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This Quick Reference Card provides an overview of the steps and instructions for a Multifamily Issuer user to correct 
a Reimbursement Claim Request that Ginnie Mae has sent back with pending revisions.

NAVIGATING TO GMC REQUESTS MODULE

1. Navigate to MyGinnieMae 

(https://my.ginniemae.gov).

2. Log in with your user 

credentials.

3. Select Ginnie Mae Central 

under the Applications 

section on the My Tools 

drop-down.

4. Select the Requests module.
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COMPLETE UPDATE TO REIMBURSEMENT PENDING REVISIONS – BASIC USER OR 
AUTHORIZED SIGNER COMPLETES FORM

1. Upon receiving a 

request to update a 

Reimbursement 

Request due to 

necessary revisions, 

select the Request 

ID on the Requests 

homepage.

2. Select the ADJUST 

REQUEST button to 

review the 

Reimbursement 

Form and 

subsequent request 

for revisions from 

Ginnie Mae.

3. Review the 

Requested 

Revisions from 

Ginnie Mae and 

update accordingly.

4. Select the 

CONTINUE button to 

progress through the 

steps and make 

requested/necessary 

revisions.

Note: Users with the assigned role of MF-Financial Statements & Insurance Policy & Reimbursement 

Claims Basic User will only be able to update the Reimbursement Claim Form to address pending revisions 

but will not be able to Sign, Certify & Submit. 
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Basic Users will need to notify an Authorized Signer, with the assigned role of MF-Insurance Policy & 

Reimbursement Claims Authorized Signer, to review and/or update the Form, Sign and Certify & Submit.
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SUBMIT REIMBURSEMENT CLAIM REQUEST – AUTHORIZED SIGNER COMPLETES FORM

5. Once all steps in the 

Requested Revisions 

from Ginnie Mae have 

been updated, review the 

Request for 

Reimbursement of 

Mortgage Insurance 

Claims Costs summary.
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6. Select the SIGN button.

7. Select the CERTIFY & 

SUBMIT button.

If you receive this error, 

you are not on the HUD 

11702. You will not be 

able to submit until you 

are added to the HUD 

11702 and have the 

Authorized Signer role 

assigned to you.

The next steps in the Reimbursement Claim process can only be completed by an Authorized Signer who 

is listed on the HUD 11702 with the MyGinnieMae functional role MF-Insurance Policy & 

Reimbursement Claims Authorized Signer. 

 Authorized Signers can review and/or update the Reimbursement Claim Form to address pending 

revisions and Sign, Certify & Submit. 

o Authorized Signers can also log in to review the Reimbursement Claim Form and subsequent 

revisions drafted by a User with Basic User Role to Sign and Certify & Submit. See QRC-GMC-

MF-RC-2.0 Issuer Submits Reimbursement Claim for more information.
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8. Once you have certified and 

submitted the Claim form, the 

corresponding Request Status 

will label this claim as In 

GNMA Review on the 

dashboard.
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