

StateCity Zip Code Social Security #

A lawful permanent resident (Alien #) A
A citizen or national of the United States   I am aware that federal law provides for 

imprisonment and/or fines for false statements or 
use of false documents in connection with the  
completion of this form.

An alien authorized to work until

(Alien # or Admission #)
Employee's Signature Date (month/day/year)

Preparer and/or Translator Certification. (To be completed and signed if Section 1 is prepared by a person other than the employee.) I attest, under 
penalty of perjury, that I have assisted in the completion of this form and that to the best of my knowledge the information is true and correct.

Address (Street Name and Number, City, State, Zip Code)

Print NamePreparer's/Translator's Signature

Date (month/day/year)

Section 2. Employer Review and Verification. To be completed and signed by employer. Examine one document from List A OR 
examine one document from List B and one from List C, as listed on the reverse of this form, and record the title, number and 
expiration date, if any, of the document(s).

ANDList B List CORList A
Document title:

Issuing authority:

Document #:

Expiration Date (if any):
Document #:

Expiration Date (if any):

and that to the best of my knowledge the employee is eligible to work in the United States.   (State(month/day/year)
employment agencies may omit the date the employee began employment.)

CERTIFICATION - I attest, under penalty of perjury, that I have examined the document(s) presented by the above-named employee, that 
the above-listed document(s) appear to be genuine and to relate to the employee named, that the employee began employment on

Print Name TitleSignature of Employer or Authorized Representative

Date (month/day/year)Business or Organization Name and Address (Street Name and Number, City, State, Zip Code)

B. Date of Rehire (month/day/year) (if applicable)A. New Name (if applicable)

C. If employee's previous grant of work authorization has expired, provide the information below for the document that establishes current employment eligibility.

Document #: Expiration Date (if any):Document Title:

Section 3. Updating and Reverification. To be completed and signed by employer. 

l attest, under penalty of perjury, that to the best of my knowledge, this employee is eligible to work in the United States, and if the employee presented 
document(s), the document(s) l have examined appear to be genuine and to relate to the individual.

Date (month/day/year)Signature of Employer or Authorized Representative

Form I-9 (Rev. 06/05/07) N

I attest, under penalty of perjury, that I am (check one of the following): 
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