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Branch Filing Summary of Changes 

Annual Conference and Training 

Enhancements to NMLS in Release 2012.2 incorporates changes to filing forms and the        
expansion of the system to accommodate the management of additional non-depository      
license types. The purpose of the updated forms is to provide better information to state     
regulators and make improvements in the use of NMLS to support these changes.  

Branch Filing (s) 
 
The Branch Filing screen previously know as Pending Filing, allows the user to create a new 
request for a branch, or amend or edit an existing branch record. 
 
From this screen, the user can also view the latest filing submitted by their company. (Note the 
Available Actions are magnified.) 
 
1. Click Create New Filing to proceed to Branch Search to create a filing. 

The MU3 is used by companies or sole proprietorships to create a branch license/registration, 
withdraw a branch application, surrender/cancel a branch license, and/or update administrative 
information regarding that branch location. Companies can also add or remove a branch   
managers associated with a branch office. Companies must have a Company (MU1) on file in 
order to submit a Branch (MU3). 
 
The major changes to the Branch (MU3) are new licensure of additional industries for State 
Agency-regulated branches, Business Activities performed at the branch, Branch Managers (a 
branch may have more than one branch manager), Document Uploads, and the removal of               
Jurisdiction Participation section. 
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Branch Search 

A search must be performed to avoid duplicate branches in the system. The system will allow 
for multiple branch offices to have the same address. 
 
2. Enter search criteria and click Search. 

3. Click Create Branch. 
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Create a Branch (MU3) Filing 

There are no changes to this screen. 
 
4. Enter the address and phone number for the new branch to create the Branch (MU3)     

Filing. 

Business Activities 

The Business Activities landing page introduces new navigation that allows the user to: 
 
Add Activity (navigate to new Business Activities section) 
Add State (navigate to Business Activity Wizard state section) 
Manage License (navigate to Request/Transition License(s) section) 
Amend Activities (navigate to License/Registration Information) 
 
First-time filers must select Add Activity and provide information regarding the branch’s      
business activities before other options on the Branch (MU3) are available. 
 
5. Click Add Activity. 
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This is a new Business Activity Wizard to capture all activities for the branch including           
additional industries. 
 
6. Select a Business Activity.   

7. Select a State. Note the Jurisdiction Participation section has been removed from 
NMLS. 
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8. Confirm the states selected for the Business Activity and Industry Type or remove a state 
from the Business Activity, then click Next. 

Click Save & Request License 
which navigates to Request License 

Save & Continue with Filing navi-
gates to Identifying Information. 

OR 
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9. Select the licenses for request or transition. If a license is transitioning (already have this 
license and now requesting via NMLS), then enter License Number into the field. If this is a 
new license request, select the license and click on Next. 

10. Confirm license(s) selected, then click Save & Continue with Filing. 

Request/Transition License(s) 
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Identifying Information 

11. Complete all the required fields. (Note the new section is magnified.) 

Other Trade Names 

12. If required, add Other Trade Names.  (Note the new section is magnified.) 
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Branch Managers 

Users will now have the capability to provide multiple branch managers per Branch where each 
branch manager can be associated to one or more Industries. NMLS will NOT allow multiple 
branch managers associated to the same Industry. 
 
13. Add a branch manager or multiple branch managers. 
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Branch Managers 

14. Select the Industry Types. 
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Web Addresses 

15. Add a Web Address if applicable. (Note the new question is magnified.) 
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Books and Records 

Industry Types were also added to the Books and Records Information. 
 
16. Add Books and Records. 
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Operation Information 

There are no major changes to Operation Information. 
 
17. Answer Operation Information questions. 

Expense Information 

There are no changes to Expense Information 
18. Add Expense Information if applicable. 
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Document Uploads 

Document Uploads is a new feature which allows state-licensed companies and branches to 
provide specific types of documents to regulators via a Document Upload.  
 
The Branch document Types are: 
 Branch Written Agreement 
 Surety Bond 
 
19. Upload a document. 
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Control/Qualifying Individual (MU2) Forms 

Each branch manager must have a complete record Individual (MU2) in the NMLS and attest 
to this record prior to requesting a license for this branch. 
 
20. Select the Request Attestation icon (magnified) for the individual to complete the MU2 

Form.  See Company (MU1)/ Individual (MU2) Summary for more information. 

Completeness Check and Attest, Submit and Pay 

There are new completeness checks as there are new/updated Branch (MU3) sections. 

21. Complete all outstanding items, attest, submit filing and pay for the filing. 


