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Introduction

This is a guide to using the Financial and Consumer Affairs Authority (“FCAA”) online portal called the
“Registration and Licensing System” (“RLS”). This guide is specific to mortgage associates, mortgage
brokers, mortgage brokerages and mortgage administrators to provide guidance for each licence type
on specific processes and is not intended to provide an overview of the functionality of RLS.

Please take a moment to review our publication “Registration and Licensing System (RLS) Basics” (“RLS
Basics Guide”) to learn the basic functionality of RLS, including how to create a user account, how to
navigate within RLS and how to submit information through RLS. The RLS Basics guide is available on our
webpage and while general in nature, the RLS Basics Guide will assist users to fully learn and utilize the
functionality of RLS.

RLS is a secure electronic environment that allows a user to administer a licence or registration;
including applying for licensing or registration, submit required filings (collectively called “Submissions”
for the purpose of this guide), print a licence and view correspondence regarding a licence.

For the purposes of this guide, “submissions” include, but are not limited to, the following:
e Annual returns;
e Changes of information; and
e Surrendering a licence.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or

more information required) by our office.

RLS should be accessed using Google Chrome, Mozilla Firefox, Internet Explorer 11 or Microsoft Edge
browsers. Other browsers may result in the system not performing properly.

Microsoft Internet -
G chrome Edge S Explorer1l @Flrefux

Please note that all images shown in this guide are for illustration purposes only and may not be an exact
representation of the RLS online portal.
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General Navigation

In addition to the guidance that you will find the RLS Basics Guide, this page provides the very basic RLS
navigation tips.

General Navigation Tips

MNewt

To proceed to the next step in the submission, Click “Next” ~ found at the top of the
right-hand corner of the most submission screens. Your page will be saved automatically.

As you save and/or exit a screen, the following message will appear if your details have been
saved successfully:

\/ Details Saved Successfully

To go back to a previous step in the submission, click “Prev” + found at the top of the
right-hand corner of the screen. Your page will be saved automatically.

i
For additional help, review any “information bubbles” and instruction text boxes
found throughout the submission screens.

=

addition, where a screen performs calculations, in most situations, you will be asked to click

You can also press “Save” to save the entries you have made on the screen. In

“Save” to perform the calculations.
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Navigating the Home Screen

In addition to the guidance that you will find the RLS Basics Guide, this page provides a summary of your
RLS home screen basic navigation.

-

e v f—

FCAA Registration and
Licensing System

This i Ihe Navigation Panel
Thie 5 dyr based on

pplication and

ol e

apphcation | -

Apply for a Licence /
Registration /
Endorsement / Or

Usathe —  button lo toggie
the panel open or closed.

Classifications Film Classification

Al the bottom of this navigation
paned you can find your account
oplons, including log out

Account - CGO_TD2TEST
G 1o my profile o

Lag Cut (%)

Dashboard Buttons

1. “Your Licences” button allows you to view all active licences currently associated with your user
account. By clicking any item in this list, you will be taken to the licence page where you can
view/print your licence and review other important details.

2. “Apply for a Licence” button allows you to start the application process for a new licence.

3. “Your Email Correspondences” button allows you to view correspondence documents.

Navigation Panel
4. “Go to my Profile” allows you to view your RLS account information.
5. “Log Out” allows you to log out of RLS.

6. To hide or show the navigation panel on the left hand side of the screen, click the E

Portals

7. “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for
more information.

8. “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

9. “My Active Licences/Registrations” includes all active licences currently associated with your user
account. By clicking any item in this list, you will be taken to the licence page where you can
view/print your licence and review other important details.

“My Licences/Registrations that Require Action” portal will show you if you have any submissions due

for your licence that you have not started or not completed.
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Mortgage Associates

This section of the guide is specific to mortgage associates to provide guidance on specific mortgage
associate processes. If you are not currently licensed as a mortgage associate or seeking licensing as a
mortgage associate, please refer the appropriate section of this guide.

Compliance with Legislation

The Mortgage Brokerages and Mortgage Administrators Act (the “Act”) and The Mortgage Brokerages
and Mortgage Administrators Regulations (the “Regulations”) provide the legislative framework for the
regulation of mortgage brokerages, brokers, associates and mortgage administrators in Saskatchewan.
The Act applies to all persons carrying on the business of brokering or administering mortgages in
Saskatchewan.

Once you are licensed as a mortgage associate, you must comply with all aspects of the legislation.
Mortgage associates are responsible for ensuring they are familiar with and in compliance with all
legislative requirements, including annual, ongoing and notification requirements. If you are unsure of
your specific legislative requirements or need additional help or guidance, please contact our office (see
the “Contact Us” in this guide) or review the guidance available on our webpage.

Licensing Requirements

Mortgage associates are individuals that broker mortgages on behalf of a licensed mortgage brokerage.
Mortgage associate applicants need to meet both education and experience requirements, or be
exempt from these requirements, and be found suitable for licensing.

Under the Regulations, an individual is exempt from the mortgage associate education requirement if
they have authorization as any of the following:

e  British Columbia — Sub-mortgage broker

o Alberta — Mortgage Associate

e Manitoba — Salesperson

e Ontario — Mortgage Agent

e Québec - Mortgage Broker

e Québec - Fully Qualified Real Estate Broker

e New Brunswick - Mortgage Associate

Individuals who do not hold one of the above authorizations are not exempted from the mortgage
associate education and experience requirements, and need to demonstrate they meet the education
and experience requirements when they apply for a licence. You can access a summary of the
application and the supporting material requirements in the Mortgage Broker Associate Toolkit which
has been included in “Appendix A” of this guide and is also available on our webpage.

If you are unsure of your specific licensing requirements or need additional help or guidance, please
contact our office (see the “Contact Us” in this guide.)
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Apply for a Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage associate in
Saskatchewan.

Mortgage associates are individuals that broker mortgages on behalf of a licensed mortgage brokerage.
Mortgage associate applicants need to meet education requirements and be found suitable for
licensing. Mortgage associates are supervised by a mortgage broker with the brokerage. You can accesss
a summary of the application and the supporting material requirements in the Mortgage Associate
Licence Toolkit which has been included in “Appendix A” of this guide and is also available on our
webpage.

To apply as a mortgage associate, you need to be invited by a Mortgage Brokerage. The invitation is sent
from the Mortgage Brokerage’s RLS account. You will receive an invitation by email and are then
responsible for completing the licence application.

All applications made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your application. You will be notified of the status of an application (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. A “Mortgage Brokerage — Broker/Associate Invitation” will be sent from RLS on behalf of the
mortgage brokerage.

Mortgage Brokerage - Broker / Associate Invitation

You have been invited by the ing mortgage brokerage to be a broker or associate for their brokerage:

EXTERNAL USER GUIDE

Message from morigage brokerags;

Extermal User Gusde MBMA

To respond to this mvitation, you must click the “Respond to Invitation” button below. After you have clicked that button, you will be taken to the login page for the Financial and Consumser Affawr Authority’s (FCAA) online Registration and Licensing System (RLS). If you do mot have a
User ID and password for LS, you will need to create an account. Instractions related to wsing RLS can be found on our website

» I you are applying 1o be & mongage brokes, pleass visit this webpuge:

hetp://fcan gov sk ca'regulated-businesses-persoss persons mortgage-brokers

+ i you are applying to be a mortgage associate. pleass visit this webpage:
hitp://Fean Rove sk ca/fegulated- businesses perions perions MOrRIRC-AEECREE

1f you bave questions related to this invitation, please contact the above mortgage brokerage.

2. To accept the invitation, click the link in the email. In order to proceed with your application, you will
need to have an RLS account already. If you do not have an account, you will need to register one.

You will be brought to the RLS login page.

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password?

Enter your User ID and Password and click “Login”.
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3. You will be brought the invite screen. To continue with your application, click

Broker/Associate Invite

Brokerage Information

The Brokerage Bsted sbove hus statod that you sre s Brokor of Associate for thoir Brekersge. By accepbng thes mvitation you ano doclanng that tis is tue

Hroker Associate Invite Detais

Pending Acceptance

8 of mwiting an exrsting broker or New

Extamal Lisar

m Emad Address

ide MBMA

Account - CED_MBROKER
Go ¥ vy rolile o

Log Out [x]

To continue with your application, click “Accept Invitation”.

4. You will be brought to the first step of your application — “Event”.

Mortgage Broker or Assoc!

1
122310-00 - MRT_ASC - NEW Pending Subnilssion !

e s

Submission Instructions

Witlcoeme Lo the Financial ahd Consurtor Aflairs Aulhorily's (FCAA} online Registraton and Licensing Systen (RLS}

Piaase take a moment to familanze yourself with the hoensing requirements and the you will need P the process. You may wish 1o review the different pages
of the submession (the ps”) i advance While you will not be able to submit the submission 1o FCAA until all required felds have bean compiated, you can vew the screens al any tima:
You can also fviow information on ot wobisite al. waw.fcas.gov.sk.ca When on e man FCAR wobjiege, phirs: nawgat o the anpropriat program for further informaton

18y hiavve any quastions about icensing roquirements or about how 10 e RLS 1o make & submission o FCAR, ploass conact us af fid@gov.sk.ca or [306) TET-ET00.

Submission Information

Account - CED_MBROKER
Goto my proli o

Log Dut [x]
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On the left side is your navigation menu where you can navigate to the different steps within the
application, log out or access your RLS account.

On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions

&
e Cancel your filing if you have started an application and didn’t intend to; " and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.
Please note that you will not be able to submit the application if a step has any blank or missed

questions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Broker or Associate

Pending Submission

ness Activity

bution on the nght to proceed. Your micrmation will be e

Submission Instructions

Whtlcoma Lo the Fanancial and Consutar Aftairs Aulhotity's (FCAA} online Registration &nd Licensing System (RLS)

Piease take a moment to famlanze \‘O.l 5‘.’ i with the b ens ng requirements aﬁj he wal you will nead 10 © the Process. You may 1\’6'\ '.‘3 reniew the different
pages of ihe 5 i Yo e o subms sion to FCAA unbl af required felds have been comgl n view e screens at any
e, You i af wwwr:npm-:h:. n FCAA webpage, please navigale lo e approprali ps ‘.w‘ullll infoemation

1t you have any quastions abo ensing requiroments or about how 1o use RLS 1o make a submission to FCAA, ploase conlact us af d@gov.sk.ca or (306) 787-8700

sion Information

Thee prmacy contact 15 the mdnvdual who will be recenang communicaiions and information from fhe FGAA regandng ths request. [ you are e pamary contact, piease select “Yes” below
and complate the remaining fisids. |f anoiher ndvidual shoud ba the pamary contact. pleasa sefect N balow and provide e reguied information

Ase you the prmary contact person for this application

Prefix First Name’ Last Name Misddie Name

Account - CED_MBROKER

G 4y e o

Log st (x]

The individual listed as the primary contact for the application will receive emails and may be contacted
by our office regarding the application and/or licence.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. ™
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6. You will be brought to the “Business Activity” step of your application.

Mortgage Broker or Associate

a Business Activity

Business Activity

i

will be saved

122310-00 -

Business Aclivity Information

Hame of Applicant:

Prifix First Name’ Middio Name Last Name'

Broker Azsociate

Licenses Name: EXTERNAL USER GUIDE, Operating Name: N'A

Aceount - CCD_MBROKER

G ks vy il o

Log Ost o
Answer the questions accurately and completely and upload all requested supporting documentation.
Please refer to the Mortgage Broker/Associate Licence Toolkit for specific guidance on the application

fields and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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7. On the “Suitability for Licensing” step, you will need to answer the questions and upload a criminal
record check.

Mortgage Broker or Assoclate

Swp3
€ Suitabllity for Licensing

Aflor comgleding th form chck the = bution on ihe 1ight to procesd. Your mlarmatan will by saved

vy |

stop 3
Sultabliity for Licensing

Step 4

Suphorting Doowments 12231000 - External Guide

Cnminai Record Detods

Sty
Declaration

During the past ten years, have you

Yes Mo
Yes Na
Yes No
Yoz No
Yes No
Yes | No
s of any pro Yes | No
I you have any additional information or if you answered “Yes" o any of the above questions please upload , These may provide additional

Information, detalls and specifics including dates, fines imposed and actions taken. Be sure to label the documents accordingly.

I you have any additional information of If you answered “Yes" 1o any of the above questions plaase upload These may provide additional
Information, detalls and apecifics including dates, fines imposed and actions taken. Be sure to label the docurnents accardingly.

Crminal Record Chicks

Aecount - COD_ MBROKER
G by peolile (]

Log Out [}

Criminal record checks should be dated no earlier than 3 months from the date you submit the
application to us.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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8. You will be brought to the “Supporting Documents” step. Upload all the requested supporting
documentation.

Mortgage Broker or Associate

Stop 4

|| Supporting Documents

After completing e form cick the 4 bution on e nght to proceed. Your miomation wil be saved

eIzl

122310-00 - External Guide

Supparting Documents

Supporting Materials

1 Upload File

e &0y olher supparting information ragarding this appboabon?
" d 4 Yes No.

Account - CEB_MBROKER
Ge v my ol ()
Log Dut o

Please refer to the Mortgage Broker/Associate Licence Toolkit for specific guidance on the application
fields and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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9. The final step in the application is the “Declaration” step. You will need to read and complete the
Statutory Declaration form. A link to the declaration form is provided on this page.

Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration
must be sworn before a Commissioner for Oaths or Notary Public.

Click the “I Agree” box to agree to it.

Mortgage Broker or Associate

- )
fop 5
€4 Declaration ol
"=
& FClLY: -
m *
122310-00 - External Guide
Submission Instiuchions
Stap 5
Declaration

Fnor to checkng 7| Agree” and chclong the “Subimit 10 FCAA” bution, the submitter'appécant = encouraged fo canefully review all miomation provided in the submessaon
By checking " Agren” and clicking the "Subimid ta FCAA™ buttan, the follcwing will cocur

o Th submisson wil bi feewaded lo FCAM for review,

o The submission wil be locked down and tha submitter/appscant wil nof be able o make any changss to the submission,

« If FCAA entifies changes of requires addiional information, tha suhmission will be ratumed to the submitier/applicant {wia RLS) and the submission wil be avasable for updates
= If, prior bo FCAA completing thes review, the submetiesapplicant idantifies changes or wishes to provide addéonal informaton the submittanapplicant will reed to contact FCAA directy.

Afler checking | Agroa” and clicking i "Subrmit 1o FCAA" bution, 8n invoice will B craated. A submessian may not be considoned complot untl e application foes have bean fomitied 1o
FCAA

1 Agres”

Praase uplead iho complalod Statutory Doclaration
} Upload File
Click here for the Statutory Declaration Form to bo completed and uplaaded by the appiicant

Acceunt - CCD_MBROKER
G 4y e o

Log Dst o

Click “Submit to Brokerage”.
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10. A notification will be sent from RLS to the brokerage that sent the invitation. Once the brokerage has
reviewed your application, you will be prompted to pay for the application and licence fees and submit
your application to our office for review.

Mortgage Broker o Associaie

Declaration

denn /
1221000 - External Guide
Suba Instruct

Declaration

Priar b eheschonsg *| Agiied" and cheking the *Subenil i FEAA" bthon, i subimilerapgicant s ancouraged b Carefly rvinw all nlommation provided o (e submiison

By checiong ™1 Agres” and cicking the “Submit 1o FCAA® button, the olicwing wil occur

aion will be forwarded 10 FCAA for review,
o) will b Kockin! down Snd B Submaon appkcnt wil nal be Bt 10 make Ay CRANGES 1 1 Submission
adontfes chisngos of requinys addsonal inkaimaton, (e submission wil be ralaned 1 1he submilterepphcant (via RLS) and the submasion wil be available for updates
o FCAN complobg I rviow, the submitiorapplicant idontifies changas of wishas 1o provide addéonal infarmation the subenitior/anplcant will need o contact FCAM droctly

After chacking "1 Agros” and elicking the “Submit 1o FCAA” busion, an ivoics wil ba croated. A submission mary nod bo considered complote unsi the Bpplication foes hawe boen romed 1o

FCAR

s 1201

Praane uplond e compieled Siakilory Declarlion Extormal_User_Giade docs

Loownioad File
Ciiek heve for the Statutory Decilaration Farm to be comploted and uploaded by the appiicant
The Brokerage has been notified and is reviewing your submission. Yo will be notified when the Brokerage has completed that review. At which time you will be prompted to pay the
application and licencs faes, I any, and submit your application to the FCAA
Thank you

Account - CCO_MIRONER
e 4 e ()
Log Cut (] !

You can navigate to your RLS home screen or log out of RLS. Please refer to the RLS Basics Guide for
additional information on navigating the RLS dashboard.

11. You can print a copy your completed application from your browser if you need to reference it or
would like to keep a copy for your records.

Using the navigation portal on the left side of the screen, you can move to the first step of your
application “Event” by clicking on it. You will be brought back to the licence screen.

Actions

et
On the right side of the screen, click the “Action” button %" and select “Print Submission”.
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12. You can see if your licence is in progress or requires more information from the RLS home screen.

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for more
information.

e v

FCAA Registration and

Licensing System

This i Ihe Navigation Panel
T

Appl
Registrat] Registration /
Endorsements / Film Endorsem Or
Classifications Film Classification

Account - CGO_TD2TEST
Go 1o my profile o

Lag Cut (%)

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Request for More Information

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”). In carrying out the review of your submission, the Superintendent
may require clarification or additional information. You will be notified by email if the Superintendent is
requesting more information regarding your submission.

You can also see if your licence is in progress or requires more information from the RLS home screen
using the portals on the right side of the screen:

e The “My Submissions in Review” portal list includes all submissions that you have successfully
submitted to FCAA for review.

e The “My Pending Submissions” includes all submission that you are currently working on and
have not submitted. This portal also includes submissions that have been returned to you by our
office for more information.

e v

FCAA Registration and
Licensing System

This i Ihe Navigation Panel

Your Licenc Appl

Registrat] Registration /
Usathe — M o toggie Endorsements / Film Endorsement / Or
the panel open Classifications Film Classification

Al the bottom of this navigation

Account - CCD_TD2TEST

G 1o my profile o

Lag Cut (%)

In order to have your submission processed in a timely manner ensure that you carefully read any emails
sent to you to ensure that all actions required are completed and all information we may request in RLS
is provided.

Please ensure that the email address in your RLS account information is checked regularly as all
communications from our office will be sent to this email address. To ensure that you receive all of your
RLS account communications, please add the RLS email address fcaarls@gov.sk.ca to your contact list.
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1. A “More Information Request” email will be sent from RLS if more information is required to
complete the review of your submission.

FCAARLS@gov.sk.ca
Mare Information Requested - Mortgage Brokerage with Endarsemnent - Mew Application - 122313-00 - EXTERNAL USER GUIDE (Endorsement)

This message 15 to notify you that we have carmed out a review of the Mortgage Brokerage with Endorsement - New Apphication and a communication requesting clanfications or
additional nfarmation 15 now available

You can secess this commuanication by clicking the link at the bottom of this emasl (note: the link is below the emnil signatare an confidentialiny notice information). Abernaiely,
vou can acoess this communication by legging in to the Financial and Consamer Affazrs Authogity’s (FCAA) Registration and Licensing Svsiem (RLS)

{https-//fraa saskatchewan ca), clicking on the "My Email Correspondence” button and locating a comnunicatson with the dats of this smail

To provide the requested mfcemation, please log in to BLS and chick on the portal "My Pending Submussions”. Locate the submissaon by using the infarmation in the subgect line of
this emanl Each step in the submussion that requires clanficatons or sdditional information will be highlighted m yvellow and mstroctions will be svailable on esch step. Steps
where changes of information are not needed are shown in green, and are locked down. Please contact us directly if changes are needed 10 one of more of these steps

Please do not reply to this message as this emadl inbox is oot mondtored, If vou nasd to contact us cutseds of RLE, please do so by email at fid & gov.sk ca or by phore at (306) TET-
G700,

Thank you.

2. To access the RLS login page, go to https://fcaa.saskatchwan.ca or click the link to the RLS login page
from the email.

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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https://fcaa.saskatchwan.ca/

3. Click the link for the submission that requires more information from the “My Pending Submissions”
portal on the right side of the home screen.

Please note that it may take a few seconds for the submission to load.

ek

FCAA Registration and

=
o)

Licensing System

ion Panel

\ /
Apply fora L
Regis

Endorseme

Your Em

Corre

Classifications

Film Clas

Account - GGD_TD2TEST
Go 1o my profile (]

Lag Cut (%)
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4. You will be brought to the licence screen. Each step in the submission that requires clarification or
additional information will be highlighted in yellow and instructions will be available for completing each
step.

Mortgage Brokerage with Endorsement

Stop 1
Event Requested more information Hen
Stop 2 o o
Business Activity

Stop 3 o

Supporting Documents ..6

Step 4
Declaration o

1he Submission process
g4 have

fime. You information on

It you have any questons about kcensing req

Submission Information

tha Indivicual who will ba receiving communications and i

on from the FCAA regarding this request. If you are the pamary contact, plerse select ™Yes™ below
ameng felds 1 another indevidual should be tha primary co ]

salect "No” below and provide the required information

A you the pamary contact parson for this application?

Prafix First Name' Last Name Micdle Name

V] Extarnal User

Account - CCO_TDATEST

o tormy profile o Email Address

Log Out ']

The submission steps where changes or additional information are not required will be shown in green
and are locked down.

You can navigate to the submission steps that require more information using the navigation panel on
the left hand side of the screen by clicking on each yellow step. You can also move through the
submission using the next and previous arrows on the right side of the screen.

You will only be able to make changes to the steps that are highlighted in yellow and the rest of the
application is locked down. If you need to make changes to information on a submission step that is
locked (i.e. shown in green and not yellow), please contact our office (see the “Contact Us” in this
guide).

Once you have completed all changes or provided the required supporting documents, use the next
arrow button to proceed to the “Declaration” step of the submission.
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5. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Click “Submit to FCAA”.
6. You can print a copy of your updated submission from your browser if you need to reference it or
would like to keep a copy for your records.

On the right side of the licence screen click the “Action” button and select “Print Submission”.

Mortgage Brokerage with Endorsement

Step 1
Stop 1 ==
gont 122313-00 - MRT_END - NEW In Review -

Aioms
Rer complating 1he form cick the = button on the right o proceed Your information will be o
saved

Submission INstruckons

Weicome to the Financial and Consumer Affairs Authority's (FCAA} online Registration and Licensing System (RLS)

Please lake a moment fo famikiarize yoursedl with the licensing requirements and the information you wil need to complate the submission process. You may wish to review the different
pages of the submission (the “Steps”) in advance While you will not be able to submit the submission 1o FCAA until all required fields have been completed, you can view the screens at
any time Yol can aiso feview infarmatan on our websits al’ www.feaa.gov.sk.ca When on the main FCAA webpage, pleass navigate to the appropriate program for further information

11 you have any quesbons about heensing requirements of about how 1o use RLS to make a submission 1o FCAA, pleass contact us 3t id@gov.sk.ca of (306) 787-6700

Submissien Informaton
Submission Number 122313.00

Licence Event Typa New Application

Primary Contact Information

The primary contact is the individual who will be raceiving communicalions and information from Ine FCAA ragarding this request [f yol are the prmary contact, piease saict “Yes™ balow
and complete the remaining fiekds. If another indivicual should be the primary contact, please select "No” batow and provide the requined infomation.

Are you the prmary contact person for this application? Yas
Prafix First Name Last Name Middle Name
External User
Titke / Positon
Account - CCO_TD2TEST
Email Address
Go to my profile (-]
Phone Numbe
Log Cut L)
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Print a Licence

In order to print your licence, you will need to have an RLS account already. If you currently have a
licence and do not know your user ID or password, please review the RLS Basics Guide before

proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatche

: GOVERNMENT OF SAS

AAZH

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
o ew

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

Account - CCD_TOITEST
G v ey prolile o

Log Ost a

3. Click the link for the Mortgage Associate licence.

Please note that it may take a few seconds for the licence information to load.

f—
FCAA Registration and Licensing System

This 1s the Navigation Panel Thi
d on your place in
5 as a primary ool fo navig
f the application

= i
button o toggla the panel open or Your L Apply for a Licence |

Registrations /

Licence # Program Name

100884 Mongsge Brokerage EXTERNAL USER GUIDE

Al the bottom
your account option
+

Account - CCD_TD2TEST
Ga to my profile. Q
Log Out [x]
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4. You will be brought to the licence screen. Ensure that your pop-up blocker is disabled or you can
permit pop-ups from this site.

Click the “View Licence” button on the right hand side.

Mortgage BroverAsccine Leence - 1

Mortgage Broker/Assoclate Licence - 100652

FC“_A

roo informnion

Ascours . CO0 MBROWER
G 1y ol o

RLing O o

5. Your licence will pop-up in a new window. Ensure that you have a PDF viewer or reader installed on
your computer. From the pop-up window you can print your licence.

Ol Wongags Brokerfaseciste Lisancs - 1 Morgage Brougﬂﬁss'@r.r.—m;unvm = = T
N, &

Cipen in Acrotat

i o b Cotinstns
L [ 08T
Mty 879 TR BARKATCHEWAN DR
harmas REGHA SASEATCHEWAN B4F 81
= e o spees i BSRAY o bt of MAMCH 1. 670 MORTSAGE BROSERAGE LLF My o

L N s L e

bt Fapisciond Anvcust Rt

G NOWE

Aczount - COO_MOROHER

a0 1 ey poclie o

L O [

22|Page



Provide Information Update

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage associate in
Saskatchewan. The Act also requires mortgage associates to provide notification of significant changes
to your business.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not
have an account, you will need to register one. If you currently have a licence and do not know your user

ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| % Saskatche

AELL

GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

Aceeunt - CCD_TDITEST
G vy kil o
Log Ost a

3. Click on the link for the licence that you would like to update. Please note that it may take a few
seconds for the licence information to load.

f—
FCAA Registration and Licensing System

the Navigation Panel
d on your place in the application and

i
Apply fora Licence |
Registration

Endor t | O Film

Your Licen

Registrations /

Licence # Program Name

fication

100884 Mongsge Brokerage EXTERNAL USER GUIDE

Al the bottom of this on panel you can find
your account options, including log cut

Account - CCD_TD2TEST
Ga to my profile. Q
Log Out Q

24| Page



4. You will be brought to the licence screen. Click on “Provide Information Update”

Morgage Beoksrikasociste Licence - 1 Mortgage Broker/Assoclate Licence - 100652

Active

Azpount - 00 MBRDHER
i oy el [~

Lo s L]

5.You will be brought to the first page of the licence event.

121724-01 - MRT_ASC - CHNG

19 Submi

1[3:!'

uitability for Licensing
Nt 80 pros

1
O

Supporting Documents

Declaration

Wgk:oma b the Financial and Consumer Affairs Authcdity's (FCAA) online Registraion and Licensing System (RLS)
Piease take 8 moment ko fambianze yoorself wity the hcensing ||:cu|¢m=r|ls and the nformmabion you will need bo complete the submistion process. You may wesh 10 review the different pages of the
submission (he “Steps™) in advance: Whee you wil nct be abé bt the submission 1 FCAA untl ol requind Aeias have been Completed. you Can view the screans at any time You can aiso revew
Irdormation on 0ue website 8t wawfcasgov.skca. When o the main FGAA webpage. pléase ranigate 10 the B9popriats program for Rathe infarmatio

Hf you have any questions about licensing requinements of about how 1o Use RLS to make 3 submission to FCAA, please contact us at fid@gov.skeea or [306] T87-6700

Primary G

The prmary contact is the ndnadual who vl be seceiving coovmunicabions. and infeematon from the FCAA regarding this request. If you are the premary contact, pléase seleet “Yes® below and complete the
remaining fekds. If anather individual should be the prmary contact, please seloct “No bekow and peovide the requined informatcn

Ay CONEaCt PErEon

Yos No

First Name Last Narne

Account - CCO_MIROKER

Gobomy protie [~}

Log O 0 Tite
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On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions

e
e Cancel your filing if you have started an application and didn’t intend to; %% and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.

Please note that you will not be able to submit the application if a step has any blank or missed
guestions or required documentation uploads.

Click the next arrow button on the right side of the application until you reach the application step you

would like to change information on.

6. Click the “Make Changes” button to unlock the application step you would like to change the
information on.

Morigage Oroks o Aveociais

a0 A ezl

Licanses Hame: WARCH 3 KADHTE T EHACH LI, Oparaiing Mams

Change the information or documentation on the application step as you need to.

Click the next arrow button on the right side of the application, and continue to review and answer all
guestions on each step of the application.
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7. 0On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

i
Daclaration

ch

=

| i e T 8 0ferice 1 Mk 3 e of seleging sneeers 10 e Supeinieredern under The Moigage Erseoger 2 Botgage domoralos Act
AN T pronded e BN n e
| Agraw

Acooum . CCN MDROKTR

PR— o

Log i ]

Click “Submit to FCAA”.
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8. Our office will review the filing and communicate using the email address and contact information
you provided to us at the beginning of the filing.

You can see if your licence is in progress or requires more information from the RLS home screen under
the “My Submissions in Review” portal. This list includes all submissions that you have successfully
submitted to FCAA for review.

= % 2

ek o

FCAA Registration and

Licensing System

This i Ihe Navigation Panel

-
Apply for a Licence /
Registration /
Endorsement / Or

Your Li

Your Email
Correspondences

Registrat]
Endorsements / Film
Film Classification

Classifications

Account - CGO_TD2TEST
Go 1o my profile o

Lag Cut (%)

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Submit Annual Return

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage associate in
Saskatchewan. The Act also requires mortgage associates to provide notification of significant changes
to your business.

Once you are licensed as a mortgage associate, you must comply with all aspects of the legislation.
Mortgage associates are responsible for ensuring they are familiar with and in compliance with all
legislative requirements, including annual, ongoing and notification requirements.

Annual returns are due June 30 of every year, as is the annual fee. You are able to start your annual
return submission in RLS one month prior to the due date (i.e. June 1 of each year). You can access a
summary of the requirements and supporting materials required in the Mortgage Broker Associate
Licence Toolkit and also on our webpage.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewag

GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? o
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.

2. Click on the “My Licences/Registrations that Require Action” portal.

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

P 0
FCAA Registration and Licensing System

Account - CCD_TOITEST
Goto my proli o

Log Dut [x]
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3. You will be brought to the licence screen. Click on the “Start Annual Return” button.

Accoum . CCD MBROKTR
102 g pe Q@

Loy Ol o
4. You will be brought to the first step of your annual return application — “Event”

121741-03 - MRT_ASC - RNWL Pending Submission

Ethidas Aty L FCM ~

Suitability for Licensing

upporting Documents

Wiekcoma b the Financial and Consumer Affairs Authcnty's (FCAR) enline Registrasion and Licensing System (RLS)

Please take & moment 5o famslianze yoursslf with the hicensing requirements and the infes 4 wl\ reed o complete the submission process. You may wish 10 review the diferent pages of the
SuDMission (I “Steps”) i advance. Whise you wil not be able 1o sul have pleted, you can view the screens af any time: You can alsd reveew
irttmabon en ous websie at v fE33 gov.sk.ca. Vilien cn the mar FCAA webgage piaase |-a\m‘€ 10 the apprcoriate program fod fusther information

H you have any questions about licensing requirements o about how 1o use LS to make 3 submission to FCAA, please contact us at fid@gov.sk.ea or [306) T87-6700

Submission Informabion

Primary Contact Informaton

o fram the FOAR reganing this fequest If you see (e pomary contact, plesse select “Yes™ beiow and complete the
i bekrar and provide the requined information

The prmary cooaact & the mavidual who will be recenang communcatons: and i
e Eh primary contact, please seh

remaining helds. If anather indsidual shouid

Yoz No
Frefn Firsa Narne Larst Harne Middle Name
Account - CCO_MBROKER
) Externat User
Gote my protée -~}
Log o a Tite | Position
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On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions
&%

e Cancel your filing if you have started an application and didn’t intend to; “** and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.
Please note that you will not be able to submit the application if a step has any blank or missed

guestions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Martgage Broker or Associate

Evert 12114103 MRT_ASC- RHWL Pending Submission —

Step 3 -~

Business Activity

Step 4

Suitability for Licensing Rt
Aftes click thw ol buton o the right 59 proceed. Your informaton il be saved <

80 feview the different pages of the
creens af any tme You c2n also review

+ us at Nd@gov.sk.ea or (306) T87-6700

The prmany cociact 15 the mdsvidual who wil be recenang

. 1 you are e poeary contact, please select Yes” below and complete the
remaining fields. If angther indsvdual should be e

Account - CCO_MBROKER

G by proe -~}

og Ot o Tite | Position

The individual listed as the primary contact for the annual return submission will receive emails and may
be contacted by our office regarding the filing and/or licence.

Click on the next arrow button on the right side of the annual return submission.
6. Review all of the information and documentation on each step of the annual return application. If
nothing has changed, click the next arrow button to move to the next step of the application.

Review each step and make sure you have answered all of the questions accurately and completely and
uploaded all supporting documentation required.
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7. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Mortgage Broker or Associate

Bzé:lararjcn E‘
> ~
BEAA / &

12174102 - Extarnal User

Subemission INSINCLons

I am aware that it is an cfience o make 3 false or misleading statement 2 under The Movgage gage Act (the Act)

= Al infcermaton provided in s annual el is rue and reflacts any changes in ihe reparing period from that previously reporied in tha licence appication of preceding annual retutn subnstied by me. All otfier
SERSG ndormation prowded 10 the Supsrintendent i The boence apphcation or preceding annual et remans acourate

Stap
Des

1 have comphed with the Act in the reporing penod

Account - CED_MBRGKER
G b oy prle =]
Log O L]

Click “Submit to FCAA”.
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8. You will be brought to the “Invoice” step.

waners & (PR | VISA | Procendso aymaet |

pe—— -]

Log 0wt (x ]

An annual return fee must be submitted along with your application. Online payment options are only
available for invoices that are less than $2,500. Payments greater than $2,500 must be made by cheque
and are payable to the Minister of Finance.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques
along with a copy of the RLS invoice can be mailed to our office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

Once payment has been received by our office, we will review your licence application. Our office will
communicate using the email address and contact information you provided to us at the beginning of
the application.

Click the “Proceed to Payment” to complete the online payment. By clicking “Proceed to Payment” you
will be transferred to an external site powered by Moneris in order to process your payment. The
processing of your payment will be subject to the terms, conditions and privacy policies of the payment
processor. By choosing to use make a payment using this service, you agree to pay us, through the
payment processor, the listed "Charge Total". You must provide current, complete and accurate billing
information. The billing address and transaction result will be collected by FCAA RLS. Please note that
no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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9. Our office will review the annual submission and communicate using the email address and contact
information you provided us at the beginning of the submission.

You can see if your submission is in progress or requires more information from the RLS home screen
under the “My Submissions in Review” portal. This list includes all submissions that you have
successfully submitted to FCAA for review.

%2

P 0
FCAA Registration and Licensing System

Your Email

Correspondences

Account - CCD_TOITEST
Goto my proli o

Log Ot o

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

annual return is approved, you will receive an approval completion email notice and can login to print
your licence.
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Transferring Brokerages

Licensed mortgage associates who wish to transfer brokerages trigger the automatic suspension
provisions of The Mortgage Brokerages and Mortgage Administrators Act ( the “Act”). If you would like
to resign from your current brokerage your licence will be automatically suspended and you will have to
apply for reinstatement and pay the reinstatement fee.

Mortgage brokerages are required to make a termination submission to the Superintendent which will
automatically suspend your associate licence. To be reinstated under a different mortgage brokerage,
you need to be invited by a Mortgage Brokerage. The invitation is sent from the Mortgage Brokerage’s
RLS account. You will receive an invitation by email and are then responsible for completing the licence
reinstatement application.

If you are unsure of your specific requirements or need additional help or guidance, please contact our
office (see the “Contact Us” in this guide) or review the guidance available on our webpage.
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Mortgage Brokers

This section of the guide is specific to mortgage brokers to provide guidance on specific mortgage broker
processes. If you are not currently licensed as a mortgage broker or seeking licensing as a mortgage
broker, please refer the appropriate section of this guide.

Compliance with Legislation

The Mortgage Brokerages and Mortgage Administrators Act (the “Act”) and The Mortgage Brokerages
and Mortgage Administrators Regulations (the “Regulations”) provide the legislative framework for the
regulation of mortgage brokerages, brokers, associates and mortgage administrators in Saskatchewan.
The Act applies to all persons carrying on the business of brokering or administering mortgages in
Saskatchewan.

Once you are licensed as a mortgage broker, you must comply with all aspects of the legislation.
Mortgage brokers are responsible for ensuring they are familiar with and in compliance with all
legislative requirements, including annual, ongoing and notification requirements. If you are unsure of
your specific legislative requirements or need additional help or guidance, please contact our office (see
the “Contact Us” in this guide) or review the guidance available on our webpage.

Licensing Requirements

Mortgage brokers are individuals that broker mortgages on behalf of a licensed mortgage brokerage.
Mortgage broker applicants need to meet both education and experience requirements, or be exempt
from these requirements, and be found suitable for licensing.

Under the Regulations, an individual is exempt from the mortgage broker education and experience
requirements if they have authorization as any of the following:

e  British Columbia — Designated Individual

e Alberta — Mortgage Broker

e Manitoba — Authorized Official

e Ontario — Mortgage Broker

e Québec - Mortgage Broker Qualified to Manage an Agency or

e Québec - Fully Qualified Real Estate Broker Qualified to Manage an Agency

e New Brunswick - Mortgage Broker

Individuals who do not hold one of the above authorizations are not exempted from the mortgage
broker education and experience requirements, and need to demonstrate they meet the education and
experience requirements when they apply for a licence. You can access a summary of the application
and the supporting material requirements in the Mortgage Broker Associate Toolkit which has been
included in “Appendix A” of this guide and is also available on our webpage.

If you are unsure of your specific licensing requirements or need additional help or guidance, please
contact our office (see the “Contact Us” in this guide.)
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Apply for a Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage broker in
Saskatchewan.

Mortgage brokers are individuals that broker mortgages on behalf of a licensed mortgage brokerage.
Mortgage broker applicants need to meet both education and experience requirements and be found
suitable for licensing. You can accesss a summary of the application and the supporting material
requirements in the Mortgage Associate Licence Toolkit which has been included in “Appendix A” of this
guide and is also available on our webpage.

To apply as a mortgage broker, you need to be invited by a Mortgage Brokerage. The invitation is sent
from the Mortgage Brokerage’s RLS account. You will receive an invitation by email and are then
responsible for completing the licence application.

All applications made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your application. You will be notified of the status of an application (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. A “Mortgage Brokerage — Broker/Associate Invitation” will be sent from RLS on behalf of the
mortgage brokerage.

Mortgage Brokerage - Broker / Associate Invitation

You have been invited by the ing mortgage brokerage to be a broker or associate for their brokerage:

EXTERNAL USER GUIDE

Message from morigage brokerags;

Extermal User Gusde MBMA

To respond to this mvitation, you must click the “Respond to Invitation” button below. After you have clicked that button, you will be taken to the login page for the Financial and Consumser Affawr Authority’s (FCAA) online Registration and Licensing System (RLS). If you do mot have a
User ID and password for LS, you will need to create an account. Instractions related to wsing RLS can be found on our website

» I you are applying 1o be & mongage brokes, pleass visit this webpuge:

hetp://fcan gov sk ca'regulated-businesses-persoss persons mortgage-brokers

+ i you are applying to be a mortgage associate. pleass visit this webpage:
hitp://Fean Rove sk ca/fegulated- businesses perions perions MOrRIRC-AEECREE

1f you bave questions related to this invitation, please contact the above mortgage brokerage.

2. To accept the invitation, click the link in the email. In order to proceed with your application, you will
need to have an RLS account already. If you do not have an account, you will need to register one.

You will be brought to the RLS login page.

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password?

Enter your User ID and Password and click “Login”.
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3. You will be brought the invite screen. To continue with your application, click

Broker/Associate Invite

Brokerage Information

The Brokerage Bsted sbove hus statod that you sre s Brokor of Associate for thoir Brekersge. By accepbng thes mvitation you ano doclanng that tis is tue

Hroker Associate Invite Detais

Pending Acceptance

8 of mwiting an exrsting broker or New

Extamal Lisar

m Emad Address

ide MBMA

Account - CED_MBROKER
Go ¥ vy rolile o

Log Out [x]

To continue with your application, click “Accept Invitation”.

4. You will be brought to the first step of your application — “Event”.

Mortgage Broker or Assoc!

1
122310-00 - MRT_ASC - NEW Pending Subnilssion !

e s

Submission Instructions

Witlcoeme Lo the Financial ahd Consurtor Aflairs Aulhorily's (FCAA} online Registraton and Licensing Systen (RLS}

Piaase take a moment to familanze yourself with the hoensing requirements and the you will need P the process. You may wish 1o review the different pages
of the submession (the ps”) i advance While you will not be able to submit the submission 1o FCAA until all required felds have bean compiated, you can vew the screens al any tima:
You can also fviow information on ot wobisite al. waw.fcas.gov.sk.ca When on e man FCAR wobjiege, phirs: nawgat o the anpropriat program for further informaton

18y hiavve any quastions about icensing roquirements or about how 10 e RLS 1o make & submission o FCAR, ploass conact us af fid@gov.sk.ca or [306) TET-ET00.

Submission Information

Account - CED_MBROKER
Goto my proli o

Log Dut [x]
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On the left side is your navigation menu where you can navigate to the different steps within the
application, log out or access your RLS account.

On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions

&
e Cancel your filing if you have started an application and didn’t intend to; " and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.
Please note that you will not be able to submit the application if a step has any blank or missed

questions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Broker or Associate

Pending Submission

ness Activity

bution on the nght to proceed. Your micrmation will be e

Submission Instructions

Whtlcoma Lo the Fanancial and Consutar Aftairs Aulhotity's (FCAA} online Registration &nd Licensing System (RLS)

Piease take a moment to famlanze \‘O.l 5‘.’ i with the b ens ng requirements aﬁj he wal you will nead 10 © the Process. You may 1\’6'\ '.‘3 reniew the different
pages of ihe 5 i Yo e o subms sion to FCAA unbl af required felds have been comgl n view e screens at any
e, You i af wwwr:npm-:h:. n FCAA webpage, please navigale lo e approprali ps ‘.w‘ullll infoemation

1t you have any quastions abo ensing requiroments or about how 1o use RLS 1o make a submission to FCAA, ploase conlact us af d@gov.sk.ca or (306) 787-8700

sion Information

Thee prmacy contact 15 the mdnvdual who will be recenang communicaiions and information from fhe FGAA regandng ths request. [ you are e pamary contact, piease select “Yes” below
and complate the remaining fisids. |f anoiher ndvidual shoud ba the pamary contact. pleasa sefect N balow and provide e reguied information

Ase you the prmary contact person for this application

Prefix First Name’ Last Name Misddie Name

Account - CED_MBROKER

G 4y e o

Log st (x]

The individual listed as the primary contact for the application will receive emails and may be contacted
by our office regarding the application and/or licence.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. ™
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6. You will be brought to the “Business Activity” step of your application.

Mortgage Broker or Associate

a Business Activity

Business Activity

i

will be saved

122310-00 -

Business Aclivity Information

Hame of Applicant:

Prifix First Name’ Middio Name Last Name'

Broker Azsociate

Licenses Name: EXTERNAL USER GUIDE, Operating Name: N'A

Aceount - CCD_MBROKER

G ks vy il o

Log Ost o
Answer the questions accurately and completely and upload all requested supporting documentation.
Please refer to the Mortgage Broker/Associate Licence Toolkit for specific guidance on the application

fields and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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7. On the “Suitability for Licensing” step, you will need to answer the questions and upload a criminal
record check.

Mortgage Broker or Assoclate

Swp3
€ Suitabllity for Licensing

Aflor comgleding th form chck the = bution on ihe 1ight to procesd. Your mlarmatan will by saved

vy |

stop 3
Sultabliity for Licensing

Step 4

Suphorting Doowments 12231000 - External Guide

Cnminai Record Detods

Sty
Declaration

During the past ten years, have you

Yes Mo
Yes Na
Yes No
Yoz No
Yes No
Yes | No
s of any pro Yes | No
I you have any additional information or if you answered “Yes" o any of the above questions please upload , These may provide additional

Information, detalls and specifics including dates, fines imposed and actions taken. Be sure to label the documents accordingly.

I you have any additional information of If you answered “Yes" 1o any of the above questions plaase upload These may provide additional
Information, detalls and apecifics including dates, fines imposed and actions taken. Be sure to label the docurnents accardingly.

Crminal Record Chicks

Aecount - COD_ MBROKER
G by peolile (]

Log Out [}

Criminal record checks should be dated no earlier than 3 months from the date you submit the
application to us.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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8. You will be brought to the “Supporting Documents” step. Upload all the requested supporting
documentation.

Mortgage Broker or Associate

Stop 4

|| Supporting Documents

After completing e form cick the 4 bution on e nght to proceed. Your miomation wil be saved

eIzl

122310-00 - External Guide

Supparting Documents

Supporting Materials

1 Upload File

e &0y olher supparting information ragarding this appboabon?
" d 4 Yes No.

Account - CEB_MBROKER
Ge v my ol ()
Log Dut o

Please refer to the Mortgage Broker/Associate Licence Toolkit for specific guidance on the application
fields and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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9. The final step in the application is the “Declaration” step. You will need to read and complete the
Statutory Declaration form. A link to the declaration form is provided on this page.

Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration
must be sworn before a commissioner for oaths or notary public.

Click the “I Agree” box to agree to it.

Mortgage Broker or Associate

- )
fop 5
€4 Declaration ol
"=
& FClLY: -
m *
122310-00 - External Guide
Submission Instiuchions
Stap 5
Declaration

Fnor to checkng 7| Agree” and chclong the “Subimit 10 FCAA” bution, the submitter'appécant = encouraged fo canefully review all miomation provided in the submessaon
By checking " Agren” and clicking the "Subimid ta FCAA™ buttan, the follcwing will cocur

o Th submisson wil bi feewaded lo FCAM for review,

o The submission wil be locked down and tha submitter/appscant wil nof be able o make any changss to the submission,

« If FCAA entifies changes of requires addiional information, tha suhmission will be ratumed to the submitier/applicant {wia RLS) and the submission wil be avasable for updates
= If, prior bo FCAA completing thes review, the submetiesapplicant idantifies changes or wishes to provide addéonal informaton the submittanapplicant will reed to contact FCAA directy.

Afler checking | Agroa” and clicking i "Subrmit 1o FCAA" bution, 8n invoice will B craated. A submessian may not be considoned complot untl e application foes have bean fomitied 1o
FCAA

1 Agres”

Praase uplead iho complalod Statutory Doclaration
} Upload File
Click here for the Statutory Declaration Form to bo completed and uplaaded by the appiicant

Acceunt - CCD_MBROKER
G 4y e o

Log Dst o

Click “Submit to Brokerage”.
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10. A notification will be sent from RLS to the brokerage that sent the invitation. Once the brokerage has
reviewed your application, you will be prompted to pay for the application and licence fees and submit
your application to our office for review.

Mortgage Broker o Associaie

Declaration

denn /
1221000 - External Guide
Suba Instruct

Declaration

Priar b eheschonsg *| Agiied" and cheking the *Subenil i FEAA" bthon, i subimilerapgicant s ancouraged b Carefly rvinw all nlommation provided o (e submiison

By checiong ™1 Agres” and cicking the “Submit 1o FCAA® button, the olicwing wil occur

aion will be forwarded 10 FCAA for review,
o) will b Kockin! down Snd B Submaon appkcnt wil nal be Bt 10 make Ay CRANGES 1 1 Submission
adontfes chisngos of requinys addsonal inkaimaton, (e submission wil be ralaned 1 1he submilterepphcant (via RLS) and the submasion wil be available for updates
o FCAN complobg I rviow, the submitiorapplicant idontifies changas of wishas 1o provide addéonal infarmation the subenitior/anplcant will need o contact FCAM droctly

After chacking "1 Agros” and elicking the “Submit 1o FCAA” busion, an ivoics wil ba croated. A submission mary nod bo considered complote unsi the Bpplication foes hawe boen romed 1o

FCAR

s 1201

Praane uplond e compieled Siakilory Declarlion Extormal_User_Giade docs

Loownioad File
Ciiek heve for the Statutory Decilaration Farm to be comploted and uploaded by the appiicant
The Brokerage has been notified and is reviewing your submission. Yo will be notified when the Brokerage has completed that review. At which time you will be prompted to pay the
application and licencs faes, I any, and submit your application to the FCAA
Thank you

Account - CCO_MIRONER
e 4 e ()
Log Cut (] !

You can navigate to your RLS home screen or log out of RLS. Please refer to the RLS Basics Guide for
additional information on navigating the RLS dashboard.

11. You can print a copy your completed application from your browser if you need to reference it or
would like to keep a copy for your records.

Using the navigation portal on the left side of the screen, you can move to the first step of your
application “Event” by clicking on it. You will be brought back to the licence screen.

Actions

et
On the right side of the screen, click the “Action” button %" and select “Print Submission”.
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12. You can see if your licence is in progress or requires more information from the RLS home screen.

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for more
information.

e v

FCAA Registration and

Licensing System

This i Ihe Navigation Panel
T

Appl
Registrat] Registration /
Endorsements / Film Endorsem Or
Classifications Film Classification

Account - CGO_TD2TEST
Go 1o my profile o

Lag Cut (%)

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Request for More Information

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”). In carrying out the review of your submission, the Superintendent
may require clarification or additional information. You will be notified by email if the Superintendent is
requesting more information regarding your submission.

You can also see if your licence is in progress or requires more information from the RLS home screen
using the portals on the right side of the screen:

e The “My Submissions in Review” portal list includes all submissions that you have successfully
submitted to FCAA for review.

e The “My Pending Submissions” includes all submission that you are currently working on and
have not submitted. This portal also includes submissions that have been returned to you by our
office for more information.

e v

FCAA Registration and
Licensing System

This i Ihe Navigation Panel

Your Licenc Appl

Registrat] Registration /
Usathe — M o toggie Endorsements / Film Endorsement / Or
the panel open Classifications Film Classification

Al the bottom of this navigation

Account - CCD_TD2TEST

G 1o my profile o

Lag Cut (%)

In order to have your submission processed in a timely manner ensure that you carefully read any emails
sent to you to ensure that all actions required are completed and all information we may request in RLS
is provided.

Please ensure that the email address in your RLS account information is checked regularly as all
communications from our office will be sent to this email address. To ensure that you receive all of your
RLS account communications, please add the RLS email address fcaarls@gov.sk.ca to your contact list.
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1. A “More Information Request” email will be sent from RLS if more information is required to
complete the review of your submission.

FCAARLS@gov.sk.ca
Mare Information Requested - Mortgage Brokerage with Endarsemnent - Mew Application - 122313-00 - EXTERNAL USER GUIDE (Endorsement)

This message 15 to notify you that we have carmed out a review of the Mortgage Brokerage with Endorsement - New Apphication and a communication requesting clanfications or
additional nfarmation 15 now available

You can secess this commuanication by clicking the link at the bottom of this emasl (note: the link is below the emnil signatare an confidentialiny notice information). Abernaiely,
vou can acoess this communication by legging in to the Financial and Consamer Affazrs Authogity’s (FCAA) Registration and Licensing Svsiem (RLS)

{https-//fraa saskatchewan ca), clicking on the "My Email Correspondence” button and locating a comnunicatson with the dats of this smail

To provide the requested mfcemation, please log in to BLS and chick on the portal "My Pending Submussions”. Locate the submissaon by using the infarmation in the subgect line of
this emanl Each step in the submussion that requires clanficatons or sdditional information will be highlighted m yvellow and mstroctions will be svailable on esch step. Steps
where changes of information are not needed are shown in green, and are locked down. Please contact us directly if changes are needed 10 one of more of these steps

Please do not reply to this message as this emadl inbox is oot mondtored, If vou nasd to contact us cutseds of RLE, please do so by email at fid & gov.sk ca or by phore at (306) TET-
G700,

Thank you.

2. To access the RLS login page, go to https://fcaa.saskatchwan.ca or click the link to the RLS login page
from the email.

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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3. Click the link for the submission that requires more information from the “My Pending Submissions”
portal on the right side of the home screen.

Please note that it may take a few seconds for the submission to load.

ek

FCAA Registration and

=
o)

Licensing System

ion Panel

\ /
Apply fora L
Regis

Endorseme

Your Em

Corre

Classifications

Film Clas

Account - GGD_TD2TEST
Go 1o my profile (]

Lag Cut (%)
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4. You will be brought to the licence screen. Each step in the submission that requires clarification or
additional information will be highlighted in yellow and instructions will be available for completing each
step.

Mortgage Brokerage with Endorsement

Stop 1
Event Requested more information Hen
Stop 2 o o
Business Activity

Stop 3 o

Supporting Documents ..6

Step 4
Declaration o

1he Submission process
g4 have

fime. You information on

It you have any questons about kcensing req

Submission Information

tha Indivicual who will ba receiving communications and i

on from the FCAA regarding this request. If you are the pamary contact, plerse select ™Yes™ below
ameng felds 1 another indevidual should be tha primary co ]

salect "No” below and provide the required information

A you the pamary contact parson for this application?

Prafix First Name' Last Name Micdle Name

V] Extarnal User

Account - CCO_TDATEST

o tormy profile o Email Address

Log Out ']

The submission steps where changes or additional information are not required will be shown in green
and are locked down.

You can navigate to the submission steps that require more information using the navigation panel on
the left hand side of the screen by clicking on each yellow step. You can also move through the
submission using the next and previous arrows on the right side of the screen.

You will only be able to make changes to the steps that are highlighted in yellow and the rest of the
application is locked down. If you need to make changes to information on a submission step that is
locked (i.e. shown in green and not yellow), please contact our office (see the “Contact Us” in this
guide).

Once you have completed all changes or provided the required supporting documents, use the next
arrow button to proceed to the “Declaration” step of the submission.
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5. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Click “Submit to FCAA”.
6. You can print a copy of your updated submission from your browser if you need to reference it or
would like to keep a copy for your records.

On the right side of the licence screen click the “Action” button and select “Print Submission”.

Mortgage Brokerage with Endorsement

Step 1
Stop 1 ==
gont 122313-00 - MRT_END - NEW In Review -

Aioms
Rer complating 1he form cick the = button on the right o proceed Your information will be o
saved

Submission INstruckons

Weicome to the Financial and Consumer Affairs Authority's (FCAA} online Registration and Licensing System (RLS)

Please lake a moment fo famikiarize yoursedl with the licensing requirements and the information you wil need to complate the submission process. You may wish to review the different
pages of the submission (the “Steps”) in advance While you will not be able to submit the submission 1o FCAA until all required fields have been completed, you can view the screens at
any time Yol can aiso feview infarmatan on our websits al’ www.feaa.gov.sk.ca When on the main FCAA webpage, pleass navigate to the appropriate program for further information

11 you have any quesbons about heensing requirements of about how 1o use RLS to make a submission 1o FCAA, pleass contact us 3t id@gov.sk.ca of (306) 787-6700

Submissien Informaton
Submission Number 122313.00

Licence Event Typa New Application

Primary Contact Information

The primary contact is the individual who will be raceiving communicalions and information from Ine FCAA ragarding this request [f yol are the prmary contact, piease saict “Yes™ balow
and complete the remaining fiekds. If another indivicual should be the primary contact, please select "No” batow and provide the requined infomation.

Are you the prmary contact person for this application? Yas
Prafix First Name Last Name Middle Name
External User
Titke / Positon
Account - CCO_TD2TEST
Email Address
Go to my profile (-]
Phone Numbe
Log Cut L)
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Print A License

In order to print your licence, you will need to have an RLS account already. If you currently have a
licence and do not know your user ID or password, please review the RLS Basics Guide before

proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatche

: GOVERNMENT OF SAS

AAZH

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
o ew

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

Account - CCD_TOITEST
G v ey prolile o

Log Ost a

3. Click the link for the Mortgage Broker licence.

Please note that it may take a few seconds for the licence information to load.

f—
FCAA Registration and Licensing System

This 1s the Navigation Panel Thi
d on your place in
5 as a primary ool fo navig
f the application

= i
button o toggla the panel open or Your L Apply for a Licence |

Registrations /

Licence # Program Name

100884 Mongsge Brokerage EXTERNAL USER GUIDE

Al the bottom
your account option
+

Account - CCD_TD2TEST
Ga to my profile. Q
Log Out [x]
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4. You will be brought to the licence screen. Ensure that your pop-up blocker is disabled or you can
permit pop-ups from this site.

Click the “View Licence” button on the right hand side.

Mortgage BroverAsccine Leence - 1

Mortgage Broker/Assoclate Licence - 100652

FC“_A

roo informnion

Ascours . CO0 MBROWER
G 1y ol o

RLing O o

5. Your licence will pop-up in a new window. Ensure that you have a PDF viewer or reader installed on
your computer. From the pop-up window you can print your licence.

Ol Wongags Brokerfaseciste Lisancs - 1 Morgage Brougﬂﬁss'@r.r.—m;unvm = = T
N, &

Cipen in Acrotat

i o b Cotinstns
L [ 08T
Mty 879 TR BARKATCHEWAN DR
harmas REGHA SASEATCHEWAN B4F 81
= e o spees i BSRAY o bt of MAMCH 1. 670 MORTSAGE BROSERAGE LLF My o

L N s L e

bt Fapisciond Anvcust Rt

G NOWE

Aczount - COO_MOROHER

a0 1 ey poclie o

L O [
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Provide Information Update

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage broker in
Saskatchewan. The Act also requires mortgage brokers to provide notification of significant changes to
your business.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not
have an account, you will need to register one. If you currently have a licence and do not know your user

ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| % Saskatche

AELL

GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

Aceeunt - CCD_TDITEST
G vy kil o
Log Ost a

3. Click on the link for the licence that you would like to update. Please note that it may take a few
seconds for the licence information to load.

f—
FCAA Registration and Licensing System

the Navigation Panel
d on your place in the application and

i
Apply fora Licence |
Registration

Endor t | O Film

Your Licen

Registrations /

Licence # Program Name

fication

100884 Mongsge Brokerage EXTERNAL USER GUIDE

Al the bottom of this on panel you can find
your account options, including log cut

Account - CCD_TD2TEST
Ga to my profile. Q
Log Out Q
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4. You will be brought to the licence screen. Click on “Provide Information Update”

Morgage Beoksrikasociste Licence - 1 Mortgage Broker/Assoclate Licence - 100652

Active

Azpount - 00 MBRDHER
i oy el [~

Lo s L]

5.You will be brought to the first page of the licence event.

121724-01 - MRT_ASC - CHNG

19 Submi

1[3:!'

uitability for Licensing
Nt 80 pros

1
O

Supporting Documents

Declaration

Wgk:oma b the Financial and Consumer Affairs Authcdity's (FCAA) online Registraion and Licensing System (RLS)
Piease take 8 moment ko fambianze yoorself wity the hcensing ||:cu|¢m=r|ls and the nformmabion you will need bo complete the submistion process. You may wesh 10 review the different pages of the
submission (he “Steps™) in advance: Whee you wil nct be abé bt the submission 1 FCAA untl ol requind Aeias have been Completed. you Can view the screans at any time You can aiso revew
Irdormation on 0ue website 8t wawfcasgov.skca. When o the main FGAA webpage. pléase ranigate 10 the B9popriats program for Rathe infarmatio

Hf you have any questions about licensing requinements of about how 1o Use RLS to make 3 submission to FCAA, please contact us at fid@gov.skeea or [306] T87-6700

Primary G

The prmary contact is the ndnadual who vl be seceiving coovmunicabions. and infeematon from the FCAA regarding this request. If you are the premary contact, pléase seleet “Yes® below and complete the
remaining fekds. If anather individual should be the prmary contact, please seloct “No bekow and peovide the requined informatcn

Ay CONEaCt PErEon

Yos No

First Name Last Narne

Account - CCO_MIROKER

Gobomy protie [~}

Log O 0 Tite
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On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions

e
e Cancel your filing if you have started an application and didn’t intend to; %% and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.

Please note that you will not be able to submit the application if a step has any blank or missed
guestions or required documentation uploads.

Click the next arrow button on the right side of the application until you reach the application step you

would like to change information on.

6. Click the “Make Changes” button to unlock the application step you would like to change the
information on.

Morigage Oroks o Aveociais

a0 A ezl

Licanses Hame: WARCH 3 KADHTE T EHACH LI, Oparaiing Mams

Change the information or documentation on the application step as you need to.

Click the next arrow button on the right side of the application, and continue to review and answer all
guestions on each step of the application.
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7. 0On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

i
Daclaration

ch

=

| i e T 8 0ferice 1 Mk 3 e of seleging sneeers 10 e Supeinieredern under The Moigage Erseoger 2 Botgage domoralos Act
AN T pronded e BN n e
| Agraw

Acooum . CCN MDROKTR

PR— o

Log i ]

Click “Submit to FCAA”.
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8. Our office will review the filing and communicate using the email address and contact information
you provided to us at the beginning of the filing.

You can see if your licence is in progress or requires more information from the RLS home screen under
the “My Submissions in Review” portal. This list includes all submissions that you have successfully
submitted to FCAA for review.

= % 2

ek o

FCAA Registration and

Licensing System

This i Ihe Navigation Panel

-
Apply for a Licence /
Registration /
Endorsement / Or

Your Li

Your Email
Correspondences

Registrat]
Endorsements / Film
Film Classification

Classifications

Account - CGO_TD2TEST
Go 1o my profile o

Lag Cut (%)

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Submit Annual Return

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage broker in
Saskatchewan. The Act also requires mortgage brokers to provide notification of significant changes to
your business.

Once you are licensed as a mortgage broker, you must comply with all aspects of the legislation.
Mortgage brokers are responsible for ensuring they are familiar with and in compliance with all
legislative requirements, including annual, ongoing and notification requirements.

You are able to start your annual return submission in RLS one month prior to the due date. You can
access a summary of the requirements and supporting materials required in the Mortgage Broker
Associate Licence Toolkit and also on our webpage.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewag

GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? o
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.

2. Click on the “My Licences/Registrations that Require Action” portal.

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

P 0
FCAA Registration and Licensing System

Account - CCD_TOITEST
Goto my proli o

Log Dut [x]
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3. You will be brought to the licence screen. Click on the “Start Annual Return” button.

Accoum . CCD MBROKTR
102 g pe Q@

Loy Ol o
4. You will be brought to the first step of your annual return application — “Event”

121741-03 - MRT_ASC - RNWL Pending Submission

Ethidas Aty L FCM ~

Suitability for Licensing

upporting Documents

Wiekcoma b the Financial and Consumer Affairs Authcnty's (FCAR) enline Registrasion and Licensing System (RLS)

Please take & moment 5o famslianze yoursslf with the hicensing requirements and the infes 4 wl\ reed o complete the submission process. You may wish 10 review the diferent pages of the
SuDMission (I “Steps”) i advance. Whise you wil not be able 1o sul have pleted, you can view the screens af any time: You can alsd reveew
irttmabon en ous websie at v fE33 gov.sk.ca. Vilien cn the mar FCAA webgage piaase |-a\m‘€ 10 the apprcoriate program fod fusther information

H you have any questions about licensing requirements o about how 1o use LS to make 3 submission to FCAA, please contact us at fid@gov.sk.ea or [306) T87-6700

Submission Informabion

Primary Contact Informaton

o fram the FOAR reganing this fequest If you see (e pomary contact, plesse select “Yes™ beiow and complete the
i bekrar and provide the requined information

The prmary cooaact & the mavidual who will be recenang communcatons: and i
e Eh primary contact, please seh

remaining helds. If anather indsidual shouid

Yoz No
Frefn Firsa Narne Larst Harne Middle Name
Account - CCO_MBROKER
) Externat User
Gote my protée -~}
Log o a Tite | Position
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On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions
&%

e Cancel your filing if you have started an application and didn’t intend to; “** and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.
Please note that you will not be able to submit the application if a step has any blank or missed

guestions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Martgage Broker or Associate

Evert 12114103 MRT_ASC- RHWL Pending Submission —

Step 3 -~

Business Activity

Step 4

Suitability for Licensing Rt
Aftes click thw ol buton o the right 59 proceed. Your informaton il be saved <

80 feview the different pages of the
creens af any tme You c2n also review

+ us at Nd@gov.sk.ea or (306) T87-6700

The prmany cociact 15 the mdsvidual who wil be recenang

. 1 you are e poeary contact, please select Yes” below and complete the
remaining fields. If angther indsvdual should be e

Account - CCO_MBROKER

G by proe -~}

og Ot o Tite | Position

The individual listed as the primary contact for the annual return submission will receive emails and may
be contacted by our office regarding the filing and/or licence.

Click on the next arrow button on the right side of the annual return submission.
6. Review all of the information and documentation on each step of the annual return application. If
nothing has changed, click the next arrow button to move to the next step of the application.

Review each step and make sure you have answered all of the questions accurately and completely and
uploaded all supporting documentation required.
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7. 0On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Mortgage Broker or Associate

Bzé:lararjcn E‘
> ~
BEAA / &

12174102 - Extarnal User

Subemission INSINCLons

I am aware that it is an cfience o make 3 false or misleading statement 2 under The Movgage gage Act (the Act)

= Al infcermaton provided in s annual el is rue and reflacts any changes in ihe reparing period from that previously reporied in tha licence appication of preceding annual retutn subnstied by me. All otfier
SERSG ndormation prowded 10 the Supsrintendent i The boence apphcation or preceding annual et remans acourate

Stap
Des

1 have comphed with the Act in the reporing penod

Account - CED_MBRGKER
G b oy prle =]
Log O L]

Click “Submit to FCAA”.
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8. You will be brought to the “Invoice” step.

waners & (PR | VISA | Procendso aymaet |

pe—— -]

Log 0wt (x ]

An annual return fee must be submitted along with your application. Online payment options are only
available for invoices that are less than $2,500. Payments greater than $2,500 must be made by cheque
and are payable to the Minister of Finance.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques
along with a copy of the RLS invoice can be mailed to our office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

Once payment has been received by our office, we will review your licence application. Our office will
communicate using the email address and contact information you provided to us at the beginning of
the application.

Click the “Proceed to Payment” to complete the online payment. By clicking “Proceed to Payment” you
will be transferred to an external site powered by Moneris in order to process your payment. The
processing of your payment will be subject to the terms, conditions and privacy policies of the payment
processor. By choosing to use make a payment using this service, you agree to pay us, through the
payment processor, the listed "Charge Total". You must provide current, complete and accurate billing
information. The billing address and transaction result will be collected by FCAA RLS. Please note that
no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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9. Our office will review the annual submission and communicate using the email address and contact
information you provided us at the beginning of the submission.

You can see if your submission is in progress or requires more information from the RLS home screen
under the “My Submissions in Review” portal. This list includes all submissions that you have
successfully submitted to FCAA for review.

%2

P 0
FCAA Registration and Licensing System

Your Email

Correspondences

Account - CCD_TOITEST
Goto my proli o

Log Ot o

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

annual return is approved, you will receive an approval completion email notice and can login to print
your licence.
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Transferring Brokerages

Licensed mortgage brokers who wish to transfer brokerages trigger the automatic suspension provisions
of The Mortgage Brokerages and Mortgage Administrators Act ( the “Act”). If you would like to resign
from your current brokerage your licence will be automatically suspended and you will have to apply for
reinstatement and pay the reinstatement fee.

Mortgage brokerages are required to make a termination submission to the Superintendent which will
automatically suspend your broker licence. To be reinstated under a different mortgage brokerage, you
need to be invited by a Mortgage Brokerage. The invitation is sent from the Mortgage Brokerage’s RLS
account. You will receive an invitation by email and are then responsible for completing the licence
reinstatement application.

If you are unsure of your specific requirements or need additional help or guidance, please contact our
office (see the “Contact Us” in this guide) or review the guidance available on our webpage.
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Mortgage Brokerage

This section of the guide is specific to mortgage brokerages to provide guidance on specific mortgage
brokerage processes. If you are not currently licensed as a mortgage brokerage or seeking licensing as a
mortgage brokerage, please refer the appropriate section of this guide.

Compliance with Legislation

The Mortgage Brokerages and Mortgage Administrators Act (the “Act”) and The Mortgage Brokerages
and Mortgage Administrators Regulations (the “Regulations”) provide the legislative framework for the
regulation of mortgage brokerages, brokers, associates and mortgage administrators in Saskatchewan.
The Act applies to all persons carrying on the business of brokering or administering mortgages in
Saskatchewan.

Once you are licensed as a mortgage brokerage, you must comply with all aspects of the legislation. The
brokerage is also responsible to ensure that every broker and every associate brokering mortgages on its
behalf also complies with the legislation.

The legislation requires the mortgage brokerage to have policies and procedures in place that are
reasonably designed to ensure compliance with all legislative requirements. These policies and
procedures must be periodically reviewed by the brokerage’s principal broker, who is required to make
written submissions to the brokerage if the policies and procedures are not adequate.

If you are unsure of your specific legislative requirements or need additional help or guidance, please
contact our office (see the “Contact Us” in this guide) or review the guidance available on our webpage.

Mortgage Brokerages with an Endorsement

A mortgage brokerage that obtains an endorsement needs to comply with the requirements mortgage
brokerages without endorsements need to meet, as well as the additional provisions such as those
relating to money handling, reporting, and financial security.

These requirements are complex, and mortgage brokerages that have an endorsement need to ensure
they have a thorough understanding of all requirements.

Mortgage brokerages with an endorsement must maintain compliance with the financial security
requirements set by the Superintendent. They must also provide the necessary annual filings, including
audited financial statements and an audit report confirming compliance with the legislation. Additional
information on these requirements can be found on our webpage.
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Licensing Requirements

The Act requires that mortgage brokerages carrying on the business of brokering or administrating
mortgages in Saskatchewan obtain a licence to carry on business in Saskatchewan.

If you are unsure of your specific licensing requirements or need additional help or guidance, please
contact our office (see the “Contact Us” in this guide).
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Apply for a Mortgage Brokerage Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “MBMA Act”) and The Mortgage Brokerages and Mortgage Administrators
Regulations (the “MBMA Regulations”) which outlines the requirements to carry on business as a
mortgage brokerage in Saskatchewan.

A mortgage brokerage is a corporation, partnership or sole proprietorship that:
e Solicits another person to obtain a mortgage loan or to make an investment in a mortgage, but
only if the soliciting is done on behalf of another person;
e Negotiates or arranges a mortgage loan or an investment in a mortgage on behalf of another
person; and
e Provides advice to a person with respect to the appropriateness of obtaining a particular
mortgage loan; or, making a particular investment in a mortgage.

You can access a summary of the application and the supporting material requirements in the Mortgage
Brokerage Licence Toolkit which has been included in “Appendix B” of this guide and is also available on
our webpage.

All applications made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your application. You will be notified of the status of an application (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can access a summary of the application and supporting material requirements in the Mortgage
Brokerage Licence Toolkit.

If you are a brand new Mortgage Brokerage (i.e. have not been licensed) you will need to invite a broker
to join your brokerage prior to submitting your application in RLS. Inviting a broker can be done at any
point during the application by clicking on the “My Brokers/Associates” tab in the navigation portal on
the left hand side of the screen. Please refer to the “Invite Brokers/Associates” section of the guide for
additional guidance or contact our office (see the “Contact Us” in this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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Apply for a Licence

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? o

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.

2. Click on the “Apply for a New Licence” button.

e v

FCAA Registration and
Licensing System

Your Licences / Apply for aticen-:e !
Reglstrati Registration /
Liza the " Endorsements / Film Endorsement / Or
the panel o . Classifications Film Classification

find your acco

Judengy log out

Account - CCD_TD2TEST

G 1o my profile o

Lag Cut (%)
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3. Select “Consumer Credit” as the Licencing Division.

T
Licence Selection Licence Wizard Records H
Licence Selection :
Type of Licance
Salect the Licencing Division
salect the Licencing Diwvisio Consiinas Cradit
Consumer Protection
Insurance
Pensions
Select the Licence | Regisiration you 1o apply for Ploaso siloct b revosl ek ®
Account - GCO_TDZTEST
Go'to my profile (]
Log Out (]
“ ”
4. Select “Mortgage Brokerage” from the dropdown menu.
-
Licence Selection Licence Wizard Records [
Licence Selection
T of Licence
) Consumer Credit
Consumer Pratection
Insurance
Pensicns
Please aelect to reveal list <

day Les
L

Trust, Loan, or Fananci
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5. Carefully review the “Before You Begin” section. You can print this page from your browser if you
need to reference it.

Licence Selection Licence Wizard Records

Licence Selection

)

Consumer Credit
Consumer Protection
Insurance

Pansions

& | Registration yo

Salect

Mortgage Administrator 2

Batone You Begn

to e Financial ar

oy

administrators

1 you

&5 Your imely

Security Controls

For secunty purposes. Temember that we wil never ask you

&1 NAMme OF password

Terms of Use

51 the
Account - 666 _TOTEST :

Goto my proli o

Log Out [x]

Click “l acknowledge”.

6. You will be brought to the first step of your application — “Event”.

Mortgage Administrator

Event Pending Submission

Business Entity

0 3
Business Activity

Suitability for Licensing

Weicome to the Financial and Consumer Aftairs Authorify's (FCAA) onbine Registration and Licensing System (RLS)

Supporting Documents Ploase takes & momant o fams
1001 (1ho "Steps
:

the hcensng requirgments and the infom
o will ot b abio 1o submt the
¢ yeww fean.gov.sk.ca

mplet thi Subission =
i 8l required fioids: have been compl
phoasa ninigate 1o e Bpproprate progeam for

ty wish 8 revetow tho dil
S0d, Yol can view

furthor

pagos of th
lime. You can also

1 you have any queshons about licensng requirements or about how 1o use RLS to make a submission fo FCAA, please contact us at fid@gov.sk.ca or (306) 7875700

1 s e mdnadual wha will ba recening communications and information from the FCAA regarding this request. [ you are e prmary confact, please select “Yes™ balk
fould ba the pamary contact, please select “No” balow and provida the required information

his applcation?

1 Mame’ Last Mame

Account - CCD_TDITEST

Gata vy eolie o

Log Ot %}
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On the left side is your navigation menu where you can navigate to the different steps within the
application, log out or access your RLS account.

On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions

oy
e Cancel your filing if you have started an application and didn’t intend to; " and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.
Please note that you will not be able to submit the application if a step has any blank or missed

questions or required documentation uploads.

7. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Brokerage - r ’& ?
1:;2‘250-00 -MRT_ERK - NEW kel
- Pending Submission ot

Business Entity

ck ihe = bution on e nghi to proceed Your mfarmation will be

Submission instructions

ility for Licensing
Welcoms o e Fanancial and Consurmer Aflars Authonty's (FCAA) onfine Regstration and Licensing System (RLS)

Piense take a momen o famiarze po..rs-c L
pages of the submission (U

the licansing requirements and e 1‘t'.nr1l'o'|\'o<. will need 1o complele i submission process You may wish o review the different
o5} i 5 e
himo. You can aleo revinw informasion on our

You can view e screens ai any
m foe furthor infoematon

“AA webpage, please navigate to fhe appropral

18 yoes hirver sy quisstions about Icensing requiroments or sbout how 16 e RLS bo make & submission 10 FCAA, ploase contact s 8! id@gov.sk.ca o (306) TE7-6700

Primary Contact Information

The prmary comact is e individual who will be 1

s and information from the FCAA regarding this request. |f yo are the primary contact. please seiect “Yes” below
and complate the Temainng fieles. If anceher movidua)

y contact. phease select "N balow and provide the reguined information

Aze yod the primary contact person for this application’?

Prefi First Name’ Last Kame Maddia Name

Account - CCD_TD2TEST

G ks vy il o Em

Log Ost 2 Phana Nurmiar

The individual listed as the primary contact for the application will receive emails and may be contacted
by our office regarding the application and/or licence.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. "
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8. You will be brought to the “Business Entity” step of your application. Select the type of business entity
exactly as you are registered with Information Services Corporation (ISC) Corporate Registry.

The way you have registered your business will affect the application questions you fill out.

Mortgage Brokerage

: a:f|

Bﬁslness Entity

Step 2
Business Entity

(E

After compiating the form chck the = bution on e right 1o proceed. Your mlormation wil be saved

122260.00 -

Businazs Entity Information
Suitability for Licensing

Slep 8
Supporting Documents

Corporation Partnership Sole Propristor

Step 7
Declaration

Fay

Account - CED_TOITEST

G 4y e o

Log st (x]

Answer the questions accurately and completely and upload all requested supporting documentation.
Please refer to the Mortgage Brokerage Licence Toolkit for specific guidance on the application fields
and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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9. On the “Business Activity” step, you will need to answer the questions and upload proof of your Errors
and Omissions Insurance. A link to guidance on the Errors and Omissions insurance is provided on this

page.

You will need to provide the name and email address for the proposed Principal Broker.

Mortgage Brokerage

B Step 3
Business Activity

Q FC Y%

Stop 4
Locations 122250-00 - EXTERNAL USER GUIDE

Errors and Omissions Insurance
ility for Licensing

Insurer Name
rting Documents. Policy #

Step 7 Expiry Date
Declaration
Please upload proof of nsurance

Propesed Principal Broker

First Name Middle Name
Money Handling

Will the applicant receive money from Saskatchewan consumers for.
Foes

Trust Money - Syndicated Mortgages
Trust Money from other than syndicated morigages
Other
Brokering Activities
Prvate Investors

Reverse Mortgage Loans

Syndicated Morlgages

Advance Fees'

Account - CCD_TD2TEST

Gotomy profile (]
Log Out %]

:,(;)i[i;

Afier compieting the form ciick the = buiton on the ight 1o proceed. Your information will be saved

Upload File

Cifeck here to view guidance related to "Errors and Omissions Insurance®.

Last Name Email address

Yes No
Yes No
Yes No
Yes No

Does the applicant plan to undertake any of the following mortgage brokering activities?

Yes No
Yes No
Yes No
Yes No

Once you have completed all fields on this step of the application, click the next arrow button on the

right side of the application.
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10. You will be brought to the “Locations” step. Answer the questions accurately and completely for the
principal business address from which you plan to carry on mortgage brokering activities.

Mortgage Brokerage

npbating the foem click the e bution on the night to proceed. Yous infor

Locations 122260-00 - EXTERNAL USER GUIDE

Principal Business Address
ng Documents

Provm
DVINCE ®

Tedephone' Fax Email address’

Wab Address (f appicable)

Supporting information

Addifional Businass Officel(s)

Indicate the address for any additional business officels) from which you will conduct mortgage brokering activities, along with the other supporting information set ut for the principal
business office.

Account - CCD_TDITEST

Govta my peolile o

Log Out Ix

If you have additional business office(s) from which you will conduct mortgage brokering activities, click
the “Add an Additional Office(s)” green button at the bottom of the screen.

Click the next arrow button on the right side of the application.
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11. On the “Suitability for Licensing” step, you will need to answer the questions and upload a criminal
record check for the sole proprietor, each partner, or each director or officer of the applicant.

Mortgage Brokerage

O suitabliity for Licensing l’"
ps
L] AN A o
M FC /| %
J hal applicants sutend avidenco of thee sutabibty Sor leonsng I youwr Lconse apphcaton (s approved you will be requined to update I evidonce penodically 10 ensure
ke B o Dution on e nght 1o procoed. Youe information wil be soved

Steyp & 12228000 - EXTERMAL USER GUIDE
Sultability for Licanaing

aeting Documents

If o v Ay alditional information of If you answared "Yes” 1o any of the ab piease upload uments. These miy provide
Informatian, Getails and apecifics including dates, fines impaned and AcHons taken Be sure to label ve documents accordingly

During the past ten years, has the spplicant. of Ay panner, director, sificsr of SUBbSLAMIS] shareholder (10% of mare) of the AppICant besn & DArtner, director, officer of substantial
sharehalder (10% or more) of a firm or corporation that has:

Yes L
Yes No
Yeu Mo
You No
Yes No
Yes Na
Yes  No
it you have amy additional information or i you answered “Yes” to any of the ab please upload cuments These may provide

infarmation, details and specifics including dates, fines imposed and actions taken. Be sure 1o label the documents accordingly.

Criminal Record Checks

Please provide Criminal Record Checks (CRC) for the fallowing individuals:
External User

Account - CCO_TDITEST

T s . el [~
Log Out (%)

Criminal record checks should be dated no earlier than 3 months from the date you submit the
application to us.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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12. You will be brought to the “Supporting Documents” step. Answer the questions accurately and
completely and upload all requested supporting documentation.

Mortgage Brokerage

C ERl
i Supporting Documents

ey il

FC“‘

After campieting e form chck the s bution on the night 1o proceed. Your infarmation wil be saved

J 122280.00 - EXTERNAL USER GUIDE

Supparing Matetials

. 1§ Uplead File
Steg 6 _
Supparting Documents

dd include a detaled descrplion of the proposed busness achvibes 10 be conducied

1 Uplcad File

| Upload File

4 Upload File

1 Upload File

§ Uplcad File

T A bt ol sl lendarsinvestin with wham e applicant desls o plans i

deal wiih | Upload File

U

8 bon of any contraciual of CopOrate (estonshups |
Account - COD_TDITEST brokeraga has wih the financesl meitutioer

gage
edls are retared 1o 1 Updcad Fila

Goto my profée o
Log Out =)

Yeu  No

Please refer to the Mortgage Brokerage Licence Toolkit for specific guidance on the application fields
and supporting material requirements.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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13. You will be brought to the “Declaration” step. You will need to read and complete the Statutory
Declaration form. A link to the declaration form is provided on this page.

Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration
must be sworn before a commissioner for oaths or notary public.

Click the “I Agree” box to agree to it.

Mortgage Brokerage

Step 7
4 Declaration
-t

FC % =

122250-00 - EXTERNAL USER GUIDE

Submission Instructions

Priod 1o checkang ™1 Agree™ and clickng the “Submt 1o FCAA" button, the submitter/appicant = encouraged 1o catefully review all mformation provided n the submession
By checking "1 Agree” and ciicking the "Subimit (o FCAN" button, th Selkowing will cocur

= The submission wil be forwarded o FCAA for raview,

Swp 7 o The submission wil be locked down and the S«lll!lklﬂ!( aﬂo‘caﬂlwﬂ not ba eb(e 1o make any changes 10 e submission,
Declaration o I FCAA identifies changes or requires addifonal the i bo refumed i the {via RLS) and the submission wil be avalsble for
o IF, prior o FCAA Thes review, the P idontifies. c!m.gon,m wishes 10 provide addtonal informabon the submitler‘apphcant will noed 1 contact FD\J\ directly

Afler checiing "1 Agres” and clickng I “Submit lo FCAA™ bution, an invoice will ba created. A submésssan may not be considered complata unbl the appication fess have bean remitied fo
FCAA

1Agres

st upload the completed Statutory Dec
§ Upload File
Ciick hare for the Statutery Declavation Form 1o be complered and uploadied by the appiicant

Account - CCO_TOZTEST
Garta ey profils =
Lug Out [}

Click “Submit to FCAA”.
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14. The final step in the application is the “Invoice” step.

Pending

Print Invoice

Prodect Code Guantity Price Sabtotal

involce
GST
PST:
HST:
Shipping Cost:

Charge Totak )

Minister of Finance

Aceount - CCD_TDRTEST

Goto my profils o

Log Ost [ .Mo-herisr';::: r"M V'SA m

An application fee and a non-refundable licence fee must be submitted along with your application.
Online payment options are only available for invoices that are less than $2,500. Payments greater than
$2,500 must be made by cheque and are payable to the Minister of Finance.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques
along with a copy of the RLS invoice can be mailed to our office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

Once payment has been received by our office, we will review your licence application. Our office will
communicate using the email address and contact information you provided to us at the beginning of
the application.

Click the “Proceed to Payment” to complete the online payment. By clicking “Proceed to Payment” you
will be transferred to an external site powered by Moneris in order to process your payment. The
processing of your payment will be subject to the terms, conditions and privacy policies of the payment
processor. By choosing to use make a payment using this service, you agree to pay us, through the
payment processor, the listed "Charge Total". You must provide current, complete and accurate billing
information. The billing address and transaction result will be collected by FCAA RLS. Please note that no
full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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15. You will be brought back to the first page of the application.

Mortgage Brokerage

Sep 1
Stap 1 o
ot 122250-00 - MRT_BRK - NEW i Rask =
J demass
Aftor compieting the form click the buton on the right 1o procoed Your fomation will be
ek e <
Submission Instructions
Welcoms to the Financial and Consumer Aftairs Authorily's (FCAA) online Regisiration and Licensing System (RLS)
Plansa takis & momant ko famiare yoursoll with the icensing and the you will need ipliete thy 5. You may wish 1o rview the different
pages of the submission (The “Sleps™) in advance, Wile you will nat be abl bamit the o FCAA unbi rnmhwamon(mmmnd YOU AR Vi B Scroens ab
ny Bme, You can also riniew micrmation on ous website ot www.feaa gov.sk.ca. When on tha main FCAA wobpage, ph gate o the program for furthor

It you have any queshions about koensing requirements of about how to wse RLS fo make a submission to FCAA, please contact 1= af fid@gov.sk.ca o [306) T67-6T00.

Submission Information
Submission Number 12225000

Liconcs Evenl Type Now Applcation

Primary Contact Information

Thi: prmary contact is Ehe indrvidual who will be from the FCAA mgarding this roquost |f you she the primany contact, please sebect 7Yes™ bakow
and completa the remaining fieids_f ancfher indidual shaud ba the prmary contact. pleasa selact "No” balow and provids the feguired information

A you the primary contact person for this application? a5
Prelix Furst Name Last Hame Maddia Name
External User
Ttk ! Position CEO
Account - CCO_TD2TEST
Emai Address jennifer atiirsongigoy sk ca
Go 4oy profile o
Phode Numbsar {555) 555.5555 55555
Lug Out

You can print a copy your completed application from your browser if you need to reference it or would
like to keep a copy for your records.

Actions

e
On the right side of the screen, click the “Action” button %" and select “Print Submission”.

From the licence screen, you can navigate to your RLS home screen or log out of RLS. Please refer to the
RLS Basics Guide for additional information on navigating the RLS dashboard.
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16. You can see if your licence is in progress or requires more information from the RLS home screen.

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for more
information.

|
-

ek o

FCAA Registration and

Licensing System

This i Ihe Navigation Panel
This &

-
Apply for a Licence /
Registration /
Endorsement / Or

Your LI

Registrat]
Endorsements / Film

Film Classification

Classifications

Account - CGO_TD2TEST
Go 1o my profile o

Lag Cut (%)

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Request for More Information

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”). In carrying out the review of your submission, the Superintendent
may require clarification or additional information. You will be notified by email if the Superintendent is
requesting more information regarding your submission.

You can also see if your licence is in progress or requires more information from the RLS home screen
using the portals on the right side of the screen:

e The “My Submissions in Review” portal list includes all submissions that you have successfully
submitted to FCAA for review.

e The “My Pending Submissions” includes all submission that you are currently working on and
have not submitted. This portal also includes submissions that have been returned to you by our
office for more information.

e v

FCAA Registration and
Licensing System

This i Ihe Navigation Panel

Your Licenc Appl

Registrat] Registration /
Usathe — M o toggie Endorsements / Film Endorsement / Or
the panel open Classifications Film Classification

Al the bottom of this navigation

Account - CCD_TD2TEST

G 1o my profile o

Lag Cut (%)

In order to have your submission processed in a timely manner ensure that you carefully read any emails
sent to you to ensure that all actions required are completed and all information we may request in RLS
is provided.

Please ensure that the email address in your RLS account information is checked regularly as all
communications from our office will be sent to this email address. To ensure that you receive all of your
RLS account communications, please add the RLS email address fcaarls@gov.sk.ca to your contact list.
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1. A “More Information Request” email will be sent from RLS if more information is required to
complete the review of your submission.

FCAARLS@gov.sk.ca
Mare Information Requested - Mortgage Brokerage with Endarsemnent - Mew Application - 122313-00 - EXTERNAL USER GUIDE (Endorsement)

This message 15 to notify you that we have carmed out a review of the Mortgage Brokerage with Endorsement - New Apphication and a communication requesting clanfications or
additional nfarmation 15 now available

You can secess this commuanication by clicking the link at the bottom of this emasl (note: the link is below the emnil signatare an confidentialiny notice information). Abernaiely,
vou can acoess this communication by legging in to the Financial and Consamer Affazrs Authogity’s (FCAA) Registration and Licensing Svsiem (RLS)

{https-//fraa saskatchewan ca), clicking on the "My Email Correspondence” button and locating a comnunicatson with the dats of this smail

To provide the requested mfcemation, please log in to BLS and chick on the portal "My Pending Submussions”. Locate the submissaon by using the infarmation in the subgect line of
this emanl Each step in the submussion that requires clanficatons or sdditional information will be highlighted m yvellow and mstroctions will be svailable on esch step. Steps
where changes of information are not needed are shown in green, and are locked down. Please contact us directly if changes are needed 10 one of more of these steps

Please do not reply to this message as this emadl inbox is oot mondtored, If vou nasd to contact us cutseds of RLE, please do so by email at fid & gov.sk ca or by phore at (306) TET-
G700,

Thank you.

2. To access the RLS login page, go to https://fcaa.saskatchwan.ca or click the link to the RLS login page
from the email.

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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3. Click the link for the submission that requires more information from the “My Pending Submissions”
portal on the right side of the home screen.

Please note that it may take a few seconds for the submission to load.

ek

FCAA Registration and

=
o)

Licensing System

ion Panel

\ /
Apply fora L
Regis

Endorseme

Your Em

Corre

Classifications

Film Clas

Account - GGD_TD2TEST
Go 1o my profile (]

Lag Cut (%)
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4. You will be brought to the licence screen. Each step in the submission that requires clarification or
additional information will be highlighted in yellow and instructions will be available for completing each
step.

Mortgage Brokerage with Endorsement

Stop 1
Event Requested more information Hen
Stop 2 o o
Business Activity

Stop 3 o

Supporting Documents ..6

Step 4
Declaration o

1he Submission process
g4 have

fime. You information on

It you have any questons about kcensing req

Submission Information

tha Indivicual who will ba receiving communications and i

on from the FCAA regarding this request. If you are the pamary contact, plerse select ™Yes™ below
ameng felds 1 another indevidual should be tha primary co ]

salect "No” below and provide the required information

A you the pamary contact parson for this application?

Prafix First Name' Last Name Micdle Name

V] Extarnal User

Account - CCO_TDATEST

o tormy profile o Email Address

Log Out ']

The submission steps where changes or additional information are not required will be shown in green
and are locked down.

You can navigate to the submission steps that require more information using the navigation panel on
the left hand side of the screen by clicking on each yellow step. You can also move through the
submission using the next and previous arrows on the right side of the screen.

You will only be able to make changes to the steps that are highlighted in yellow and the rest of the
application is locked down. If you need to make changes to information on a submission step that is
locked (i.e. shown in green and not yellow), please contact our office (see the “Contact Us” in this
guide).

Once you have completed all changes or provided the required supporting documents, use the next
arrow button to proceed to the “Declaration” step of the submission.
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5. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Click “Submit to FCAA”.
6. You can print a copy of your updated submission from your browser if you need to reference it or
would like to keep a copy for your records.

On the right side of the licence screen click the “Action” button and select “Print Submission”.

Mortgage Brokerage with Endorsement

Step 1
Stop 1 ==
gont 122313-00 - MRT_END - NEW In Review -

Aioms
Rer complating 1he form cick the = button on the right o proceed Your information will be o
saved

Submission INstruckons

Weicome to the Financial and Consumer Affairs Authority's (FCAA} online Registration and Licensing System (RLS)

Please lake a moment fo famikiarize yoursedl with the licensing requirements and the information you wil need to complate the submission process. You may wish to review the different
pages of the submission (the “Steps”) in advance While you will not be able to submit the submission 1o FCAA until all required fields have been completed, you can view the screens at
any time Yol can aiso feview infarmatan on our websits al’ www.feaa.gov.sk.ca When on the main FCAA webpage, pleass navigate to the appropriate program for further information

11 you have any quesbons about heensing requirements of about how 1o use RLS to make a submission 1o FCAA, pleass contact us 3t id@gov.sk.ca of (306) 787-6700

Submissien Informaton
Submission Number 122313.00

Licence Event Typa New Application

Primary Contact Information

The primary contact is the individual who will be raceiving communicalions and information from Ine FCAA ragarding this request [f yol are the prmary contact, piease saict “Yes™ balow
and complete the remaining fiekds. If another indivicual should be the primary contact, please select "No” batow and provide the requined infomation.

Are you the prmary contact person for this application? Yas
Prafix First Name Last Name Middle Name
External User
Titke / Positon
Account - CCO_TD2TEST
Email Address
Go to my profile (-]
Phone Numbe
Log Cut L)
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Apply for an Endorsement

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “MBMA Act”) and The Mortgage Brokerages and Mortgage Administrators
Regulations (the “MBMA Regulations”) which outlines the requirements to carry on a business as
mortgage brokerage in Saskatchewan.

You must be currently licensed in Saskatchewan as a mortgage brokerage prior to applying for an
endorsement. If you are unsure of your specific licensing requirements or need additional help or
guidance, please contact our office (see the “Contact Us” in this guide).

All applications made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your application. You will be notified of the status of an application (i.e. approved, rejected or
more information required) by office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to. In
order to proceed with your application, you will need to have an RLS account already. If you do not have
an account, you will need to register for one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| % Saskatche

AELL

GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

Account - CCD_TOITEST
G v ey prolile o

Log Ost a

3. Click the link for the Mortgage Brokerage licence.

Please note that it may take a few seconds for the licence information to load.

f—
FCAA Registration and Licensing System

This is the Navigation Panel Thi
dynamic based on y e
od

Your Licent
Registrations /

t | O Film Licence # Program Name

s Classification
Al the bottom 5 atio c8 100884  Mongage Broksrags EXTERNAL USER GUIDE

your account
+

Account - CCD_TDZTEST
Ga to my profile. Q

Log Out [x]
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4. You will be brought to the licence screen. Click on the “Apply for an Endorsement” button.

MR okargy iende - 1HGL: Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE

Active

Licence Events

Notificatisns

Mortgage Beokeiage with Endor

My Beakeraliss

Licence Information

Typo

EXTER

Busness as Name

Next Expec

d Submission

et Expected Annual Return | Renewal Due Diate

Ll

| Part V'

Fiscal Year End Date

Acecun: - CCO_TOITEST
G e my ol o

Log Dut o

5. You will be brought to the first step of your application — “Event”.

Mortgage Brokerage with Endorsement

1
122312-00 - MRT_END - NEW

Pending Submission

Business Activil

Supporting Documents

Your

Declaration

Submission Instructions

Weailcoms to the Financial and Consumer Affairs Autnority's [FCAA) onling Regisiration and Licensing System (RL5)

Plaass take & moment 1o famianze yoursoll win he consing 5 and B ink you wil noed o process. You may wish 10 tev the differon pages
of the submession (the “Steps”) in advance. While you will nol bo able to submit B submsson 10 FCAA until all roquired fakd: P 1 &l any time
You can alss reviw informaton on our webisile 81 wew,fcas.gov.sk.ca Whon on Bhe main FCAA wobpage, please novigato 10 the appeooriats program i

e
ther informakion

If you have Bny quashons aboul licensing requiraments or sbout how 10 use RLS 1o make 3 submission to FCAA, please conact o= af fdgov.sk.ca or (306) 767-6700.

Licance Event Type

Prim formation

The primary comact is the mdnvidial who will be recening communications and information from the FCAA reganding this request. [ you are the pimary contact, please sefect ~Yes” bedow and
compieta he remaining fieids I anather indridual should be the primary contact, please select “"No” below and prowide the required informabon

AT you the pm

¥ Contact person for this app!

Agcount - CCD_TDITEST
ot ey profils o

Log et (x]
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On the left side is your navigation menu where you can navigate to the different steps within the
application, log out or access your RLS account.

On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions

e
e Cancel your filing if you have started an application and didn’t intend to; " and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.

Please note that you will not be able to submit the application if a step has any blank or missed
questions or required documentation uploads.

6. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Brokerage with Endorsement

18 1 ..l:-‘
122312-00 - MRT_END - NEW Pending Submission ot
~»
Supporting Documents T o ; , ‘a

Sio
Declaration

1o I Saiben

w0 the dilfrond pages
oons &l any timo
oemation

SOl Wilh e BCOMSING requITemnts and e nkons o process. You may wish
will ol b able o subm iegan b plaled, you ¢
08t www,fcaa gov.sk.ca When on the main FCAA wabpage, plesse navigete 10 the sppeopriate program for fur

1t you have sny quashons aboul licensing requirements of sbout now 1o use RLS ko make & submission to FCAA, please contact us al fid@gov.ak.ca or (306) 787-5700.

Thee primary comact is the ndnvidial who will be race

patonsand information from the FCAA regansing this request. |f you are the primary contact, please select ~Yes” below and
compiets e remaining fieids. H another indnadusal sho! <

nact, plaase select "No™ below and provide the required information

Yo the prmar

wnkact person for this applicabion?

Acceunt - CCD_TO2TEST
Goto my profils o

Log Ot (%}

The individual listed as the primary contact for the application will receive emails and may be contacted
by our office regarding the application and/or licence.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. "
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7. You will be brought to the “Business Activity” step of your application.

Mortgage Brokerage with Endorsement

Step 2
Business Activity

ch

After completing the Torm chok the 4 butlon on Bhe nght to proceed. Your miomation will be saved

Uiy

122313-00 - EXTERNAL USER GUIDE (Endorsement)

Busingss Activity

Location of Trist Acc

Name of finan:

§ Uptcad File

Signatories
Account - GE0_TOITEST Mama i Rigatonship
G de iy el [~}
Log Out o

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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8. On the “Supporting Documents” step, you will need to answer the questions and upload all requested
supporting documentation.

Mortgage Brokerage with Endorsement

Supporting Documents

Fci%

After comploting the form click the 'A ution on B night 1o proceod. Your srfomation will e Seved

122313-00 - EXTERNAL USER GUIDE (Endorsement)

ta il

Stop 3
Supporting Documents

Supparting M

| Upload File

| Uplcad File
Yes Mo
Amount
type of financial securtty document do you need to upload? B
yoe of financial securty document o need to upload Capital | Letter of Credit Other
Upload Document
| Uplcad File
D have anc financeal securty documant to upload?
You hay c g Yo' | Mo

Acceunt - CCD_TO2TEST

ot vy profie o

Log et (x]

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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9. You will be brought to the “Declaration” step. You will need to read and complete the Statutory
Declaration form. A link to the declaration form is provided on this page.

Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration
must be sworn before a commissioner for oaths or notary public.

Click the “I Agree” box to agree to it.

Mortgage Brokerage with Enclorsement

top 4
Declaration
Y%

122313.00 - EXTERNAL USER GUIDE (Endorsement)

IR

Declaration Submission Instructions

Prioe 10 checkng ™| Agres” and chiciang the “Submi 1o FCAA™ bitton, the submitter'apphcant s encouraged to carshully seview all nformation provided in the submession
By chicking 1 Ageisa” and clicking Iho "Subimi to FCAA” buttsin. tho following will 6ccur

& The submission will be forwarded to FCAA for review,

= The submission wil be locked down and the subntter'apphcant will nod ba abie 10 make any changes fo the submisson,

o If FCAA identifies changes of requeres additional information, the submission will be returned to the submitlec'apphicant {wia RLS) and the submissson will be avasable for updates,

o If, prios o FCAA completing this review, the submetiecapplhicant identifies changes. o wishes 1o provide adofonal information the submitierapplcant wil need S0 contact FCAA direcily

Afler checking ™| Agree” and chckang the “Subsmd fo FCAA™ butlon, an ll b cresated. A mary rot be comgplabe untd the BppAcation faos have ben ramitied jo
FCAA

I Agree”

Piaase uplcad tho complelod Statutory Docle
y Upload File

Click hore for the Statutery Declaration Farm fo bo completed and uploaded by the appifcant

Acecun: - CCO_TOITEST
G e my ol o

Log Ot o

Click “Submit to FCAA”.
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10. The final step is the “Invoice” step.

Mortgage Brokerage with Endorsement

9| Invoice - 001783

. Pending -
" -
: Print Involce —
ol g
:- Br—
HOAA S
_ e
Siep Order Details
Invel
e Order Description: Merchant Name
New Agpication - Submissis Merchant URL: i 1
item Details:
Descrigaion Prodect Code Quantity Price Swbiotal
GST
PST:
HST: 5200
Shipping Cost: 5000

Aceount - CCD_TDRTEST

Goto my profils o

Log Ot

(%]

.Mo-herier: r"M V'SA m

A licensing fee and a non-refundable application fee must be submitted along with your application.
Online payment options are only available for invoices that are less than $2,500. Payments greater than
$2,500 must be made by cheque and are payable to the Minister of Finance.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques
along with a copy of the RLS invoice can be mailed to our office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

Once payment has been received by our office, we will review your licence application. Our office will
communicate using the email address and contact information you provided to us at the beginning of
the application.

Click the “Proceed to Payment” to complete the online payment. By clicking “Proceed to Payment” you
will be transferred to an external site powered by Moneris in order to process your payment. The
processing of your payment will be subject to the terms, conditions and privacy policies of the payment
processor. By choosing to use make a payment using this service, you agree to pay us, through the
payment processor, the listed "Charge Total". You must provide current, complete and accurate billing
information. The billing address and transaction result will be collected by FCAA RLS. Please note that
no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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11. You will be brought back to the first page of the application.

Tincsrage with Fadorusment
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You can print a copy your completed application from your browser if you need to reference it or would
like to keep a copy for your records.

Actions
e

On the right side of the screen, click the “Action” button %" and select “Print Submission”.

From the licence screen, you can navigate to your RLS home screen or log out of RLS. Please refer to the
RLS Basics Guide for additional information on navigating the RLS dashboard.
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12. You can see if your licence is in progress or requires more information from the RLS home screen.

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for more
information.

e v

FCAA Registration and

Licensing System

This i Ihe Navigation Panel
T

Appl
Registrat] Registration /
Endorsements / Film Endorsem Or
Classifications Film Classification

Account - CGO_TD2TEST
Go 1o my profile o

Lag Cut (%)

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Invite Brokers/Associates

Mortgage associates and mortgage brokers are individuals that broker mortgages on behalf of a licensed
mortgage brokerage. In order for individuals to apply as a mortgage associate or mortgage broker, they
need to be invited by a Mortgage Brokerage. The invitation is sent from your Mortgage Brokerage’s RLS
account. The proposed Mortgage Associate or Mortgage Broker will receive an invitation by email and is
then responsible for completing the licence application.

In order to invite individuals to apply to broker mortgages on behalf of your mortgage brokerage, you

will need to have an RLS account already. If you currently have a licence and do not know your user ID or
password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| % Saskatche

L

GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side. Please note that you can
invite an associate or broker at any time during the application process. See the “Apply for Licence”
section of the guide or contact us for additional guidance.

Endorsement / Or Film

Classification

Account - CCD_TOITEST
G v ey prolile o

Log Dut [x]

3. Click the link for the Mortgage Brokerage licence.

Please note that it may take a few seconds for the licence information to load.

Peeicome o
FCAA Registration and Licensing System

Navigation Panel This area is
ication and

/
Apply fora Licence /
Registration /

Endorsement / Or Film

@ the panel open or Your Licences |
Registrations /
Endor ments / Film

Your Email

[

Licence # Program Name

Classification

Classifications
Al the botiom of t n panel you can find 100884 Morgage B EXTERNAL USER GUIDE
your account optio o =

Account - CCD_TD2TEST

Gatomy profile (-]

Log Out Q

102|Page



4. You will be brought to the licence screen. Click on “My Brokers/Associates” in the navigation panel on
the left hand side of the screen.

Active

et Expected Annual Retur | Renewal Due Date

ol the Act Fifing Due {Endorsement onty)

Account - €CD_TD2TEST
Go b vy profibe o

Log Out L)

5. You will be brought to your Broker/Associate screen. This screen will list all brokers and associates
linked to your brokerage. You can manage your listing from this screen and invite new individuals to
apply to broker mortgages on behalf of your mortgage brokerage.

Click the “Add another Broker/Associate Invite” button.

Morigage Brokerage Licence - 100884 - EXTERNAL USER GUIDE
My Brokers/Associates

My Brokers/Associates
Below % 8 kst of the Brokers and Associates currently linked 1o your Brokerage Click on the Broker/Associate Name 10 access mane information and select for payment

BrokeriAssociate Name. Type Principal Licence Status Next Renewal Date Status.

Broked/Associnte Enviles

Account - CCD_TD2TEST

ot my profife [~}

Log Out a9
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6. You can invite a new broker or associate or invite an existing broker or associate whose licence is
currently suspend.

To invite an existing broker or associate, select the “Existing” button.

S Mortgage Brokerage Licence - 100884 -, Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE
My Brokers/Associates

My Brokers/Associabes

Below is @ bst of the Brokers and Associates cumently bnked 1o your Brokerage. Click on the BrokeriAssociate Name f0 access more nfonmation and sedsct for payment

My BrokersiAssack

Broker/Associate Name Type Principal Licence Status Next Renewal Date Status

Broket/Associste Invites
Pending

New

Account - GOD_TD2TEST.
Gorto vy el o

Log Dt [}

You will be brought to a search menu. Type the name of the individual you would like to invite. If the
existing associate or broker is in our RLS system, a list of possible matches will be generated. Select the
appropriate person from the listing.

* E@E & :

0 S ey ) At

Search for an Option

E  Morgage Brokerags Lience - 100884 - ..
- far at least three characters all possibia malches wik appear ol

Select the appropriate person from the list.
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To invite a new broker or associate to apply for licensing, select the “New” button. Complete the
required fields with the appropriate contact information and confirm the email address. You can include
a message that will be in the RLS generated invitation.

Mortgage Brokerage Licence - 100824 - EXTERNAL USER GUIDE
My Brokers/Associates

My Brokors/Associates

My BroksrsiAssaciales Below is &

niked 1o your Brokerage. Click on e BrokeriAssociate Name io access moce o

BrokeriAssociate Name Type Principal Licence Status Next Renewal Date Status
Broker/Associate Invites

Pending

Existing New

Account - GOD_TDZTEST

G ks vy il o

Log Ost ]

You can add multiple brokers or associates from this page. Click the “Add another Broker/Associate
Invite” for each broker or associate you would like to invite.

If you do not have any additional brokers or associates to invite, click “Send Invitation”.
Please ensure that the email address the individual you are inviting is checked regularly. To ensure that

the individual you are inviting receives the RLS invitation, please communicate to the individual you
have invited to add the RLS email address fcaarls@gov.sk.ca to their contact list.
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7. A “Mortgage Brokerage — Broker/Associate Invitation” will be sent from RLS to the individual you have
invited.

Martgage Brokerage - Broker / Associate Inv

You have been invited by the ing mortgage brokerage to be a broker or associate for their brokerage:

EXTERNAL USER GUIDE

Message from morigage brokerags;
Extesmal User Guade MEMA

To respond to this mvitation, you must click the “Respond to Invitation” button below. After you have clicked that button, you will be taken to the login page for the Financial and Consumser Affawr Authority’s (FCAA) online Registration and Licensing System (RLS). If you do mot have a
User ID and password for LS, you will need to create an account. Instractions related to wsing RLS can be found on our website

» 1 you are applving to be & mongage brokes, pleass visit this webpage
hop://fcan gov sk ca/regulated-businesses-persoas persons mortgage-brokers
if you are applying to be 2 mortgage associate, please visit this webpage:
et/ fran go. sk sa'regulated-b ) 1RARS

1f you bave questions related to this invisation, please contact the above morgage brokerage

Please do not reply 1o this message s this email inbes it not mesitored., [f you need 1o contact the Consumner Credst Divisicn of FCAA, please do 30 by emasl ot i@ sk ea of by phone af (306) 7675700,

8. If you need to cancel the invitation, click “View/Edit Invitation”.

£ Mongage Brokerage Licence - 100854 -. Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE
My Brokers/Associates

Licance Events 1

Hotificati My Brokers/Associates

Morigage Brokerage with Endorsement Folder

My Brokers/Assaciates Balow is a ist of the Brokers and Assaciates currently linked to your Brokerage Chck on the Broker/Associate Name to access mare information and salact for payment

Broker/Associate Name Trpe Principal Licence Status Next Renewal Date Status.
BrokerAssociate Invites

Pending Acceptance

Are you i e broker o ing an existing broker o New
associale, who's licence is curr

First Name Extornal
Last Name User Broker

Email Address

User Guide MEMA

Message that will be mserted into the mvit

Account - CCO_TDITEST

Goto my profite [~}
Log Out Q |
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9. From the invitation screen, click “Revoke Invitation”.

Broker/Assoclate Invite

BroksriAssociate Invie

Brokerage Informaton

ma EXTERNAL USER GUIDE

This Brokoraga kitod above his stated tnat you are & Broker or Associte fo¢ thair Biokerage, By BCcepaing Mis awitabon you are Soclanng Mal Bis i o
BrokerAssocialo Invito Dotalls

Pending Acceptance

viling AN exising becker of Haw
ot

Aceount - CCO_TORTEST
G b oy peolile o

Lo Ot a

10.You will be taken back to the Broker/Associate screen. You can see the status change of the
invitation.

kRt g My Brokers/Associates [

My Brokers/Associales

Balow is @ list of the Brokers and Ass:

Ay linked b your Brokerage

K on the Broker'Associate Name [0 access more information and sefed for payment

BrokeriAssoclate Name Type Principal Licence Status MNext Renewal Date Status
Broker/Associale Invites

Revoked
Liser Broket

Extemal Liser Gi

Account - CCD_TD2TEST

ot my peotie o

LogOue fic]
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11. Once the individual you have invited has completed the Broker/Associate application, the

application will be returned to you for review.

From the Broker/Associate screen, you can select the link to the application.

My BrokersiAssociates

My Brokers/Associates

My Brokers/Associates

Belowis alksic

BrokeriAssociate Name

Type

Broker No

NiA)

Broker Associate invites

@ Inwitation ama;

Last Name

Agcount « CC0_TDATEST

ot my grolite (]

Log Ot [

By age. Clck on the Broker/Assoclate Name i act
Licance Status MNext Renewal Date Status
Inactive
Revoked
Neww
Ex
L
Extem ef Gunde MEMA
Pending Acceptance

Now
New
Extemal Uses
E ¢ User Gul hEMA

Panding Approval
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12. You will be brought to the “Broker/Associate” link page. You will need to review the
broker/associate application and provide authorization for the broker/associate. A link to the Brokerage
Authorization is provided on this page.

Upload the completed and signed Brokerage Authorization. The Brokerage authorization must be
completed by the Principal Broker.

Please note that the broker/associate application is still subject to the review and approval by the
Superintendent. Providing authorization does not mean that the application has been approved.

St i Brokerage - BrokeriAssociate Link bl

B il Bk oF Bangage Aickaings maal (iveplits T Lulswsng

| Lislousd Fin

Eri e Fae (P o rerastrpgere et S 1 e commlerer e ppracied by ibe Bl Bk

LT e—

et - SL0_TETINT

] L=

L D o
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Terminate Relationship with Broker/Associate

Mortgage associates and mortgage brokers are individuals that broker mortgages on behalf of a licensed
mortgage brokerage. Mortgage brokerages are required to make a termination submission to the
Superintendent within 7 days of when a broker or associate ceases to be authorized to broker
mortgages on behalf of the brokerage.

In order to terminate a relationship with a broker/associate, you will need to have an RLS account
already. If you currently have a licence and do not know your user ID or password, please review the RLS
Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| % Saskatchewa

GOVERNMENT OF SASKATCHEWAN

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

Account - CCD_TOITEST
G v ey prolile o

Log Ost a

3. Click the link for the Mortgage Brokerage licence.

Please note that it may take a few seconds for the licence information to load.

f—
FCAA Registration and Licensing System

This is the Navigation Panel Thi
dynamic based on y e
od

Your Licent
Registrations /

t | O Film Licence # Program Name

s Classification
Al the bottom 5 atio c8 100884  Mongage Broksrags EXTERNAL USER GUIDE

your account
+

Account - CCD_TDZTEST
Ga to my profile. Q

Log Out [x]
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4. You will be brought to the licence screen. Click on “My Brokers/Associates” in the navigation panel on
the left hand side of the screen.

Active

purposes only. typical
¢ submssions Flease

Account - €CD_TD2TEST
Go b vy profibe o

Log Out L)

5. You will be brought to your Broker/Associate screen. This screen will list all brokers and associates
linked to your brokerage. You can manage your listing from this screen.

Click the link for the broker/associate you would like to terminate the relationship with.

= Morgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE
. My Brokers/Associates

. My Brokersiassociates

Morigage Brokesage wih Endorsement Folder 1

My SrokessiAbscciates Bekow (s & list of the Brokers and Assaciates currently inksd 1o your Brokerage. Click on the BrokerlAssocinte Nome o access more information and select for paymant

BrokerlAssociate Name Type Principal Licence Status Mot Renewal Date Status
s Kot (iR} Broker No nective Panding Approval
it Kat (NI} Broker Mo Act

Revoked
whe's New
Extornal
User Broker
o nall Address
o il be inserted into the invitation email Exton

Pending Acceptance

& new brokar or associate or inviling an sxisting brokst o associate. who's New
ty suspanded?

Naw

LastName Extamal Usar

Agzount - CCO_TOZTEST

Go o my protie [~}

Leg o =]
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6. Please ensure that you intend to terminate the relationship, since submitting a "termination of
relationship" is not reversible. Should you need to restore the relationship, you will need to re-invite the
broker or associate and new licensing fees may be required.

Sutre Bt i L Y Brokerage - Broker/Associate Link - Kit Kat

i st ey o] Bbouigasgn Bavamage meat ©omplabe (e, boBomery

Voweload Fie

b b oo o Fom S ooyt Trvs 0 (o £ Comprnbesd aa spsussciond gl P b flrisios,

4 i bl 3 el B i

ickh, “SAE " |wppes righil e

Actwwel LD TOITE ST

L ] Qo

tagom o

Click “Terminate Relationship”.
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7. You will be brought to the “Terminate Relationship” step of the Notice of Termination. Answer the
questions accurately and completely.

Torminate Brokor Relationship

iato Ralationship Notice of Termination -

Pending Submission -
-~
FoY

Detal

EXTERMAL USER GUIDE
obaages are reguved 1o provde RLFERNoR Wi s8Ven dsy3 of B SYOCTDNd SANAgE MEUARY AN 8 MOrGags Hrkes or 8 MONge KSICAle CRBIES 10 he Buhonzed &S brokar MOTGaGR: 00 BeNA of fhe hrakeage Disase
matian @ hip-Flca. gov. sk
3as
<t Hat
lact
o
wil be wsed " when Ty
~ ) teeminated tha primany beok
Yes | Mo
dicat the rewson for lerminatio

Resigned . voluntary
Resigned - at the fim's request

Disrissad in good sanding

Dismizsod for eause

Completad tamporary amploymant cominet
Rutired

Oitver

woragus and Worigage Adrveiirators Act and Tre Worigepe Brokerages and Morigage Adminusirators Reguiations

1 Agres

Account - CCD_TOZTEST
oy pestls

Ly Ot

You will need to read the declaration and click the “I Agree” box to agree to it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specifically requested by the FCAA.

Click “Submit to FCAA”.
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8. Our office will review the submission and communicate using the email address and contact
information you provided to us at the beginning of the filing.

Terminate Broker Relationship

Swp 1
Terminats Relationship Notice of Termination -

In Review -
F( : AWA
o " ma a o
4584
EXTERR: f GUIDE
Subemission Instnictons
o reguled bp provids rotficaton wilhi seven days 67 8 preacnbed shnage. ncluing Whent & morgias Broker o & Morgas BARERE Ca28s 15 b8 suthanzed fo broker moripages on behal of the brokarage. Piease
s0 e iedrmabion at hitp i e bl i e sHiling: i 3

Account - CCO_TOTEST

9 to my prose

Q.0

Log it

You can print a copy your completed application from your browser if you need to reference it or would
like to keep a copy for your records.

Actions
AT

On the right side of the screen, click the “Action” button %" and select “Print Submission”.

From the licence screen, you can navigate to your RLS home screen or log out of RLS. Please refer to the
RLS Basics Guide for additional information on navigating the RLS dashboard.
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Print a Licence

In order to print your licence, you will need to have an RLS account already. If you currently have a
licence and do not know your user ID or password, please review the RLS Basics Guide before

proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatche

: GOVERNMENT OF SAS

AAZH

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
o ew

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

Account - CCD_TOITEST
G v ey prolile o

Log Ost a

3. Click the link for the Mortgage Brokerage licence.

Please note that it may take a few seconds for the licence information to load.

f—
FCAA Registration and Licensing System

This is the Navigation Panel Thi
dynamic based on y e
od

Your Licent
Registrations /

t | O Film Licence # Program Name

s Classification
Al the bottom 5 atio c8 100884  Mongage Broksrags EXTERNAL USER GUIDE

your account
+

Account - CCD_TDZTEST
Ga to my profile. Q

Log Out [x]
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4. You will be brought to the licence screen. Ensure that your pop-up blocker is disabled or you can
permit pop-ups from this site.

Click the “View Licence” button on the right hand side.

Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE

Y

Active

Licence Information

Licencn Type

Licenses Name

Doing Busmness as Name

Disto of tssu

Expiry Data

Next Expecied Submission

pwposes only, t
quired Nings or submissaons. F

Net Expected Annual Retum | Renewal Due 302024
Part VIl of the Act Filng Due (
Fiscal Yoar End Dato -Dec-2018

Account - CCD_TD2TEST
G 4y e o

Log Out [x]

5. Your licence will pop-up in a new window. Ensure that you have a PDF viewer or reader installed on
your computer. From the pop-up window you can print your licence.

B i L Mortgage Brokerage Licence - 100884 - EXTERMNAL USER GUIDE

Active

D f- Google Chrome = el
Licence Information T —— ' CHE ; i
Heme e _
Licence &
Licanste Name [ .
FcIEY
Doing Busmess as Name Date of Issus Contimeous Licence Number
Liconce b

y only mentions
et FCAS for

taxt Expected Annual Retur

et Expected Part Vil of thel

Fiscal Year End Date Endirsement Grastedt NO.

Besress  tH1S Saskanchiwan Drive
Locssen  Risgins SASKATCHEWAN 545 558

Account - CCO_TDITEST

Govva my profile (]

Log Out L
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Provide Information Updates

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage brokerage in
Saskatchewan. The Act also requires mortgage brokerages to provide notification of significant changes
to your business.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not
have an account, you will need to register one. If you currently have a licence and do not know your user

ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| % Saskatche

AELL

GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

Aceeunt - CCD_TDITEST
G vy kil o
Log Ost a

3. Click on the link for the licence that you would like to update. Please note that it may take a few
seconds for the licence information to load.

f—
FCAA Registration and Licensing System

the Navigation Panel
d on your place in the application and

i
Apply fora Licence |
Registration

Endor t | O Film

Your Licen

Registrations /

Licence # Program Name

fication

100884 Mongsge Brokerage EXTERNAL USER GUIDE

Al the bottom of this on panel you can find
your account options, including log cut

Account - CCD_TD2TEST
Ga to my profile. Q
Log Out Q
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4. You will be brought to the licence screen. Click on “Provide Information Update”.

A b 2

NSO Babarage Listerss - 100801~ Mortgage Brokerage Licence - 100884 - EXTERNAL USER GUIDE

Active

Eenkerage with E

Licence Information

Licensae Name

Doing Busmness as Name

Diate
Expiry Data
Next Expecied Submssion

Faturn | R

Due Date

At Filng Die (Ened

Account - CCD_TD2TEST
Go ¥ vy rolile o

Log Ot o

5.You will be brought to the first page of the licence event.
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Pending Submission
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On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions
T

F
e Cancel your filing if you have started an application and didn’t intend to; %% and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.

Please note that you will not be able to submit the application if a step has any blank or missed
guestions or required documentation uploads.

Click the next arrow button on the right side of the application until you reach the application step you

would like to change information on.

6. Click the “Make Changes” button to unlock the application step you would like to change the
information on.

Mortgage Administrator

Business Entity

Stop 3
Business Activity

Siop 4
Locations

122331-01 - EXTERNAL USER

Suitability for Licensing Busmess Ent

orting Documents

EXTERNAL USER

it 1SC Corporate Profie Repoit please go to hitps:iwww.isc.ca to obbain 4

Exigrnal Lises

Please pravide the address for the principal business office of the applicant, as well as the other indicated information, It cannot be a PO Box Number.
Account - CCD_TORTEST

This address is the main location from which you will conduct your mortgage administration activities.
Goto my profils o

Log Ot (]
Change the information or documentation on the application step as you need to.

Click the next arrow button on the right side of the application, and continue to review and answer all
guestions on each step of the application.
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7. 0On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Mortgage Administrator = ﬁ ?
Step 7
Declaration E_‘
= -~
IgeAA / —
Business Activity
122331-01 - EXTERNAL USER
Step 4

Locations

Submission Instructions

Fam wware that if s an offence 1o makn & e of mslsadng salament 1o tha Supernsendent under The Modgege Brokerages and Morigege Adminitratars Ac
Al information provided in this submission & true

Daclaration | Agres’

Acceunt - CCD_TO2TEST

Gty profie

Log Ot

Click “Submit to FCAA”.
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8. Our office will review the filing and communicate using the email address and contact information
you provided to us at the beginning of the filing.

You can see if your licence is in progress or requires more information from the RLS home screen under
the “My Submissions in Review” portal. This list includes all submissions that you have successfully
submitted to FCAA for review.

= % 2

ek o

FCAA Registration and

Licensing System

This i Ihe Navigation Panel

-
Apply for a Licence /
Registration /
Endorsement / Or

Your Li

Your Email
Correspondences

Registrat]
Endorsements / Film
Film Classification

Classifications

Account - CGO_TD2TEST
Go 1o my profile o

Lag Cut (%)

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Submit an Annual Return

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage brokerage in
Saskatchewan. The Act also requires mortgage brokerages to provide notification of significant changes
to your business.

Once licensed, a mortgage brokerage must ensure that it complies with all aspects of the legislation. The
brokerage is also responsible to ensure that every broker and every associate brokering mortgages on its
behalf also complies with the legislation.

A mortgage brokerage that obtains an endorsement needs to comply with the requirements mortgage
brokerages without endorsements need to meet, as well as the additional provisions such as those
relating to money handling, reporting, and financial security. These requirements are complex, and
mortgage brokerages that have an endorsement need to ensure they have a thorough understanding of
all requirements. Mortgage brokerages with an endorsement must maintain compliance with the
financial security requirements set by the Superintendent. They must also provide the necessary annual
filings, including audited financial statements and an audit report confirming compliance with the
legislation.

This section of the guide shows the process for the annual return submission. Similar procedures are
used for the annual filing and are not expressly set out in this guide. If you require additional guidance,
please contact our office (see the “Contact Us” in this guide).

You are able to start your annual return submission in RLS one month prior to the due date. You can
access a summary of the requirements and supporting materials required in the Mortgage Brokerage
Licence Toolkit and also on our webpage.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.
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1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewag

GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? o
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.

2. Click on the “My Licences/Registrations that Require Action” portal.

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

P 0
FCAA Registration and Licensing System

Account - CCD_TOITEST
Goto my proli o

Log Dut [x]
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3. You will be brought to the licence screen. Click on the “Start Annual Return” button.

= 2 ?

fhrtpiigs Binkwads Mortgage Brokerage Licence - 100884 - EXTERNAL
e USER GUIDE Active

AN

Licence information

Motifications

Monigage Brokenage wit

My Brokersi tes

Licanos Type Morigage Brokerage
Licanon # 1008ES
Lictrsae N EXTERNAL USER GLIDE

Doing Business as Rame

Date of issua

Next Expectad Submission

Account - CCD_TD2TEST
Goto my profie [~

Nexi Expected Annual Retum ! Renowal Dus Diabes
Log Out 3 )

4. You will be brought to the first step of your annual return application — “Event”.

Mortgage Brokerage

Hep 1 slogy,
Event 122250-02 - MRT_BRK - RNWL Pending Submission

i form

Weicome to the Financial and Consumar Aftairs Authority's (FCAA} onina Registration and Licensing System (RLS)

Flass take & mamont 1o farmistize yourse with the consng roq and e you wil nood ! prociess. You misy wish b toview the diltsrent
pages of the submission (the "Sleps™) i advance Whike you will not be able 1o subme the submission to FCAA until all requined fioids havi been comploted, you can view the screens at any
lime You can atso review information on our woebisie at www.foaa.gov.sk.ca Whn on i main FCAA webpage. please navigate to e appeopriale progeam for Rurther mdoamatsan

I you have Bny questons about oensing requirements or about how {o wse RLS o make a submission to FCAA, please contact us at fid@gov.sk.ca or (306) T67-6T00

Submssion Infarmaticn

Subemession Number

@ Evant Type

antact Information

The primary comadt is the indadual who will be recenang communicabions and information from the FCAA regarding this request If you are the primary conlact, please select "Yes™ balow
and comphite the femaining fiskss f ancther ndidual shauld ba the prmary contact please seloct "No” balow and provide the reguired infanmatice

Agcount - CCD_TDITEST At vou & ation
Yes  No
ot ey profils
Priafix Firgl Nama’ Last Nama Middia Nama
Log Ot
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On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions
&%

e Cancel your filing if you have started an application and didn’t intend to; “** and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.
Please note that you will not be able to submit the application if a step has any blank or missed

guestions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Brokerage % ?
Pending Submission s
e
Stoep 3
Business Activity G
T formaton L

Siop 4
Locations

Welcome to the Financial and Consumear Aflairs Authority's (FCAA} onine Registrahon and Licensing System

Supporting Documents pmonts and e inko

ticen you wl

Tha primary coniact is the

uicatiogs and information from the FCAA regarding ¥Ou 1 tha grimary contact, please select “Yes™ halow
and compite tho "

ry contact. please saloct “No™ below and provide the required information

Acceunt - CCD_TO2TEST Art yous B pOmacy contact paison Tor This application?
Goto my profils o

Log Ot [}

Firgl Nama’ Last Namo Muiddia Namae

The individual listed as the primary contact for the annual return submission will receive emails and may
be contacted by our office regarding the filing and/or licence.

Click on the next arrow button on the right side of the annual return submission.
6. Review and complete all of the information and documentation on each step of the annual return
application. If nothing has changed, click the next arrow button to move to the next step of the

application.

Review each step and make sure you have answered all of the questions accurately and completely and
uploaded all supporting documentation required.
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7. 0On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Mortgage Administrator

12233101 - EXTERNAL USER

Submission Instructions

1 certity the folkwing

= All infofmatian in tis submission i SCClralo:

« Th | return reflects sny changes from that which 1y repotad in the boence appl procoding the and
= The adminstralor has compled wih The Morigage Broksreges-snd Morigage Adminstralors Act and The Morigags ndl Mortgags ) the,
raporting period
Step B
Declaration
[ Agres

Acecun: - CCO_TOITEST
Ge ho ey profig (]
Log Ot o

Click “Submit to FCAA”.
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8. You will be brought to the “Invoice” step.

Invoice - 001800

Log it o

i Pending
o~
L] Print invsice el
=
Q
@
Cwer Dwtalls
(]
Orgar Descripticn Marchant Kame: £ oAk
e n § - Submsgon #i Mesrehamt URL - heps Aoma-Lsl saskmich
@
fbarm Diedaily:
o [r— - T [roer— P
Swnl e,
mnica Fal
HET
[T -
Minister of Finance
Accouns - £50_TEITENT
. x Maoneris r&ﬂ VISA Proceed o Payment ‘

An annual return fee must be submitted along with your application. Online payment options are only
available for invoices that are less than $2,500. Payments greater than $2,500 must be made by cheque
and are payable to the Minister of Finance.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques
along with a copy of the RLS invoice can be mailed to our office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

Once payment has been received by our office, we will review your licence application. Our office will
communicate using the email address and contact information you provided to us at the beginning of
the application.

Click the “Proceed to Payment” to complete the online payment. By clicking “Proceed to Payment” you
will be transferred to an external site powered by Moneris in order to process your payment. The
processing of your payment will be subject to the terms, conditions and privacy policies of the payment
processor. By choosing to use make a payment using this service, you agree to pay us, through the
payment processor, the listed "Charge Total". You must provide current, complete and accurate billing
information. The billing address and transaction result will be collected by FCAA RLS. Please note that
no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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9. Our office will review the annual submission and communicate using the email address and contact
information you provided us at the beginning of the submission.

You can see if your annual return submission is in progress or requires more information from the RLS
home screen under the “My Submissions in Review” portal. This list includes all submissions that you
have successfully submitted to FCAA for review.

%2

P 0
FCAA Registration and Licensing System

Your Email

Correspondences

Account - CCD_TOITEST
Goto my proli o

Log Ot o

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

annual return submission is approved, you will receive an approval completion email notice and can
login to print your licence.
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Surrender a Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage administrator in
Saskatchewan. The Act also requires mortgage brokerages to provide notification of significant changes
to your business. If you cease carrying on business in Saskatchewan, you can apply to surrender your
licence to FCAA which may result in the cancellation of your licence.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

%A Saskatchewan

GOVERNMENT OF CHEWA

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal.

avi

Account - CCD_TOITEST
G v ey prolile o

Log Dt )

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

3. You will be brought to the licence screen. Click on the “Surrender Licence” button.

=#A %2

Active

Licence Information

Liconca Typo
Lconce #
Licensee Name

Doing Busness as Name

Date of issue

Exy

Next Expecied Submession

sers only, typically only
ssons. Fleass contat

SION" 15 POk
and may nat ref

et Expected Annual Return | Renewal Due Diate

Part VIl of the Act Filng Due (Endorsement onky)

N-Dec-2018

Account - CED_TOITEST
G by ol [~

L Ot o
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4. You will be brought to the “Termination” screen. Answer the questions accurately and completely and
upload all requested supporting documentation.

MRT Surrender Licence

fep 1
Request 122331-02 - MRT_APP - TRMNTN
FCLYY,

Licence: 100890 - EXTERNAL USER

Pending Submission

Yzl

Upload File

Acceunt - CCD_TO2TEST

ot vy profie o

Log Ot (%}

Click “Submit Licence Surrender Request”.

5. All submissions made through RLS are subject to review and approval by the Superintendent who may
require additional information regarding your submission. You will be notified of the status of a
submission (i.e. approved, rejected or more information required) by our office.
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Mortgage Administrator

This section of the guide is specific to mortgage administrators to provide guidance on specific mortgage
administrator processes. If you are not currently licensed as a mortgage administrator or seeking
licensing as a mortgage administrator, please refer the appropriate section of this guide.

Compliance with Legislation

The Mortgage Brokerages and Mortgage Administrators Act (the “Act”) and The Mortgage Brokerages
and Mortgage Administrators Regulations (the “Regulations”) provide the legislative framework for the
regulation of mortgage brokerages, brokers, associates and mortgage administrators in Saskatchewan.
The Act applies to all persons carrying on the business of brokering or administering mortgages in
Saskatchewan.

Once you are licensed as a mortgage administrator, you must maintain compliance with the financial
security requirements set by the Superintendent. Mortgage administrators must also provide the
necessary annual filings, including audited financial statements and an audit report confirming
compliance with legislation. If you are unsure of your specific legislative requirements or need additional
help or guidance, please contact our office (see the “Contact Us” in this guide) or review the guidance
available on our webpage.

Licensing Requirements

Mortgage administrators are corporations that either receives payments made by a borrower and
remits those payments to the investor; or monitors the performance of a borrower with respect to his
or her obligations under the mortgage. Brokers and associates do not work on behalf of a mortgage
administrator; however, it is possible that a mortgage administrator will also undertake the activities of
a mortgage brokerage in which case separate licences are needed for each activity.

You can access a summary of the application and the supporting material requirements on our
webpage.
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Apply for a Mortgage Administrator Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage administrator in
Saskatchewan.

All applications made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your application. You will be notified of the status of an application (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

% Saskatchewan Financial and Consumer Affairs Authority
= (ATCHEWAN

GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password
e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “Apply for a New Licence” button.

Welorms b
FCAA Registration and
Licensing System

Al the bottom of this navigation
pa u can find your unt
oplons, ncludng lo |

Account - CGO_TD2TEST
Ga 1o my profile

Log Cut

Your Licences /
Reglstrati
Endorsements / Film

Registration /
Endorsement / Or

Classifications Film Clas:

Your Email
Comesponde

3. Select “Consumer Credit” as the Licencing Division.

Licencs Selaction

Account - CCD_TD2TEST

o 1o my profile

Log Out

Licence Wizard Records

Licence Selection

Type of Licence

Select the Licencing Division

Select the Licence | Registration you wish to apply for

Consumer Credit
Consumer Protection
Insurance

Pansions

Please select to reveal list ..

{i
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4. Select “Mortgage Administrator” from the dropdown menu.

Licence Selection Licence Wizard Records H
Licence Selection

Type of Licence

) Consumer Credit
Consumer Protection
Insurance

Pensions.

Please select to reveal list .. @

an Broker
age Admrsirator

origage Brokerage wih Endorsement
Payday Lender - Legal Entity

Payday Lender - Physical Lotatio

Trust, Loan, or Financing Corporation

Account - CCD_TDITEST
o by profibe (]

Log Ot [}

5. Carefully review the “Before You Begin” section. You can print this page from your browser if you
need to reference it.

Licance Selection Licence Wizard Records H
Licence Selection

Typer of Licence

Consumer Credit
Consumer Protection
Insurance

Pansions

Mortgage Administrator [w]

please contact us |

After You Submit

Once you have comy

Security Controls

For secunty pUTpeses. remember tnat we wil never ask

name Of password

Terms of Use

Account - CED_TOITEST
Goto my proli o

Log Out [x]

Click “I acknowledge”.
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6. You will be brought to the first step of your application — “Event”.

Mortgage Administrator

Pending Submission

.
Business Activity
Sin

Locations

Suitability for Licensing

pages of t
lime. You can

irod boc
arvigate b0 Ho appropriate f

1 you hava any questions aboul licansing requirements o about how 1o Use RLS to make a submission fo FCAA, please contact us af fdggov:sk.ca of (306) 787-6700

Primary Contact Information

Tha prmary conact is the mdnadual who wil ba racening communications and informaton from the FCAA ragarding this fequest | you ara the primary contact, please select “Yes™ balow
and compiete the remaining fields It ancther ndwidual showld be the pamary contact, please sedect “No” balow and provide the reguired information

A8 you the pmary contact person for s application”

Prafix First Name’ Last Mame Misddia Mame

Account - CCD_TDZTEST

Gata vy eolie o

Log Ot %}

On the left side is your navigation menu where you can navigate to the different steps within the
application, log out or access your RLS account.

On the right side is your tools and actions menu where you can:

Save

=

e Save your filing if you need to walk away and come back to it;

Actions

e
e Cancel your filing if you have started an application and didn’t intend to; " and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.

Please note that you will not be able to submit the application if a step has any blank or missed
qguestions or required documentation uploads.
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7. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Mortgage Administrator

Pending Submission

Siop 3
Business Activity
Sin

Locations

Suitability for Licensing

Piogse taki 8 momont b fam ol i Subrmission process. You miy wish to revew the different
pages of Hha s, i (1 L o 10 8y Boon comp! you Can view the scroens al any
lime. You can also rviow information on cur wobrsio o www.fcaa.gov.sk.ca. Wikin o the main FCAA webpage, pleasa navigate to tho Bppropriate progeam for furlhor informatson

1 you hava any questions aboul licansing requirements o about how 1o Use RLS to make a submission fo FCAA, please contact us af fdggov:sk.ca of (306) 787-6700

Primary Contact Information

Tha prmary conlact is he mndnidual who wil b
Bnd compiate the remaining fields. If another nde

gationd and information from the FCAA regarding this request. I you ara the primary contact, please selact Yes™ balow
y contact, please select “No” balow and provide e reguined infarmation

Ase you the prmary contact persan for this applicabon?

Prafix First Name’ Last Mame Misddia Mame

Account - CCD_TDITEST

Gata vy eolie o

Log Ot %}

The individual listed as the primary contact for the application will receive emails and may be contacted
by our office regarding the application and/or licence.

Once the primary contact information has been completed, click on the next arrow button on the right
side of the application. "
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8. You will be brought to the “Business Entity” step of your application.

Mortgage Administrator

usiness Entity

Business Activity
Step 4
Locatiol

ility for Licensing

orting Documents

70 b0 hitpa:ihwww.ksc.ca to obtain &

Acceunt - CCD_TO2TEST

i Upload File
Goto my profils o

Log Ot o
Answer the questions accurately and completely and upload all requested supporting documentation..

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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9. On the “Business Activity” step, you will need to answer the questions and upload proof of your Errors
and Omissions Insurance. A link to guidance on the Errors and Omissions insurance is provided on this

page.

! Eﬁnlne:n Activity

o 3
Dusirses Actiarty

1 irpload Fie

Chei hary 1 viow guidsnce relxied 10 “Errova and Onirons msarance”

Lipsaan Fie

Asmewnd . CEO_TOFWAT

- o
gt o

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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10. You will be brought to the “Locations” step. Answer the questions accurately and completely for any
additional business office(s) from which you will conduct mortgage administration activities, along with
the other supporting information set out for the principal business address.

Mortgage Administrator

After complsting the foem chck the 4 bution on the nght to proceed. Yous miomation wil be saved
122331-00 - EXTERNAL USER

Addional Business Office{s)
ility for Licensing

Indicate the address for any additional business office(s) from which you will conduct mortgage admindstration activities, along with the other supporting information set out for the
Documents principal business office.

i Mden pdctopat Ofcse) ol

Account - CGD_TOITEST

G ¥y e o

Log Ot (%}

If you have additional business office(s) from which you will conduct mortgage administration activities,
click the “Add an Additional Office(s)” green button at the bottom of the screen.

Click the next arrow button on the right side of the application.
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11. On the “Suitability for Licensing” step, you will need to answer the questions and upload a criminal
record check for the sole proprietor, each partner, or each director, officer or employee of the applicant.

Elu:i.r.ahlllqr for Licensing -
= oy
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Criminal record checks should be dated no earlier than 3 months from the date you submit the
application to us.

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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12. You will be brought to the “Supporting Documents” step. Answer the questions accurately and
completely and upload all requested supporting documentation.

Mortgage Administrator

S(Jppunlng Documents

FClY%
After completing the form chok -"SQA‘ bution on the nght to proceed. Your miormaton will be saved

| 122331.00 - EXTERNAL USER

Supporting Maternals

1. A business plan”

1 Upload File
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| Upload File
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Amount
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Upinad Document
4 Upload File
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Account - CCD_TO2TEST

Gt ey peolile o

Log Out Ix]

Once you have completed all fields on this step of the application, click the next arrow button on the
right side of the application.
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13. You will be brought to the “Declaration” step. You will need to read and complete the Statutory
Declaration form. A link to the declaration form is provided on this page.

Upload the completed and signed Statutory Declaration form. Please note that the Statutory Declaration
must be sworn before a commissioner for oaths or notary public.

Click the “I Agree” box to agree to it.

Mortgage Administrator

Step 7
4 Declaration

122331-00 - EXTERNAL USER

Submission Instructions
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§ Upload File
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Account - CCO_TOZTEST
Garta ey profils =
Lug Out [}

Click “Submit to FCAA”.
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14. The final step in the application is the “Invoice” step.

Mortgage Administrator

Pending

Print Invoice

Prodect Code Guantity Price Sabtotal

Invoice

Shipping Cost:

Charge Totak 175000 (CAS

Aceount - CCD_TDRTEST

Goto my profils o

Log Ost [ .Mo-herisr';::: r"M V'SA m

An application fee and a non-refundable licence fee must be submitted along with your application.
Online payment options are only available for invoices that are less than $2,500. Payments greater than
$2,500 must be made by cheque and are payable to the Minister of Finance.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques
along with a copy of the RLS invoice can be mailed to our office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

Once payment has been received by our office, we will review your licence application. Our office will
communicate using the email address and contact information you provided to us at the beginning of
the application.

Click the “Proceed to Payment” to complete the online payment. By clicking “Proceed to Payment” you
will be transferred to an external site powered by Moneris in order to process your payment. The
processing of your payment will be subject to the terms, conditions and privacy policies of the payment
processor. By choosing to use make a payment using this service, you agree to pay us, through the
payment processor, the listed "Charge Total". You must provide current, complete and accurate billing
information. The billing address and transaction result will be collected by FCAA RLS. Please note that
no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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15. You will be brought back to the first page of the application.
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You can print a copy your completed application from your browser if you need to reference it or would
like to keep a copy for your records.

Actions

b
On the right side of the screen, click the “Action” button %" and select “Print Submission”.

From the licence screen, you can navigate to your RLS home screen or log out of RLS. Please refer to the
RLS Basics Guide for additional information on navigating the RLS dashboard.
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16. You can see if your licence is in progress or requires more information from the RLS home screen.

The “My Submissions in Review” portal list includes all submissions that you have successfully submitted
to FCAA for review.

The “My Pending Submissions” includes all submission that you are currently working on and have not
submitted. This portal also includes submissions that have been returned to you by our office for more
information.

|
-

ek o

FCAA Registration and

Licensing System

This i Ihe Navigation Panel
This &

-
Apply for a Licence /
Registration /
Endorsement / Or

Your LI

Registrat]
Endorsements / Film

Film Classification

Classifications

Account - CGO_TD2TEST
Go 1o my profile o

Lag Cut (%)

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Request for More Information

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”). In carrying out the review of your submission, the Superintendent
may require clarification or additional information. You will be notified by email if the Superintendent is
requesting more information regarding your submission.

You can also see if your licence is in progress or requires more information from the RLS home screen
using the portals on the right side of the screen:

e The “My Submissions in Review” portal list includes all submissions that you have successfully
submitted to FCAA for review.

e The “My Pending Submissions” includes all submission that you are currently working on and
have not submitted. This portal also includes submissions that have been returned to you by our
office for more information.

e v

FCAA Registration and
Licensing System

This i Ihe Navigation Panel

Your Licenc Appl

Registrat] Registration /
Usathe — M o toggie Endorsements / Film Endorsement / Or
the panel open Classifications Film Classification

Al the bottom of this navigation

Account - CCD_TD2TEST

G 1o my profile o

Lag Cut (%)

In order to have your submission processed in a timely manner ensure that you carefully read any emails
sent to you to ensure that all actions required are completed and all information we may request in RLS
is provided.

Please ensure that the email address in your RLS account information is checked regularly as all
communications from our office will be sent to this email address. To ensure that you receive all of your
RLS account communications, please add the RLS email address fcaarls@gov.sk.ca to your contact list.
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1. A “More Information Request” email will be sent from RLS if more information is required to
complete the review of your submission.

FCAARLS@gov.sk.ca
Mare Information Requested - Mortgage Brokerage with Endarsemnent - Mew Application - 122313-00 - EXTERNAL USER GUIDE (Endorsement)

This message 15 to notify you that we have carmed out a review of the Mortgage Brokerage with Endorsement - New Apphication and a communication requesting clanfications or
additional nfarmation 15 now available

You can secess this commuanication by clicking the link at the bottom of this emasl (note: the link is below the emnil signatare an confidentialiny notice information). Abernaiely,
vou can acoess this communication by legging in to the Financial and Consamer Affazrs Authogity’s (FCAA) Registration and Licensing Svsiem (RLS)

{https-//fraa saskatchewan ca), clicking on the "My Email Correspondence” button and locating a comnunicatson with the dats of this smail

To provide the requested mfcemation, please log in to BLS and chick on the portal "My Pending Submussions”. Locate the submissaon by using the infarmation in the subgect line of
this emanl Each step in the submussion that requires clanficatons or sdditional information will be highlighted m yvellow and mstroctions will be svailable on esch step. Steps
where changes of information are not needed are shown in green, and are locked down. Please contact us directly if changes are needed 10 one of more of these steps

Please do not reply to this message as this emadl inbox is oot mondtored, If vou nasd to contact us cutseds of RLE, please do so by email at fid & gov.sk ca or by phore at (306) TET-
G700,

Thank you.

2. To access the RLS login page, go to https://fcaa.saskatchwan.ca or click the link to the RLS login page
from the email.

Financial and Consumer Affairs Authority

% Saskatchewan

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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3. Click the link for the submission that requires more information from the “My Pending Submissions”
portal on the right side of the home screen.

Please note that it may take a few seconds for the submission to load.
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4. You will be brought to the licence screen. Each step in the submission that requires clarification or
additional information will be highlighted in yellow and instructions will be available for completing each
step.

Mortgage Brokerage with Endorsement

Stop 1
Event Requested more information Hen
Stop 2 o o
Business Activity

Stop 3 o

Supporting Documents ..6

Step 4
Declaration o

1he Submission process
g4 have

fime. You information on

It you have any questons about kcensing req

Submission Information

tha Indivicual who will ba receiving communications and i

on from the FCAA regarding this request. If you are the pamary contact, plerse select ™Yes™ below
ameng felds 1 another indevidual should be tha primary co ]

salect "No” below and provide the required information

A you the pamary contact parson for this application?

Prafix First Name' Last Name Micdle Name

V] Extarnal User

Account - CCO_TDATEST

o tormy profile o Email Address

Log Out ']

The submission steps where changes or additional information are not required will be shown in green
and are locked down.

You can navigate to the submission steps that require more information using the navigation panel on
the left hand side of the screen by clicking on each yellow step. You can also move through the
submission using the next and previous arrows on the right side of the screen.

You will only be able to make changes to the steps that are highlighted in yellow and the rest of the
application is locked down. If you need to make changes to information on a submission step that is
locked (i.e. shown in green and not yellow), please contact our office (see the “Contact Us” in this
guide).

Once you have completed all changes or provided the required supporting documents, use the next
arrow button to proceed to the “Declaration” step of the submission.
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5. On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Mortgage Administrator

Business Activity
122331-01 - EXTERNAL USER
Step 4

Locations Submission Instructions

Siop 5
Susitability for Licensing

Fam mware that if & an cfence 1o makn & e of msleadng ststiment 1o tho Superntendent under The Aodgege Brokarages and Morgege Administraters Act
Step 6

Supporting Documents

Declaration

Acceunt - CCD_TO2TEST

Goto my profils o

Log Ot o
Click the “I Agree” box to agree to the Statutory Declaration. You will not be required to upload a new
Statutory Declaration. Once a statutory declaration has been completed and uploaded for an

application, it will not need to be replaced if changes are made, unless specially requested by the FCAA.

Click “Submit to FCAA”.
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6. You can print a copy of your updated submission from your browser if you need to reference it or
would like to keep a copy for your records.

On the right side of the licence screen click the “Action” button and select “Print Submission”.

Mortgage Brokerage with Endorsement

Step 1
Step 1 Stat
Event 122313-00 - MRT_END - NEW In Review -
) Aatigen
ARer completing Ihe form chck the s bution on the right 1o proceed. Your information wil be |
aved

Submission Instruckons

Walcome to the Financial and Consumar Affairs Authority's (FCAA) online Registration and Licensing Systam (RLS)

Please take 3 momeant 1o FamMikanze yoursell with the ICENSING equiremants and the INFrMALON you wil need Lo complate tha SubMISSION PrOCess. You may wish 1o feview e different
pages of the submission (ihe “Steps”) in advance While vou will not be able 1o submat the submission 10 FCAA until all required fields have been completed, you can view the screens at
any time You can aiso review informabon on our websie al. www.fcaa.gov.sk.ca When on the man FCAA webpage, please navigale 1o the appropriate program for further information

1t you have any querstions about koensing requirsments. or about how 1o usa RLS fo make a submission 1o FCAA, please contact us at fid@gow sk .ca or (308) 787-8700

Submission Information

Submission Numbser

Licence Event Type New Application

Primary Contact Information

The primary contiact is the individual who will be receiving communications and information from the FCAA regarding this request [f you are the primary coritact, plaase seliect ™Yes™ balow
and complete the remaming fieids. If anoiher individual should be the primary contact, piease select "NG” besow and provide the required information

Are you the prmary contact person for this application? Yes
Prefix. First Name Last Name Middle Name
External Usar
Title ! Positon
Account - CCO_TD2TEST
Email Address
Go o my profike
Log Out o Phone Number |

You can navigate to your RLS home screen or log out of RLS. Please refer to the RLS Basics Guide for
additional information on navigating the RLS dashboard.
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Print a Licence

In order to print your licence, you will need to have an RLS account already. If you currently have a
licence and do not know your user ID or password, please review the RLS Basics Guide before

proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatche

: GOVERNMENT OF SAS

AAZH

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.

156 |Page


https://fcaa.saskatchwan.ca/

2. Click on the “My Active Licences/Registrations” portal on the right hand side.

Account - CCD_TOITEST
G v ey prolile o

Log Ost a

3. Click the link for the Mortgage Administrator licence.

Please note that it may take a few seconds for the licence information to load.

f—
FCAA Registration and Licensing System

This is the Navigation Panel Thi
dynamic based on y e
od

Your Licent
Registrations /

t | O Film Licence # Program Name

s Classification
Al the bottom 5 atio c8 100884  Mongage Broksrags EXTERNAL USER GUIDE

your account
+

Account - CCD_TDZTEST
Ga to my profile. Q

Log Out [x]
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4. You will be brought to the licence screen. Ensure that your pop-up blocker is disabled or you can
permit pop-ups from this site.

Click the “View Licence” button on the right hand side.

Mortgage Administrator Licence - 100890 - EXTERNAL USER

ch

Active

Licence Information

Lconce Type

Dong Busmness as Name
Date of lssis
Expiry Date

Next Expecied Submission

ted Annus! Retum / Renewal O

11l af the At Filing Due

Acecunt - CCD_TO2TEST
Goto rmy peolte o
Log Dt )

5. Your licence will pop-up in a new window. Ensure that you have a PDF viewer or reader installed on
your computer. From the pop-up window you can print your licence.

Mertage Adrminkytrwior Licence's 18 Mortgage Administrator Licence - 100890 - EXTERNAL USER

FoRu

Active

Y- - 8 x
Licence information & hep 1 '3 wichewan

Date of lssue Continuous. Licence Number
et 08, 2019 Licunce 100830

EXTERNAL USER
Maliey 1913 SASKATCHEWAN DR
Actdrots REGINA SASKATCHEWAN S4P 4H2
Next Expectad Annual
- 5 Morig Pursant %

Nex Expectad Part V]

Frecal Year End Dato

Condtions: NONE

Account - CCD_TDITEST
Gt oy il )

Log Gut Lx)
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Provide Information Updates

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage administrator in
Saskatchewan. The Act also requires mortgage administrators to provide notification of significant
changes to your business.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

| %A Saskatchewan

GOVERNMENT OF {EWAN

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal on the right hand side.

Aceeunt - CCD_TDITEST
G vy kil o
Log Ost a

3. Click on the link for the licence that you would like to update. Please note that it may take a few
seconds for the licence information to load.

f—
FCAA Registration and Licensing System

the Navigation Panel
d on your place in the application and

i
Apply fora Licence |
Registration

Endor t | O Film

Your Licen

Registrations /

Licence # Program Name

fication

100884 Mongsge Brokerage EXTERNAL USER GUIDE

Al the bottom of this on panel you can find
your account options, including log cut

Account - CCD_TD2TEST
Ga to my profile. Q
Log Out Q
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4. You will be brought to the licence screen. Click on “Provide Information Update”.

NEGMe Mairiairito Ustnea - 1000 Mortgage Administrator Licence - 100890 - EXTERNAL USER

Licence Events

Active

Nutificatinns

Licence Information

Licensee Name
Doing Busness as Name
Dase of Issus

Expiry Date

Next Expecied Submission

Account - CCD_TO2TEST
Gos o oy peodie o
Log Out 2

5.You will be brought to the first page of the licence event.
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On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions
T

F
e Cancel your filing if you have started an application and didn’t intend to; %% and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.

Please note that you will not be able to submit the application if a step has any blank or missed
guestions or required documentation uploads.

Click the next arrow button on the right side of the application until you reach the application step you

would like to change information on.

6. Click the “Make Changes” button to unlock the application step you would like to change the
information on.

Mortgage Administrator

Business Entity

Stop 3
Business Activity

Siop 4
Locations

122331-01 - EXTERNAL USER

Suitability for Licensing Busmess Ent

orting Documents

EXTERNAL USER

it 1SC Corporate Profie Repoit please go to hitps:iwww.isc.ca to obbain 4

Exigrnal Lises

Please pravide the address for the principal business office of the applicant, as well as the other indicated information, It cannot be a PO Box Number.
Account - CCD_TORTEST

This address is the main location from which you will conduct your mortgage administration activities.
Goto my profils o

Log Ot (]
Change the information or documentation on the application step as you need to.

Click the next arrow button on the right side of the application, and continue to review and answer all
guestions on each step of the application.
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7. 0On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Mortgage Administrator = ﬁ ?
Step 7
Declaration E_‘
= -~
IgeAA / —
Business Activity
122331-01 - EXTERNAL USER
Step 4

Locations

Submission Instructions

Fam wware that if s an offence 1o makn & e of mslsadng salament 1o tha Supernsendent under The Modgege Brokerages and Morigege Adminitratars Ac
Al information provided in this submission & true

Daclaration | Agres’

Acceunt - CCD_TO2TEST

Gty profie

Log Ot

Click “Submit to FCAA”.

163 |Page



8. Our office will review the filing and communicate using the email address and contact information
you provided to us at the beginning of the filing.

You can see if your licence is in progress or requires more information from the RLS home screen under
the “My Submissions in Review” portal. This list includes all submissions that you have successfully
submitted to FCAA for review.

= % 2

ek o

FCAA Registration and

Licensing System

This i Ihe Navigation Panel

-
Apply for a Licence /
Registration /
Endorsement / Or

Your Li

Your Email
Correspondences

Registrat]
Endorsements / Film
Film Classification

Classifications

Account - CGO_TD2TEST
Go 1o my profile o

Lag Cut (%)

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

licence is approved, you will receive a proof of completion email notice and can login to print your
licence.
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Submit an Annual Return

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage administrator in
Saskatchewan. The Act also requires mortgage administrators to provide notification of significant
changes to your business.

Once licensed, a mortgage administrator must ensure that it complies with all aspects of the legislation.
There are numerous requirements that mortgage administrators need to meet. The legislation is
complex, and mortgage administrators need to ensure they have a thorough understanding of all
requirements. Mortgage administrators must maintain compliance with the financial security
requirements set by the Superintendent. Mortgage administrators must also provide the necessary
annual filings, including audited financial statements and an audit report confirming compliance with
the legislation.

You are able to start your annual return submission in RLS one month prior to the due date. You can
access a summary of the requirements and supporting materials on our webpage.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

165|Page



1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

% Saskatchewag

GOVERNMENT OF SAS

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

Forgot your password? o
Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.

2. Click on the “My Licences/Registrations that Require Action” portal.

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

P 0
FCAA Registration and Licensing System

Account - CCD_TOITEST
Goto my proli o

Log Dut [x]
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3. You will be brought to the licence screen. Click on the “Start Annual Return” button.

= % 2

gl Mocut Nasioiaior ks - fom Mortgage Administrator Licence - 100890 - EXTERNAL USER

Active

Licence Information

Account - CED_TOITEST
Go ¥ vy rolile o

Log Out [x]

4. You will be brought to the first step of your annual return application — “Event”.
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FY

L

3
Ol

Srafabebty for Lizesaing

b
Baquuing T ummsns

Ascwui - 300 TOIPEST

b g o

g Vi [ |

167 |Page



On the right side is your tools and actions menu where you can:

Save

e Save your filing if you need to walk away and come back to it;

Actions
T

F
e Cancel your filing if you have started an application and didn’t intend to; %% and

MNewt Prev

e Move forward and backwards one step using the next and previous arrow buttons.
Please note that you will not be able to submit the application if a step has any blank or missed

guestions or required documentation uploads.

5. Confirm that you are the primary contact. If you are not the primary contact, click “No” and provide
the contact information for the primary contact.

Fonm 122331-01 - MRT_APPF - RNWL El
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g Fc
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e
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o
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Ascwui - 300 TOIPEST

ST o

g

The individual listed as the primary contact for the annual return submission will receive emails and may
be contacted by our office regarding the filing and/or licence.

Click on the next arrow button on the right side of the annual return submission.
6. Review all of the information and documentation on each step of the annual return application. If
nothing has changed, click the next arrow button to move to the next step of the application.

Review each step and make sure you have answered all of the questions accurately and completely and
uploaded all supporting documentation required.
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7. 0On the “Declaration” step you will need to read the declaration and click the “I Agree” box to agree to
it.

Once a statutory declaration has been completed and uploaded for an application, it will not need to be
replaced if changes are made, unless specially requested by the FCAA.

Mortgage Administrator

12233101 - EXTERNAL USER

Submission Instructions

1 certity the folkwing

= All infofmatian in tis submission i SCClralo:

« Th | return reflects sny changes from that which 1y repotad in the boence appl procoding the and
= The adminstralor has compled wih The Morigage Broksreges-snd Morigage Adminstralors Act and The Morigags ndl Mortgags ) the,
raporting period
Step B
Declaration
[ Agres

Acecun: - CCO_TOITEST
Ge ho ey profig (]
Log Ot o

Click “Submit to FCAA”.
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8. You will be brought to the “Invoice” step.

Mortgage Administrator = 15,’)‘. ?

% Involce - 001799 Pending

Print Invoice

FCaaYd

Order Detalls

Order Description: Merchant Mame: FCAS
Annyal Return = Licence 8100890 - Submission #122331.01 Merchant URL: hitps //icaa-uat saskalchewan ca’

Item Details:

Description Prodect Code Quantity Price Sabinral

Account - CE0_TOITEST

a0 P @ Monerls L= r"w VISA | Muw]

Liog Ot L]

A licensing fee must be submitted along with your application. Online payment options are only
available for invoices that are less than $2,500. Payments greater than $2,500 must be made by cheque
and are payable to the Minister of Finance.

If you are paying by cheque, print and attach a copy of this invoice to the cheque payment. Cheques
along with a copy of the RLS invoice can be mailed to our office at:

Financial and Consumer Affairs Authority — Consumer Credit Division
Suite 601, 1919 Saskatchewan Drive
Regina, Saskatchewan S4P 4H2

Once payment has been received by our office, we will review your licence application. Our office will
communicate using the email address and contact information you provided to us at the beginning of
the application.

Click the “Proceed to Payment” to complete the online payment. By clicking “Proceed to Payment” you
will be transferred to an external site powered by Moneris in order to process your payment. The
processing of your payment will be subject to the terms, conditions and privacy policies of the payment
processor. By choosing to use make a payment using this service, you agree to pay us, through the
payment processor, the listed "Charge Total". You must provide current, complete and accurate billing
information. The billing address and transaction result will be collected by FCAA RLS. Please note that
no full credit card numbers will be collected by FCAA RLS.

If you are paying by cheque, click the next arrow button on the right side of the application.
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9. Our office will review the annual submission and communicate using the email address and contact
information you provided us at the beginning of the submission.

You can see if your annual return submission is in progress or requires more information from the RLS
home screen under the “My Submissions in Review” portal. This list includes all submissions that you
have successfully submitted to FCAA for review.

%2

P 0
FCAA Registration and Licensing System

Your Email

Correspondences

Account - CCD_TOITEST
Goto my proli o

Log Ot o

Carefully read any emails sent to you to ensure all actions required are completed and all information
we may request in RLS is provided.

You will be notified by email of the progress of your submission through the review process. If your

annual return submission is approved, you will receive an approval completion email notice and can
login to print your licence.
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Surrender a Licence

Before you begin, please ensure you are familiar with The Mortgage Brokerages and Mortgage
Administrators Act (the “Act”) and The Mortgage Brokerages and Mortgage Administrators Regulations
(the “Regulations”) which outlines the requirements to carry on business as a mortgage administrator in
Saskatchewan. The Act also requires mortgage administrators to provide notification of significant
changes to your business. If you cease carrying on business in Saskatchewan, you can apply to surrender
your licence to FCAA which may result in the cancellation of your licence.

All submissions made through RLS are subject to review and approval by the Superintendent of Financial
Institutions (the “Superintendent”) and the Superintendent may require additional information
regarding your submission. You will be notified of the status of a submission (i.e. approved, rejected or
more information required) by our office.

You should have your documentation in order before you begin. If you forget or need to change some of
your information, you can save your progress through the application and return to it as you need to.
You can continue to make changes to your application until you submit the application to our office. If
you need to make changes to a submitted application, please contact our office (see the “Contact Us” in
this guide).

In order to proceed with your application, you will need to have an RLS account already. If you do not

have an account, you will need to register one. If you currently have a licence and do not know your user
ID or password, please review the RLS Basics Guide before proceeding.

1. To access the RLS login page, go to https://fcaa.saskatchwan.ca

Financial and Consumer Affairs Authority

%A Saskatchewan

GOVERNMENT OF CHEWA

FCAA Registration and Licensing System

Welcome to FCAA RLS

User ID

Password

e

Forgot your password? 0

Enter your User ID and Password and click “Login”. You will be brought to the RLS home screen.
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2. Click on the “My Active Licences/Registrations” portal.

Endorsement / Or Film

Classification

Account - CCD_TOITEST
G v ey prolile o

Log Dut [x]

Click on the link for the licence that you would like to make a submission for. Please note that it may
take a few seconds for the licence screen to load.

3. You will be brought to the licence screen. Click on the “Surrender Licence” button.

= A % 2

Active

Martgage Adminisirator

100880

EXTERNAL USER

Date of tssus 080012018
Expiry Date Continuous Licence

Next Expected Submession

¥ 6 provided for ease o
mary ol ridect all re

Fiscal Year End Dato

Account - CCD_TD2TEST
G 4y e o

Log Out [x]
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4. You will be brought to the “Termination” screen. Answer the questions accurately and completely and
upload all requested supporting documentation.

MRT Surrender Licence

fep 1
Request 122331-02 - MRT_APP - TRMNTN
FCLYY,

Licence: 100890 - EXTERNAL USER

Pending Submission

Yzl

Upload File

Acceunt - CCD_TO2TEST

ot vy profie o

Log Ot (%}

Click “Submit Licence Surrender Request”.

5. All submissions made through RLS are subject to review and approval by the Superintendent who may
require additional information regarding your submission. You will be notified of the status of a
submission (i.e. approved, rejected or more information required) by our office.
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Contact Us

General Information

Consumer Credit Division

Financial and Consumer Affairs Authority
Suite 601, 1919 Saskatchewan Drive
Regina, SK  S4P 4H2

Phone: (306) 787-6700
Fax: (306) 787-9006
Email: fid@gov.sk.ca
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Appendix A: Mortgage Broker/Associate Licence Toolkit

This licensing toolkit has information relating to individuals applying for a mortgage broker or mortgage
associate licence (the “Applicant”), and the supporting information to be provided under The Mortgage
Brokerages and Mortgage Administrators Act (the “Act”).

Please note that as part of the licence review process, the Superintendent of Financial Institutions (the
“Superintendent”) may require the Applicant to provide additional information.

Effective November 1, 2019 all applications need to be completed using the Registration and Licensing
System (RLS). RLS is accessed at https://fcaa.saskatchewan.ca/

In RLS, an Applicant needs to be invited to apply for licensing by a mortgage brokerage. Should the
application be approved, the Applicant will then be licensed to broker mortgages on behalf of that
mortgage brokerage. An Applicant that has not received this invitation will not be able to submit an
application for licensing. Once completed, the application will go to the mortgage brokerage for its
review and confirmation. Should the mortgage brokerage confirm the application, it will be sent back to
the Applicant through RLS for the Applicant to pay the associated fees and to submit to the
Superintendent through RLS.

Once this invitation is received, Applicants are encouraged to go through each of the applicable licence
application screens in order to identify the information that will be required. While an Applicant will not
be able to submit an incomplete application, they will be able to review the RLS licence pages.

For information on the RLS system, such as how to navigate the system and how to set up one or more
delegates, please also see the RLS guides on the FCAA website at https://fcaa.gov.sk.ca/.

If you have any questions in regards to the application forms or the supporting information, please
contact the Financial and Consumer Affairs Authority of Saskatchewan — Consumer Credit Division, by
telephone at (306) 787-6700 or by email to fid@gov.sk.ca.

Filing Instructions
As the RLS licence application pages are self-explaining, the following filing instructions provide clarity
on certain areas where questions have arisen or deficiencies have been noted.
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Application Form

The following items provide additional information regarding the fields of the online application form:

1.

Primary Contact: the individual listed as the primary contact for the application will receive emails
and may be contacted by our office regarding the application and/or licence.

The primary contact can be thought of as the “submission contact”. If an application is approved,
the user that was logged in to make the application will then become the “primary owner” of the
licence. While the primary owner can create delegates who can make future filings on behalf of
the licensee, it is important that the primary owner be properly established in RLS. It is anticipated
that the primary owner will be the person holding the licence. FCAA Staff will confirm the primary
owner during the application review process. Should the primary owner need to be changed in
RLS, please contact us at (306) 787-6700 or by email to fid@gov.sk.ca.

Mailing Address: please provide the Applicant’s mailing address and contact information. Typically,
all mailed correspondence will be sent to this address.

Business Address: this address will be the location where you plan on conducting your business. It
cannot be a PO Box Number.

Address for Service: under Section 8 of the Act, the Applicant shall provide the Superintendent
with an address for service in Saskatchewan. The address for service must be a location that
maintains regular business hours and has staff available to receive documents at all times.
Typically, this address would be a law firm or the office of the mortgage brokerage that you broker
mortgages on behalf of. This address cannot be a PO Box number.

Education: The Mortgage Brokerages and Mortgage Administrators Regulations (the
“Regulations”) require that an Applicant must have successfully completed an approved
educational program for their licence type within 3 years of the application date, or meet an
equivalent. To meet this requirement:
a) You have completed the appropriate educational program approved by the Superintendent. If
you meet this requirement, state on the application the name of the approved educational
program, the date which you completed it, and upload a copy of your certificate of completion.
A listing of approved educational programs can be found on the FCAA website.
b) You can satisfy the Superintendent that you have a combination of education and/or
experience that is equivalent to an approved educational program for that licence type. Indicate
“Other” on the application, use the current date, and upload a detailed response describing your
combination of education and/or experience and why you feel that is equivalent to an approved
educational program. Applicants seeking this approval should contact us in advance in order to
obtain additional information.

Principal Broker: if the Applicant is applying for a mortgage broker licence and is the proposed
principal broker for that mortgage brokerage, indicate the Applicant’s relationship to the mortgage
brokerage:
a) if the mortgage brokerage is a corporation, he or she needs to be a director or officer;
b) if the mortgage brokerage is a partnership other than a limited partnership, he or she needs
to be a partner;
c) if the mortgage brokerage is a limited partnership, he or she needs to be the general partner
or a director or an officer of a corporation that is a general partner; or
d) if the mortgage brokerage is a sole proprietorship, he or she needs to be the sole proprietor.
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7. Disclosures — Personal: Check the appropriate boxes. If you are unsure about the nature or result of
any judicial, regulatory or administrative proceeding that impacts on the answer to a question,
consult legal counsel.

8. Disclosures — Business: Check the appropriate boxes. If you are unsure about the nature or result of
any judicial, regulatory or administrative proceeding that impacts on the answer to a question,
consult legal counsel.

Supporting Documents

To meet the requirements of the legislation and to assist the Superintendent’s review and assessment of
the Applicant’s suitability for licensing, RLS sets out the supporting information and/or documents to
accompany the licence application.

1. Criminal Record Checks. The legislation requires that criminal record checks be dated no more
than three months prior to the date of application.

2. Any other supporting information regarding this application: submit any other information the
Applicant believes would be useful to the Superintendent in assessing their suitability to be
licensed.

Statutory Declaration

RLS requires that the statutory declaration form be downloaded and signed. The statutory declaration
needs to be signed by both the Applicant, as well as by a Commissioner for Oaths or a Notary Public.
Once signed, the completed statutory declaration needs to be uploaded into RLS.

The declaration can be accessed from RLS, and is attached to this licence toolkit.

Fees

Pursuant to section 5 of the Regulations, the following fees must be submitted along with your
application:

1. an application fee of $250; and
2. a licence fee of $400. The licence fee will be refunded if a licence is not issued.

The Regulations establish that the “licence year” is July 1 to June 30. The licence fee is not pro-rated,
and you will need to pay the $400 licence fee no matter when in the licence year the licence is issued
(e.g. a licence issued June 20 will have a $400 licence fee). Refunds are not issued for any licenses
cancelled or surrendered.

While the mortgage broker and mortgage associate licences are continuous, the licence fee needs to be
paid for each licence year in advance (i.e. for each subsequent licence year, you will be required to pay
the $400 licence fee no later than June 30 of each year).

Application fees and licence fees are not transferable between licence types. If you are licensed as an
associate, you will need to pay a new application fee and licence fee in order to obtain a broker licence.
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Payments can be made in RLS through the Moneris system. Alternatively, Applicants may pay by cheque
made payable to the Minister of Finance, and sent to us along with a copy of the RLS invoice to:

Financial and Consumer Affairs Authority of Saskatchewan
Consumer Credit Division

Suite 601, 1919 Saskatchewan Drive

Regina, Saskatchewan S4P 4H2

Please ensure that the RLS invoice is submitted along with the cheque.

The licence fee will be refunded if a licence is not issued. A $25 service charge will be applied for any
cheque returned from your financial institution.

The Act and the Regulations can be accessed at http://publications.saskatchewan.ca/#/freelaw

If you have any questions, please contact us at the above address, or by phone at (306) 787-6700 or

email at fid@gov.sk.ca.
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Attachment A — Statutory Declaration

Declaration

I, the undersigned, consent to the Superintendent of Financial Institutions (the Superintendent) requesting any
criminal record searches and also authorize and request any and all former employers and any other person
requested to furnish to the Superintendent, or any agent acting on the Superintendent’s behalf, any information
they may have concerning my creditworthiness, character, ahility, business activities, educational background,
general reputation, and, in the case of former employers, my employment history with them and the reason for
my leaving them. | hereby release each such employer and each such other person from any and all liability of
whatever nature by reason of furnishing such information to the Superintendent or any agent acting on the
Superintendent’s behalf.

| understand that the Superintendent may also request additional information from the applicant to enable the
Superintendent to evaluate this application.

I understand that | have certain duties and obligations imposed on me by The Mortgage Brokerages and Mortgage
Administrators Act (the Act) and it is my responsibility to fully comply with these duties and obligations.

| acknowledge and agree that all information provided to or received by the Superintendent as part of the
application process may be used or disclosed to any person by the Superintendent or the Financial and Consumer
Affairs Authority where the use or disclosure is required for the performance of the responsibilities and exercise of
the powers given to the Superintendent or the Financial and Consumer Affairs Authority by the Act, the regulations
thereunder or by any other financial services legislation as that term is defined in The Financial and Consumer
Affairs Authority of Saskatchewan Act (Saskatchewan).

lirrevocably and unconditionally submit to the non-exclusive jurisdiction of the judicial, quasi-judicial and
administrative tribunals of Saskatchewan and any administrative proceeding in Saskatchewan, in any action or
proceeding arising out of or related to or concerning my licensing pursuant to the Act or my business activities in
Saskatchewan.

Further, and without limiting my obligations under the Act, | agree to comply with any demand for the production
of any books, papers, documents, correspondence, and communications or records of my business (the records) by
the Superintendent pursuant to the Act by delivering the records to the office of the Superintendent located in
Saskatchewan upon demand.
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Statutory Declaration

1, the undersigned applicant, do solemnly declare as follows:

1. That the information and documents provided in support of this application are complete and truthful in all
respects.

2. That the applicant has complied with the requirement of the laws of Saskatchewan to which it has applied
for a licence and hereby undertake to notify the Superintendent immediately of any material change that
might affect this application.

3. That the applicant agrees to be bound to the forgoing promises throughout the term of any licence granted
by virtue of this Application.

4. | make this solemn declaration conscientiously believing it to be true, and knowing that it is of the same
force and effect as if made under oath, and by virtue of the Canada Evidence Act.

Declared before me at the of
#City. Town, Filizge. RM etc)

Signature of Applicant

in the Province of 4

Print Name and Position and Title

this day of .20

A Commissioner for Oaths in and for the Province of
My commission expires

Or:

A Notary Public in and for the Province of
My appointment expires
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Appendix B: Mortgage Brokerage Licence Toolkit

This licensing toolkit has information relating to applying for a licence as a mortgage brokerage, and the
supporting information to be provided by an applicant applying for a licence under The Mortgage
Brokerages and Mortgage Administrators Act (the “Act”).

Please note that as part of the licence review process, the Superintendent of Financial Institutions (the
“Superintendent”) may require the applicant to provide additional information.

Effective November 1, 2019 all applications need to be completed using the Registration and Licensing
System (RLS). RLS is accessed at https://fcaa.saskatchewan.ca/

Applicants are encouraged to go through each of the applicable licence application screens in order to
identify the information that will be required. While an applicant will not be able to submit an
incomplete application, once they select the legal form of the applicant (i.e. corporation, partnership or
sole proprietor) they will be able to review the remainder of the licence pages in RLS. Applicants who do
not select this field may get a warning message that a mandatory field is incomplete; selecting one of
these three options will allow the applicant to continue browsing the requirements.

Once the mortgage brokerage application is completed in RLS, the brokerage applicant will then be able
to invite an individual to apply for licensing as a mortgage broker. This invitation will occur prior to the
brokerage becoming licensed. The Act prohibits a brokerage from being licensed without at least one
licensed broker, accordingly both applications need to be received prior to either application being
approved.

Once invited by the brokerage, the mortgage broker applicant will then complete their licence
application and submit it through RLS to the brokerage for its review and the brokerage’s confirmation
that the brokerage is authorizing that individual to broker mortgages on its behalf, should licensing be
approved. The individual will then complete the application in RLS and provide their application and fees
to the Superintendent for review. Brokerages are required to carry out a diligent process to ensure they
are comfortable with all aspects of the application from the mortgage broker, and subsequently any
other mortgage brokers and mortgage associates.

If the brokerage becomes licensed, this invitation process will be used in the licensing process of all
subsequent mortgage brokers and mortgage associates.

For information on the RLS system, such as how to navigate the system and how to set up one or more
delegates, please also see the RLS guides on the FCAA website at https://fcaa.gov.sk.ca/.

If you have any questions in regards to the application forms or the supporting information, please
contact the Financial and Consumer Affairs Authority of Saskatchewan — Consumer Credit Division, by
telephone at (306) 787-6700 or by email to fid@gov.sk.ca.
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Filing Instructions
As the RLS licence application pages are self-explaining, the following filing instructions provide clarity
on certain areas where questions have arisen or deficiencies have been noted.

Application Form

The following items provide additional information regarding the fields of the online application form:

1.

Primary Contact: the individual listed as the primary contact for the application will receive emails
and may be contacted by our office regarding the application and/or licence.

The primary contact can be thought of as the “submission contact”. If an application is approved,
the user that was logged in to make the application will then become the “primary owner” of the
licence. While the primary owner can create delegates who can make future filings on behalf of
the licensee, it is important that the primary owner be properly established in RLS. FCAA Staff will
confirm the primary owner during the application review process. Should the primary owner need
to be changed in RLS, please contact us at (306) 787-6700 or by email to fid@gov.sk.ca.

Section 14 of The Mortgage Brokerages and Mortgage Administrators Regulations (the
“Regulations”) requires applicant or licensee to notify the Superintendent in writing of any change
in circumstance provided to the Superintendent in the licence application.

Business Name: if the mortgage brokerage will be operating using a business / trade / DBA (doing
business as) name other than its legal name please include that name as you would like it to
appear on your licence and include evidence that the name has been registered with the
Corporate Registry of Information Services Corporation. Section 53 of the Act prohibits licensees
from advertising or otherwise indicating that the licensee is a mortgage brokerage using a name
other than as set out on the licensee’s licence.

Address for Service: the address for service must be a location in Saskatchewan that maintains
regular business hours and has staff available to receive documents at all times. Typically, this
address would be a law firm or your principal business office. This address cannot be a PO Box
number.

Section 8 of the Act requires every applicant to provide an address for service in Saskatchewan,
and section 19 of the Act requires every licensee to immediately notify the Superintendent in
writing of a change to an address for service.

Errors and Omissions Insurance: the applicant must have errors and omissions insurance that
meets the criteria of Section 6 of the Regulations. Please provide the name of the insurer, the
policy number and the expiry date for the insurance you have obtained. A listing of insurers who
offer the required errors and omissions insurance can be found on the FCAA website.

Proposed Principal Broker: section 22 of the Act requires every mortgage brokerage to designate
one individual as its principal broker. The principal broker will serve as the main contact for the
mortgage brokerage and will have sole authority for granting a broker or associate the ability to
act on the mortgage brokerage’s behalf.

In RLS, when designating a principal broker, the brokerage will have to invite the broker to join the
brokerage. The broker will have to complete an application in RLS.

In addition to the requirement to become licensed as a broker, the principal broker has numerous
duties and responsibilities that are outlined in the Act and the Regulations. To gain a thorough
understanding of the duties and responsibilities of a principal broker please refer to the additional
information available on the FCAA website.
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10.

11.

12.

Money Handling: indicate whether the mortgage brokerage will be receiving money from
Saskatchewan consumers, whether the money received relates to fees, trust money associated
with syndicated mortgages, trust money associated with non-syndicated mortgages, or from other
sources. Please provide full details for each “Yes” item, including the nature of the activities that
will result in the receipt of money and/or a listing of all fees, charges including the amounts and
methods of calculating such fees. This information can be uploaded in RLS in the “supporting
documents” screen where there is an opportunity to “add an additional form”.

Section 5 of the Act requires any mortgage brokerage that will receive or hold trust money relating
to non-syndicated mortgages to have an endorsement granted by the Superintendent prior to
receiving or holding any money. You need to apply for a trust endorsement separately, and if
granted, it will be clearly identified on the licence.

Activities: please indicate whether the activities of the mortgage brokerage will entail dealing with
private investors, reverse mortgage loans, syndicated mortgages or the collection of advance fees.
As part of your business plan ensure you provide a detailed explanation of how you intend to meet
the requirements of the legislation that are applicable to the activities you will undertake.

Principal Business Office: please provide the address for the principal business office of the
applicant, as well as the other indicated information. It cannot be a PO Box Number. This address
is the main location from which you will conduct your mortgage brokering activities. Typically, all
mailed correspondence will be sent to this address.

Additional Business Office(s): indicate the address for any additional business office(s) from which you
will conduct mortgage brokering activities, along with the other supporting information.

Disclosures — Personal: Check the appropriate boxes. If you are unsure about the nature or result of
any judicial, regulatory or administrative proceeding that impacts on the answer to a question,
consult legal counsel.

Disclosures — Business: Check the appropriate boxes. If you are unsure about the nature or result of
any judicial, regulatory or administrative proceeding that impacts on the answer to a question,
consult legal counsel.

Criminal Record Checks. Criminal record checks need to be dated no more than three months
prior to the date of application.

Supporting Documents

To meet the requirements of the legislation and to assist the Superintendent’s review and assessment of
the applicant’s suitability for licensing, RLS sets out the supporting information and/or documents to
accompany the licence application.

It is important that the supporting material be an accurate reflection of the activities of the applicant.
The use of vague or overly general descriptions may result in processing delays. Providing incorrect
information may result in a refusal, suspension or cancellation of the licence applied for and prosecution
as an offence.

1.

Supporting documents — upload another form: submit any other information the applicant
believes would be useful to the Superintendent in assessing their suitability to be licensed.
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Statutory Declaration

RLS requires that the statutory declaration form be downloaded and signed. The statutory declaration
needs to be signed by both the Applicant, as well as by a Commissioner for Oaths or a Notary Public.
Once signed, the completed statutory declaration needs to be uploaded into RLS.

The declaration can be accessed from RLS, and is attached to this licence toolkit.

Fees

Pursuant to section 5 of the Regulations, the following fees must be submitted along with your
application:

1. an application fee of $250; and
2. alicence fee of $400. The licence fee will be refunded if a licence is not issued.

The Regulations establish that the “licence year” is July 1 to June 30. The licence fee is not pro-rated,
and you will need to pay the $400 licence fee no matter when in the licence year the licence is issued
(e.g. a licence issued June 20 will have a $400 licence fee). Refunds are not issued for any licenses
cancelled or surrendered.

While the mortgage brokerage licence is continuous, the licence fee needs to be paid for each licence
year in advance (i.e. for each subsequent licence year, you will be required to pay the $400 licence fee
no later than June 30 of each year).

Payments can be made in RLS through the Moneris system. Alternatively, Applicants may pay by cheque
made payable to the Minister of Finance, and sent to us along with a copy of the RLS invoice to:

Financial and Consumer Affairs Authority of Saskatchewan
Consumer Credit Division

Suite 601, 1919 Saskatchewan Drive

Regina, Saskatchewan S4P 4H2

Please ensure that the RLS invoice is submitted along with the cheque.
The licence fee will be refunded if a licence is not issued. A $25 service charge will be applied for any

cheque returned from your financial institution.

The Act and the Regulations can be accessed at http://publications.saskatchewan.ca/#/freelaw

If you have any questions, please contact us at the above address, or by phone at (306) 787-6700 or

email at fid@gov.sk.ca
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Attachment A — Statutory Declaration

Declaration
Where the Applicant is an Individual:

I, the undersigned, consent to the Superintendent of Financial Institutions (the “Superintendent”) requesting any
criminal record searches and also authorize and request any and all former employers and any other person
requested to furnish to the Superintendent, or any agent acting on the Superintendent’s behalf, any information
they may have concerning my creditworthiness, character, ability, business activities, educational background,
general reputation, and, in the case of former employers, my employment histery with them and the reason for
my leaving them. | hereby release each such employer and each such other person from any and all liability of
whatever nature by reason of furnishing such information to the Superintendent or any agent acting on the
Superintendent’s behalf.

| understand that the Superintendent may also request additional information from the applicant to enable the
Superintendent to evaluate this application.

I understand that | have certain duties and obligations imposed on me by The Mortgage Brokerages and Mortgage
Administrators Act (the Act) and it is my responsibility to fully comply with these duties and obligations.

Where the Applicant is a Corporation:

I, the undersigned as representative of the corporation, authorize the Superintendent to verify any information
pursuant to this application from any source. | understand that the Superintendent may require further
infermation in order to evaluate this application, and | consent to the Superintendent collecting any additional
information as required.

In addition to the foregoing, | the undersigned (individual or representative of the corporation, as the case may
be):

*  Acknowledge and agree that all information provided to or received by the Superintendent as part of the
application process may be used or disclosed to any person by the Superintendent or the Financial and
Consumer Affairs Authority where the use or disclosure is required for the performance of the
responsibilities and exercise of the powers given to the Superintendent or the Financial and Consumer
Affairs Authority by the Act, the regulations thereunder or by any other financial services legislation as
that term is defined in The Financial and Consumer Affairs Authority of Saskatchewan Act (Saskatchewan).

# Irrevocably and unconditionally submit to the non-exclusive jurisdiction of the judicial, quasi-judicial and
administrative tribunals of Saskatchewan and any administrative proceeding in Saskatchewan, in any
action or proceeding arising out of or related to or concerning my licensing pursuant to the Act or my
business activities in Saskatchewan.

#  Further, and without limiting my obligations under the Act, | agree to comply with any demand for the
production of any books, papers, documents, correspondence, and communications or records of my
business (the “records”) by the Superintendent pursuant to the Act by delivering the recerds to the office
of the Superintendent located in Saskatchewan upon demand.
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Statutory Declaration
I, the undersigned, an authorized representative of the applicant, do solemnly declare as follows:

1. That the information and documents provided in support of this application are complete and truthful in all
respects.

2. That the applicant has complied with the requirement of the laws of Saskatchewan to which it has applied
for a licence and hereby undertake to notify the Superintendent immediately of any material change that
might affect this application.

3. That the applicant agrees to be bound to the forgoing promises throughout the term of any licence granted
by virtue of this Application.

4. 1 make this solemn declaration conscientiously believing it to be true, and knowing that it is of the same
force and effect as if made under oath, and by virtue of the Canada Evidence Act.

Declared before me at the of

Ty, Town, Fobere, AL ef)

Signature of Applicant

in the Province of 3

Print Name and Position and Title
this day of L20

A Commissioner for Oaths in and for the Province of
My commission expires

ar:

A Motary Public in and for the Province of
My appointment expires
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