
Page 1 of 31 
 
February 2014 

 
 

Exhibit 14 

Texas Department of Housing & Community Affairs 
 

Texas Bootstrap Loan Program 
 

MITAS Internet Loan Reservation System  
 

Training Guide 
 

 
Each Nonprofit Owner-Builder Housing Provider (NOHP) will be assigned an Originator Number, Branch Number, 
Username and Password to log into the MITAS Internet Loan Reservation System (MILRS). 
 
Upon the first logon each authorized user will be required to create a unique password that meets the following 
standards: 
 
Passwords must comply with the following standards:  
  
 Length:  Passwords must be at least 8 characters.  
  
 Complexity: Passwords must contain at least 1 uppercase letter, 1 lowercase letter and one numeric 

digit  
  
 Expiration: Passwords will expire after 90 days;  
  
 History:  The system will not allow the use of any previous passwords. 
 
 User Accounts: Will expire after 90 days of inactivity 
 
Before entering any information into the system the NOHP must have the Census Tract Number for the 
property and must have verified whether the property is located in the 2/3 Set-Aside of 1/3 Set-Aside.  
 
To obtain the census tract number please use the following website:  
 
http://www.ffiec.gov/Geocode/Default.aspx 
 
To verify whether the census tract/property is located in the 2/3 Set-Aside or the 1/3 Set-Aside, please use the 
following website http://www.tdhca.state.tx.us/oci/index.jsp and select the most current census tract link. 
  
The MITAS Internet Loan Reservation System collects general data regarding the mortgage the Owner-Builder 
applicant wishes to obtain.  Before you begin entering a reservation, you need to gather the following information to 
assist you in completing the application: 

• Information for applicant and co-applicant (if applicable) 
• Information on the property 
• Employment and Income Data  
• Information on the applicant's assets and liabilities 
• Information on any real estate currently owned by the applicant, including value, mortgage balance, and 

monthly payment  

http://www.ffiec.gov/Geocode/Default.aspx
http://www.tdhca.state.tx.us/oci/index.jsp


 

 
 
 
New Loan Registration:  Allows an NOHP to reserve a loan through a program/allocation which is chosen by the 
NOHP.  
 

 

Page 2 of 31 
 
February 2014 



Available Programs: Displays all programs available and the amounts available to the NOHP who is logged into 
the Internet Loan Reservation System.  NOHP will select the Texas Bootstrap Loan Reservation Program.   
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Available Allocations: Displays all allocations available to the NOHP who is logged into the Internet Loan 
Reservation System.  NOHP must select the correct allocation for the reservation being entered onto the system.   
 
Select appropriate allocation to proceed to the “Loan Info” screen. 
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Loan Info: The Loan Information screen of the MITAS Internet Loan Reservation System captures information 
regarding the loan being applied for. 
 
The NOHP must enter the following: 
 

• Mortgagor first name, middle and last name 
• Mortgagor SSN 
• Loan Amount:  This is the loan amount being applied for thru TDHCA 
• Purchase Price:  Total purchase price including all repayable loans, forgivable loans and grants. 
• Loan Type:  Select Conventional-Uninsured 
• Number in Household:  Enter total number of people that will be living in the home being 

purchased/constructed 
• Number of Wage Earners:  Enter total number of people working and that will be living in the home 

being purchased/constructed 
• Term:  Enter total number of months for payment term 

 
Select “Next” to proceed to the “Loan Property” Information screen. 
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Loan Property Info:  The Loan Property Information screen of the MITAS Internet Loan Reservation System 
collects general data regarding the property being purchased.  The Lender Case Number will be the loan number 
assigned to the application. 

The NOHP must enter the following information: 

• Amortization Type:  Fixed Rate 
• Subject Property Address:  Enter physical address of property 
• Legal Description:  Enter the legal description of subject property, you must tab to access additional 

fields. 
• Subject property county:  County where the property is located 
• No. of Units: 
• Year Built 
• Purpose of Loan:  Select either “purchase”, “construction”, or for rehab enter “other”. 
• Property will be:  Select “Primary Residence” 
• Complete this line if construction or construction-permanent loan: 
• Title will be held in what Names:  Enter the names of the individuals that will need to be listed on the 

Deed of Trust 
• Manner in which title will be held:  Enter either “singe”, “husband & wife”, “joint tenancy” or 

“tenancy in common” 
• Source of Down Payment 
• Estate will be held in:  Fee Simple 

 
Select “Next” to proceed to the “Borrower Information” screen. 
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Borrower Information: The Borrower Information screen of the MITAS Internet Loan Reservation System collects 
information regarding the primary applicant.  Information gathered here includes marital status, demographic 
information (race, gender, etc.), current address information, employment history, and declarations. 
 
The NOHP must enter the following information: 

• Home Phone:  Enter  primary applicant’s home phone number 
• DOB  Enter  primary applicant’s Date of Birth 
• Yrs. School:  Enter the number of years of school completed by the  primary applicant 
• Marital Status:  Enter either “married”, “unmarried”, “widowed”, or “single” 
• Dependents No.  Enter the number of dependents of  primary applicant 
• Ages:  Enter the dependent’s ages 
• Information for Government Monitoring:  Enter appropriate information for  “ethnicity”, “race” & 

“sex” 
• Address Information:  Enter the  primary applicant’s present physical address 
• Mailing Address:  Enter the  primary applicants mailing address if different than present physical 

address 
• Former Address:  Enter the  primary applicant’s former physical address if residing at present address 

for less than two years 
• Employment Information:  Enter the Primary applicant’s current employer name & address, years on 

job, years employed in this line of work, position/title and business phone number 
• Previous Employment Information:  If employed in current position for less than two years or if 

currently employed in more than one job. 
 
Select “Calculate Totals” (optional) 
Select “Next” to proceed to the “Co-Borrower Information” screen. 
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Co-Borrower Information:  The Co-Borrower Information screen of the MITAS Internet Loan Reservation System 
collects information regarding the Co-applicant.  Information gathered here is the same as the information gathered 
for the primary mortgagor. 
 
The NOHP must enter the following information: 

• Home Phone:  Enter co-applicant’s home phone number 
• DOB  Enter co-applicant’s Date of Birth 
• Yrs. School:  Enter the number of years of school completed by the co-applicant 
• Marital Status:  Enter either “married”, “unmarried”, “widowed”, or “single” 
• Dependents No.  Enter the number of dependents of co-applicant if different from information entered 

for primary applicant 
• Ages:  Enter the dependent’s ages 
• Information for Government Monitoring:  Enter appropriate information for  “ethnicity”, “race” & 

“sex” 
• Address Information:  Enter the co-applicant’s present physical address 
• Mailing Address:  Enter the co-applicants mailing address if different than present physical address 
• Former Address:  Enter the co-applicant’s former physical address if residing at present address for 

less than two years 
• Employment Information:  Enter the co-applicant’s current employer name & address, years on job, 

years employed in this line of work, position/title and business phone number 
• Previous Employment Information:  If employed in current position for less than two years or if 

currently employed in more than one job. 
 
Once all information has been entered select “Next” to proceed to the “Income Expenses” screen. 
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Income/Expenses: The Income and Expenses Information screen of the MITAS Internet Loan Reservation System 
collects information regarding the applicants' income and expenses.  Complete all information for the primary 
applicant and all co-applicants.  Select the “calculate” button to total all entries for the Borrower and Co-Borrower. 
 
The NOHP must enter the following information: 
 
Gross Monthly Income:  Enter for applicant and co-applicant (if applicable) 
 

• Base Empl. Income:  Enter the gross monthly income 
• Overtime:  If applicable enter overtime income earned on a regular basis 
• Bonuses:   If applicable enter bonuses earned on a regular basis 
• Commissions:   If applicable enter commission income earned on a regular basis 
• Dividends/Interest:  If applicable enter dividend or interest income earned on a regular basis 
• Net Rental Income:  If applicable enter net rental income 
• Other:  If applicable enter other income earned on a regular basis listed below 

 
Combined Monthly Housing Expense:  Enter information that is relevant for applicant and co-applicant (if 
applicable): 
 Under Present Column enter the following: 

• Rent:  Enter present amount that applicant pays for rent 
 
Under Proposed Column enter the following: 
• First Mortgage:  Enter the proposed monthly mortgage payment for 1st lien holder 
• Other Financing: Enter the proposed monthly mortgage payment for other financing being obtained 
• Hazard Insurance:  Enter the proposed monthly payment for hazard insurance 
• Real Estate Taxes:  Enter the proposed monthly payment for real estate taxes 
• Mortgage Insurance:  Enter the proposed monthly payment for mortgage insurance (if applicable)         
• Homeowner Assn. Dues:  Enter the proposed monthly payment for homeowner’s association dues (if 

applicable) 
 
Describe Other Income:  Enter information regarding any other type of income that is being received on a regular 
basis by applicant and co-applicant (if applicable) 
 
Once all information has been entered select “Next” to proceed to the “Asset’s” screen. 
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Assets: The Assets Information screen of the MITAS Internet Loan Reservation System collects information 
regarding the applicants' assets.  Select the “calculate” button to total all entries. 
 
The NOHP must list all assets for applicant and co-applicant (if applicable) including checking & savings accounts: 
 
Once all information has been entered select “Next” to proceed to the “Liabilities” screen. 
 
 



 
 
Liabilities: The Liabilities Information screen of the MITAS Internet Loan Reservation System collects information 
regarding the applicants' liabilities and pledged assets.  List the creditor's name, address, and account number for all 
outstanding debts. 
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The NOHP must enter all liabilities for applicant and co-applicant (if applicable) the following information must be 
entered: 
 

• Name of company debt is owed to 
• Monthly payment amount 
• Type of account (revolving/installment) 
• Account balance 
• Account number. 

 
Once all information has been entered select “Next” to proceed to the “Real Estate” screen. 
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Real Estate Owned: The 1003 Schedule of Real Estate Owned screen of the MITAS Internet Loan Reservation 
System collects information regarding the any real estate currently owned by the applicants. 
 
NOHP must enter any information regarding property that is owned by the applicant and/or the co-applicant (if 
applicable). 
 
Under the section “Information for Government Monitoring Purposes” the NOHP must enter the manner in which 
the application complete, the name and phone number of the person that assisted in completing the application, 
name and address of the NOHP.  
 
Once all information has been entered select “Next” to proceed to the “Transaction Detail” screen. 
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Transaction Details: The Transaction Detail screen of the MITAS Internet Loan Reservation System collects 
information regarding the financial details of the transaction.    
 
Once all information has been entered select “Next” to proceed to the “Declaration” screen. 
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Declarations: The Borrower and Co-Borrower Declarations Information screen of the MITAS Internet Loan 
Reservation System collects information regarding the applicant(s).  The declarations assist the NOHP in making a 
credit worthiness decision.  Read each question, then select the applicable "Yes" or "No" radio button option for the 
Borrower and Co-Borrower (if applicable) for each declaration. 
 
The questions asked under the “Declarations Screen” must be answered. 
 
Once all information has been entered select “Submit” to submit your reservation. 
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Reservation Confirmation:  NOHP must ensure that a date appears next to 
“Reservation Date” and “Reservation Expiration Date”.  If no dates appear in 
these fields your reservation has not been completed 
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View Loan Detail: To access a list of your organization’s reservations, select “View Loan Detail.   

 
 

To access your reservation enter the loan number in the appropriate field and click “Retrieve”.   
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Cross Reference - Pushbutton giving you access cross reference a list of loan number by last name and then first 
name. 

Loan Application - Pushbutton giving you access to application screens.  The NOHP only has access to the loan 
application if the reservation has not been submitted.  The NOHP may update/change any loan data on these 
screens. 
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Print Documents - Pushbutton giving you access to the forms printing screen. 
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