EZY PZ LTD  /  FREE WORKING TEMPLATE
EZY PZ WORKING TOOL
Mortgage Transaction Communication Pack
Editable milestone messages that say what changed, what it means, what is needed, and who owns the next action.
	Replace every bracketed field. Do not place sensitive borrower information in ordinary email. Confirm program, disclosure, timing, and communication requirements before use.


Message standard
State the milestone in the first sentence
Separate confirmed facts from estimates
Name the borrower action, owner, and deadline
Explain what may change
Use a secure channel for sensitive documents
Provide one clear contact path
Welcome / contract received
Subject  [Property or reference] - financing team and next steps
________________________________________________________________________________
Message  Confirm receipt, identify contacts, list contract dates and immediate needs, explain update cadence
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Disclosures available
Subject  Documents ready for review and acknowledgment
________________________________________________________________________________
Message  Name secure sender/domain, access instructions, signing deadline, questions, and actions to avoid
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Appraisal ordered
Subject  Appraisal ordered - expected timing and next update
________________________________________________________________________________
Message  Confirm order, estimated timing, access coordination, what the appraisal does and does not decide
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Appraisal received
Subject  Appraisal received - review and next step
________________________________________________________________________________
Message  State receipt, where the report is securely available, whether review is pending, and next action
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Conditions / missing items
Subject  Items needed to keep the file moving
________________________________________________________________________________
Message  List each item, why it is needed in plain language, secure upload method, owner, and deadline
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
Clear to close / closing preparation
Subject  Closing preparation - confirmed steps
________________________________________________________________________________
Message  Separate confirmed date/time from pending items; include verified instructions and fraud warning
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
________________________________________________________________________________
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