
5
Determine Mortgage Needs 

and Develop Needs Assessment 
Document

7
Assess Mortgage Option(s) 
from Available Lenders and 
Match them against Client s 

Objectives

 Client and File Copies of 
Needs Assessment

 Written Record/
Confirmation of Discussion

 Client Copies of Mortgage 
Option(s)

9
Client Accepts 

Recommended option?

3
Client s Expectations of 

Mortgage Broker 

4
Fact Finding/Review of Initial 

Application
 Client Verification (Photo 

ID)
 Credit Information

   - Job letter
   - Pay Stub
   - T4A/Notice of           

Assessment
  - Credit Bureau
  - Bank Statements
  - Investment    

Statements
  
 Expenses
 Life Stage
 Client s Circumstances
 Risk Tolerance
 Time Sensitivity

 Products Available
 Affordability
 TDS/GDS
 Long/Short Term 

Objectives
 Past Mortgage Experience

 New/renewal/refinancing
 Appraisal
 Property offer listing
 Property tax document

 Professional 
Advice/Product 
Option(S)

        or 
 Predetermined 

Product

 Written Record/
Confirmation of Discussion 

2
Initial Meeting/Discussion with 

Client

Start

1
Initiating Online Application/
Phone Call/Email/Visit from 

Client  

 Written Record/
Confirmation of Discussion

 Written Record/
Confirmation of Discussion

11
Finalize and Prepare 

Application for Submission

10
Client Selects Alternative?

 Written Record of Client s 
Decision

END

No

Yes

Yes

6
Is Professional Advice or 

Product Option(s) 
Required?

Yes

Yes

No

8
Review and Provide Suitable 

Mortgage Option(s) and Advice 
to Client

No

A
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A

12
Submit Application to Lender

END

Flowchart Legend

 Credit Information
 Purchase/Sale 

Agreement
 Evidence of 

Downpayment
 Existing Mortgage 

Statement (if 
applicable)

 Appraisal (if 
available)

13
Approved by Lender?

16
Conditional Commitment 
Issued by Lender to Client

Yes 15
Commitment Not Issued

19
Deal does not close

 Commitment 

 COB including disclosures 
such as:
- Role of Mortgage Brokerage
- Suitability of Mortgage
- Material Risks
- Conflicts of Interest

18
Client Makes Informed 

Decision.
Client signs COB and 

Commitment?

21
Deal Closes

No

17
Cost of Borrowing Disclosure 

Form (COB) Prepared by 
Mortgage Broker

 Disclosure to 
Client including:
- Penalties or late 
payment 
- Penalties for early 
closing
- Prepayment 
privileges
- Disclosure fees

14
Additional Documents 

Required?
No

No

Yes

20
All Conditions Satisfied

Yes

Yes

No
Outstanding 

Documentation 
(e.g. Appraisal)

Data 
Collection

Output

Process

Decision

Inter- 
Changeable

 Process

Start/end

22 
Client Services Continues
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