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Part1 General Information

Handbook Coverage

A

3-15-16

Purpose

Par. 1

This handbook provides step-by-step instructions for using the web-based DLS software to

administer the FSFL program.

Authority and Responsibilities

PECD has the authority and responsibility for the instructions in this handbook. PSD has the

authority and responsibility for policy in 1-FSFL.
Related FSA Handbooks

The following FSA handbooks concern FSFL.

IF the area of concern is about... THEN see...
actively engaged determinations 4-PL.
appeals 1-APP.
approved abbreviations, signatures, and authorizations 1-CM.
audits and investigations 9-A0.
disbursing lien search and UCC-1 recording fees 1-FI.
document retention period 25-AS.
environmental quality 1-EQ and 2-EQ.
establishing claims 58-FlI.

FBP 1-FLP,

FSFL policy 1-FSFL.
interest rates 50-FI.

IRS reporting 62-FlI.
payments and deposits 64-FI.
prompt payment 61-FI.
receipts and deposits 3-FI.
sugar-related facility loans 12-SU.

2-FSFL (Rev. 1) Amend. 1
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Par. 2
2 Responsibilities

A Background

The responsibilities described in this paragraph are in addition to the responsibilities in
1-FSFL.

B Office Responsibilities

The following table describes the responsibilities of each office for FSFL activity.

Office Responsibilities

PSD Implement web-based processes to support FSFL functions in
State and County Offices.

Provide procedural assistance to State Offices on data entry
requirements and software operations.

State Offices Provide application training to County Offices.

Provide procedural assistance to County Offices on data entry
requirements and software operations.

KC-ITSD and KCCO |Provide technical assistance to State and County Offices on
nonprogram-related problems.

3-15-16 2-FSFL (Rev. 1) Amend. 1 Page 1-2



Par. 3
3 DLS Background and Functionality

A Background
DLS:
e isan Intranet-based web application that is part of FLPIDS

e s used to record, track, monitor, and process various account actions related to making
and managing FLP loans and FSFL’s

e uses eAuthentication in the same manner that State, County, and National Offices use for
other web-based programs

e operates through a Kansas City-based central web site

e isavailable 24 hours a day, 7 days a week, except during routine backup and
maintenance periods.

Note: The National Help Desk is only available at 800-255-2434 or 816-926-1552 during
regular business hours, and may only be contacted after National Office concurrence.

B Functionality

Follow the instructions in this handbook when using DLS to accomplish automated functions
for the following FSFL activities:

e |oan making
e routine servicing
e special servicing.

4-19 (Reserved)
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Par. 20
Part2 Web-Based FSFL

20 DLS Definitions and Security Roles
A Basic Information
All FSFL functions:
e are within the web-based DLS currently used to process FLP applications

e can only be updated by FSA employees with Level Il eAuthentication access “FSFL”
role

e are no longer processed using the System 36/APSS.
B Definitions
In this part:

e borrower means a single borrower or a borrower who has a co-borrower/co-signer/
guarantor

Note: Borrower also means the applicant before a loan is approved.
e FBP contains the credit analysis for the applicant/borrower

e FLP employees mean State and County Office employees who administer FLP’s

e FP employees mean State and County Office employees who administer FP’s, such as
price support, conservation, and disaster

e loans mean FSFL’s only

e users mean FSA employees with Level Il eAuthentication access to DLS, except where
specifically noted

e*--microloans means FSFL microloans only.--*

9-7-16 2-FSFL (Rev. 1) Amend. 2 Page 2-1



Par. 20

20 DLS Definitions and Security Roles (Continued)

C Security Roles

The following are security roles:

e FP employees with authorized access in DLS for FSFL applications will be able to fully
administer FSFL’s within their State

e FLP employees will continue to have the roles for FLP loans as granted by the security
officer

Note: An additional “FSFL” role is needed for authorized FLP employees.

e FP employees with FLP loan approval authority will have access for FLP loans as
requested on FSA-13-A

e for FP and FLP employees, who need access to FSFL and have not already been granted
access, will need to submit FSA-13-A. Contact the security officer for guidance.

121 Accessing DLS

A Farm Loan Program Systems

3-15-16

Access the Farm Loan Programs System from the FSA Intranet Application Page at
http://fsaintranet.sc.egov.usda.gov/fsa/applications.asp.

Note: Internet Explorer shall be used when accessing DLS.
Example of Farm Loan Programs Systems Screen

Following is an example of the Farm Loan Programs Systems Screen.

USDA United Stales Department of Agriculture ;
sl FSA - Farm Loan Programs Systems‘ ’5 mE—

| FSA Intranet Home | About USDA | Help | Contact Us
Farm Loan Programs Systems

Welcome to the home page for the Farm Loan Programs (FLP) Systems.

Informational Links This site is your portal to the secured web-based systems: Direct Loan System,
i S eDALR$, Farm Business Plan, Guaranteed Loan System, Reports, and FLP Risk

ALERTS Assessment. Use the Logon button on the left for access.

This site and the related web pages will be evolving as we develop and expand
with new features and new software capabilities.

If you have any technical issues with the performance of any of these applications,
please contact the Help Desk at 1-800-255-2434.

The white links retrieve the informational pages that provide you with the status

|Version: 7 7
of the systems, documentation, Farm Loan Program marketing tools, and manuals.
[fmm-app-web-1.0.9 (2013~ Y 4 ! 9 g 4

11-27 08:27:28)

2-FSFL (Rev. 1) Amend. 1 Page 2-2
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Par. 21

Accessing DLS (Continued)

C Action

From the FSA Intranet Application Page:

CLICK “D-F”

CLICK “Farm Loan Programs System”

CLICK *“Logon” to display the eAuthentication Login Screen

enter user ID and password or login using LincPass

CLICK *Login” to display the Farm Loan Programs Systems Main Menu
CLICK “Direct Loan System” under “Applications”.

Example of Welcome to the Direct Loan System Screen
Following is an example of the Welcome to the Direct Loan System Screen.

Note: The Welcome to the Direct Loan System Screen will be referenced as the DLS Home
Page.

QSDA United States Depariment of Agnculture N
sl FSA - Farm Loan Programs

¥
e Y P

| DLS Home | About DLS » | Other FSA ¥ | Help | Contact Us | Logout of eAuth |
DLS Admin | Select Customer LS- Transaction

v v Dashboard Manager e

Welcome to the Direct Loan System

The Direct Loan System (DLS), is an intranet based Web application that is part of the Farm Loan Program
Information Delivery System (FLPIDS). DLS is comprised of the following modules; Loan Making, Customer
Management, Routine Servicing, Special Servicing and the Transaction Manager. DLS is used to record, track,

monitor, and process various account actions related to making new loans and managing the direct loan portfolio.

2-FSFL (Rev. 1) Amend. 1 Page 2-3



Par. 22

122 Selecting Borrowers

A Overview
Before initiating any FSFL process, select the borrower from the DLS Home Page.
B Example of “Select Customer” Options

Following is an example of the “Select Customer” options.

l_,_l__SDA United Stales Department ol Agriculture A |
sl FSA - Farm Loan Programs

DLS Home | About DLS » | Other FSA ¥ | Help | Contact Us | Logout of eAuth
DLS Admin ‘ Select Customer LS- Transaction

v v PEELETL Manager Acquisitions | Reports
Customer Management
Loan Making
LS-Dashboard

LS-Transfers & Assumptions

the Direct Loan System

The Direct Loan Sys PLAS Transactions ed Web application that is part of the Farm Loan Program
Information Deliver : __ mprised of the following modules; Loan Making, Customer
Management, RoutilSEEEIRSEIa el [e g and the Transaction Manager. DLS is used to record, track,

monitor, and process various account actions related to making new loans and managing the direct loan portfolio.

C Action
From the DLS Home Page:

CLICK “Select Customer”

CLICK *“Loan Making”

select the borrower from the SCIMS Search Page

the customer profile will be displayed with the SCIMS and State/County information.

Note: The “Loan Making” option is the starting point for all FSFL functions, including
loan servicing.

3-15-16 2-FSFL (Rev. 1) Amend. 1 Page 2-4



123 Customer Profile

A Overview

3-15-16

A customer profile:

e contains a summary of account information for FLP loans and FSFL’s

Note: All applicants must have a customer profile established before a loan can be

processed.

o will be established during the loan making process if one does not already exist.

Note: This will always be the first step in accessing a customer in “Loan Making”. The
user will select the customer by clicking “Select Customer”, then “Loan Making” on
the top navigational bar on the Direct Loan Making Main Screen. Upon selecting a
customer, the system will automatically link the user to the SCIMS Customer
Selection Screen.

If the applicant:

e isnew to DLS, the user will be prompted to establish a 1-time customer profile by
clicking “Submit”

e already exists in DLS, the Process Application Screen will be displayed.

Example of Customer Profile Screen for a New Applicant in DLS

Following is an example of the Customer Profile Screen for a new applicant in DLS.

_: FSA - Farm Loan Programs - Customer Management

Customer Management
Loan Making

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

e~

DLS Home | About DLS » | Other FSA ¥ | Help | Contact Us | Logout of eAuth
DLS Admin ¥ | Select Customer ¥ | LS-Dashboard | Transaction Manager | Acquisitions | Reports |

Message: The selected Customer (CCID: 11844809) does not match any existing DLS/FLP
Customer. Please create a corresponding DLS/FLP customer.

Customer Profile

SCIMS Information

Customer Name: IM Borrower Customer Type: Individual
Title: Business Type: Individual
Delivery Address: Any Strest Email:
City, State: Anytown, State Marital Status: Unknown N/A
Zip: 12345 _ _
Tax ID: 123456789 Tax ID Type: S Social Security
Birth Date: Gender: Male
Employee Relationship: Mot an Employee Race Type: White
Ethnicity Type: Mot Hispanic eteran: No
Phone(s):
State/Coun
State/County:: 18066 - KS/Nemaha
Service Center: 18366 - KS/SENECA/20131

Submit Cancel

2-FSFL (Rev. 1) Amend. 1 Page 2-5



Par. 23
23 Customer Profile (Continued)

C Example of Process Application Screen

The Process Application Screen is the first screen displayed after a borrower is selected from
SCIMS and a customer profile is created, if applicable.

Following is an example of the Process Application Screen, which is displayed for all
existing borrowers in DLS.

Process Application

The first time a new application is entered, select "Add
Package”.

[ Add Package l

Action: Select an Action -

Date Received Request Type | Assistance Status Date
1 _
@ 11-Fs

05-30-2014 900 .
ST T 50,000.00 Obligated 07-13-2014
2 05-12-2014 _ 901
(@) - 75,000.00 Check Processed 07-07-2014
ST 2014/00002(P)
_ 901
) 11 - Fs o 75,000.00 Closed 07-07-2014
3 09-11-2013 200 50,000.00 withd 05-19-2014
o 11-FS 2014/00001 A0 1Endrawn
4 05-20-2011 P 200 87,201.51 Closed 11-15-2011
e RS 2011/00001 e os€

24-30 (Reserved)
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Par. 31
Part 3 Loan Making

Section 1 Loan Information and Application Fees
31 Adding a Loan Package for New Applications
A Overview
A loan package contains either of the following:

e final loan
e partial and final loan.

Important: A partial and final loan must be in the same loan package.
“Loan Making” is divided into the following 6 screens:

Loan Info
Application Fee
Related Entities
Facility

Farm Production
Disposition.

Notes: If a field is required on the specific screen as indicated by an asterisk, users must
enter the required information before moving to another screen.

Use tabs only after an application is created. Using tabs during the creation of the
loan may not always save information entered.

FSFL procedure allows an applicant to combine a loan request for both grain and hay
structures under 1 loan.

Users will:

e only enter the farm production to determine storage needs for the grain structure
e attach a completed hay worksheet to CCC-185 according to 1-FSFL, Exhibit 6.

3-15-16 2-FSFL (Rev. 1) Amend. 1 Page 3-1



31 Adding a Loan Package for New Applications (Continued)
B Action

Add a new loan according to the following table.

Par. 31

12-14-17

Step

Action

1

Select the borrower according to paragraph 22.

*

Customer Management
Process Application >
Loan Making Printer Friendly

P icati
f°‘=°5;'5 Application Process Application

Checklist
Credit Decision - (FBP) The first time a new application is entered, select "Add Package".

Customer Profile

QOther FSFL Fees

Action: |Sele:lan Action VI EI

Loan Request Status

History Type of

Date Received Request Type Assmta nce Status Date
fransaction Status 05-26-2017 man -
History ® 11 -Fs-M 201?},00007 25,000.00 Received 05-29-2017

LS -
Transfer /Assumption

LS - Dashboard

FSFL Loan Servicing

Special Servicing

Transactions

On the Process Application Screen CLICK “Add Package”.

Scroll to the bottom of the Customer Profile Screen.

(Restr:ctured) Paid Status
Fund Code - Loan No Closl_rlg! Date Class of WriteOff New Loan #
- Loan Type Original
(Restructured) Loan Date Paid in Full
Amt
Mo Information Available
Past Debt Information - Guaranteed
Original Closing Date Terminating Reason Primary Borr Id
Loan # - Loan Type Settlement/ Terminated Customer Type

Current Loan Amount Primary Borr Name

Date
Mo Information Available

Past Debt Information - Farm Storage Facili

Loan Number S - i Paid Status
State County Code Original Closing Date Original Loan Amount Date Paid in Full

2013/00001 ROD

01009 08-01-2013 $11,220.00 03-11-2014

Previous Debt Forgiveness — Direct
Fund Code - Settlement Date Settlement Amount Amount Repaid Primary Borr Id
Loan Mo - Loan Settlement Type Date of Last Cu_?tor:er Prima Borr Name

Type v Collection ve o

Mo Information Available

Previous Debt Forgiveness - Guaranteed

Current Loan Amount Loss Type
Net Loss Amount Loss Date

Primary Borr Id

Loan # - Loan Type Primary Borr Name

Customer Type
Mo Information Available

ing Information Training Histol
No Information Awvailable

[Account Flag Information

Flag Type Flag Description Type Flag Date

Mo Information Available
1
I Cont to Loan Req |

CLICK “Cont to Loan Req”.

2-FSFL (Rev. 1) Amend. 4 Page 3-2



Par. 31
31 Adding a Loan Package for New Applications (Continued)

B Action (Continued)

Step Action
3 | The Add Application Package & Loan Request Detail Screen will be displayed.

Customer Management

Loan Making Process Application =

Add Application Package & Loan Request Detail

Application Package Detail Information

Date Received :

Loan Request Detail Informati

Request Type: Select Emergency Designation £:
Init/Sub: € rnitial © Subsequent
LS - Beginning Farmer: ® Prevailing Claimant: © ®
Transfer/ Assumption e . revailing Claimant: © ves @ No
. . ® @ far -
LS - Dashboard Streamlined Loan: ) yeg @ N Priority Consideration yes @ po
— Loan Information
FSFL Loan Servicing
5 = Requested Loan Amt: Incomplete Letter Datel: £
Special Servicing
N Application Completed Date: %) Incomplete Letter Date2: )
Transactions s =
Eligibility Information
Elig Decision Date: %) Elig Decision Determination: Select -
Elig Decision Letter Date: %)

In the “Date Received” field, enter the date the application was receive in the
County Office by doing either of the following:

e entering the date in the “mm/dd/yyyy” format
e clicking the calendar icon.

Note: If “Date Received” field is left blank the system will automatically
populate the current date after “FS” on the next screen.

9-7-16 2-FSFL (Rev. 1) Amend. 2 Page 3-3



Par. 31
31 Adding a Loan Package for New Applications (Continued)

B Action (Continued)

Step Action
4 | *--The request type for all FSFL’s must be selected on the Loan Request Detail
Information Screen.

Customer Management
= Process Application >
Loan Making PP

Add Application Package & Loan Request Detail

Application Package Detail Information

Date Received : l:l £

Loan Request Detail Information
Request Type: Em ergency Designation 2:[:

Init/Sub: (O subsequent

LS - Beginning Farm er: ® no Prevailing Claimant: () ves @

Transfer /Assumption
LS - Dashboard

Priority Consideration:

Yes

Requested Loan Amt: Incom plete Letter Datel:[: 2]

Special Servicing Application Completed| -~ = Incom plete Letter DateZ‘[:] =
Date: : -

Transactions
Elig Decision Determination:

FSFL Loan Servicing

Blig DecisionDate:[ |1
Elig Decasion Letter Date: l:] i

Using the drop-down select one of the following request types:

e “FS” for Farm Stored - Regular
“FS-M” for Farm Stored — Microloan.

Important:  Once the request type has been selected it cannot be changed. If the
incorrect request type is selected, the loan will have to be deleted
and re-entered.--*

9-7-16 2-FSFL (Rev. 1) Amend. 2 Page 3-4



31 Adding a Loan Package for New Applications (Continued)

B Action (Continued)

Par. 31

Step Action

Request Detail Screen will be displayed.

5 | After the request type has been selected, the Add Application Package & Loan

Process Application
Checklist

*__
Customer Management
Loan Making Add Application Package & Loan Request Detail

All required fields are denoted by an asterisk (( * ).

Credit Decision - (FBP) Application Package Detail Information

* Date Received: |10/23/2017 |[=2

Customer Profile

Loan Request Status
o Aggregate Outstanding Balance ($): 0.00
History ggreg 9 (%)
Obligated Balance Not Disbursed ($): 0.00
e Avallable Microloan Balance ($): 50,000.00
History

LS - *FSA Admin State:

Transfer/Assumptlon *Requested Loan Amount: |:|

Total Requested Loan Amount
Delinguent Indicator: O Yes @ No

Application Completed Date: l:l Lid
Incomplete Letter Date2: l:l Jd

LS - Dashboard

FSFL Loan Servicing

Special Servicing

Transactions

FSFL Loan Balances

FSFL Loan Information

Request Type: FS5-M

*FSA Admin County:

* partial/Final Indicator: ) partial ® Final

* Fiscal Year:
“Loan Tem:
Incomplete Lettar Datel: l:l Lin

*Purpose of Loan:

applicable.

| Submit & Next I Cancel

Complete the initial application process according to paragraph 32 througas

*

pz—tcan—lﬂfarmafrcm]

A Overview

The “Loan Info” tab contains general information about the loan. The Add Application
Package & Loan Request Detail Screen captures general loan information for the loan.

12-14-17 2-FSFL (Rev. 1) Amend. 4
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32 Loan Information (Continued)

B

Example of Add Application Package & Loan Request Detail Screen

Following is an example of the Add Application Package & Loan Request Detail Screen

after *--“FS” or “FS-M" is selected according t¢ subparagraph 31 B.

12-14-17

Customer Management
Loan Making Add Application Package & Loan Request Detail

Process Application

Checklist

All required fields are denoted by an asterisk

Application Package Detail Informatlon

* Date Received: |10/23/2017

FSFL Loan Balances
Aggregate Qutstanding Balance ($): 0.00

Credit Decision - (FEP)

Request Type: FS5-M
Customer Profile . b

Loan Request Status
History

Obligated Balance Not Disbursed ($): 0.00

[15= B Available Microloan Balance ($): 50,000.00

History =
FSFL Loan Information
LS - *FSA Admin Sta te: *FSA Admin County:

Transfer/Assumption *Requested Loan Amou nt:]:| * Partal/Finzl Indicator: O Partial @ Final
LS - Dashboard Total Requested Loan Amount: * Fiscal Year:

FSFL Loan Servicing Delinquent Indicator: () ves ® no *Loan Term:
Special Servicing Application Completed Date: l:] = Incomplete Letter Date1:

Transactions Incomplete Letter Date2: I:] =]

*Purpose of Loan:

U

Submit & Next || Cancel
%
Field Descriptions and Actions
The following table provides the field descriptions and actions for the Add Application
Package & Loan Request Detail Screen.
Field/Button | Description | Action
Application Package Detail Information
Date Received | The date the signed CCC-185 is Enter the date received if not
received in the County Office. already displayed.

Note: If the date was entered Note: A blue warning message
according to will be displayed if the date
subparagraph 31 B, Step 3 entered is greater than
the date will be populated. 7 calendar days before the

current date. Review and
confirm that the date
entered is corrected before
clicking “Submit & Next”.

2-FSFL (Rev. 1) Amend. 4 Page 3-5



32 Loan Information (Continued)

C Field Descriptions and Actions (Continued)

12-14-17

Par. 32

Field/Button | Description | Action
Application Package Detail Information (Continued
Request Type |“FS” means “Farm Storage”
“FS-M” means “Farm Storage Microloan”.
*--FSFL Loan Balances
Aggregate [ Displays the sum of the loan principal for all
Outstanding |outstanding loans for the primary borrower, plus any
Balance loans in check processing status.

Note: A warning message will be displayed when the
total Aggregate Outstanding Balance is greater
than $100,000.

Available Displays the difference between $50,000 and the
Microloan [ Aggregate Outstanding Balance for all outstanding
Balance loans.

Important: The borrower is only eligible for the

amount displayed.

Note: A warning message will be displayed when the
Requested Loan Amount entered for a
Microloan is greater than the Available
Microloan Balance.

Example: Aggregate Outstanding Balance = $30,000

Available Microloan Balance = $20,000
($50,000-$30,000= $20,000)
Obligated Displays the sum of obligated loans not disbursed.
Balance Not
Disbursed | This field assists the user when entering a new loan
request.--*
2-FSFL (Rev. 1) Amend. 4 Page 3-6



32

12-14-17

Loan Information (Continued)

C Field Descriptions and Actions (Continued)

Par. 32

FSFL Loan Information

FSA Admin |The office location of the applicant’s Using the drop-down list, select
State administrative State and County Office. See the applicable State.
FSA Admin |1-FSFL, subparagraph 68 B. Using the drop-down list, select
County the applicable county.
Requested The requested amount of the loan. Enter the requested loan amount
Loan Amt in dollars and cents.
Note: Maximum amount requested for
microloans is $50,000. If the loan being entered is for the
partial loan, enter the amount of
the partial loan that can be up to
50 percent of the total requested
loan amount.
Partial/Final | Identifies whether the loan is for a partial or Select “Partial” or “Final”.
Indicator final loan.
Note: The system defaults to
Note: When an applicant requests a partial and “Final”.
final loan at loan application time, the
partial loan application is entered first
followed by the final loan application.
Total The total amount for both partial and final loans, | Enter the total amount for both
Requested as applicable. partial and final loans.

Loan Amount

Note: If “Final” is selected, this

field is grayed out.

Fiscal Year

The year in which the loan will be approved.

For loans requested in August or September,
users will have the option to select the future FY
if it is known at time of application that the loan
will not be approved in the current FY.

Note: After the loan is submitted in DLS, the
fiscal year cannot be changed.

Using the drop-down list, select
the fiscal year.

This field is defaulted to
the current FY and
cannot be changed unless
the loan is requested in
August or September.

Note:

2-FSFL (Rev. 1) Amend. 4
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32 Loan Information (Continued)

C Field Descriptions and Actions (Continued)

Par. 32

Field/Button

Description

Action

Delinquent Indicator

Identifies if an applicant is
delinquent according to DCIA rules.

Field is defaulted to “No”.

Select “Yes” only if the applicant is
delinquent.

Completed Date

Loan Term The length of the loan in number of |*--Select “3”, “57, “7”, “10”, or--*
years. #12” from the drop-down list

according to 1-FSFL, paragraph 23.

Application The date all information has been Enter the date by doing either of the

submitted by the applicant.

Leave blank if all information has
not been submitted at the time of
request.

Leave this field blank when
doing a partial or final loan.
While the loan is in
“Received” status, changes
made to the partial loan will
populate to the final loan.
Once the partial loan is in
“Completed” status, any
updates to the partial loan
will not populate to the final
loan.

Note:

following:

e enter the date in the
“mm/dd/yyyy” format

e click the calendar icon.
Users cannot delete the

“Application Complete Date”
after clicking “Submit”.

Note:

Incomplete Letter
Datel

The date the first letter was mailed to
the applicant requesting additional
information.

Incomplete Letter
Date2

The date the second letter was
mailed to the applicant requesting
additional information.

Enter the date by doing either of the
following:

e enter the date in the
“mm/dd/yyyy” format

e click the calendar icon.
Note: Users cannot delete the

“Application Complete Date”
after clicking “Submit”.

Purpose of Loan

A free-form field to enter the reason
for requesting the loan.

Enter the purpose for the loan.

Submit & Next

Proceeds to the Application Fee
Screen; information is saved.

CLICK “Submit & Next”.

Cancel

Returns to the Process Application
Screen; information is not saved

CLICK “Cancel”.

9-7-16
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Par. 33

133 Application Feel

A Overview
All application fees for FSFL are:

e entered in DLS
e transmitted automatically from DLS to NRRS.

Important: County Offices shall not use NRRS to submit FSFL application fees.
The “Application Fee” tab contains a series of screens that allow the user to:

e enter application fee details
e update or delete application fee details that have not been transmitted to NRRS
e delete application fee details that have been transmitted to NRRS.

Note: Subsequent application fees can be entered until the check has been requested for
loan closing.

B Example of Initial Application Fee Screen

Following is an example of the Initial Application Fee Screen before the application fee has
been entered.

Loan Making Application Fee I

Checklist
Loan Info RVLVE 2=

All required fields are denoted by an asterisk ( * ).

Application Details

Date Received: 12/05/2015 Reguest Type: FS Fiscal Year: 2016

Application Fee Details

Payment Remitter Remittance | Remittance Check/Item| Payment
Date Name Amount Type Number Amount

LS -

- Total Application fee used: $0.00
Transfer/Assumption

Total Application fee available: $0.00
LS - Dashboard Total Application fee: $0.00

FSFL Loan Servicing

Special Servicing AddiEayment

Transactions

3-15-16 2-FSFL (Rev. 1) Amend. 1 Page 3-8



Par. 33

33 Application Fee (Continued)

C Action

From the Application Fee Screen CLICK:

e “Add Payment” to proceed to the Application Fee Details Screen
e “Previous” to return to the Loan Information Screen
e *“Cancel” to return to the Process Application Screen.

Note: If “Cancel” is selected and the loan needs to be:

e re-accessed, select “Update Loan Request” from the drop-down list on the
Process Application Screen before proceeding forward

o deleted, select “Delete” Loan Request” from the drop-down list on the Process
Application Screen and delete loan according to paragraph 104/

Note: Obligated loans cannot be deleted, only withdrawn. Se¢ paragraph 103

134 Adding Application Fee Details

A Overview

The Application Fee Screen allows the user to enter all remittance details associated with the

application fee.

B Example of Remittance Details on Application Fee Screen

3-15-16

Following is an example of the remittance details on the Application Fee Screen before
details have been entered.

Loan Making Application Fee

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

Loan Info Q.Y 2200

All required fields are denoted by an asterisk ( * ).

Remittance Details

Select: Existing (@ New
* Remitter Name: hd * Remittance Amount:
* Remittance Type: Select - * Check/Item Number:

* Remittance State: Select - * Remittance County: Select *

* Office: Select ¥

Payment Type
Payment Type: -

Payment Details

* Payment Amount:

* Payment Date:

2-FSFL (Rev. 1) Amend. 1 Page 3-9



34 Adding Application Fee Details (Continued)

C Field Descriptions and Actions for Remittance Details

3-15-16

Par. 34

The following table provides the field descriptions and actions for entering the remittance
details on the Application Fee Screen.

Field/Button

| Description

Action

Remittance Details

Existing/New

Allows the user to select a new or
an existing remittance.

“New” is the default value.

Select “Existing” when correcting
an application fee that is in an
“Active verified” status.

Remitter Name

The name of the person or
persons submitting the payment.

Note: The remitter can be
someone other than the
borrower.

Using the drop down list, select the
remitter. If the remitter is not the
borrower, select the remitter from
SCIMS by clicking “Select
Customer from SCIMS”.

Note: The remitter must have a
valid TIN in SCIMS.
When the remitter does not
have a valid TIN, use TIN
“430951685 E”, for CCC.

Remittance
Amount

Enter the total remittance being
submitted. It must be equal to the
payment amount.

Note: A future release will allow
the remittance amount to
be greater than the
payment amount.

Enter the amount in increments of
$100.00

Remittance Type

The type of remittance. The
following options are available:

cash

cashier’s check
check

money order
multi-party check

wire.

Using the drop-down list, select
the applicable remittance type.

2-FSFL (Rev. 1) Amend. 1
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Par. 34

34 Adding Application Fee Details (Continued)
C Field Descriptions and Actions for Remittance Details (Continued)
Field/Button | Description | Action
Remittance Details (Continued)
Check/Item The number associated with the  |Enter the number associated with
Number remittance type, such as check the check/item number.
number.

Note: The field is grayed out
when “Cash” has been
selected.

Remittance State | The State where the application |Using the drop-down list, select the
fee was accepted. applicable State.
Note: Borrowers can only
submit an application fee
in states they are
associated with.
*--Remittance The county where the application |Using the drop-down list, select the
County fee was accepted. applicable county.--*
Office The Service Center associated Using the drop-down list, select
with the State and county the Service Center.
selected.
Payment Type
Payment Type The type of payment.
“Application Fee” is the only
available type and this field is
grayed out.
Payment Amount |*--Payment amount is the amount |Enter the remittance amount.
applied to the application fee.--*
Payment Date The date the payment was Enter the date by doing either of
received in the Service Center the following:
e enter the date in the
“mm/dd/yyyy” format
e click the calendar icon.
12-14-17 2-FSFL (Rev. 1) Amend. 4 Page 3-11



Par. 34

34 Adding Application Fee Details (Continued)

C Field Descriptions and Actions for Remittance Details (Continued)

Field/Button

| Description | Action

Payment Type (Continued)

Submit

The remittance information is CLICK ““Submit”.
saved and ready to transmit to
NRRS.

The Application Fee Summary
Screen will be displayed.

Cancel

Returns to the Application Fee CLICK “Cancel”.
Screen; information is not saved.

135 Finalizing Application Fee Details|

A Overview

After the application fee details have been entered according t, the user will be
able to submit the application fee details to NRRS.

B Example of Application Fee Screen Before Submitting to NRRS

The following is an example of the Application Fee Screen after application details have
been entered but before the details have been submitted to NRRS. The status is “Pending”.

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

iiiiiii'iiiiﬁiiﬁiil
Loan Making Application Fee I

Loan Info LY 2200
All required fields are denoted by an asterisk { * ).

Application Details

Date Received: 12/05/2015 Request Type: FS Fiscal Year: 2016

Application Fee Details

Payment Remitter Remittance | Remittance Check/Item| Payment
Date Name Amount Type Number Amount
@ 12/05/2015 IM Remitter $100.00 Check ADAIR, 1A 12345 $100.00

Total Application fee used: $0.00
Total Application fee available: $0.00
Total Application fee: $100.00

Add Payment

Submit Payments ] [ Previous ] [ Cancel

3-15-16
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“Submit Payments” to submit application fee to NRRS

35 Finalizing Application Fee Details (Continued)
C Actions
On the Application Fee Pending Screen CLICK:
[ ]
[ ]
[ ]
[ ]
[ ]
136 Modifying Application Fee Details|

A Overview

Application fee details may be modified before submitting to NRRS.

“Add Payment” to add another application fee according t¢ paragraph 34
“Previous” to return to the Loan Information Screen; sed paragraph 32)

“Cancel” to return the Process Application Screen; information entered is saved.
radio button next to specific payment to update or delete the payment; see paragraph 36.

Par. 35

After the application fee has been successfully submitted to NRRS, the only option is to

delete the application payment and re-enter.
B Action

Modify the application fee details according to the following table.

Step Action

1 | On the following Application Fee Screen,

Customer Management

Loan Info V.18 200

Loan Making Application Fee

All required fields are denoted by an asterisk
Application Details

Date Received: 12/05/2015 Request Type: FS
|Application Fee Details

Check ADAIR, IA

LS - [12/05/2015 IM Remitter $100.00

Transfer/Assumption
LS - Dashboard .
Total Application fee used: $0.00
FSFL Loan Servicing Total Application fee available: $0.00
Total Application fee: $100.00

Special Servicing

Transactions
Add Payment

[ Submit Payments ] [ Previous ] [ Cancel ]

Payment Remitter | Remittance | Remittance _ Check/Item| Payment
Date FSA Office Amount Status

$100.00 Pending

Click the radio button next to the payment to be modified.

3-15-16 2-FSFL (Rev. 1) Amend. 1
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36 Modifying Application Fee Details (Continued)

B Action (Continued)

Step Action
2 | The “Update Payment” and “Delete Payment” buttons will be displayed.

Customer Management

Loan Making

Application Fee

Loan Info App Fee

All required fields are denoted by an asterisk ( * ).

Application Details

Date Received: 12/05/2015 Request Type: FS Fiscal Year: 2016

|Application Fee Detail
Payment Remitter Remittance | Remittance - Check/Item| Payment

LS - @ | 12/05/2015 IM Remitter ¢100.00 Check ADAIR, 1A 12345 $100.00 Pending
Transfer/Assumption

LS - Dashboard
Total Application fee used: $0.00

FSFL Loan Servicing Total Application fee available: $0.00

Special Servicing Total Application fee: $100.00

Transactions
Add Payment [

Update Payment H Delete Payment I

[ Submit Payments ] [ Previous ] [ Cancel ]

CLICK “Update Payment”
3 | The Application Fee Details Screen will be re-displayed

Loan]haking Application Fee

Loan Info App Fee

All reguired fields are denoted by an asterisk (™ ).
Remittance Details

* Remitter Name: M Remitter - * Remittance Amount: 100.00
* Remittance Type: Check - * Chedk/Ttem Number: 12345
# Remittance State: lowa ¥ * Remittance County: [RETMM ~
LS - * Office: ADAIR COUNTY FARM SERVICE AGENCY

Transfer/Assumption
LS - Dashboard

Payment Type:
Payment Details
Special Servicing * Payment Amount: 100.00

FSFL Loan Servicing

Transactions * Payment Date: 12/05/2015 ||

Modify details as applicable.
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Par. 36
36 Modifying Application Fee Details (Continued)

B Action (Continued)

Step Action
4 | In this example the Remittance County was changed from “Adair, lowa” to
“Adams, lowa”.

Loan Making Application Fee

Loan Info Q.10 0 =200

All required fields are denoted by an asterisk (™ ).
Remittance Details

* Remitter Name: [M Remitter - * Remittance Amount: 100.00
* Remittance Type: Check hd * Check/Item Number: 12345
* Remittance State: lowa ¥ * Remittance County: Adams hd
LS - * Office:  ADAMS - UNION COUMTY FARM SERVICE AGENCY W

Transfer/Assumption
LS - Dashboard

[Payment Type

Payment Type: -
FSFL Loan Servicing Payment Details
Special Servicing * Payment Amount: 100.00
Transactions * Payment Date: 12/05/2015

CLICK *“Submit”.
5 | The Application Fee Details will be updated accordingly

Customer Managem
Loan Making

Application Fee

Loan Info App Fee
All required fields are denoted by an asterisk ( * ).

Application Details

Fiscal Year: 2016

Date Received: 12/05/2015 Reguest Type: FS

Ap
Remittanc Remittance Check/Item| Payment
Amount Type Number Amount

LS - © 12/05/2015  IM Remitter $100.00 Check ';“EAMS = UnmeLd, 12345 $100.00 Pending
Transfer/Assumption

Status

LS - Dashboard

Total Application fee used: $0.00
Total Application fee available: $0.00
Total Application fee: $100.00

Transactions
Add Payment

| Submit Payments | Previous Cancel

CLICK *“Submit”.
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The Application Fee Screen will be displayed with a status transmission update once

After “Submit Payment” has been clicked the “Status” field will be updated to 1 of the

A status of “Success” indicates that all application fees have been successfully transmitted to
NRRS the user will proceed to the Related Entities Screen and:

e attribute share percentages for when co-borrowers are present on the loan

Note: Subsequent application fees can be entered at any time until the check has been
*--requested for loan closing. See 64-FI for guidance on completing the deposit in

Following is an example of a successful transmission of remittance details to NRRS. The

Loan Making Application Fee

All required fields are denoted by S aster=k (*
Date Received: 11/05/2015 Reguest Type: FS Fizcal Year: 2016

Payment Remitter Remittance | Remittance Check/Item Payment Stat
Date Name Amount Type Number Amount atus
LS - @ 11/05/2015 IM Remitter  $100.00 Check ADAMS, IL 12345 $1EIEI.EIEI

Total Application fee available: $100.00
Total Application fee: $100.00

137 Submitting Application Fees to NRRS|
A Overview
submitted to NRRS.
following statuses:
e “Success”
e “No Response”
e “Failure”.
“Success” Transmission to NRRS
e associate the application fee to the borrower(s)
e enter any applicable co-signers and or guarantors.
NRRS.--*
Example of “Success” Transmission to NRRS
“Related Entitles” (“RE”) tab is now available.
Customer Management
Loan Info QV.Vi0 205 E
Application Details
Application Fee Details
Transfer/Assumption
LS - bashboard Total Application fee used: $0.00
FSFL Loan Servicing
Special Servicing
Transactions
12-14-17
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Par. 37
37 Submitting Application Fees to NRRS (Continued)

D Actions After “Success” Transmission to NRRS
On the screen CLICK:
e “Next” or the “RE” tab to proceed to the Related Entities Screen; sed paragraph 60)
e “Previous” to return to the Loan Information Screen

e “Cancel” to return the Process Application Screen. Application fee information entered
is saved.

E “No Response” Transmission to NRRS
A status of “No Response” indicates that the application fee details attempted to be
transmitted to NRRS but was unsuccessful. This will usually occur when NRRS is not

available to receive transmissions.

The information is saved however the user will not be able to continue with the application
process until the transmission is successful.

The screen will be updated to include a “Recovery” button which will allow the user to
re-submit the application fee at a later time.

Note: An auto recovery process will be run nightly for all “No Response” statuses.
F Example of a “No Response” Status

Following is an example of a “No Response” status.

Loan Making Application Fee

Loan Info [BLVE 2515
All required fields are dencted by an asterisk ( * ).

Application Details

Date Received: 12/05/2015 Reguest Type: FS Fiscal Year: 2016
Application Fee Details

Payment Remitter Remittance | Remittance Check/Item| Payment

Date Name Amount Type Number Amount

LS - © 12/05/2015 M Remitter $100.00 Check ’;"EAMS = Uk, 12345 £100.00

Transfer/Assumption
LS - Dashboard

Status

Total Application fee used: $0.00
FSFL Loan Servicing Total Application fee available: $0.00
Total Application fee: $100.00

Special Servicing

Transactions
Add Payment

Recover Previous Cancel
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Par. 37

37 Submitting Application Fees to NRRS (Continued)

G Actions After a “No Response” Transmission

When the “Status” field displays a “No Response” an error message will be displayed
instructing the user to retry at a later time.

CLICK:
e “Cancel” to return to the Process Application Screen; information will be saved

e “Recover” to re-submit the application fee to NRRS before the auto recovery process has
run.

“Failure” Status

When the “Status” field displays a “Failure”, an error message will be displayed indicating
that application fee was not transmitted to NRRS.

This occurs when the user tries to delete an application fee that has already been verified on
the Schedule of Deposit.

Note: Only remittances in an “Active-Verified” status can be re-submitted. See 64-FlI,
Part 4 for further instructions.

Actions After a “Failure” Transmission
When the status displayed is “Failure”:

e follow 64-FI, Part 4 to activate the remittance

e retry submitting the application fee according tg paragraph 36

38 Deleting Application Fees

A Overview

3-15-16

Application fees can only be deleted:
e before successful transmission to NRRS
e after successful transmission to NRRS and the remittance is an “Unscheduled” status

e after successful transmission to NRRS and the remittance is in an “Active-Verified”
status.
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38 Deleting Application Fees (Continued)

B Deleting Application Fee Before Successful Transmission to NRRS

3-15-16

Delete an application fee according to the following table.

Step

Action

1

On the Application Fee Screen the “Status” is “Pending”.

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

Lcaniiaking Application Fee

Loan Info V.S

All required fields are denoted by an asterisk ( * ).

Application Details

Date Received: 12/05/2015 Fiscal Year: 2016

Application Fee Details

ment Remitter Remittance | Remittance Check/Item Payment
Date Name Amount Type Number Amount

Request Type: FS

B 12/05/2015 IM Remitter  $100.00 Check ?E‘“MS - UNION, 12345 $1nn.n
5 12/05/2015 M Remitter 4140 09 Check ?E‘“MS' UNION, 1111 $100.00 Pending
Total Application fee used: $0.00
Total Application fee available: $0.00
Total Application fee: $200.00
Add Payment
[ Submit Payments ] [ Previous I l Cancel ]

Click the radio button of the applicable payment to delete.

The “Delete Payment” button will be displayed

Process Application

LS -
Transfer/Assumption

LS - Dashboard

FSFL Loan Servicing

Special Servicing

Transactions

Customer Management
Loan Making

Application Fee

App Fee

Loan Info

All required fields are denoted by an asterisk ( * ).
Application Details
Date Received: 12/05/2015 Fiscal Year: 2016

[Application Fee Details

Payment | Remitter | Remittance | Remittance _ Check/Ttem| Payment
. Amount | Status

Request Type: FS

i 12/052015  IMRemitter 450 g Check ?EAMS'UNIDN' 12345 $100.00 Pending
@ 12/05/2015  |M Remitter $100.00 Check ?EAMS'UNIDN' 1111 $100.00 Pending

Total Application fee used: $0.00
Total Application fee available: $0.00
Total Application fee: $200.00

Add Payment H Update Payment H Delete Payment ]

[ Submit Payments ] [ Previous ] [ Cancel ]

CLICK “Delete Payment”.

2-FSFL (Rev. 1) Amend. 1
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38

Deleting Application Fees (Continued)

B Deleting Application Fee Before Successful Transmission to NRRS (Continued)

Par. 38

Step

Action

3

The payment is successfully deleted.

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

Customer Management
Loan Making

Application Fee

Loan Info App Fee

All required fields are denoted by an asterisk ( * J.
Application Details

Date Received: 12/05/2015 Request Type: FS Fiscal Year: 2016
|Application Fee Details

Payment Remitter Remittance | Remittance Check/Item | Payment Stat
Date Name Amount Type Number Amount SR

© 12/05/2015  IM Remitter $100.00 Check ?EAMS'”NIDN' 1111 $100.00 Pending

Total Application fee used: $0.00
Total Application fee available: $0.00
Total Application fee: $100.00

Add Payment

Submit Payments Previous Cancel
e ——————————

*--C Deleting Application Fee With Remittance in “Unscheduled” Status

12-13-16

Delete an application fee that has been successfully submitted to NRRS and the remittance is
in an “Unscheduled” status according to the following table.--*

Step

Action

1

On the Application Fee Screen the “Status” is “Success”.

Customer Management
Loan Making

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

Application Fee

Loan Info App Fee M=
All required fields are denoted by an asterisk { * ).
Application Details

Date Received: 12/05/2015
|Application Fee Details

Payment Remitter Remittance | Remittance - Check/Item| Payment

Request Type: FS

Fiscal Year: 2016

2/05,'2015 IM Remitter  $100.00 Cheele ?S‘“MS = UIIEr, 12345 $100.00

Total Application fee used: $0.00
Total Application fee available: $100.00
Total Application fee: $100.00

Add Payment

Previous Cancel

Click the radio button of the applicable payment.
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Par. 38

38 Deleting Application Fees (Continued)

*--C Deleting Application Fee With Remittance in “Unscheduled” Status (Continued)

12-13-16

Step

Action

2

The “Delete Payment” button will be displayed.

Customer Management

Loan Making Application Fee

Loan Info App Fee P

All required fields are denoted by an asterisk ( * ).

Application Details

Fiscal Year: 2016

Date Received: 12/05/2015

|Application Fee Details
Payment Remitter | Remittance | Remittance _ Check/Ttem| Payment

. FSA Office Amount Status

. DUDLEY,
LS - {@: 12/05/2015  ALAN $100.00 Check ADAIR, 1A 12345 $100.00 Success

Transfer/Assumption MARION
LS - Dashboard

Request Type: FS

Total Application fee used: $0.00
FSFL Loan Servicing Tatal Application fee available: $100.00

Special Servicing Total Application fee: $100.00

Transactions
Add Payment I I Delete Payment ]

Previous Cancel

CLICK “Delete Payment”.

The payment has been deleted.

Customer Management
Loan Making

Application Fee

Loan Info App Fee

All required fields are denoted by an asterisk ( * ).
Application Details
Date Received: 12/05/2015 Request Type: FS Fiscal Year: 2016

|Application Fee Details
Payment | Remitter | Remittance | Remittance i Check/Item| Payment

Total Application fee used: $0.00
Total Application fee available: $0.00
LS - pashboard Total Application fee: $0.00

LS -
Transfer/Assumption

FSFL Loan Servicing

Special Servicing dAdd,Bayiment

Transactions

Previous Cancel

Notes: If the payment is deleted after related entities were added according to
[ paragraph 39./the corresponding borrower(s) will also be deleted in Related
Entitites.

If the payment does not delete:

e an error message will be displayed

¢*__-the status will change to “Failure”; see pubparagraph 38|D.--*
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38 Deleting Application Fees (Continued)

D Deleting Application Fee with Remittance in “Settled” Status

Delete an application fee that has been successfully submitted to NRRS and the remittance is
in a “Settled” status according to the following table.

Step Action

1 | Activate remittance in NRRS, according to 64-FI, part 4.

Note: Print out remittance information from NRRS, this provides a reference in
case application fee has to be re-entered again.

2 | Delete application fee from DLS, according td_syhp_amgmpLM.

3 | Review remittance in NRRS to confirm the external receipt has been deleted.

39 Waiving Application Fee
A Overview
Application fees may only be waived;

e in certain situations
e by a National Office user.

Example: An assumption has been requested for the spouse of a deceased primary
borrower. 1-FSFL allows for fees to be waived for this request

B County Office Action

County Offices must provide the State Office FSFL Specialist with the following loan

information:

e borrower name

e fiscal year

¢ loan number

e details for waiving application fee

C State Office Action

State Offices will access the following FSFL SharePoint website to record the waived
application fee request.

https://sharepoint.fsa.usda.net/mgr/dafp/PECD/Payment_Issues/Lists/FSFL%20Payme
nts/Allltems.aspx.

40-49 (Reserved)
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Par. 50

*--Section 1.5 Other FSFL Fees

50 Accessing Other FSFL Fees
A Overview
Other FSFL fees are fees other than the application fee that is associated with an FSFL loan.
Users will process these fees using the “Other FSFL Fee” link from the left navigation menu.
Important: DLS is the only system to be used to process recoverable and nonrecoverable
FSFL fees.
When a partial/final loan exists, the final loan must be entered and selected for the “Other
FSFL Fee” link to be available. The link can only be accessed when selecting a final loan.
See paragraph 90|for creating a partial/final loan request.
Other FSFL fees are view only when the loan is in one of the following statuses:
o settled
e withdrawn
e rejected
e bankruptcy.
Example of Accessing Other FSFL Fees
Following is an example of the Process Application Screen highlighting the “Other FSFL
Fees” link.
Process Application =
Loan Making Printer Friendly
Process Application = 9
Process Application
Checklist
Credit Decision - (FBP)| The first time a new application is entered, select "Add Package".
Cr T
Check Request
T Action: [Select an Action | @
e | ] o T2 =E=
S.No Date Received Request Type Assistance Amount
Loan Request Status Loan #
History ! 01'02'20 11 - FS 201;,%00001 28,648.36 Closed 08-30-2013
Transaction Status 2 04-14-2009 ' 11 ks 200;%%001 36,022.00 Closed 10-19-2009
History
LS -
Transfer/Assumption
LS - Dashboard
FSFL Loan Servicing
Special Servicing
Transactions
NATS
5-3-19 2-FSFL (Rev. 1) Amend. 5 Page 3-61



Par. 50

50 Accessing Other FSFL Fees (Continued)

C Action

From the Process Application Screen:

e select the loan the fee applies (1)
e CLICK “Other FSFL Fees” (2). The Other FSFL Fees Screen will be displayed.

51 Other FSFL Fees Screen

A Overview

10-3-22

Fee types are either recoverable or nonrecoverable costs. Depending on the type of the fee,
the fee will be transmitted to either NPS or NRRS. See 1-FSFL.

Recoverable costs are the responsibility of the borrower. When these costs are submitted, the
payment will be sent to NPS and a receivable will be created in NRRS.

The following are the recoverable costs:

CCC-297 Severance Agreement

UCC-3 filing (terminating UCC-1)

real estate lien filings and subordination fees
appraisals

®*_-attorney fees.--*

Nonrecoverable costs are costs that are paid by CCC. When the nonrecoverable costs are
submitted in DLS, the fee is sent to NPS.

The following are the nonrecoverable costs:

lien search
lien search (motor vehicle)
UCC-1 filing

UCC-3 filing (continuation/amendment).
* % %

Important: The recoveries and/or reimbursements are no longer created manually in
NRRS.

Note: Not required to enter the recoverable cost into Other FSFL Fees, if the borrower pays
for the fee.
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*--51 Other FSFL Fees Screen (Continued)

B Example of Other FSFL Fees Screen

Par. 51

Following is an example of the Other FSFL Fees Screen before the fee(s) have been entered.

Loan Details

Loan Term: 7

Other FSFL Fees

Loan Number (Final): 2009/00001 Request Type: FS
Total Requested Amount: 36,022.00

Other FSFL Fee Details

o | o | o

| Add Fee ” Cancel ‘

C Field Descriptions and Actions

The following table provides the field description and actions for the Other FSFL Fees

Screen.
Field/Button Description Action
Loan Details
Loan Number Fiscal year and loan number from the loan request
selected on the Process Application Screen.
Request Type The request type of the FSFL
“FS” = Farm Storage
“FS-M” = Farm Storage Microloan
Loan Term The loan term of the loan.
Total Requested The total amount for both the loans. Includes both
Amount partial and final loans, as applicable.
Other FSFL Fee Details
Fee Type Indicates the type of other FSFL fee selected by
user.
Payee Name Indicates the name of the person or persons being
paid the fee.
Payment Amount |Indicates the total payment amount for the fee.

5-3-19
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*--51 Other FSFL Fees Screen (Continued)

5-3-19

C Field Descriptions and Actions (Continued)

Par. 51

Field/Button |

Description

Action

Other FSFL Fee Details Continued

Issue Date

Indicates the date on which the payment was
issued.

Status

Indicates the status of the fee after fee is submitted.

The following table displays the statuses that will
be displayed and their explanations.

See|paragraph 54 [for the details on the recovery

Process.

Status Description

Success Fee has been successfully processed.

Failure Fee failed to submit due to funds not
being available to obligate.

In Progress |Funds were available however,
either COF, NPS or NRRS is down
and system is unable to process fee.

Add Fee

Allows the user to add a fee.

Click “Add Fee” to
add a new fee.

Cancel

Allows the user to exit the Other FSFL Fees Screen.

CLICK “Cancel” to
exit.

2-FSFL (Rev. 1) Amend. 5

Page 3-64



Par. 52

*--52  Add Fee Screen |

A Overview

Users will enter the following information on the Add Fee Screen:

payee name
fee type
payment amount
FSA State

FSA county
payment option
issue date.

B Example of Add Fee Screen

Following is an example of the Add Fee Screen.

Add Fee

All required fields are denoted by an asterisk ( * ).
* Payee Name: |SECRETARY OF STATE V|

* Fee Type: |L‘|en Search V|
* Payment Amount ($): 100.00
* FSA State: | Maryland \/l
* FSA County: | Montgomery v|
* Payment Option: | Pay Now v| [] Alternate Payee

Issue Date: 04/08/2019

l Submiit “ Cancel I
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*--52 Add Fee Screen (Continued)

5-3-19

C Field Descriptions and Actions

Par. 52

The following table provides the field descriptions and actions for the Fee Entry Screen.

Field/Button Description Action
Payee Name |Indicates the name of the person or persons Using the drop-down list,
being paid. select the payee from
SCIMS by clicking
Note: The payee cannot be the borrower ora |“SCIMS”.
related entity.
Note: The payee must
have a valid TIN in
SCIMS.
Fee Type Indicates the type of fee being paid. Using the drop-down list,
select the applicable fee
The following are the available fees: type.
e lien search
e lien search (vehicle)
e UCC-I filing
e UCC-3 filing (continuation/amendment)
e attorney fees
e (CCC-297 Severance Agreement
e UCC-3 filing (terminating UCC-1)
e real estate lien filings
e subordination Fees
e appraisals.
Note: Receivables will be created for
recoverable/reimbursed fees. See
Earagraph 51.
Payment Indicates the total payment amount for the fee. | Enter the payment
Amount amount.
FSA State The State where the payment for the fee will | Using the drop-down list,
be disbursed. select the State.
FSA County |The county where the payment for the fee will |Using the drop-down list,
be disbursed. select the county.
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*--52 Add Fee Screen (Continued)

5-3-19

C Field Description and Actions (Continued)

Par. 52

Field/Button

Description

Action

Payment Option

Indicates how the fee will be paid.

Using the drop-down list,
select the payment option, as
applicable.

Option Description Action
Pay Now | A fee that is submitted to NPS |Using the drop-down, select
to be paid immediately. “Pay Now”.
Users will certify and sign on | When applicable, click the
the same day, according to “Alternate Payee” check box to
1-FL issue the payment to an
alternate payee.

Note: “Alternate Payee” is
only available for this
option. User will
identify the alternate
payee name once the
payment has been sent
to NPS.

Pay Later | A fee that will be submitted to |Using the drop-down, select
— Batch |NPS to be sent to the payee at |“Pay Later”

a later date.

Even though the payment is
sent at a later date, users will
certify and sign on the same
day the payment is submitted
to NPS, according to 1-FI.

Note: NPS issues these fees
on the 3™ business day
of the subsequent
month as the issue date.

Example: User enters multiple
fees to the Secretary
of State on
3/10/2019. The
issue date displayed
will be 04/03/2019.
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*--52 Add Fee Screen (Continued)

5-3-19

C Field Description and Actions (Continued)

Par. 52

Field/Button Description Action
Payment Option Description Action
Option Credit |The “Credit Card” option is for |Using the drop-down, select
Card |fees that the county paid for “Credit Card”.
using a credit card or a
purchase card. Users will be required to enter
an issue date.
The fee is not submitted to
NPS and entered for recording
purposes only.
Issue Date The issue date display is based on the
payment option selected.
Option Description
Pay Now Current system
date.
Pay Later — Batch 3" business day of
the subsequent
month.
Credit Card The date based on |Enter the date by doing either of
when the credit the following:
card was used to
pay the fee. e enter the date in the
“mm/dd/yyyy” format
e CLICK the calendar icon.
Submit Continues the process of submitting the  |CLICK “Submit” after all the
fee payment to NPS. fee information has been
entered.
The Add Fee Confirmation
Screen will be displayed.
Cancel Allows the user to cancel the process. CLICK “Cancel”.
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52 Add Fee Screen (Continued)

D Add Fee Confirmation Screen

The following is an example of the Add Fee Confirmation Screen.

Add Fee Confirmation

Payee Name: SECRETARY OF STATE
Fee Type: Lien Search
Payment Amount ($): 100.00
FSA State: Maryland
FSA County: Montgomery

Payment Option: Pay Now Alternate Payee
Issue Date: 04/08/2019

Confirm H Cancel ‘

E Action

From the Add Fee Confirmation Screen, review all the fee information and do either of the
following:

e CLICK “Confirm” to submit and proceed with the fee in NPS
e CLICK “Cancel” to return to the Add Fee Screen.

53 Deleting Other FSFL Fees
A Overview
After a fee has been submitted the only modification allowed is “Delete Fee”.

If user realizes that something was entered incorrectly after submitting, they must delete the
entire fee entry and re-enter everything again.

*--Note: A fee can only be deleted if the fee has not been certified and signed in NPS.--*
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*--53 Deleting Other FSFL Fees (Continued)

B Other FSFL Fees Screen

Following is an example of the Other FSFL Fees Screen with “Delete Fee” option.

Other FSFL Fees

Loan Number (Final): 2009/00001 Request Type: FS
Loan Term: 7 Total Requested Amount: 36,022.00

Payment

Lien Search SECRETARY OF

STATE $100.00 04/08/2019 Success

I Add Fee ” Cancel |

C Action

Select the radio button next to the corresponding fee that is to be deleted. CLICK “Delete
Fee”.

Note: Delete Confirmation Screen will be displayed.
54 Other FSFL Fees Recovery Process

A Overview

The recovery process allows DLS to check and make sure the following systems are working
properly when submitting the fee:

e COF (i.e. funds management)

e NPS
e NRRS.

Error messages will be displayed, and the statuses will be updated depending on what system
failed to respond to DLS.--*
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*--54 Other FSFL Fees Recovery Process (Continued)

B Status Description Action

The following table provides the status descriptions and actions for the recovery process.

Status Description Action
Success Fee has been successfully processed and User can certify and sign the
sent to all 3 systems, as applicable. fee in NPS according to 1-FI.
Failure Fee was unable to process because funds User complete the following.
were not available to obligate through COF.
Step Action
1 Contact State Office
specialist.

Re-enter fee once funds
2 s

become available.
3 |Delete failed fee.
In Progress |One of the three systems were down, and | User complete the following.
system is unable to process fee.

Then the

If the error message following system

displays... is affected... Step Action

“Obligation System” COF. 1 |Contact State Office
specialist.

“Disbursement System” |NPS. 2 |CLICK “Recover” once

“Receivable System” NRRS. notified system(s) are
working properly.
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*--54 Other FSFL Fees Recovery Process (Continued)

C Examples of In Progress Status

Following are examples of the Other FSFL Fees Screen when a fee has an “In Progress”

status.

Errors

An error occurred while processing Add fee payment with Obligation System

Loan Details
Loan Number (Final): 2019/00001
Loan Term: 3

Dther FSFL Fee Details

Payment

Appraisals SECRETARY OF STATE $299.00 04/11/2019 Success

Attorney Fees OLIVER JR, JOHN B $200.00 05/03/2019 Success

Falllzpelies Azgggeme“t CCC-  DICKERSON, ALFRED $300.00 05/03/2019 Success
Appraisals SMITH, CALVIN A $100.00 05/03/2019 In Progress

Other FSFL Fees

Request Type: FS-M
Total Requested Amount: 1,000.00

a—

Recover || Cancel |

Errors

An error occurred while processing Add other fee previously, please click Recover to retry

Loan Details
Loan Number (Final): 2019/00001

Loan Term: 3
Dther FSFL Fee Details

Appraisals SECRETARY OF STATE $299.00 04/11/2019 Success

Attorney Fees OLIVER JR, JOHN B $200.00 05/03/2019 Success

Severance Agreement CCC- - DICKERSON, ALFRED $300.00 05/03/2019 Success
Appraisals SMITH, CALVIN A $100.00 05/03/2019 In Progress

Other FSFL Fees

Request Type: FS-M
Total Requested Amount: 1,000.00

Payment
. Fee Ty pe m

Recover | | Cancel

5-3-19
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*--54 Other FSFL Fees Recovery Process (Continued)

D Examples of Failure Status

Following is an example of the Other FSFL Fees Screen when a fee has a “Failure” status.

Errors

Obligation system retumed with a business failure. Please contact the appropriate office.
Here is the actual message:

ErrorCodeld:1 Message: Funds not available in Common Obligation Framework. Please
contact your FSFL Specialist.

Other FSFL Fees

Loan Details | 3
Loan Number (Final): 2013/00001 Request Type: FS
Loan Term: 7 Total Requested Amount: 28,648.36

Other FSFL Fee Details

T e | e | o]

Lien Search (Motor ;
O Vehidle) $333.00 04/18/2019 Failure

—

Add Fee ” Cancel l

*

55-59 (Reserved)
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Par. 60
Section 2 Related Entities
60 Related Entities Screen
A Overview

All primary borrowers and any applicable co-borrowers, co-signers, and guarantors on a loan
must be entered in the Related Entities Screen.

The Related Entities Screen allows the user to:

e associate the application fee to the borrower(s)
o allocate shares when co-borrowers exist

e enter co-signers and guarantors

®*__delete co-signers and co-borrowers.--*

Note: Related entities may be entered and or modified until the check has been requested
for loan closing.

B Action

When the loan:

e s for asingle borrower, see|paragraph 61
e is for multiple borrowers, seg paragraph 62
e has co-signers or guarantors, seg paragraph 62

61 Adding Related Entities for a Single Borrower.
A Overview

Loans with a single borrower will be recorded in the Related Entities Screen as the primary
borrower.
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Adding Related Entities for a Single Borrower (Continued)

B Associating Payment Details to a Single Borrower

Complete the Related Entities Screen for a loan with a single borrower according to the
following table.

Step

Action

1

After the application fee has been successfully transmitted to NRRS

the Application Fee Screen will display the “RE” tab.

according to

Customer Management

Loan Making

Application Fee

Loan Info

All reguired fields are denoted by oSt
Application Details

Date Received: 12/05/2015
|Application Fee Details

Request Type: FS

Fiscal Year: 2016

Payment Remitter

Date Name

@ 12/05/2015 M Remitter $100.00 Check ‘I?AMS - UNION,

LS -
Transfer/Assumption
LS - Dashboard
Total Application fee used: $0.00
Total Application fee available: $100.00
Total Application fee: $100.00

Add Payment

FSFL Loan Servicing
Special Servicing

Transactions

Previous Cancel

Remittance | Remittance Check/Item| Payment
Amount Type Number Amount
12345 $100.00

Status

CLICK “Next” or the “RE” tab.

The Related Entities Screen will be displayed.

Before the payment details are associated to the borrower, the number of available

payments is displayed as “1”.

The “Borrower Type” displayed is “Primary” and the Share Percentage is 100%.

Loan Info App Fee | 1=

Credit Decision - (FBP)

|Application Details
Date Received: 12/05/2015
Mo. of available Payments: 1

Related Entity Information :

Reguest Type: FS
Fiscal Year: 2016

LS -
Transfer/Assumption Related

Entity

LS - Dashboard Name
FSFL Loan Servicing Borrower 999999999 @ | Select - I
Special Servicing
Transactions
[ Submit RE ] [ Previous I[Cancel]

Eoan]Making Related Entities

Borrower Type Payment Details

100.00

CLICK the “Payment Details” field.
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61 Adding Related Entities for a Single Borrower (Continued)

B Associating Payment Details to a Single Borrower (Continued)

Step Action
3 | The payment details will be displayed.

LoanMaldng Related Entities

Loan Info App Fee | li=

|Application Details

Date Received: 12/05/2015 Request Type: FS
No. of available Payments: 1 Fiscal Year: 2016

Related Entity Information :
Related
Select | Entity Tax ID Borrower Type Payment Details Share %
LS - Dashboard Name

FSFL Loan Servicing Borrower 999999999 Primary Chk:1111;Amt:$100.0;Bal:$100.0 + 100.00

LS -
Transfer/Assumption

Special Servicing

Transactions

| [ Submit RE ] |[ Previous ] [Cam:el ]

CLICK “Submit RE”.
4 | The following message will be displayed, “The chosen Related Entities are
successfully submitted.”

Notes: Error messages will be displayed if there are errors. Errors must be
corrected before proceeding.

The number of available payments has been updated to “0”.

The remaining loan making tabs are now available.

Customer Management
Loan Making Message: The chosen Related Entities are successfully submitted. P
Related Entities |

Fadcility

Farm Production Disposition

Loan Info App Fee

Details
B

eceT e/ 2015

ate R =t} Reguest Type: FS
No. of available Payments: 0

Fiscal Year: 2016

a- Related Entity Information :

Transfer/Assumption

LS - Dashboard
Related
FSFL Loan Servicing Select Entity Tax ID Borrower Type Payment Details Share %
Name

Special Servicin
P 9 Primary Chk:1111 ChikAmt:$100.0 Fee:$100.0 100.00

Borrower 999995999

Transactions

Submit RE ][ Previous ] [ Cancel I

CLICK “Next”.
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61 Adding Related Entities for a Single Borrower (Continued)

B Associating Payment Details to a Single Borrower (Continued)

Step Action
5 | The Facility Screen will be displayed.

(Lo G Update Loan Request Detail

Loan Info App Fee RE m Farm Production Disposition

All required fields are denoted by an asterisk (* ).

Customer Profile Facility Information

Equipment Purchased or Tentative
Purchase Date:

Proposed Structure: | srorage Bin
Storage Crib
Upright Silo
Flat Storage

Purchased From:

LS -

Transfer/Assumption Real Estate Information

LS - Dashboard Owner Name:
FSFL Loan Servicing Address Line 1:
Special Servicing Address Line 2:

Transactions City:

State: Select hd Zip Code:

Lien Holder:

Lien Search Date:

[ Submit l I Previous ] I Cancel ]

Sed paragraph 80|to complete the facility information.

62  Adding Related Entities for Multiple Borrowers|

A Overview
Multiple borrower loans:

have a primary borrower
have 1 or more co-borrowers
may have co-signers

may have guarantors.

*--Note: Changes to related entities and applicable shares can be made up until the loan is
closed. After the loan has closed only the shares can be updated using the “Manage
Related Entities” function in Loan Servicing according to[subparagraph 460 A.--*

Application fees can be accepted as:

e asingle remittance
e multiple remittances.
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Adding Related Entities for Multiple Borrowers (Continued)

B Adding Related Entities for Multiple Remittances

Add the related entities with multiple remittances according to the following table.

Step

Action

1

After the application fees has been successfully transmitted to NRRS according to

the “RE” tab will be available.

Customer Management

Loan Making

Application Fee

Loan Info App RE

All reguired fields are denoted br

Application Details

Date Received: 12/05/2015 Request Type: FS

|Application Fee Details

Payment | Remitter | Remittance | Remittance T, Check/Item| Payment
Date Name Amount Type L= Number Amount

Borrower 1

Fiscal Year: 2016

LS - ) 12/05/2015 $100.00 Check ADAIR, 1A 4567 $100.00 @
Transfer/Assumption
LS - Dashboard © 12/osrz01s  Bomower2 o0 oo Check ADAIR, IA 789 $1uu.uu
FSFL Loan Servicing
Special Servicing Total Application fee used: $0.00
T mims Total Application fee available: $200.00

Total Application fee: $200.00

Add Payment
| Next | Previous Cancel

Status

CLICK “Next” or “RE”.

All borrowers must be selected before associating the application fee to the

specific borrower.

Notes: The primary borrower will always be the borrower who was selected on the

Process Application Screen according td paragraph 31

The number of available payments is the total number of $100 remittances
submitted that have not been associated with a borrower. The number will

decrease when payments are associated to a borrower.

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing
Special Servicing
Transactions

213

Loan Info

App Fee

[Application Details
Data ived: 12/05/2015

To. of available Payments: 2

Related

Entity
Name
Baorrower 1 999999999 Bomaty Select
Submit RE ] [ Previous ] [Cam:el ]

Request Type: FS.
Fiscal Year: 2016

-

LeanMaking Related Entities

Related Entity Information :

Borrower Type Payment Details

100.00

Add

CLICK “Add”.
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Adding Related Entities for Multiple Borrowers (Continued)

B Adding Related Entities for Multiple Remittances (Continued)

Par. 62

3-15-16

Step

Action

3

The SCIMS Search Page will be displayed.

USDA. united States Department of Agriculture 7SG|MS

_a Farm Service Agency

Customer Search

uth
Please Select A Customer
Location
State: County:
IOWA - ALL COUNTIES -
Service Center (Optional):
ALL SERVICE CENTERS -
[ Service Center Details ] Mational Search: [
Name
Type i . © Starts With @ Exact Match
© Individual © Business @ Both
) ) Last or Business:
@ Active O Active and Inactive .
First:
Tax ID Other
D Gommon Name:
ID Type: SELECT ONE - Zip Code:
@ VWholeID © Last 4 Digits Phone No:
Search ] [ Reset ] [ Cancel

Select the co-borrower accordingly.

The Related Entities Screen is re-displayed.

Note: When the loan has more than 1 co-borrower, repeat steps 2 and 3 before

completing this step.

Loan]Making Related Entities

Loan Info App Fee | U=

| Application Details
Date Received: 12/05/2015 Request Type: FS
Mo. of available Payments: 2 Fiscal Year: 2016

Related Entity Information :
LS -

Select | Entity Tax ID Borrower Type Payment Details Share %
LS - Dashboard Name

FSFL Loan Servicing Borrower 1 999999999 =y Select - 100.00

Special Servicing

Transactions ©  Bomower2 111111111 -

[ Submit RE ] [ Previous ][Cancel ]

After all co-borrowers have been selected CLICK the “Borrower Type” field of

the applicable co-borrower.
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62 Adding Related Entities for Multiple Borrowers (Continued)

B Adding Related Entities for Multiple Remittances (Continued)

Step Action
5 | The borrower types will be displayed.

Notes: The “Payment Details” field will be grayed out:

e until the co-borrower is selected
o for all co-signers selected
o for all guarantors selected.

Customer Management

Loan Making Related Entities

Loan Info App Fee [

Application Details
Date Received: 12/05/2015 Request Type: F5
No. of available Payments: 2 Fiscal Year: 2016
LS -

Related Entity Information :
Transfer/Assumption Related
Entity Tax ID Borrower Type Payment Details Share %
LS - Dashboard Name
Primary =

FSFL Loan Servicing Borrower 1 999950099 Select 100.00

Special Servicing
Transactions Bomawer2 111111111 Select v}
Select

r 1
o-Signer | Add |
Guarantar e

o : [ Previous ‘I [ cancel |

CLICK “Co-Borrower”
6 | The “Borrower Type” field has populated.

Note: The “Payment Details” field is now editable

Lcaniiaking Related Entities

Checklist

Loan Info App Fee | li=

|Application Details
Date Received: 12/05/2015 Request Type: FS
No. of available Payments: 2 Fiscal Year: 2016

Related Entity Information :
Select Entity Tax ID Borrower Type Payment Details Share %
LS - Dashboard Name
-

FSFL Loan Servicing Borrower 1 999999999 Primary Select 100.00

LS -

Special Servicing

Transactions ® Borrower 2 M1 Co-Borrower ¥ Select -

Submit RE I [ Previous I I{:ancel ]

CLICK *Payment Details”
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Par. 62

62 Adding Related Entities for Multiple Borrowers (Continued)

B Adding Related Entities for Multiple Remittances (Continued)

Step

Action

7

The Payment Details will display all successful remittances.

Coanjmakeig Related Entities ‘

Loan Info App Fee | l{5

Application Details
Date Received: 12/05/2015 Request Type: FS
No. of available Payments: 2 Fiscal Year: 2016

Related Entity Information :
LS -
S - e ---
Select | Entity Tax ID Borrower Type Payment Details Share %
LS - Dashboard Name

FSFL Loan Servicing Borrower 1 999999999 Primary Select v 100.00

Special Servicing
Transactions @ Barrower 2 111111111 Co-Borrower ¥

I Submit RE ] { Previous ] [ Cancel ‘

Click on the applicable remittance for the primary borrower.
Repeat for remaining co-borrowers.

After all remittances have been associated to all borrowers,

Loan]Makng Related Entities

Loan Info App Fee | =

|Application Details
Date Received: 12/05/2015 Request Type: FS
Mo. of available Payments: 2 Fiscal Year: 2016

Related Entity Information :
LS -
TransferlAssumptio“ . REIa-te‘j --
Select Entity Tax ID Borrower Type
LS - Dashboard Name

Primary Chk:4567;Amt: $100.0;B3:5100.0 *

Payment Details

FSFL Loan Servicing Bormrower 1 999999999

Special Servicing
Transactions ©  Bomower 2 111111111 Co-Borrower ¥ Chk:789;Amt:$100.0;Bal:$100.0 ¥ :

[ Submit RE ] [ Previous ] [Cancel ]

update the share percentages for all borrowers.

*--Note: Share percentages must equal 100 percent.--*

12-13-16
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Adding Related Entities for Multiple Borrowers (Continued)

B Adding Related Entities for Multiple Remittances (Continued)

Par. 62

3-15-16

Step

Action

9

After the shares have been allocated,

Customer Management
Loan Making

Related Entities

Loan Info App Fee

|Application Details
Date Received: 12/05/2015
Mo. of available Payments: 2

Request Type: FS5
Fiscal Year: 2016

Related Entity Information :

Related
Select [ Entity Tax ID Borrower Type Payment Details Share %
Name
60

Primary

LS -
Transfer/Assumption

LS - Dashboard

FSFL Loan Servicing Borrower 1 999939959 Chl:4567;Amt:§100.0;Bal:$100.0 ¥

Special Servicing

Transactions Borrower 2 111111111 Co-Borrower ¥ Chk:789;Amt:$100.0;Bal:$100.0 ¥ 40

Submit RE I [ Previous ] [Cancel ]

CLICK “Submit RE”.

10

The following message will be displayed, “The chosen Related Entities are
successfully submitted.”

Notes: Error messages will be displayed if there are errors. Errors must be
corrected before proceeding.

The number of available payments has been updated to “0”.

The remaining loan making tabs are now available.

Customer Management
Loan Making Message: The chosen Related Entities are successfully submitted. h
Related Entities I

App Fee

Loan Info

Request Type: FS
Fiscal Year: 2016

- Related Entity Information :
Transfer/Assumption
Related
Select| Entity Tax ID Borrower Type Payment Details Share %
Name

LS - Dashboard
Chk:4567 ChkAmt:$100.0 Fee:$100.0 50.00

FSFL Loan Servicing

Special Servicing

Primary

Borrower 1

Transactions 999999999

Co-Borrower Chk:789 ChkAmt:$100.0 Fee:$100.0 40.00

Borrower 2 111111111

Submit RE ] [ Previous I I Cancel ]

CLICK *“Next”.
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62 Adding Related Entities for Multiple Borrowers (Continued)

B Adding Related Entities for Multiple Remittances (Continued)

3-15-16

Par. 62

Step

Action

11

The Facility Screen will be displayed.

Customer Profile

LS -
Transfer/Assumption

LS - Dashboard

FSFL Loan Servicing

Special Servicing

Transactions

(Lo G Update Loan Request Detail

Loan Info App Fee RE @ Farm Production Disposition

All required fields are denoted by an asterisk (* ).

Facility Information

Equipment Purchased or Tentative

Purchase Date:

Proposed Structure: | srorage Bin
Storage Crib
Upright Silo
Flat Storage

Purchased From:

Real Estate Information

Owner Name:
Address Line 1:
Address Line 2:
City:

State: Select -
Lien Holder:

Lien Search Date:

[ Submit l I Previous ] I Cancel ]

Sed paragraph 80[to complete the facility information.
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Par. 62
62 Adding Related Entities for Multiple Borrowers (Continued)

C Adding Related Entities With a Single Remittance

Add the related entities with a single remittance according to the following table.

Step Action
1 | After the application fee has been successfully transmitted to NRRS according to

the “RE” tab will be available.

Customer Management

Loan Making Application Fee
Loan Info V.V 22

All required fields are denoted by ST getertk ( *

Application Details

Date Received: 12/05/2015 Request Type: FS Fiscal Year: 2016
|Application Fee Details
Payment Remitter Remittance | Remittance Check/Item| Payment
Date Name Amount Type Number Amount
LS - © 12/05/2015  Borower 1 $200.00 Check ADAIR, IA 777 $200.00 Success
Transfer/Assumption

LS - Dashboard
Total Application fee used: $0.00

FSFL Loan Servicing Total Application fee available: $200.00
Total Application fee: $200.00

Special Servicing

Transactions
Add Payment

| Nexll Previous Cancel

CLICK “Next” or “RE”.
2 | All borrowers must be selected before associating the application fee to the
specific borrower.

Notes: The primary borrower will always be the borrower who was selected on the

Process Application Screen according td paragraph 31

The number of available payments is the total number of $100 remittances
submitted that have not yet been associated with a borrower. The number
will decrease when payments are associated to a borrower.

LeanMaking Related Entities

Loan Info App Fee | 1=
[Application Details

gd: 12/05/2015 Request Type: FS
Fiscal Year: 2016

Related Entity Information :

LS -

Transfer/Assumption Related
Select Entity Tax ID Borrower Type Payment Details Share %
LS - Dashboard Name

FSFL Loan Servicing Borrower 1 999999999 Primary Select - 100.00

Special Servicing

Transactions Add

Submit RE ] [ Previous ] [Cam:el ]

CLICK “Add”.
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62

Adding Related Entities for Multiple Borrowers (Continued)

C Adding Related Entities With a Single Remittance (Continued)

Par. 62

3-15-16

Step

Action

3

The SCIMS Search Page will be displayed.

USDA. united States Department of Agriculture 7SG|MS

_a Farm Service Agency

Customer Search

uth
Please Select A Customer
Location
State: County:
IOWA - ALL COUNTIES -
Service Center (Optional):
ALL SERVICE CENTERS -
[ Service Center Details ] Mational Search: [
Name
Type i . © Starts With @ Exact Match
© Individual © Business @ Both
) ) Last or Business:
@ Active O Active and Inactive .
First:
Tax ID Other
D Gommon Name:
ID Type: SELECT ONE - Zip Code:
@ VWholeID © Last 4 Digits Phone No:
Search ] [ Reset ] [ Cancel

Select the co-borrower accordingly.

The Related Entities Screen is re-displayed.

Note: When the loan has more than 1 co-borrower, repeat steps 2 and 3 before

completing this step.

Loan]Making Related Entities

Loan Info App Fee | U=

| Application Details
Date Received: 12/05/2015 Request Type: FS
Mo. of available Payments: 2 Fiscal Year: 2016

Related Entity Information :
LS -

Select | Entity Tax ID Borrower Type Payment Details Share %
LS - Dashboard Name

FSFL Loan Servicing Borrower 1 999999999 =y Select - 100.00

Special Servicing

Transactions ©  Bomower2 111111111 -

[ Submit RE ] [ Previous ][Cancel ]

After all co-borrowers have been selected CLICK the “Borrower Type” field of

the applicable co-borrower.
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62 Adding Related Entities for Multiple Borrowers (Continued)

C Adding Related Entities With a Single Remittance (Continued)

3-15-16

Par. 62

Step

Action

5

The borrower types will be displayed.
Notes: The “Payment Details” field will be grayed out:

e until the co-borrower is selected
o for all co-signers selected
o for all guarantors selected.

Ecaniaking Related Entities

Loan Info App Fee | :i2

Application Details
Date Received: 12/05/2015 Request Type: FS
No. of available Payments: 2 Fiscal Year: 2016

Related Entity Information :
Related
Select Entity Tax ID Borrower Type Payment Details Share %
Name

FSFL Loan Servicing Borower 1 999993999 TR Select v 100.00

Special Servicing
Transactions [ Borrower 2 111111111 Select -
Select

Co-Borrower

Co-Signer

(Bas]
oy Previous Cancel |

LS -
Transfer/Assumption

LS - Dashboard

CLICK “Co-Borrower”.

The “Borrower Type” field has populated.

Note: The “Payment Details” field is now editable.

Customer Management

Loan Making Related Entities |

Checklist
Loan Info App Fee | U=

Application Details
Date Received: 12/05/2015 Request Type: FS
No. of available Payments: 2 Fiscal Year: 2016

LS -
Transfer/Assumption

Related
Select | Entity Tax ID Borrower Type Payment Details Share %
LS - Dashboard Name
-

FSFL Loan Servicing Borrower 1 999993999 Primary Select 100.00

Special Servicing

Transactions @ Bormrower 2 1111111 Co-Borrower ¥ Select -

Add

Submit RE ] [ Previous ] [Cancel ]

Related Entity Information :

CLICK *“Payment Details”.
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62 Adding Related Entities for Multiple Borrowers (Continued)

C Adding Related Entities With a Single Remittance (Continued)

Par. 62

Step

Action

7

The Payment Details will display all successful remittances.

Customer Management
Loan Making Related Entities |

Loan Info App Fee | [l

Application Details
Date Received: 12/05/2015 Request Type:FS
No. of available Payments: 2 Fiscal Year: 2016

Related Entity Information :

Related
Entity Tax ID Borrower Type Payment Details Share %
Name

FSFL Loan Servicing Borower 1 99939939 SR

LS -
Transfer/Assumption

LS - Dashboard

100.00
Special Servicing

Transactions Bomower2 111111111 Co-Borrower ¥ Select ~

[ Submit RE ] { Previous ] [ Cancel J

Click on the same remittance for all borrowers.

The same remittance is used for all borrowers.

Customer Management
EcanMakig Related Entities

Loan Info  App Fee | =

Application Details

Date Received: 12/05/2015 Request Type: FS
No. of available Payments: 2 Fiscal Year: 2016

Related Entity Information :

Related
Select| Entity Tax ID Borrower Type Payment Details Share %
Name

FSFL Loan Servicing Borrower 1 999999999 Primary Chk:777;Amt: $200.0;Bal:$200.0 *

LS -
Transfer/Assumption

LS - Dashboard

Special Servicing

Transactions @ Bomower2 MMM cogorrower ~ CThk:777;Amt: $200.0;Bal:$200.0 ¥

[

Add

[ Submit RE I [ Previous I [Cancel ]

Update the share percentages for all borrowers.

*--Note:

12-13-16

Share percentages must equal 100 percent.--*
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Par. 62
62 Adding Related Entities for Multiple Borrowers (Continued)

C Adding Related Entities With a Single Remittance (Continued)

Step Action

9 After the shares have been allocated,

Customer Management
Loan Making

Related Entities

Loan Info App Fee

[Application Details
Date Received: 12/05/2015 Request Type: FS
Mo. of available Payments: 2 Fiscal Year: 2016

Related Entity Information :

Related
Select Entity Tax ID Borrower Type Payment Details Share %
Name
50

Primary Chk:777;Amt:$200.0;Bal:$200.0 *

LS -
Transfer/Assumption

LS - Dashboard

FSFL Loan Servicing Borrower 1 999999999

Special Servicing
Transactions ® Borrower 2

111111111 Co-Borrower + Chk:777;Amt:$200.0;Bal:$200.0 ¥ 50

Add?

Submit RE Previous Cancel

CLICK *“Submit RE”.

10 | The following message will be displayed, “The chosen Related Entities are
successfully submitted.”

Notes: Error messages will be displayed if there are errors. Errors must be
corrected before proceeding.

The number of available payments has been updated to “0”.

The remaining loan making tabs are now available.

Customer Management

Loan Making Message: The chosen Related Entities are successfully submitted. _
Related Entities I

Facility Farm Production Disposition ‘_

Request Type: FS
Fiscal Year: 2016

Loan Info App Fee

|Application Details

- Related Entity Information :

Transfer/Assumption
Related
Select Entity Tax ID Borrower Type Payment Details Share %
Name

Borrower 1 999999999 Primary Chk:777 Chkamt:$200.0 Fee:$200.0 50.00

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

Borrower 2 111111111 Co-Borrower Chk:777 ChlcAmt:$200.0 Fee:$200.0 50.00

Submit RE ] ||[ Previous ] [ Cancel ]

CLICK “Next”.
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62 Adding Related Entities for Multiple Borrowers (Continued)

C Adding Related Entities With a Single Remittance (Continued)

Par. 62

Step

Action

11

The Facility Screen will be displayed.

Customer Profile

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

Loe KRN Update Loan Request Detail

Farm Production

Loan Info App Fee RE

All required fields are denoted by an asterisk { * ).
Fadility Information
|

Equipment Purchased or Tentative
Purchase Date:

Proposed Structure: | srgrage 8in
Storage Crib
Upright Silo

Flat Storage

Purchased From:

Real Estate Information

Owner Name:
Address Line 1:
Address Line 2:

City:
State: Select
Lien Holder:

Lien Search Date:

I Submit ] [ Previous I [ Cancel I

Sed paragraph 80]to complete the facility information.
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*..63 Deleting Related Entities

A Overview

Related entities may be deleted before processing the check request because of the following:

e deceased
e divorced
e other (user error)

Note: Only co-signers, co-borrowers, & guarantors may be deleted.

B Procedure for Deleting Related Entities

12-13-16

Delete related entities according to the following table.

Step

Action

1

Related entity must be selected for the “Delete” option to appear.

Related Entities

Loan Info App Fee | ‘5| Facility Farm Production Disposition

Application Details
Date Received: 10/01/2016 Request Type:FS
MNo. of available Payments: 0 Fiscal Year: 2017

Related Entity Information :

Related
Select| Entity Tax ID Borrower Type Payment Details Share %
Name

Borrower A 99999999 Primary Chk:5464 ChkAmt:$100.0 Fee:$100.0 50 00
Borrower B 99999999 Co-Borrover Chk: 1545 ChkAm t:$100.0 Fee:$100.0 20.00

[ submitrRe || pelete || Next|| Previous || cancel |

o Select the radio button next to the related entity to delete.
CLICK “Delete”.
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*--63 Deleting Related Entities (Continued)

B Procedure for Deleting Related Entities (Continued)

Par. 63

Step Action

2 | The Delete Related Entity Confirmation pop-up will be displayed.

Related Entities

Loan Info App Fee Facility Farm Production Disposition

Annliratinn Natailc

2 Delete Related Entity Confirmation -- Webpage Dialog

Are you sure you want to dekte this Related Entity?

Delete Reason :
Divaorced
“ Yes | Deceased

Name

Borrower A 99999999 Primary Chk:5464 ChkAm t:$100.0 Fee:5100.0 50.00

1

@ TR T Co-Borrower Chk:1545 ChkAm t:$100.0 Fee:$100.0

59999999 50.00

Add

| submitRe || Delete || Next|| Previous || cancel |

e Select a delete reason from drop-down menu.
e Click “Yes” to confirm.

3 | The Related Entity Screen is re-displayed.

Related Entities

Loan Info App Fee Facility Farm Production Disposition

Application Details
Date Received: 10/01/2016 Request Type:FS
MNo. of available Payments: 0 Fiscal Year: 2017

Related Entity Information :

Related
Select| Entity Tax ID Borrower Type Payment Details
Name

Borrower A 99999939 Primary Chk:5464 ChkAm t:$100.0 Fee:5100.8

T TTEEEETE Co-Borrower Chk:1545 ChkAm t:$100.0 Fee:5100.0

el Submit RE I|Nexl|| Previous || Cancel |

e Update the share percentages for all borrowers.
e Click “Submit RE”.

Note: The radio button next to the related entity that was deleted is no longer
displayed.
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Par. 63
*--63 Deleting Related Entities (Continued)

B Procedure for Deleting Related Entities (Continued)

Step Action
4 | The following error message will be displayed, ““The chosen Related Entites are
successfully submitted.”

The deleted related entity is no longer displayed on the screen.

Note: The error message will be displayed if there are errors. Errors must be
corrected before proceeding.

Message: The chosen Related Entities are successfully submitted. _
| Related Entities

Facility

Loan Info Farm Production

App Fee Disposition

Application Details
Date Recsived: 10/01/2016 Request Type:FS
MNo. of available Payments: 0 Fiscal Year: 2017

Related Entity Information :

Related
Select| Entity Tax ID Borrower Type Payment Details Share %%
Name

Borrower A 99999999 Primary Chk:5464 ChkAm t:$100.0 Fee:$100.0 100 00

| Subm it RE ] Next || Previous Cancelﬂ
aven-web-4.6.0-SNAPSHOT Build Date:{0Oct-06-2016 15:13 PM)

CLICK “Next”, “Previous” or “Cancel”.

64-79 (Reserved)
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Par. 80

' Section 3  Facility and Farm Production |

80 Facility Information

A Overview

The Facility Screen contains information about the facility and is divided into the following
2 sections:

e Facility Information
e Real Estate Information.

B Example of Facility Screen

Following is an example of the Facility Screen.
*

Update Loan Request Detail

Loan Info App Fee RE m Farm Production Disposition
All required fields are denoted by an asterisk

Facility Information

Equipment Purchased or I:l
Tentative Purchase Date: -

Proposed Strudure: [Grain Storage bin

Grain Storage Crib A
Upright Silo v
Flat Storage

Purchased From : | |

FSA-850 Com pleted Date: :] =
Real Estate Information

Owner Name: |

Address Line 2: |

|
Address Line 1: | |
|
|

City: I

State: ISeIect v Zip Code: | ] = | l
Lien Holder: | |

Lien Search Date: :] ]

| submit || Previous | Next|| cancel |
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5-3-19

Facility Information (Continued)

C Field Descriptions and Actions

Par. 80

The following table provides the field descriptions and actions for the Facility Screen.

Purchase Date

Field/Button | Description \ Action
Facility Information
Equipment It is the date the equipment was Enter the date by doing either of
Purchased or purchased or a future date if the following:
Tentative equipment has not been purchased.

e enter the date in the
“mm/dd/yyyy” format

e click the calendar icon.

Note: Enter the earliest date
for multiple dates.

Proposed
Structure

Identifies the proposed structures and
applicable components.

Using the drop-down list, select
the structure or structures.

Hold the “Ctrl” key when
clicking multiple structures or
components.

Purchased From

A free-form field to enter from whom
the equipment was purchased.

Enter the name from whom the
equipment was purchased.

*--FSA-850
Completed Date

The date FSA-850 was completed.

Note: FSA-850 date needs to be
added to partial when doing a
partial/final loan request, so the date
populates into the final loan requests.

Enter the date by doing either of
the following:

e enter the date in the
“mm/dd/yyyy” format

e CLICK the calendar icon.

Note: This date must be prior
to the approval date.--*

Real Estate Information

Owner Name

Address Line 1

Address Line 2

City

State

Zip Code

A free-form field to enter the name
and address of the owner of the real
estate.

Enter the name and address of
the person or persons who own
the real estate.

If there is no physical address,
enter the legal description of the
structure in the “Address Line
17 field.
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80 Facility Information (Continued)

C Field Descriptions and Actions (Continued)

Par. 80

Field/Button Description Action
Lien Holder A free-form field to enter the lien Enter the name of the lien
holder. holder.
Lien Search Date |The date of the initial lien search. Enter the date by doing either of
the following:

e cnter the date in the

“mm/dd/yyyy” format

e click the calendar icon.

Submit Returns to the Process Application  [CLICK “Submit”
Screen; information is saved.

Note: Do not click “Submit”
until after users have
entered both the facility
and farm production
information. If the user
clicks “Submit” before
completing the loan
application, the user will
need to re-access the
loan according to
paragraph 101 lusing the
“Update Loan Request”
option.

Previous Returns to the RE Screen; CLICK “Previous”.
information is saved.
Next Proceeds to the Farm Production CLICK “Next”.
Screen; information is saved.
Cancel Returns to the Process Application  |CLICK “Cancel”.
Screen; information is not saved.
81 Farm Production Information

A Overview

The Farm Production Screen contains information about the farm production used to
calculate additional storage needs.

Note: According to 1-FSFL borrowers are permitted to certify storage needs for certain
structures, however DLS requires the user to input at least 1 farm number and 1
commodity. The acres and yield fields can be left blank.

5-3-19
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Par. 81

81 Farm Production Information (Continued)
B Example of Farm Production Screen
Following is an example of the Farm Production Screen.
LT CE AT Update Loan Request Detail
Loan Info AppFee RE Fadility Disposition
All required fields are denoted by an asterisk { * ).
Farm Production
Ty v e o e
Select - Select -
[C] o0oo0046,Jasper,IL - CORN/GRAIN - 300 210 2 126,000.00)
LS - [[] 0006918,Cumberland,IL ¥ SOYBEANS - 450 55 2 49,500.00
Transfer/Assumption
|:| ALL hd WHEAT hd 650 75 2 97,500.00
LS - Dashboard
L [ Add Farm ] [ Update Farm ] [ Delete Farm Total Estimated Production: 273,000.0
FSFL Loan Servicing
7 o Existing Capacity:
Spe‘:lal SERCERY Additional Capacity Needed: 273,000.0
Transactions Proposed Structure Capacity:
Eligibility and Proration Indicator: 273,000.0
Compute
Submit ] [ Previous ] [Next] [ Cancel ]
C Field Descriptions and Actions
The following table provides field descriptions and actions for the Farm Production Screen.
Field/Button | Description | Action
Facility Production
Farm Number, |DLS retrieves the farm numbers on Using the drop-down list,
County, State | *--record for the primary borrower from |select the applicable farm
Farm Records. If there is a co-borrower, |number.
then their farm numbers will be retrieved.
Users have the option to select
Note: Farm numbers are deleted for “ALL” to combine all
co-borrowers if the co-borrower is |acres/production for all farms
deleted as a related entity.--* for a single commodity.
Commodity Lists all eligible commodities. Using the drop-down list,
select the commodity.
This list does not validate against
selected storage structure.
Acres The average acres of the commodity Enter the 3-year average acres
for the specific commodity.
Note: This field is grayed out for
structures that do not require acre
information according to 1-FSFL.
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81 Farm Production Information (Continued)

C Field Descriptions and Actions (Continued)

3-15-16

Par. 81

Field/Button

Description

Action

Yield Per Acre

The COC-established yield for the
commodity.

Note: This field is grayed out for
structures that do not require yield
information according to 1-FSFL.

Enter the commodity yield, as
applicable.

After the yield has been
entered, CLICK “Add Farm”.

Total
Production

A calculated field based on the average
acres times the yield times applicable
years of storage needs.

For grains and hay, the total production is
multiplied by 2.

For cold storage, the total production is
multiplied by 1.

Total Estimated
Production

The sum of all production entered.

Note: Repeat the process for additional farms and commodities.

Existing The applicant’s existing storage capacity. |Enter the existing storage
Capacity capacity.
Additional A calculated field that subtracts the
Capacity existing capacity from the total estimated
Needed production.
Proposed The proposed structure capacity Enter the proposed capacity,
Structure requested on the loan. then CLICK “Compute”.
Capacity
For hay storage, enter the tons
calculated from the worksheet
in 1-FSFL, Exhibit 6,
subparagraph A, line item 5.
Eligibility and | A calculated field that subtracts the A positive number indicates
Proration proposed structure capacity from the the applicant is eligible based
Indicator additional capacity needed. on storage needs.

A negative number indicates
that the applicant does not
meet the additional storage
needs; however, a negative
value is acceptable for loans
with handling only.
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Farm Production Information (Conitnued)

C Field Descriptions and Actions (Continued)

Par. 81

Field/Button Description Action
Compute Calculates the amount of storage needs |CLICK “Compute”.
Submit Returns to the Application Process CLICK “Submit”.

Screen; information is saved.

Note: Do not click “Submit”
until after all
information has been
entered. If the user
clicks “Submit” before
completing the loan
application, the user
will need to re-access
the loan according to

[ paragraph 101] using the
“Update Loan Request”
option.
Previous Returns to the Facility Screen; CLICK “Previous”.
information is saved
Next Proceeds to the Disposition Screen; CLICK *“Next”,
information is saved.
Cancel Returns to the Process Application CLICK *“Cancel”.
Screen; information is not saved

D Example of Completed Farm Production Screen

Following is an example of a successfully completed Farm Production Screen.

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

Credit Decision - (FBP)

Loan Making Update Loan Request Detail

Loan Info App Fee RE Fadility Disposition

All required fields are denoted by an asterisk ( * ).
Farm Production

H Farm Number,County,State
-

Select

Select

Total Production

R e v
b

[] oooo048,Jasper,IL - CORN/GRAIN - 300 210 2 126,000.00
[[] oo08918,Cumberland,IL * SOYBEANS - 450 55 2 49,500.00
1 AL hd WHEAT hd 650 75 2 97,500.00
[ Add Farm ] ’ Update Farm ] ’ Delete Farm Total Estimated Production: 273,000.004
Existing Capacity: 100000
Additional Capacity Needed: 173,000.004
Proposed Structure Capacity: 75000
Eligibility and Proration Indicator: 98,000.004
Compute
[ Submit ] [ Previous ] [Next] [ Cancel ]
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Par. 81
81 Farm Production Information (Continued)

E Editing the Farm Production Screen
To make edits to a line item after it is initially entered:
e click the “Sel” radio button of the line item to edit
e make applicable edits
e CLICK “Update Farm”.

To delete a line item currently displayed:

e click the “Sel” radio button of the line item to delete
e CLICK “Delete Farm”.

82-89 (Reserved)
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Par. 90

*--Section 3.5 Partial/Final Loan Reguests

Creating Partial/Final L.oan Request

A Overview

A partial/final loan request is a loan request that allows the borrower to receive up to 50
percent of the total approved loan amount after completing 50 percent of the project.
Important: A partial and final loan request must be entered:

e in the same loan package
e at the same time.

Before entering the final loan application, the partial loan must be entered according to
Sections 1 through 3. All information entered for the partial loan request will automatically
be populated to the final loan request.

Note: Any information not entered in partial loan prior to creating the final will have to be
entered manually in the final loan request.

Example of Process Application Screen for a Partial Loan Requested

The following is an example of the “Action” drop-down menu on the Process Application
Screen after the partial loan request has been created.

Customer Management
Loan Making

Process Application

Process Application >
Printer Friendly

Checklist

Credit Decision - (FBP)
Customer Profile
Other FSFL Fees

Loan Request Status
History

‘Transaction Status
History

LS -
Transfer/Assumption

LS - Dashboard

FSFL Loan Servicing

Special Servicing

Transactions

Process Application

The first time a new application is entered, select "Add Package".

Add Package

Action:

Select an Action
Update Loan Request
View Loan Request
RELMUEY withdraw Loan Request
Delete Loan Request

2l Related Entity
A= O S =T

Type of
ssistance
Loan #
904
2018/00005(P)

S.No

25,000.00 Received 10-23-2017

12-14-17
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Par. 90
*--90 Creating Partial/Final Loan Request (Continued)

C Action for Creating Final Loan Request for Partial/Final
From the Process Application Screen:
e select the partial loan request
e using the “Action” drop-down list, select “Add Loan Request”
e CLICK“Go”.
The Add Application Package & Loan Request Detail Screen will be displayed.
D Example of Add Application Package & Loan Request Detail Screen for Final Loan

Following is an example of the Add Application Package & Loan Request Detail Screen for
final loan in a partial/final loan request.

Customer Management
Loan Making Add Application Package & Loan Request Detail

Process Application
Checklist

All required fields are denoted by an asterisk

Credit Dedsion - [Fspi Application Package Detail Information

Date Reczived: 10/23/2017 Request Type: FS-M
Customer Profile FSFL Loan Balances
Loan Request Status Aggregate Qutstanding Balance ($): 0.00
History Obligated Balance Mot Disbursed ($): 0.00
Transaction Status Available Microloan Balance ($): 50,000.00
e

*FSA Admin State: [ Maryland W *FSA Admin County:
Loan Amount: (25000 o Partial/Final Indicator: Final
SAUEsTEd LoaNT50000.00 Fiscal Year: 2018
Amount:
FSFL Loan Servidng Delinquent Indicator: O Yes @ No *Loan Temm:5
Special Servicing Application Completed Date: l:l =t Incomplete Letter Datel: I:l =%
N Inccmplete Letter Date2: [: |
Transactions

*Purpose of Loan:[ Grain Truck

LS -
Transfer / Assumption

*Requested
old K

LS - Dashboard

o | submit&Next || cancel

E Action for Submitting Add Application Package & Loan Request Detail for Final Loan
From the Add Application Package & Loan Request Detail Screen:

e enter the remaining loan amount in the “Requested Loan Amount” field
e CLICK “Submit & Next”.

The loan request tabs will be displayed with all the information from the partial loan
request.--*
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Par. 91

*--91 Converting a Partial/Final Loan Request to a Final Only Loan Request

A Overview

The borrower may decide after the partial/final loan request has been approved, that the
partial is no longer needed. The loan will need to be converted to a final only loan request.

Note: The National Office can only assist with this change.
Action
County Offices must:

e contact and provide loan information to the State Office Specialist
e provide an explanation as to why the loan is being converted.

State Offices must provide the loan information to the National Office using FSFL
SharePoint.--*

92-99 (Reserved)

12-14-17
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Section 2 Updating Appiications

100  Modifying Applications

A Overview

12-14-17

After a loan package has been created, the following options are available:

* K *

Update Loan Request
View Loan Request
Withdraw Loan Request
Delete Loan Request

o*__Related Entities.--*

* * *

Statuses

The following table describes the statuses of a loan.

Par. 100

Status Descriptions

Appeal Application is in appeal.

Approved Application has been approved by COC or STC.

Check Request Checks have been requested from Treasury.

Closed Loan has closed and loan servicing actions can be processed.

Completed Application has all information submitted and is ready to be approved
or disapproved.

Disapproved Application has been disapproved by COC or STC.

Obligated Funds have been received from Treasury.

Obligation Pending | Approved loan is awaiting funds from Treasury. Loan is locked for
editing.

Received Application has been submitted but is not complete.

Rejected Application has been rejected.

Settled Loan has been paid in full or has been liquidated.

Withdrawn Application has been withdrawn by the producer.

Note: Deleted applications or loans will never be displayed on the Process Application

Screen.

2-FSFL (Rev. 1) Amend. 4
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Par. 100

100  Modifying Applications (Continued)

C Example of Actions After the Loan Package Has Been Created

Following is an example of the actions available after a loan package has been created.

Customer Management
Loan Making bres e "
Process Application

The first time a new application is entered, select “"Add Package".

Add Package

Action: Select an Action

- ‘ Go
Select an Action I
Update Loan Request

|
View Loan Request Type of
PELET. Withdraw Loan Request Assistance Status Date
Delete Loan Request | Loan# |

12-05-2 Related Enti 300

LS -
Transfer/Assumption

LS - Dashboard

50,000.00 Received 12-05-2015

FSFL Loan Servicing "11-F5 2016/00005
" s 2 12-05-2015 200 :
Special Servicing ® 11-Fs 23016/00006 75,000.00 Received 12-05-2015

Transactions

1101 Update Loan Request |

A Overview

3-15-16

Modifications can be made to a loan application up until the loan is in “Obligation Pending”
status.

Note: The loan is locked for editing while in “Obligation Pending” status. Once the status
is “Obligated”, the loan can be modified.

Action
From the Process Application Screen:

click the radio button of the loan to update

click the “Action” drop-down list to display available options
CLICK “Update Loan Request”

CLICK “Go” to display the Update Loan Request Screen.

The Add Application Package & Loan Request Detail Screen will be displayed.

Edit the loan, as applicable, by clicking between tabs or by clicking “Next”. After edits have
been entered, CLICK “Submit”. If the user does not want to save edits, CLICK “Cancel”.
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1102 View Loan Request |
A Overview
This function allows the user to view the loan request details.
Example of View Loan Request Screen
Following is an example of the View Loan Request Screen.
FSFL Loan Information
FSA Admin State: New York FSA Admin County: Broome
Requested Loan Amt: $44,900.00 Partial/Final Indicator: Final
Total Requested Loan Amount: $0.00 Fiscal Year: 2008
Delinquent Indicator: No Loan Term: 7 years
Application Completed Date: 08/11/2008 Incomplete Letter Datel:
. Equipment Purchased or
Incomplete Letter Date2: Tentative Purchase Date: 05/05/2008
Proposed Structure: Storage Bin
Purpose of Loan: PURCHASE, CONSTRUCT, ERECT AND INSTALL 2 STORAGE BINS. BIN 1 -
STORAGE CAPACITY OF 5124 BUSHELS BIN 2 - STORAGE CAPACITY OF 3764
BUSHELS
Purchased From: SHANKS AG SERVICE INC.
Lien Holder:
Real Estate Information
Owner Name:
Address Line 1:
Address Line 2:
City:
State: Zip Code: 0
Farm Number,County,State m Ylﬂ:rzer Total Production
0000775, Cortland, NY CORN/GRAIN 10.00 135.00 2 2,700.00
0000775, Cortland, NY OATS 12.50 40.00 2 1,000.00
0000871, Broome, NY CORN/GRAIN 44.70 135.00 2 12,069.00
0000871, Broome, NY OATS 15.60 40.00 2 1,248.00
0000871, Broome, NY SOYBEANS 32.40 45.00 2 2,916.00
Total Estimated Production: 19,933.00
Existing Capacity: 10,002.59
Additional Capacity Needed: 9,930.41
Proposed Structure Capacity: 8,888.00
Eligibility and Proration Indicator: 1,042.41
Eligibility Information
Elig Decision Date: 08/11/2008 Elig Decision Determination: Eligible
Elig Decision Letter Date: 08/11/2008
Disposition Information
Final Disposition: Approved Final Disposition Date: 08/11/2008
In Appeal: Appeal Status Date:
Approved Amount: $44,900.00 Lien Search Date: 04/22/2008
Reasons:
Explanation:
Reason for Mo Final Disposition:
Explanation:
Additional Information
3-15-16 2-FSFL (Rev. 1) Amend. 1 Page 3-303



Par. 102

102  View Loan Request (Continued)

C Action

From the Process Application Screen:

click the radio button of the loan to view

click the “Action” drop-down list to display available options
CLICK “View Loan Request”

CLICK “Go” to display the View Loan Request Screen.

103  Withdraw Loan Request

A

12-14-17

Overview
A loan that is:
e not obligated can only be withdrawn by the applicant

Note: Use the “Delete Loan” function when the application was entered in error by the
user

e obligated can be withdrawn when:

e requested by the applicant before the loan is closed.
e the loan expiration date has passed.

*--Note: A withdrawal of an obligated loan will automatically deobligate the loan.--*

* X *

Important: Once a check has been requested for disbursement in NPS, but has not been
signed and certified; and the applicant decides not to close the loan, users can
use the “Withdraw” option to withdraw the loan request. If the check has been
signed and certified, and the applicant decides to withdraw, contact the National
Office for assistance.
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103  Withdraw Loan Request (Continued)

B

Example of Withdraw Loan Request Screen

Following is an example of the Withdraw Loan Request Screen.
*

Withdraw Loan Request

All required fields are denoted by an asterisk ( * ).

2 Type of Requested Loan

2017/00013 04/01/2017 FS 900 15,000.00 Obligated

Withdraw Date Explanation

—

*If you withdraw this loan request you will NOT be able to apply the application fee to another loan. OYES
Are you sure you want to withdraw this loan request? ® No

[ submit | | Cancel

C Action

12-14-17

From the Process Application Screen:

e click the radio button of the loan to withdraw

e click the “Action” drop-down list to display available options

e CLICK “Withdraw Loan Request”

e CLICK “Go” to display the Withdraw Loan Request Screen

e enter the withdraw date of the request

e enter an explanation for the withdraw request

e select “Yes” to the question, “If you withdraw the loan request, you will not be able to
apply the application fee to another loan. Are you sure you want to withdraw this loan
request?”

e CLICK “Submit”.

The loan will be withdrawn and no further action can be processed on this loan.

Note: To cancel the withdraw process, CLICK “Cancel”.
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104  Delete Loan Request

A Overview

An FSFL can be deleted when:

e an error has occurred by the user
e has not been obligated.

Before an application can be deleted, the application fees must be deleted before deleting the
erroneous application

Note: This function is available to only National Office users.
Action
When the FSFL is to be deleted, County Offices shall:

e activate the remittance according to 64-FI

* delete the application fee according to [subparagraph 38 [C or D
e contact the State Office specialist.

The State Office specialist shall submit loan deletions on the FSFL SharePoint.

Note: When the error is discovered after the loan was obligated, the user must delete the
application fee before withdrawing the loan according to|paragraph 103.]

105  (Withdrawn--Amend. 4)

106-299

12-14-17

(Reserved)
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*1-105 Add Loan Request

A Overview

106-299

12-13-16

A loan request can be added to a loan package when a partial/final loan request is selected by
the borrower.

Note: Only use “Add Loan Request” to add a final loan to a created partial loan request.
For additional information about partial/final loan requests see 1-FSFL.

Action

From the Process Application Screen:

click the radio button of the already existing partial loan

click the “Action” drop-down list to display available options

CLICK *“Add Loan Request”

CLICK *“Go” to display the “Add Application Package & Loan Request Detail Screen”
enter the “Requested Loan Amount”

CLICK “Submit & Next”.

All loan request information (except for the disposition tab) will automatically populate from
the partial loan request.

Note: Only 1 loan package is created for a partial/final loan request.--*

(Reserved)
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Par. 300
Part4 Loan Disposition

300  Credit Decision
A Overview
After a loan application is submitted in DLS, the next step is to determine credit worthiness.

Authorized FSA users with loan approval authority will enter the applicable information
needed to make a credit decision in FBP.

The credit decision date:

e populates to DLS as the final disposition date
e s not editable.

B Action

After an application has been requested, the FSA employee with loan approval authority will
complete the financials in FBP and enter a credit status of either of the following:

e recommend approve
e recommend disapprove.

After an application has been acted on by COC or STC, the FSA employee with loan
approval authority will update the credit decision on the same day of the COC/STC
meeting as either of the following:

e approved
e disapproved.

*--Important: The FBP credit action decision should be updated on the same day as the--*

COC/STC meeting to ensure that the producer receives the correct FSFL interest
rate.
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Par. 301
301  Disposition

A Overview

The Disposition Screen allows the user to record the decision of COC/STC. The Disposition
Screen allows the user to record:

an approval for a completed loan
a disapproval for a completed loan
an increase to an obligated loan
a decrease to an obligated loan
*--an extension to an obligated loan.--*

Loans can only be approved when:

e the status is completed
e all required information has been recorded.

Note: When information is missing, an error message will be displayed to identify the
missing information that is required before approval.

B Action

When the COC/STC decision is to:

e approve the loan, follow paragraph 302
e disapprove the loan, follow paragraph 303|

302  Approving FSFL’s
A Overview

*--Before a loan can be approved the loan should have an approved credit decision recorded in
FBP. Itis imperative that the credit decision be recorded in FBP on the same day as the
COC/STC meeting. However, the FBP date can be different but an explanation shall be
required in the “Remarks” section. For example, a COC/STC meeting is held after business
hours.--*

When a loan package contains both a partial and a final loan, each loan must be approved:
e separately

e on the same day
e with the same COC/STC decision date.

* X *
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Par. 302

302  Approving FSFL’s (Continued)

B Action

3-15-16

Approve a loan according to the following table.

Step

Action

1

From the Process Application Screen, click on the radio button of the application

loan.

Customer Management
- Process Application >
Loan Making Printer Frigndly

Process Application

The first time a new application is entered, select "Add Package".

Add Package

Action: Select an Action

LS -

Transfer/Assumption Type of
Date Received Request Type Asslstam:e Amount Status Status Date
LS - Dashboard | loan# |

1 11-05-2015 00
FSFL Loan Servicing 11 FS 2016{00001 75,000.00 Completed 11-10-2015

5 - 2 09-11-2012 .

Special Servicing ® 11-Fs 20129‘,%%005 8,000.00 Closed 12-28-2012
' 3 04-27-2012 . 900

Transactions © 11-F5 oS To0on) 29,947.72 Closed 09-24-2012

Note: The status must be “Completed”.

From the Process Application Screen:

Customer Management
N Process Application >
Loan Making Printer Friendly

Process Application

The first time a new application is entered, select "Add Package”.

Add Package

Aco UteLnanRuest -
Type of
Date Received Request Type Asslstam:e Status Date
| lLoan# |

1 11-05-2015 = 000

LS -
Transfer/Assumption

LS - Dashboard

FSFL Loan Servicing ©® 11-Fs 2016/00001 75,000.00 Completed 11-10-2015
: - 2 09-11-2012 _ 200
Spedial Servicing © 11-Fs 750005 8,000.00 Closed 12-28-2012
Transactions 3 04-37-2012 - 900
D 11-F5 2012/00001 29,947.72 Closed 09-24-2012

e using the drop-down list, select “Update Loan Request”
CLICK “Go”.

2-FSFL (Rev. 1) Amend. 1
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302  Approving FSFL’s (Continued)

B Action (Continued)

Par. 302

3-15-16

Step

Action

3

The Update Loan Request Detail Screen will be displayed.

Update Loan Request Detail

App Fee RE Fadility

All required fields are dencted by an asterisk ( * ).

[Application Package Detail Information
Date Received: 11/05/2015

Customer Management
Loan Making

Loan Info Farm Production | Disposition

Request Type: FS Loan Number: 2016/00001

FSFL Loan Information
FSA Admin State: Wisconsin

* Requested Loan Amt: 75000.00
Total Requested Loan Amount: $75,000.00

LS - Delinguent Indicator:
Transfer/Assumption

FSA Admin County: Barron
* Partial/Final Indicator: ()
Fiscal Year: 2016

partial @ Final

© ves @ no Loan Term: Select A

Application Completed Date: 11-10-2015 S Incomplete Letter Datel:

LS - Dashboard

S Incomplete Letter Date2: =)

FSFL Loan Servicing .
Purpose of Loan: grain Bin

Special Servicing

Transactions

CLICK “Disposition”.

The Disposition Screen will be displayed.

Update Loan Request Detail

Loan Info App Fee RE Facdility Farm Production I)isposilion

All required fields are denoted by an asterisk

Customer Management

Loan Making

Disposition Information

Final Disposition: Select n
Select
In Appeal| |Approved | -
Rejected

Final Disposition Date:

Appeal Status Date:

LS - Reason Fgr No Final

. Select v
Transfer/Assumption e
LS - Dashboard — b
xplanation:
FSFL Loan Servicing -
Special Servicing Additional Information
Transactions Remarks:
Suhmil] [ Previous ] {Cam:al J

Using the drop-down list, select “Approved” in the “Final Disposition” fie

Id.

If “Approved” is not displayed, an approved credit decision has not been recorded

in FBP.

DLS will not display any FBP credit decisions completed before the complete date

for this application.

2-FSFL (Rev. 1) Amend. 1
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9-7-16

Approving FSFL’s (Continued)

B Action (Continued)

Par. 302

Customer Management
Loan Making Update Loan Request Detail

Loan Info AppFee RE Facility Farm Production

All required fields are denoted by an asterisk
Disposition Inform ation

Final Disposition: | Approved W *Final Disposition Date 07-28-2016 V
e —

LS -
. Reason for Ne Final
Transfer /Assumption Disposition: [select v

LS - Dashboard

FSFL Loan Servicing Explanation:

Special Servicing

Transactions Approval Information
* Original COC/STC Decision 7]
Date:|.07/28/2016 ||l
= Apzeved ments I
Additional Information

Remarks

[ submit || Previous || cancel |

Step Action
5 The Disposition Screen is updated to include the Approval Information Section.

*_-

Customer Management

Loan Making Update Loan Request Detail

Loan Info App Fee RE Facility Farmm Production [0l
Al required fields are denoted by an asterisk (™ ).
Disposition Information
Final Disposition: | Approved W *Final Disposition Date
In Appeal: Appeal Status Date: _a

LS - )

Transfer /Assumption Reagﬁnr{?rm Ens [select v|
LS - Dashboard

FSFL Loan Servicing Explanation:

Special Servicing L

Transactions

* Original COC/STC Deg:l:;n I:l i’
= Approved Amount:
Rem arks:
| submt || previous || cancel |
Using the drop-down list, select the final disposition date.
Note:  This date cannot be overridden.
6 After the Final Disposition Date has been selected,

enter the COC/STC decision date in the “Original COC/STC Decision Date” field.

Note: The COC/STC disposition date and the final disposition date should always be the same
date; however when the COC/STC decision date is earlier than the final disposition date,

users will be required to enter a reason in the “Remarks” section.--*

2-FSFL (Rev. 1) Amend. 2
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302  Approving FSFL’s (Continued)

B Action (Continued

3-15-16

Par. 302

Step

Action

7

After the COC/STC decision date is entered,

(Lo Gy Update Loan Request Detail

Loan Info App Fee RE Fadlity Farm Production Disposiliun

All required fields are dencted by an asterisk ( * J.

Disposition Information

Final Disposition: Approved ¥ *Final Disposition Date: 12-06-2015 ¥

In Appeal: Select hd Appeal Status Date: |

Reason for No Final
LS - Disposition:

Transfer/Assumption

Select -

-

LS - Dashboard Explanation:

FSFL Loan Servicing

Spedial Servicing Approval Information

Transactions * Original COC/STC Decision Date: 12/06/2015 =

75000

* Approved Amount:

Additional Information

Remarks: |

[ Submit ] [ Previous ] [ Cancel ]

enter the approved loan amount in the “Approved Amount” field.

2-FSFL (Rev. 1) Amend. 1
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9-7-16

Approving FSFL’s (Continued)

B Action (Continued)

Par. 302

Step

Action

8

After the approved amount has been entered, review the amount entered carefully

before proceeding.

Enter any additional information in the “Remarks” section.

Customer Management
Rl Update Loan Request Detail

Loan Info App Fee RE Facility Farm Production Disposiﬁnn
* .

All required fields are dencted by an asterisk

Disposition Information

Final Disposition: Approved “Final Disposition Date: 12-06-2015

In Appeal: Select hd Appeal Status Date:

Reason for No Final
LS - Disposition:

Transfer/Assumption
LS - Dashboard

Select

Explanation:

FSFL Loan Servicing

Special Servicing Approval Information

Transactions

iginal COC/STC Decision Date: 12/06/2015 u )

REVIEW AMOUNT
ENTERED

Approved Amount: 75000

Additional Information

-

Remarks: ||

9 [ Submit ”[ Previous ] [ Cancel ]

CLICK “Submit”.
*--Note: The application will automatically obligate.--*

When the approved amount was entered incorrectly users must follow:

e [paragraph 351/to increase the approved amount
e |paragraph 352|to decrease the approved amount.

2-FSFL (Rev. 1) Amend. 2
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302  Approving FSFL’s (Continued)
B Action (Continued)
Step Action
9 | The Process Application Screen will be displayed.
*--The loan status has been updated to “Obligated”--*
Customer Management o
Loan Making brines Friandny
Process Application |
The first time a new application is entered, select "Add Package".
Action; [select an action v|
I o e e e
LS - |  loam# |
Transfer/Assumption 07-28-2016 ® 11 -Fs 201:‘,%70001 60,000.00 Obllgated 08-01-2016
LS - Dashboard e
FSFL Loan Servicing 2 03-07-2013 O 11-Fs 20139‘,00%003 230,339.96 Closed 01-21-2014
Special Servicing
Transactions
%
1303
A Overview
When COC/STC disapproves a loan, the disapproval must be recorded in the Disposition
Screen.
The Disposition Screen provides field entries to:
e disapprove
e record reason for disapproval.
9-7-16 2-FSFL (Rev. 1) Amend. 2 Page 4-8
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Disapproving FSFL’s (Continued)
B Action

Disapprove a loan according to the following table.

Par. 303

Step Action

1 | From the Process Application Screen,

Customer Management
= Process Application =
Loan Making Printer Friendly

The first time a new application is entered, select "Add Package”.

Add Package

Action: Select an Action -

LS -
Transfer/Assumption

LS - Dashboard

: — 2 09-11-2012 - 300
Special Servicing © 11-Fs e 8,000.00
Transactions 3 04-27-2012 500

2 11=65 2012/00001 AT

Closed

Closed

Process Application

Date Received Request Type Asslstarl(e Amount Status Status Date
[ Loan# |

o 11-05-2015 00
FSFL Loan Servicing 11 F5 2016{00001 75,000.00 Completed 11-10-2015

12-28-2012

09-24-2012

click the radio button of the applicable loan.

Note: The status must be “Completed”.

2 | From the Process Application Screen:

Customer Management
: Process Application >
Loan Making Printer Friendly

The first time a new application is entered, select "Add Package”.

Add Package

Aco UteLnanRuest -

LS -

1 11-05-2015 5 000

FSFL Loan Servicing 9 11-Fs 2016/00001 75,000.00 Completed
: P 2 09-11-2012 _ 200
Spedial Servicing ) 11-F8 BTG 8,000.00 Closed
Transactions 3 04-37-2012 _ 200
J 11-Fs 2012/00001 29,947.72 Closed

Process Application

Transfer/Assumption Type of
Date Received Request Type Asslstam:e Status Date
LS - Dashboard | Loanz |

11-10-2015

12-28-2012

09-24-2012

e CLICK“Go”.

e using the drop-down list, select “Update Loan Request”

3-15-16 2-FSFL (Rev. 1) Amend. 1
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303 Disapproving FSFL’s (Continued)

B Action (Continued)

3-15-16

Step

Action

3

The Update Loan Request Detail Screen will be displayed.

Customer Managemen

(Lo G Update Loan Request Detail

App Fee RE Facility Farm Production | Disposition
All required fields are dencted by an asterisk ( * ).
[Application Package Detail Information

Date Received: 11/05/2015 Request Type: FS Loan Number: 2016/00001
FSFL Loan Information
FSA Admin State: Wisconsin FSA Admin County: Barron
* Requested Loan Amt: 75000.00 * Partial/Final Indicator: ©) partial @ Final
Total Requested Loan Amount: $75,000.00 Fiscal Year: 2016
LS - _ Delinquent Indicator: @ yag @ pg Loan Term: Select -
Transfer/Assumption
Application Completed Date: 11-10-2015 = Incomplete Letter Datel: =

LS - Dashboard
Incomplete Letter Date2: |

FSFL Loan Servicing
# Purpose of Loan: grain Bin N

Special Servicing

Transactions

CLICK “Disposition”.

The Disposition Screen will be displayed.

Lo LEATE Update Loan Request Detail

Loan Info App Fee RE Facility Farm Production | 750
All required fields are denoted by an asterisk ( * ).

Disposition Information

Final Disposition: Select v Final Disposition Date: =

Salact |
In Appea|: |Rejected | h Appeal Status Date: =

Reason for No Final
Dispositien:

LS -
Transfer/Assumption

LS - Dashboard

Select bl

Explanation:
FSFL Loan Servicing -

Special Servicing Additional Information

Transactions Remarks:

Submit | I Previous l [ Cancel

Using the drop-down list, select “Rejected” in the “Final Disposition” field.
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303 Disapproving FSFL’s (Continued)

B Action (Continued)

3-15-16

Step

Action

5

After “Rejected” has been selected the Disposition Screen is updated to include the

Rejection Information Section.

Customer Mﬂ"agﬂl“cllr
Loan Making Update Loan Request Detail

Loan Info  App Fec RE Facility Farm Production Msposiﬁm

Al required fields are denoted by an asterisk
Disposition Information

Final Dispostion: Rejected ¥ Final Cugposition Diate:

In Appeal: Select - Appeal Status Date:

Select

LS Reason fer Mo Final
i . Disposition:
Transfer/ Assumption

Ls - Dashboard
Explanation:

FSFL Loan Servicing
Special Servicing

Hejection Information

Transactions Ressonie) for Rejection: seject -

Remove Reasan

| Submit | | Provious | | Cancel |

Enter the COC/STC disapproval date in the “Final Disposition Date” field.

After the COC/STC disapproval date has been entered,

Customer Management

L A Update Loan Request Detail

Loan Info App Fee RE Fadlity Farm Production —
All required fields are denoted by an asterisk ().
Disposition Information

Final Disposition: Rejected ¥ Final Disposition Date: =5

In Appeal: Select v Appeal Status Date:

Reason for No Final
Disposition:

Select v

LS -
Transfer/Assumption

LS - Dashboard

-

Explanation:
FSFL Loan Servicing -

Spedial Servicing Rejection Information

Transactions Reason(s) for Rejection: seject

Delinquent on a Federal non-tax debt
Subject to a Federal judgment lie

n
Re3soNsi | nacceptable credit history - deliberately falsifies ar omits information
Unacceptable credit history - pattern of bad credit within applicant's cantrol

Unauthorized loan purpose

Exceeded the maximum loan amount
Plan did not cash flow
Other
Planted, cultivated, grew, pr 3 ; or stored a
Explanation: | [nadequate sscurity to secure the loan
Down Fayment

Additional Information

Remarks:

Submit Previous ‘ | Cancel

using the drop-down list, select a reason for the disapproval.
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Par. 303

303 Disapproving FSFL’s (Continued)

B Action (Continued)

3-15-16

Step

Action

7

After the reason code has been selected,

Customer Management

Loan Making

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing
Special Servicing

Transactions

Update Loan Request Detail

Loan Info App Fee RE Facility Farm Production Dispos'tion

All required fields are denoted by an asterisk (* ).

Disposition Information

Final Disposition: Rejected Final Disposition Date: 12/05/2015 |

In Appeal: Select - Appeal Status Date:

Reason for No Final

Disposition: ~ 5/=¢t e
-
Explanation:
Rejection Information
Reason(s) for Rejection: -
Add Reason
Reasons:
Explanation: il

Additional Information
Remarks: g

Submit ] [ Previous ] [ Cancel

CLICK “Add Reason”.

The reason code will be displayed in the “Reason” field. Additional reason codes
may be added as applicable.

Customer Management

Loan Making

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan S icing

Special Servicing

Transactions

Update Loan Request Detail

Loan Info App Fee RE Fadility Farm Production Dispos'linn

All required fields are denoted by an asterisk ( * ).

Disposition Information

Final Disposition: Rejected ¥ Final Dispesition Date: 12/05/2015 =l

In Appeal: Select - Appeal Status Date:

Reason for Mo Final

Disposition:  >=/=<t M
-

Explanation:

Rejection Information
Reason(s) for Rejection: seject -

Add Reason
Reasons: [Orner  i—

Remove Reason

Explanation:fTe o rrower started project bedore CCC-850 was approved.] 7

Additional Information
Remarks: =

| Submit | [ Previous | | Cancel

Enter explanation when the reason code is “Other”.
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303

9-7-16

Par. 303

Disapproving FSFL’s (Continued)

B Action (Continued)

Step

Action

9

After rejection information has been entered,

Customer Management

Loan Making

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing
Special Servi

Transactions

Update Loan Request Detail

Loan Info App Fee RE Fadlity Farm Production Disposilion

All required fields are denoted by an asterisk { * ).

Disposition Information

Final Disposition: Rejected ¥ Final Disposition Date: 12/05/2015
In Appeal: Select - Appeal Status Date: |
Reason for Ne Final
Disposition: Select v
-
Explanation:

Rejection Information

Reason(s) for Rejection: gejeqt -
Add Reason
Reasons: [ gher
Explanation: ‘g5 rrower started project bedore CCC-850 was approved.) X
Additional Information
Remarks: ,

| Submit I Previous Cancel

CLICK “Submit”.

10

The Process Application Screen will be displayed.

Customer Management

Loan Making

LS -
Transfer/Assumption

LS - Dashboard
FSFL Loan Servici

Special Servis

Transactions

Process Application >
Erinter Friendly

Process Application

The first time a new application is entered, select "Add Package".

Add Package

Action:

+ oo

Type of
Assistance Amount Status Status Date

Select an Action

Request Type
11-23-2015 ; 300
7 11-Fs POTE 0002 100,000.00 Withdrawn 11-23-2015
2 11-15-2015 ) 502
@ 11- ! -05-
0 11-F5 SoTcoon0a 500,000.00 12-05-2015
3 05-20-2012 s 200 51,857.65 Closed 12-21-2012
= 2012/00005 CREER o
4 10-04-2010 - 500
) 11-F3 BoTTo0005) 46,753.00 Clased 01-18-2011

The status has been updated to display “Rejected”

2-FSFL (Rev. 1) Amend. 2 Page 4-13



Par. 304

*.-304 Approval Extensions

9-7-16

A Overview

FSFL approvals expire 6 months after the date of approval. If a borrower submits a request
for an extension, DLS allows users to record an extension request.

The following rules apply to extensions in DLS:

e only 2 extensions are granted
e each extension will extend the application an additional 6 months.

For additional guidelines and policy on approval extensions see 1-FSFL, paragraph 158.
B Example of an Extension on the Disposition Tab

The following is an example of an extension on the “Disposition” tab.

Loan Info App Fee RE Facility Farm Production
All required fields are denoted by an asterisk ( ™ ).

Final Disposition: | Approved % Final Disposition Date: | 06-08-2016 WV
In Appeal: | Select A Appeal Status Date: |:| d
Reason for No Final
Disposition: [select v
Explanation: ‘
Approval Information
Original COC/STC Decision Date: 06/01/2016 Final COC/STC Degz't"e'f 06/01/2016 | |»
* Approved Amount: |30000.00
Additional Information
Rem arks:

COC met the night of 6/1/2016 ‘

Dbligation Information

Current Status: OBLIGATED Current Obligation Amount: $30,000.00 Loan Request Type: FS

Extension Information
Extension Request:|i=-|

1st
ﬁ 2nd

' susmic] | Previous || cancel

1

Expiration Date:12/01/2016
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Par. 304
*--304 Approval Extensions (Continued)

C Action
From the “Disposition” tab:
e use the “Extension Request” drop-down list to select the request
Note: DLS will update the expiration date of the loan
e CLICK “Submit”--*

305-349 (Reserved)
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Par. 350

'Part5 Requesting Funding

*1-350 Obligations|

A Overview

The obligation process is automatically initiated by the system once a loan is approved. If
funding is:

e available the status will update to “Obligated”
e not available the loan remains in an “Approved” status
e available but the transmission failed, the status remains in an “Approved” status.

Note: All loans in an approved status that were unable to be obligated must re-access using
“Update Loan Request”, navigate to the “Disposition” tab and CLICK “Submit”.

B Example of an Obligated Loan

Following is an example of an obligated loan.

Customer Management
= Process Application =
Loan Making Printer Friendly

Process Application ‘

The first ime a new application is entered, select "Add Package™.

Add Package

Action: |Se|ect an Action V|

Type of
Date Received Request Type A55|stance Status Status Date
Loan #

LS -

Transfer /Assumption 1 07-28-2016 907
'e bachboard 11 - FS 2016/00001 60,000.00 Obllgated 08-01-2016
- Dashboar
2 03-07-2013 — 900
O 11-€3 2013/00003 230,339.96 Closed 01-21-2014

FSFL Loan Servicing

Special Servicing

Transactions
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Par. 351
351  Increases to Approved Loan Amount
A Overview
*--When an increase has been approved by COC/STC and the increase amount is
e greater than 10 percent, a new credit decision is required

Note: DLS will not accept an approved increase above 10 percent without a new credit
decision date.

e 10 percent or less, a new credit decision is not required.
A new COC/STC date must be entered in DLS regardless of the increased amount.

Note: Only one increase is allowed.--*
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351

9-7-16

Increases to Approved Loan Amount (Continued)
B Action

Increase the loan amount according to the following table.

Par. 351

Step Action

1 | Select the borrower according to [paragraph 22.

2 | From the Process Application Screen

*

Customer Management
N Process Application =
Loan Making Printer Friendly

The first ime a new application is entered, select "Add Package”.

Action: ‘Select an Action V‘

LS -
Transfer /Assumption 1 07-28-2016 . 207
11 -Fs 2016/00001  ©0:000.00
LS - Dashboard 5 03-07-2013 o 10 120 390 9
Ll =0 2013/00003 9

FSFL Loan Servicing

Special Servicing

Transactions

Process Application ‘

Type of
Date Received Request Type Assistance Status Date

Obligated 08-01-2016

Closed 01-21-2014

click the radio button of the loan to increase.

3 After the loan is selected,

Customer Management
z Process Application =
Loan Making Printer Friendly

Process Application

The first ime a new application is entered, select "Add Package".

Add Package
Action: Update Loan Reguest [od

Process Application

Type of
Date Received Request Type Assistance Amount Status Status Date
LS -

Transfer/Assumption ! 07-28-2016 ® 11 -Fs o0, 60,000.00 Obligated 08-01-2016
LS - Dashboard 2016/00001
- Dashboar
2 03-07-2013

s O 11-Fs 200 230,339.96 Closed 01-21-2014
FSFL Loan Servicing 2013/00003
Special Servicing
Transactions

*

CLICK:

e “Update Loan Request”
“Go”.

2-FSFL (Rev. 1) Amend. 2
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9-7-16

Par. 351

Increases to Approved Loan Amount (Continued)

B Action (Continued)

Step

Action

4

On the “Loan Info” tab:
*

Customer Management
Loan Making Update Loan Request Detail

App Fee RE Facility Farm Production |I)i5positi0n |e

All required fields are denoted by an asterisk ( * ).
Application Package Detail Information
Date Received: 07/28/2016 Request Type: FS Loan Number: 2016/00001

FSFL Loan Information

FSA Admin State: Maryland FSA Admin County: Montgom ery
* Requested Loan Amt:||65000.00 o = partial/Final Indicator: O Partial @ Final

Total Requested Loan Am ount: $65,000.00 Fiscal Year: 2016

LS - Delinguent Indicator: No Loan Term: 5 years
Transfer /Assumption Application Completed Date: 07-28-2016 Incomplete Letter Datel:

Incom plete Letter Date2:
LS - Dashboard * Purpose of Loan:

Affixed grain dryer

FSFL Loan Servicing

Special Servicing

Transactions |_submit || Gancel |

*

e increase the requested loan amount by entering the new total loan amount
in the “Requested Loan Amount” field

e CLICK “Disposition”.

* * *

2-FSFL (Rev. 1) Amend. 2 Page 5-4




351

9-7-16

Increases to Approved Loan Amount (Continued)

B Action (Continued)

Par. 351

Step

Action

5

*--The disposition screen will be displayed.

Customer Management

Loan Making Update Loan Request Detail

_ Loan Info  App Fee RE Facility Farmnm Production Disposition
All requirad fields are denated by an astensk (= ).

Final Disposition: _-;\.-Epruve-a ™ Final Dispoaition Data: i-.°—|7'25'2°15 e
In Appeal: [ Select ~| Appanl Statis Dara: | 188

L= . Reason for No Final F."
Transfer/Assumption Disposition: Loelect

LS - Dashboard =l
FSFL Loan Servicing Explanation:

Special Servicing

Transactions Approval Information

Original COC/STC Dacdision Date: 07/28/2016 = FAnal COC/STC n“s:':;, 7|
= Approved Amount{|65.000 ]

Additional Information

Remarks: [

Current Status: OBLIGATED Current Obligation Amount: $50,000.00 Loan Request Type: F5

Extension Information
Extension Request:| Select Expiration Date:01/28/2017

submn || Previous || cancel .

Enter:

the new final COC/STC decision date

e the new total increase

e amount in the “Approval” field

o the updated FBP credit action date in the “Final Disposition Date” field when

the increase is 10 percent greater than original approved loan amount

e any applicable remarks

Note: Increases less than 10 percent still require an updated COC/STC approval

date.--*

2-FSFL (Rev. 1) Amend. 2
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Par. 351

351 Increases to Approved Loan Amount (Continued)
B Action (Continued)
Step Action
6 | After all required information has been entered
*_-
Loan Making Update Loan Request Detail ‘
Loan Info AppFee RE Facility Farm Production
All required fields are denoted by an asterisk (= ).
Disposition Information
Final Disposition: Final Disposition Date:
In Appeal: Appeal Status Date: l:| E

I'I_'fa;lsferfhssumpliun Reas"”g?;;;"’s,z‘gﬁ' |5€|eCt v‘

LS - Dashboard

FSFL Loan Servicing Explanation:

Special Servicing

Original COC/STC Decision Date: 07/28/2016 ~ RiEl COE/AIE Deg:'é’: d
“ Approved Amount:
Rem arks:
lObligation Information
Current Status: OBLIGATED Current Obligation Amount: %50,000.00 Loan Request Type: FS
Extension Information
Extension Reguest:| Select W Expiration Date:01/28/2017
|| submit || Previous |[ cancel |

CLICK “Submit”.

Important: Users must enter the increased amount on the “Disposition” tab
before clicking “Submit”. Failure to do so will not obligate the
increase and a new credit decision must be performed on another day

*--when the increase is greater than 10 percent.--*
1352  Decreases to Approved Loan Amount
A Overview
When a borrower requests a decrease to an approved loan amount, the approved loan amount
must be adjusted:
e on the Disposition Screen
e before processing the check request.
Note: Do not adjust the loan amount on the Loan Info Screen. Decreases in approved loan
amounts are only made on the Disposition Screen.
9-7-16 2-FSFL (Rev. 1) Amend. 2 Page 5-6
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9-7-16

Par. 352

Decreases to Approved Loan Amount (Continued)

B Action

Decrease an approved loan amount according to the following table.

Step

Action

1

Select the borrower according to[paragraph 22. |

2

*

Transfer /Assumption
LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

Customer Management
o Process Application =
Loan Making Printer Friendly

From the Process Application Screen

Process Application ‘

The first ime a new application is entered, select "Add Package".

Action: ‘Select an Action V|

Type of
Date Received Request Type Assistance Amount Status Status Date

1 07-28-2016 907 )

.11 _F5 2016/00001 60,000.00 Obligated 08-01-2016
2 03-07-2013 900

) 11 -Fs5 2013/00003 230,339.96 Closed 01-21-2014

click the radio button of the loan to decrease.

After the loan is selected,

Customer Management
Loan Making

Process Application

LS -
Transfer /Assumption

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

Process Application =
Printer Friendly

Process Application

The first ime a new application is entered, select "Add Package™.

Add Package
PCTUEN W Ut Loon Reques: K%

Type of
Date Received Request Type Assistance Amount Status Status Date

CLICK:

1 07-28-2016 907 )
® 11 -Fs 2016/00001 §0,000.00 Obligated 08-01-2016
2 03-07-2013 200
O 11-Fs 2013/00003 230,339.96 Closed 01-21-2014
*

e “Update Loan Request”

“Go”.
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9-7-16

Decreases to Approved Loan Amount (Continued)

B Action

Par. 352

Step Action

4 | The Update Loan Request Detail Screen will be displayed.
*

Customer Management
Loan Making Update Loan Request Detail |

App Fee RE Facility Famm Production | Disposition

All required fields are denoted by an asterisk ( * ).
Application Package Detail Information

Date Received: 07/28/2016 Request Type: FS Loan Number: 2016/00001
FSFL Loan Information
FSA Admin State: Maryland FSA Admin County: Montgom ery
* Requested Loan Amt: |60000.00 * Partial/Final Indicator: O Partial @ Final
Total Requested Loan Amount: $60,000.00 Fiscal Year: 2016
LS - Delinguent Indicator: No Loan Term: 5 years
Transfer /Assumption Application Completed Date: 07-28-2016 Incom plete Letter Datel:
Incom plete Letter Date2:
LS - Dashboard = Purpose of Loan:

Affixed grain dryer
FSFL Loan Servicing

Special Servicing

T (1]
FeSactions [ submit | [next || cancer |

CLICK “Disposition”.

Important: Do not change the requested loan amount.

5 | On the Disposition Screen:

Loan Making Update Loan Request Detail

All required fields are denoted by an asterisk

Disposition Inform ation

Final Disposition: | Approved W Final Disposition Date: | 07-28-2016
In Appeal: | Select ~ Appeal Status Date: [:] |

Loan Info AppFee RE Facility Farmm Production

LS -

. Reason for No Final
Transfer /Assumption i

Disposition: | Select

v|

LS - Dashboard

FSFL Loan Servicing Explanation:

Special Servicing

* Final COC/STC Dedision

Original COC/STC Decision Date: 07/28/2016 Date:

= Approved Am oun

nal Informa
Rem arks:

Obligation Information

Extension Information
Extension Request:| Select W

Expiration Date:01/28/2017

Transactions Approval Information

07/29/2016 s

Current Status: OBLIGATED Current Obligation Amount: $50,000.00 Loan Request Type:

FS

e m previous | | cancel |

e decrease the approved amount in the “Approved Amount” field
e CLICK “Submit”.

2-FSFL (Rev. 1) Amend. 2
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Par. 352
352  Decreases to Approved Loan Amount (Continued)

B Action
Step Action
6 | The Process Application Screen will be displayed.

*

Customer Management
. Process Application »
Loan Making Printer Friendly
Process Application

The first ime a new application is entered, select "Add Package”.

Add Package

Action: Select an Action V‘ Go

Date Received | Request Type | Assistance Status Date
LS -

] 1 07-28-2016 = N
Eansier/ oo ® 11-Fs 201:,%2001 50,000.00 Obligated ) = 08-01-2016

LS - Dashboard 2 03-07-2013 | 500
J11-Fs 2013/00003

_ 230,339.96 Closed 01-21-2014
FSFL Loan Servicing

Special Servicing

Transactions
S

The loan amount has been decreased.

Note: The status remains “Obligated”. DLS will automatically send a decrease to
the Finance Office.

353-374 (Reserved)
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Par. 375

| *—-Part5.5  Disbursement Calculator

375

Accessing Disbursement Calculator

A Overview

12-14-17

The disbursement calculator is only available to a user after the loan is obligated.

County Offices must complete the FSFL Disbursement Calculator only after receiving any of
the following:

e Dills from the borrower
e completed CCC-191 Farm Storage Facility Loan Program Release of Liability

e completed CCC-197 Final Farm Storage Facility Loan (FSFL) Program Cost
Certification.

The partial disbursement calculator must be completed before the final disbursement
calculator.

Note: DLS will not allow the Check Request function to be available until the

Disbursement Calculator has been completed.
Example for Accessing Disbursement Calculator Screen

Following is an example of the Process Application Screen for accessing the disbursement
calculator.

Customer Management
Loan Making
Process Application

Checklist

Process Application >
Printer Frendly

Process Application

Credit Decision - (FBP) The first time a new application is entered, select "Add Package".

Customer Profile
Disbursement o
Calculator

Other FSFL Fees

Loan Request Status
History

Transaction Status
History

LS -
Transfer/Assumption

LS - Dashboard

FSFL Loan Servicing

Special Servicing

Transactions

Add Package

Action : [select an Action

] [se]

E Date Received Request Type
1 12-01-2
@ 11 - FS

Tvpe of
Assistance
Loan #

200

2016/00001 SRy

Obligated

10-16-2017

2-FSFL (Rev. 1) Amend. 4
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Par. 375

*--375 Accessing Disbursement Calculator (Continued)

C Action

From the Process Application Screen:

e select the loan with an obligated status (Step 1)
e CLICK “Disbursement Calculator” on the left navigation (Step 2)
¢ the Disbursement Calculator Screen will be displayed.

376  Disbursement Calculator Before Receipts Entered

A Overview

After selecting the Disbursement Calculator link from the Process Application Screen, the
Disbursement Calculator will be displayed.

B Example of Disbursement Calculator

Following is an example of the Disbursement Calculator Screen before receipts are entered.

Customer Management
Process Application
Checklist
Credit Decision - (FBP)

Customer Profile

Loan Request Status
History

Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing
Special Servicing

Transactions

Printer Friendly

Disbursement Calculator

Loan Details

Partial/Final Loan: Final Loan Number: 2016/00001
Approved Loan Amount ($): 49,790.00 Loan Type: FS
Total Requested Loan Amount ($): 49,790.00
FSFL Loan Balances
Aggregate Outstanding Balance ($): 0.00
Receipt Details

Vendor Paid in Full Receipt Partial/Final
|| vendormame [ Verdu ISR ] R [ payment o
Add Receipt

Total Receipt Amount ($): 0.00

Other Federal Grant(s) or Loan(s) ($):
Total Project Costs ($): 0.00

Minimum Down Payment ($): 0.00
Additional Down Payment ($):

Total Down Payment ($): 0.00

Maximum Loan Amount ($): 0.00

Disbursement Calculator is ready for 2™ Party review : [_]
Disbursement Calaulator Status: Pending

From the Disbursement Calculator Screen:

e CLICK “Add Receipt”
o the Receipt Screen is displayed.--*

12-14-17
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Par. 377

*--377 Entering Disbursemen Iculator Recei
A Overview
County Offices must enter the following data in the applicable fields for each receipt:
vendor and/or contractor name
if the vendor and/or contractor is paid in full

total amount of the bill
payment method (check, money order, credit card, or cash).

The Disbursement Calculator Receipt Screen will allow the user to enter more than one
receipt without going back to the Disbursement Calculator Screen.

B Example of Disbursement Calculator Receipt

Following is an example of the Receipt Screen.

| Customer Management
Loan Making Receipt

Process Application All required fields are denoted by an asterisk ( * ).
Receipt Details
Checklist * Vendor Name: | |

Credit Decision - (FBP) * Vendor Paid in Full Indicator:
* Receipt Amount ($): l:l

Payment Method:
Loan Request Status

History Create Another []

Transaction Status
History Cancs)

LS -
Transfer/Assumption

LS - Dashboard

Customer Profile

FSFL Loan Servicing

Special Servicing

Transactions
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--377 Entering Disbursement Calculator Receipt (Continued)

C Field Descriptions and Actions

Par. 377

The following table provides the field, descriptions, and action/result for the Receipt Entry

Screen.

Field/Button

Description

Action/Result

Vendor Name

A free-form field to provide the name of the
company or person(s) that constructed or
provided service to the purpose of the loan
request.

Enter the name of the
vendor or contractor.

Vendor Paid in
Full Indicator

Identifies if the vendor and/or contractor was
paid in full.

Using the drop-down
list, select “Yes” or
L‘N011.

Receipt Amount

The amount provided on the receipt/invoice
from the vendor.

Enter the amount from
the receipt.

Payment Method

The type of payment used to pay the vendor.
The following options are available:

Cash

Credit Card
Check
Money Order.

Using the drop-down
list, select the
applicable payment
method.

Create Another

A check box that allows the user to enter
additional receipts without exiting
Disbursement Calculator Screen.

The following message will display after
entering a receipt and clicking submit.

“The Disbursement Calculator Receipt
successfully Added”.

Click the check box
when additional
receipts will be entered.

Submit

Cancel

CLICK “*Submit” after
all receipts have been
entered.

CLICK “Cancel” to
cancel the process and
return to the Process
Application Screen.

12-14-17
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Par. 378

*--378 Disbursement Calculator after Receipts Entered

A Overview

The Disbursement Calculator Screen displays the results of receipts entered. This screen
allows the users to add, update or delete a receipt.

B Example of Disbursement Calculator Screen after Receipts Entered

Following is an example of the Disbursement Calculator after receipts have been entered.

Customer Management

Printer Friendly
Loan Making

Disbursement Calculator

Process Application
Checklist Loan Details
Partial/Final Loan: Fi Loan Number: 2016/00001

Credit Decision - (FBP) Approved Loan Amount ($): 49,790. Loan Type: FS

Total Requested Loan Amount ($):
Customer Profile FSFL Loan Balances
(e Status Aggregate Outsta nding Balance ($):
History —
oIS i e ndicator Amount Indicator
History (®) ABC Equipment Yes $40,000.00 Check

LS -
Transfer /Assumption

LS - Dashboard

| Add Receipt || Update Receipt || Delete Receipt |

Total Receipt Amount ($): 40,000.00

Other Federal Grant(s) or Loan(s) (%$):
Total Project Costs ($): 40,000.00
Special Servicing Minimum Down Payment ($): 6,000.00
Additional Down Payment ($):
Total Down Payment ($): 6,000.00
Maximum Loan Amount ($): 34,000.00

FSFL Loan Servicing

Transactions

Disbursement Calculator is ready for 2™ Party review : [ ]
Disbursement Calaulator Status: Pending

Cancel
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*--378 Disbursement Calculator after Receipts Entered (Continued)

C Field Descriptions and Actions (Continued)

Par. 378

The following table provides the field descriptions and actions for the Disbursement
Calculator after receipts are entered.

Field/Button

Description

Action

Loan Details Information

Partial/Final Loan

Identifies whether the disbursement calculator
is for a partial or final loan.

Note: The partial disbursement calculator
must be completed before completing
the final loan disbursement calculator.

Loan Number

Displays the Fiscal Year and loan number.

Approved Loan
Amount

Displays the approved loan amount.

Loan Type

Identifies the type of FSFL.

“FS” indicates a regular loan.
“FS-M” indicates a microloan.

Total Requested
Loan Amount

Displays the total requested loan amount .

FSFL Loan Balances

Aggregate
Outstanding
Balance

Displays the sum of the loan principal for all
outstanding loans for the primary borrower,
plus any loan in check processing status.

Receipt Details

Vendor Name

Displays the name of the vendor from the
receipt.

Vendor Paid in Full
Indicator

Identifies if the vendor and/or contractor was
paid in full.

Receipt Amount

Displays the amount provided on the
receipt/invoice.

Payment Method

Indicates the type of payment used to pay
vendor, if applicable.

12-14-17
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*--378 Disbursement Calculator after Receipts Entered (Continued)

C Field Descriptions and Actions (Continued)

Par. 378

Field/Button

Description

Action

Partial/Final
Indicator

Indicates the type of loan attributed to the
receipt.

e P=partial
o F=final
o P/F= split receipt between partial and final

Note: The sum of the submitted receipts can
exceed the maximum amount allowed
for the partial. The amount that
exceeds the maximum for the partial is
transferred to the final loan.

Radio Button

Allows user to select the specific receipt line
item to be modified or deleted.

Click the radio
button of the receipt
to update/delete.

Add Receipt

Allows user to enter receipt information to the
Disbursement Calculator.

Note: Option will not display when the sum of
the receipts have exceeded the allowed
amount.

CLICK “Add
Receipt” to add
receipt information.

Update Receipt

Delete Receipt

CLICK “Update
Receipt” to update
receipt details.

CLICK “Delete
Receipt” to delete a
receipt.

12-14-17
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*--378 Disbursement Calculator after Receipts Entered (Continued)

C Field Descriptions and Actions (Continued)

12-14-17

Par. 378

Field/Button

Description

Action

Total Receipt
Amount

Displays the sum of eligible expenses. The
following formula only applies to a partial
disbursement.

Total Receipt Amount = (Approved Loan
Amount + Additional Down Payment) / (1.00 —
Minimum Down Payment Percentage) + Other
Grants Loans

The following example illustrates when a
receipt submitted for a partial/final loan
exceeds the maximum allotted amount for a
partial loan.

Example of Calculation:

Loan Type — FS (15% down payment)
Partial approved loan amount = $50,000
Receipt entered = $60,000

Total Receipt Amount =
(50,000+0) / (1-.15) + 0 = $58,823.53

Minimum Down payment ($58,823.53 x .15) =
$8,823.53

Maximum Loan Amount —
$58,823.53 - $8,823.53 = $50,000

Remaining amount transferred to final
disbursement calculator = $ 1,176.47

Other Federal
Grant(s) or Loan(s)

A free-form field to enter the amount received
from grants or loans for the project, as
applicable.

Enter the amount
received in dollars and

cents.

Total Project Cost

The difference between Total Receipt Amount
and the Other Federal Grant(s) or Loan(s).

Minimum Down
Payment

Calculated based on Loan Type.

FS = 15% of total project costs
FS-M = 5% of total project costs.
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*--378 Disbursement Calculator after Receipts Entered (Continued)

C Field Descriptions and Actions (Continued)

12-14-17

Par. 378

Field/Button

Description

Action

Additional Down
Payment

A free-form field to enter the amount of the
additional down payment, if applicable.

Enter the additional
down payment amount
received in dollars and
cents.

Total Down Displays the sum of the Minimum Down
Payment Payment and Additional Down Payment.
Maximum Loan Displays the difference between the Total
Amount Project Costs and the Total Down Payment.

This amount displayed will be the amount
disbursed.

Disbursement
Calculator is ready
for 2" Party
Review

Allows the disbursement calculator to be 2"
party reviewed

Note: Once the check box has been selected
and the calculator is saved, users can no
longer make changes to the
disbursement calculator. Only the 2"
party reviewer can change the status of
the disbursement calculator when the
status is in completed.

Follow |paragraph 350.8|0n procedure for
changing the status from “Completed” to
“Pending”

Click the Check Box
after all receipts are
entered.

Disbursement
Calculator Status

The following displays the different
disbursement calculator statuses;

“Pending” = Calculator has not been
submitted for 2" party review

“Completed” = Calculator has been submitted
for 2" party review

“Approved” = Calculator has been approved

by the 2" party reviewer. Statuses also
available in|Exhibit 3.

2-FSFL (Rev. 1) Amend. 4
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Par. 378
*--378 Disbursement Calculator after Receipts Entered (Continued)

C Field Descriptions and Actions (Continued)

Field/Button Description Action

Save CLICK “Save” to save
the receipt information

The following
message will display
after successful save:

“The Disbursement
Calculator
information
successfully saved.”

Cancel CLICK “Cancel” to
cancel the process and
return to the Process
Application Screen.

D Error Messages

The following error messages are displayed when information entered does not meet the
applicable validations. Users must correct these conditions before proceeding.

Error Message Description Corrective Action
Maximum amount is Displays when user tries to proceed to |Follow|paragraph 351|to
greater than the second party review and the increase the approved
obligated amount. Maximum Loan Amount does not loan amount.

Follow 2-FSFL for equal the Approved Loan amount.

increasing loan amount.

Maximum amount is Note: Disbursement Calculator will  |{Follow lparagraph 352l to

less than the obligated not allow user to submit for | decrease the approved
amount. Follow 2- 2" party review until the loan amount.

FSFL for decreasing Maximum Loan Amount and

loan amount. the Approved Loan Amount

are the same.
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Par. 379

*--379 Disbursement Calculator 2" Party Review

A Overview

12-14-17

According to 1-FSFL all information entered into the FSFL Disbursement Calculator must be
reviewed and verified by a second reviewer to ensure data accuracy.

DLS will not allow the same person to prepare and second party review the FSFL
Disbursement calculator.

When discrepancies are discovered the original preparer must correct and/or resolve before
the second party review can be completed.

Example of Disbursement Calculator for 2"? Party Review
Following is an example of the Disbursement Calculator Screen for a 2" Party Reviewer.

Customer Management
Printer Friendly
Loan Making

Process Application

Disbursement Calculator

Checklist Loan Details
Partial/Final Loan: Final Loan Number: 2016/00001
Credit Decision - (FBP) Approved Loan Amount ($): 34,000.00 Loan Type: FS
Total Requested Loan Amount ($): 49,790.00
LT LD

Aggregate Outstanding Balance ($): 0.00

I-Il-i‘::::ry“aq““ e Re ceipt Details
. ] e [ ==
Transaction Status
History ABC Equipment Yes £40,000.00 Check F
= Total Receipt A ($): 40,000.00
i otal Receipt Amount ($): H ¥

Transfer/Assumption Other Federal Grant(s) or Loan(s) ($): 0.00

_ Total Project Costs ($): 40,000.00
LS - Dashboard Minimum Down Payment ($): 6,000.00

- Additional Down Payment ($): 0.00

e ] Total Down Payment ($): _6,000.00
Special Sewicing Ma Loan A ($): 34,000.00
Transactions Disbursement Calculator is ready for 2™ Party review : b4

Disbursement Calaulator Status: Completed

I Approve I I Refer to Correct ‘ I Cancel

*

2-FSFL (Rev. 1) Amend. 4 Page 5-111



--379 Disbursement Calculator 2" Party Review

C Field Descriptions and Actions

Par. 379

The following table provides additional fields that are only available to the 2" Party
Reviewer on the Disbursement Calculator Screen.

Field/Button

Description

Result

Approve

Allows user to approve after reviewing the
Disbursement Calculator.

The following message will be displayed after
disbursement calculator is approved:

“The Disbursement Calculator status is set to
Approved.”

Note: The 2" party reviewer must be a
different user than the user who
completed the disbursement calculator.

CLICK “Approve”
after 2" party review is
complete without
errors.

Refer to Correct

Allows 2" party review to refer back to the
original preparer to make changes when an
error is discovered.

Note: The Disbursement Calculator status will
return to “Pending” “allowing original
preparer to correct errors.

CLICK “Refer to
Correct” when errors
are discovered.

Cancel

CLICK “Cancel” to
cancel the process and
return to the Process
Application Screen.

12-14-17
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*--380 Reopening Disbursement Calculator after 2" Party Review Completed

A Overview

Par. 380

When an error is discovered after the 2" party review was complete, the calculator can be

re-opened as long as the check has not been signed.

Important: When an error has been discovered after the check has been signed in NPS, the
disbursement calculator cannot be re-opened. It is imperative that 2" party

review is completed thoroughly.

B Example of the 2"d Party Review Completed

Following is an example of the Disbursement Calculator Screen after the 2" party review has

been completed.

Customer Management
Printer Friendly
Loan Making

Process Application
Checklist Loan Details
Partial/Final Loan: Final
Credit Decision - (FBP) Approved Loan Amount ($): 34,000.00
Total Requested Loan Amount ($): 49,790.00
Customer Profile FSFL Loan Balances

ﬁggrega te Outstandlng Balance ($):

Loan Request Status
History

LS -
Transfer/Assumption

FSFL Loan Servicing

Special Servicing

Transactions Approved by:

Approved Date:
Disbursement Calculator Status:

e

Total Receipt Amount ($):

Other Federal Grant(s) or Loan(s) ($):
_ Total Project Costs ($):
LS - Dashboard Minimum Down Payment ($):
Additional Down Payment ($):
Total Down Payment ($):
Maximum Loan Amount ($):

40,000.00
0.00
40,000.00
6,000.00
0.00
6,000.00
34,000.00

DOUGLAS
JONES
10/16/2017
Approved

Disbursement Calculator

Check

Loan Number: 2016/00001
Loan Type: FS

: i raymen wethed | P30S
Transaction Status

History ABC Equipment $40,000.00

F
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C Field Descriptions and Action

Par. 380

--380 Reopening Disbursement Calculator after 2" Party Review Completed (Continued)

The following table provides the additional field description and result for the disbursement
calculator screen after the 2" party review has been completed.

Field/Button

Description

Action

Approved By

Displays the name of the 2" party reviewer.

Approved Date

Displays the date the calculator was approved.

Reopen Allows 2" party reviewer to refer back to the |CLICK “Reopen” to
original preparer. open the calculator.
Note: A new 2" party review is required.

Cancel Allows user to exit the Disbursement CLICK “Cancel” to

Calculator Screen.

cancel the process and
return to the Process
Application Screen.

12-14-17
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Par. 400
Part 6 Disbursement

400 Check Request
A Overview

When a borrower has completed the structures and submitted receipts, the user will request
funds before closing the loan. Funds will be disbursed to the following:

e borrower
e alternate payees
e borrower and alternate payees.

*--The user will perform 3 processes when disbursing funds for an approved loan. The
processes must be executed in the following order:

e disbursement calculator--*
e check request
e |oan closing.

Important: The check request process is always executed before the loan closing process
regardless if funds are going by EFT or Treasury check.

* Kk *

After the check request has been completed in DLS, users will then certify and sign the check
request in NPS according to 1-FI.

Note: When the funds will be disbursed 100 percent to the borrower, a signed CCC-186
must be filed before certifying and signing the check request in NPS.
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Par. 400
400 Check Request (Continued)

B Example of Check Request Screen

Following is an example of the Check Request Screen.
*

Check Request ‘

All required fields are denoted by an asterisk { * ).

Loan Information Loan Req Status Date: 10/12/2016
Loan Req Status: Obligated
Date Received: 01/05/2016 Loan Number: 2016/00001
11 - Capital
Use of Funds: Improvements/Consfruction Request Type: FS
Costs
Type of Assistance: 906 - FSFL - 3 Years
Approved Loan Amount: $32,000.00 COC/STC Dedsion Date: 06/01/2016
Interest Rate: 1.000% Repayment Period: 3

Credit Action Information

Loan Approval Date: 06/08/2016
Loan Approval O fficial:
Tide:
Comments/Req:

Check Request Information
* Lien Search Date: |09/01/2016 E

Check Request Amount Alternate Payee I ndicator

O ves ® o
® ves O o

O ® ves O no
O Yes @ MNo

H

Total Requested Ched¢ Amount: $32,000.00
Undisbursed Balance: $0.00

| AddCheck || Update Check || DeleteCheck |

| CheckRequest || cancel |

C Field Descriptions and Actions
From the Process Application Screen:

e click the radio button of the applicable loan
e CLICK “Check Request” from the left navigation bar.
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400

Check Request (Continued)

C Field Descriptions and Actions (Continued)

12-13-16

Par. 400

The following table provides the field descriptions and actions for the Check Request Screen.

Field/Button |

Description

Action

Check Request Information

*--If the check is being disbursed to the:

e borrower, the Alternative Payee is “No”
e vendor(s), the Alternative Payee is “Yes”.

Note: There can be multiple alternate
payees, but there can only be 1 non
alternate payee.

Users will identify the alternate payee(s)
names once the check request has been sent to
NPS.

Important: When using a closing agent and
100% of the proceeds must go to
the borrower, users must select
“Alternate Payee”. This will
ensure that a treasury check is
mailed back to the County
Office.--*

Lien Search | The final lien search date which must be a Enter the date by doing
Date date earlier than the closing date. either of the following:
e enter the date in the
“mm/dd/yyyy” format
e click the calendar icon.
Check Request | The amount of check to be disbursed. Enter the amount in dollars
Amount and cents.
An undisbursed balance is displayed to assist
the user with any remaining balance.
Note: All checks must total the approved
loan amount.
Alternate Indicate whether the check will be issued to | Click the applicable “Yes”
Payee the borrower or an alternate payee(s). or “No” radio button.
Indicator

* K *
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400 Check Request (Continued)

C Field Descriptions and Actions (Continued)

12-13-16

Par. 400

Field/Button |

Description

| Action

Check Request Information

*--Add Check

Used when multiple checks are being
requested.

Note: When adding multiple checks the
requested amount and the alternate
payee indicator must be selected.

CLICK “Add Check”.

Update Check

To update check information before
submitting to NPS.

e Select the radio button
next to the check
request record user
wishes to update.

e Adjust check request
record.

e CLICK “Update
Check”.

Delete Check

To remove a check request record after “Add
Check” has been selected.

e Select the radio button
next to the check
request record user
wishes to update.

CLICK “Delete Check™.

Check Request | Continues the process of submitting the CLICK *“Check Request”
checks to NPS. after all checks have been
entered.
Cancel To cancel the check request process and CLICK “Cancel”.--*

return to the Process Application Screen.

2-FSFL (Rev. 1) Amend. 3
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Par. 400
400 Check Request (Continued)

D Check Request Confirmation

The following is an example of the Check Request Confirmation Screen.

Check Request Confirmation

Loan Information Loan Req Status Date: 10/12/2016
Loan Req Status: Obligated

Date Received: 01/05/2016 Loan Number: 2016/00001

11 - Capital
Use of Funds: Im provem ents/Construcion Request Type: FS
Costs
Type of Assistance: 906 - FSFL - 3 Years
Approved Loan Amount: $32,000.00 COC/STC Dedsion Date: 06/01/2016
Interest Rate: 1.000% Repayment Period: 2

Credit Action Information

Loan Approval Date: 06/08/2016
Loan A pproval Offidal:
Title:
Comments/Req:

Check Request Information

Lien Search Date: 09/01/2016

Alternate Payee
crc oot Ao

$15,000.00 Mo
£15,000.00 Yes
$2,000.00 Yes

Total Requested Chedk Amount: $32,000.00
Undisbursed Balance: $0.00

| Confirm || Previous || cancel |

From the Check Request Confirmation Screen:
e review all check request information and do 1 of the following:
e CLICK “Confirm” to submit and proceed with check request in NPS

*--Note: The message “Check Request Successfully Processed to NPS”, will be displayed;
User will have to EXxit the screen to return to the Process Application Screen.--*

e CLICK “Previous” to return to Check Request Screen

e CLICK “Cancel” to return to the Process Application Screen.

12-14-17 2-FSFL (Rev. 1) Amend. 4 Page 6-4.5



Par. 400
400 Check Request (Continued)

E Certifying and Signing Payment Requests in NPS
After submitting the check request, the County Office must access NPS to:

e enter payee information for each payable
e complete certification and signing for each payable.

Note: If payables are not certified and signed before the 3 p.m. c.t. cutoff time for
payments, payments will be delayed.

*.-See 1-FI for more information on NPS.--*

* X *
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Par. 400.5

*..400.5 Disbursement Cancellation|

A Overview
When the borrower informs the County Office after the check request process has been
completed that they no longer want an FSFL, the County Office shall cancel the
disbursement depending on if the payable has been certified and signed in NPS.

There are 2 approaches that can be used to cancel a disbursement.

e cancel check request, according to subparagraph B
e cancel a payable, according to subparagraph D.

B Cancel Check Request

Canceling a check request is only performed in DLS, if the disbursement is not certified and
signed in NPS.

The Cancel Check Request Screen will be displayed if the check request has been certified
and signed.

Note: If the check request process has been certified and signed in NPS, see
subparagraph D.

The following is an example of the Cancel Check Request Screen.

Cancel Check Request

Loan Information Loan Req Status Date: 04/25/2016
Loan Req Status: Check Processed
Date Received: 04/10/2018 Loan Number: 2016/00001
11 - Capital
Use of Funds: Improvements/Construction Request Type: FS
Costs
Type of Assistance: 301 - FSFL - 3 Year
Approved Loan Amount: % 32,000.00 COC/STC Decision Date: 05/11/20168
Interest Rate: 1.000% Repayment Period: 3

Credit Action Information

Loan Approval Date: 04/13/2016
Loan Approval Official:
Title:
Comments/Req:

Check Request Information

Lien Search Date: 04/22/2016

Check Request | Alternate Payee| _. _—
Signed Certified

% 15,000.00 No Pending
% 15,000.00 Yes Pending
% 2,000.00 Yas Panding

Total Requested Check Amount: $ 32,000.00
Undisbursed Balance: $ 0.00

| Cancel Check || Cancel |

*
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*--400.5

Disbursement Cancellation (Continued)

C Action

12-13-16

From the Process Application Screen:

e select the radio button of the applicable loan
e CLICK “Cancel Check Request” from the left navigation bar.

From the Cancel Check Request Screen:

e review certified and signed status; if status is “Pending”

e CLICK “Cancel Check” to confirm check request cancellation.

From the Cancel Check Request Confirmation Screen:
e review all check request information

e CLICK “Confirm” to cancel the check request

Par. 400.5

Note: The Process Application Screen will be displayed, and the status of the loan will

be updated to “Obligated”.

e CLICK “Previous” to return to the Cancel Check Request Screen.

Note: CLICK “Cancel” to cancel the process and return to the Process Application

Screen.--*
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Par. 400.5

400.5 Disbursement Cancellation (Continued)

D Cancel Payable

Use the following table to cancel a disbursement after the Treasury check has been received.

*

Step

Action

1

The County Office shall:

e write “VOID” on the check and make a photocopy for the file

e mail the check marked “VOID” to Treasury at the following address:
Philadelphia Regional Financial Center
P.O. Box 51320
Philadelphia, PA 19115-6320

e not use Federal Express to mail checks to Treasury

e send an e-mail to FSA’s Payment Management Office in Kansas City at
RA.mokansasc2-PMO-TreasuryPay, with the following information:

e explain why checks are being returned
e request a replacement check payable to CCC.

See 1-FI for additional information on replacement treasury checks.

The County Office shall cancel FSFL, according td paragraph 104.| DLS will send
loan information to NRRS and an overpayment receivable will be created.

When the overpayment receivable has been created in NPS, and the re-issued check
made payable to CCC is received in the County Office, the check must be applied as
a collection to the receivable.

12-14-17
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1401

Loan Closing|

A Overview

*--Loan closing occurs in DLS after the:

e check was requested
e (CCC-186 has been prepared through DLS
e applicant has signed CCC-186.

Note: Partial must be closed before final in a partial/final loan application.--*

B Action

Complete the loan closing according to the following table.
*

Par. 401

Step

Action

1

From the Process

Application Screen:

e click the radio button of the applicable loan to be closed
e CLICK “Close Loan” from the left navigation bar.

Note: The loan status must be “Check Processed”.

Customer Management
Process Application
Checklist
Credit Decision - (FBP)

Customer Profile

Disbursement
Calculator

Check Request
Cancel Check Request
ciose Loan|(E)
Other FSFL Fees

Loan Request Status
History

Transaction Status
History

LS -
Transfer/Assumption

LS - Dashboard

FSFL Loan Servicing

Special Servicing

Transactions

Process Application >

Pronter Friendly

Process Application

The first time a new application is entered, select "Add Package''.

Add Package

Action : ISeIect an Action

Type of
S.No Date Received Request Type A ssistance
Loan #
1 10-09-20 900
1 11 -Fs 2018/00003

Amount

Check

SEEHEE Processed

Status Bate

10-30-2017

12-14-17
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Par. 401

401  Loan Closing (Continued)
B Action (Continued)
Step Action
2 | The Loan Closing Screen will be displayed.
*——
Loan Closing
lall required fields are denoted by an asterisk { * ).
Loan Information
Date Received: 04/10/2016 Loan Number: 2016/00001
Type of Assistance: 901 - FSFL - 10 Year Loan Amount: 175000.00
Mailing Address 1: 4534 5outh Strest Interest Rate: | 2 years
Mailing Address 2: Obligation Date: | 3 years
Mailing City, State, 7 years
zip: Anytown, State 78950 | * Loan Term JEGETE
Disbursement Date: 04/25/2016 * Closing Date: I:I ‘ﬂ
Collateral
* Collateral: Structure
(Press and hold the  |1rrayocable Letter of Cradit
CTRL I‘C':—‘Y_tu select Dead of Trust
multiple] Real Estate Only
Real Estate Mortgage 3 UCC-1 Financing Statement E
Filing Date: l:l "ﬂ Filing Date: I:I ‘d
I:‘ Click ONLY if the CCC-186 has been signed by the borrower(s].
[ erintccctss | | cancel |
__*
Using the drop-down, review the eligible loan terms to determine if an adjustment
needs to be made. See 1-FSFL about changing FSFL terms.
3 | After the loan term has been reviewed,
*——
Loan Closing
&ll required fields are dencted by an asterisk [ * J.
Loan Information
Date Received: 04/10/2016 Loan Number: 2016/00001
Type of Assistance: 901 - FSFL - 10 Year Loan Amount: 175000.00
Mailing Address 1: 1234 South Street Interest Rate: 1.875%
Mailing Address 2: Obligation Date: 04/25/2016
Mailing City, St;t;: Anytown, State 78960 * |oan Term:
Disbursement Date: 04/25/2016 |+ Closing Date: | 1=
Collateral
* Collateral: Structure
(Press and hold the  |1rrayocable Letter of Cradit
CTRL I‘C':—‘Y_tu select Dead of Trust
multiple] Real Estate Only
Real Estate Mortgage 3 UCC-1 Financing Statement E
Filing Date: l:l "ﬂ Filing Date: I:I ‘d
I:‘ Click ONLY if the CCC-186 has been signed by the borrower(s].
| Pprintccc1ss | | Cancel |
__*
e enter the closing date
e PRESS “Tab”.
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Par. 401
401  Loan Closing (Continued)

B Action (Continued)

Step Action

4 | The amortization schedule will be displayed.

Loan Closing

xll required fields are dencted by an asterisk [ * ).

oan ormation
Date Received: 04/10/2016 Loan Mumber: 2016/00001
Type of Assistance: 901 - FSFL - 10 Year Loan Amount: 175000.00
Mailing Address 1: 1234 South Street Interest Rate: 1.873%
Mailing Address 2: CObligation Date: 0<4/25/2016

B =Ry SR Stater anytowm, State 78960 * Loan Term:
ip:
04/25/2016

Disbursement Date: 04/25/2016 * Closing Date:

Collateral

* Collataeral: Structure
(Press and hold the  |Irrevocable Letter of Credit
CTRL l-cey_tcr selaect Dead of Trust
multipla) Real Estate Only

Real Estate Mortgage I:l ] UCC-1 Fimancing Statement I:l u-]
Filing Date: Filing Date:

Amortization Schedule

[Installment Number]| Installment Date | Principal | Interest | Total Instaliment |
1 04/25/2017 £$15,072.70 £32,281.25 £19,254.95
2 04/25/2018 $16,275.08 $2,979.87 $19,254.95
2 04/25/2019 $165,682.11 $2,672.84 $19,254.95
<4 04/25/2020 $165,994.90 $£2,.260.05 $19,254.95
=1 04/25/2021 $17,212.56 £2,041.29 £19,254.95
(=3 04/25/2022 $17,628.19 £1,716.76 £19,254.95
r 04/25/2023 £17,958.90 £1,286.05 £19,254.95
a 04/25/202% £18,205.82 £1,049.12 £19,254.95
= 04/25/2025 $18,649.05 $705.90 $19,354.95
10 04/25/2026 $18,998.72 $356.23 $19,354.95

I:I Click OMNLY if the CCC-186 has been signed by the borrower(s].
| Pprintccciss | | cancel

Select collateral according to subparagraph C.--*
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401  Loan Closing (Continued)

B Action (Continued)

12-13-16

Par. 401

Step

Action

*_5

The County Office shall print the CCC-186 from DLS after all required fields are

completed.

Loan Closing

|21l required fields are dencted by an asterisk [ * J.
Loan Information

Date Received: 04/10/2016 Loan Number: 2016/00001
Type of Assistance: 901 - FSFL - 10 Year Loan Amount: 175000.00
Msiling Address 1: 1234 South Street Interest Rate: 1.875%
Mailing Address Z: Obligation Date: 04/25/2016

Mailing City, Stz_ter Anytown, State 78960 * Loan Term:
ip:
Disbursemeant Date: 04/25/2016 * Closing Date: [04/25/2016 | [5]
Collateral

* Collateral:

(Press and held the  [1rcuocable Letter of Credit
CTRL key to select  |Desd of Trust

multiple] Real Estate Only

Real Estate Mortgage- = UCC-1 Financing Staternent =
Filing Date, [04/25/2016 = i Doter [04/13/2016 | [
Amortization Schedule
Installment Number] InstallmentDate |  Principal |  Interest | Total Installment

04/25/2017 £16,073.70 £3,281.25 £19,354.95
2 04/25/2018 £16,375.08 £2,975.87 £15,354.55
] 04/25/2019 £16,682.11 £2,672.84 £19,354.55
E 04/25/2020 $16,994.90 %$2,360.05 %$19.354.95
5 04/25/2021 £17,213.56 £2,041.39 £19,354.95
= 04/25/2022 £17,638.19 £1,716.76 £19,354.95
7 04/25/2023 £17,968.50 £1,286.05 £15,354.55
2 04/25/2024 £18,305.82 £1,049.13 £19,354.55
£l 04/25/2025 %$18.649.05 $705.90 %$19.354.95
10 04/25/2026 £18,998.72 £356.22 £19,254.95

[] click ©NLY if the ©cCC-186 has been signed by the borrower(s).

I Print CCC-186 I Cancel

CLICK “Print CCC-186".

CCC-186 shall open in Adobe Acrobat as a PDF. All fields are automatically

populated with data from the Loan Closing Screen.--*

2-FSFL (Rev. 1) Amend. 3
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401  Loan Closing (Continued)

B Action (Continued)

12-13-16

Par. 401

Step

Action

*6

The Loan Close may be completed only if the CCC-186 has been signed.

Loan Closing

All required fields are denoted by an ssterisk { = ).

Loan Information

Date Received: Loan Number: 2016/00001
Type of Assistance: 901 - FSFL - 10 Year Loan Amount: 175000.00
Mailing Address 1: 1234 South Strest Interest Rate: 1.875%
Mailing Address 2: Obligation Date:

Mailing City. Stat=: Anytowm. State 78960 * Loan Term:
o

Disbursement Date: 04/25/2016 * Closing Date: |04/25/2016 | [&F]
Collateral

* Collateral:

(Press and hold the Irrevocable Letter of Credit
CTRL key to select Deed of Trust
multiple] Real Estate Only

Real Estate Mortgage [garzs/zoie | [ UCC-1 Financing Statement =
Filing Date: o4/25/2016 | [&] Filing Date: o4/13/2016 | [
aAmortization Schedule

[Instaliment Number]| Installment Date | Principal | Interest ____| Total Instaliment |
i o04/25/2017 $16,073.70 $3,281.25 $19,354.95
2 o04/25/2018 $16,375.08 $2,979.87 $19,354.95
3 04/25/2019 $16,682.11 $2,672.84 $19,354.95
4 o04/25/2020 $16,994.90 $2,360.05 $19,354.95
5 o4/25/2021 $17.313.56 $2,041.39 $19,354.95
=3 o4/25/2022 $17.638.19 $1,716.76 $19,354.95
7 04/25/2023 $17,968.90 $1,386.05 $19,354.95
8 04/25/2024 $18,305.82 $1,049.13 $19,354.95
=] 04/25/2025 £18,649.05 £705.90 $19,354.95
10 o 04/25/2026 $18,998.72 $356.23 $19,354.95

Click ONLY if the CCC-186 has been signed by the borrower(s).
[ submit | | printcccss | [ cancen |

e Select check box if CCC-186 has been signed by the borrower(s).
e CLICK *“Submit” to close the loan.

Note: The submit button will only become available once the CCC-186 is signed

and the check box is selected.--*

2-FSFL (Rev. 1) Amend. 3
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Par. 401
401  Loan Closing (Continued)

C Field Descriptions

The following table provides the field descriptions for the Loan Closing Screen.

*

Field/Button | Description | Action
Loan Information
Loan Terms The length of the loan | Loan terms may be changed when the final
in years approved amount changes the eligible term.
IF the approved
loan amount... THEN...
decreases the loan term may be
changed.

Note: The loan term
must be decreased
if the original loan
term is no longer
eligible.

increases a new FBP determination

and COC/STC approval

are needed before loan
terms are changed.--*

* % % * * * * % %
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Par. 402
402  Closing Loans for Borrowers With EFT and No Alternate Payee

A Processing in NPS
When a loan is to be disbursed and closed on the same day because 100 percent of the
monies will be disbursed to the borrower by EFT and a loan closing agent is not required,
users shall complete the following in this order:
e execute the check request process
Note: Do not sign and certify in NPS until after the borrower has signed CCC-186.
e CLICK “Close Loan”
e enter the current date as the closing date
e PRESS “Tab” to display the amortization schedule
e using the amortization schedule, enter the instaliment figures on CCC-186 accordingly
e have the borrower sign CCC-186
e complete the loan closing process according to 1-FSFL, Part 7
e process EFT in NPS.
Note: When a borrower is using a closing agent or title company, EFT is not allowed.

Important: The Check Request and Loan Closing functions must be performed on the
same day.
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Par. 403

1403 Loan Request Status History|
A Overview
At any time during the loan making process, users can view the progress of a specific loan.
B Example of Loan Request Status History Screen
Following is an example of the Loan Request Status History Screen.
Customer
Management Process App\icat\on >
Loan Making anter frend As of 05-30-2014 13:30:09 CDT.
Loan Request Status History
Requested
S.No Request Type Date Received Loan
Amount
i @ FS 02-23-2010 50,000.00
LS - 2 © Fs 03-20-2007 92,000.00
Transfer/Assumption
Loan Servicing
N L. Request Type#: FS
Special Servicing Loan #: 2010/00004
. Type of Assistance: 900 - Farm Storage Faciity Loan-7Yr
Status ___Daysat Status_|
02-23-2010 Received 9
03-04-2010 Completed 0
03-04-2010 Approved 251
11-10-2010 Obligated 6
11-16-2010 Check Processed 2
11-18-2010 Closed
Cancel
C Action
From the Process Application Screen:
e click the radio button of the loan
e CLICK “Loan Request Status History” from the left navigation bar
e CLICK “Select”.
The transaction history will be displayed.
Note: Users have the option to print a printer-friendly version of this screen.
404-459 (Reserved)
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Par. 460

\Part7 Loan Servicing

'Section 1 Routine Servicing|

1460  General Information

A Overview
After a loan has closed, users will then be able to perform the following actions:

loan inquiry

payment

assumption

reverse payment

reapply S/36 payment
create bankruptcy plan
write down

liquidation

®*.-manage related entities.--*

B Example of Select Facility Loan to Service Screen

Following is an example of the Select Facility Loan to Service Screen.

*

| Select Facility Loan to Service |

Go

[ aes Amamust: | Tasaa | eatis|

%34,509.30 Fi Active

Select an Action
Loan Inquiry
Payment
Assumption
Feverse Payment
Feapply 5/36 Payment
Create Bankruptcy Plan
Write-Diown

Liquidation

Manage Related Entities

Action:

(® 2014/00002

Fund Code

(461 Facility Loan Inquiry|

A Overview
The FSFL Loan Inquiry Screen will be displayed with:

e summary information for a loan
e detailed history information for a loan.
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Par. 461
461  Facility Loan Inquiry (Continued)

B Example of FSFL Loan Inquiry Summary Screen

Following is an example of the FSFL Loan Inquiry Screen when the Summary Screen is
displayed. The Summary Screen is divided into the following 3 sections:

e Loan Information
e [nstallment Status
e Loan Payoff as of Accrual Date.

Printer Friendly|
FSFL Loan Inquiry
[ Summary WTEEH
Loan Information
Loan Mumber: 2013/00001 Loan Amount: $335,934.36
FSA State: Flornda (12) Loan Term: 12
FSA County: Hendry (051) Interest Rate: 2.125%
Installment Status
Current Amount Due: $0.00 Mext Installment Date: 11/15/2014
Daily Interest Accrual: $19.557822 Mext Installment Amount: £32,010.18
Payment Status: $0.00 Current Mext Installment Total Duea: £32,010.18
Loan Payoff as of Accrual Date
Outstanding Loan Principal: $335,934.36
Accrual Date: 09/11/2014 = Outstanding Loan Interest: %5,867.35
Total Outstanding Loan Amount: $341,801.71
[ Cancel J [ Make Payment ]

C Example of the FSFL Loan Inquiry Summary Screen

Following is an example of the Loan Inquiry Screen for a borrower who owes an additional
$25.02 for the 2015 installment.

FSFL Loan Inquiry

History
Loan Information

Loan Number: 2009/00001 Loan Amount: $45,255.00
FSA State: Minnesota (27) Loan Term: 7
FSA County: Pipestone (117) Interest Rate: 2.375%
Current Amount Due: $25.02 Next Installment Date: 10/14/2015
Daily Interest Accrual: $0.889549 Next Installment Amount: $7,093.57
Payment Status: $25.02 Behind Next Installment Total Due: $7,118.59

Loan Payoff as of Accrual Date
Outstanding Loan Principal: $13,670.97
Accrual Date: 10/14/2015 Outstanding Loan Interest: $342.48
Total Outstanding Loan Amount: $14,013.45

[ cancel | | Make Payment |
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Par. 461
461  Facility Loan Inquiry (Continued)

D Example of FSFL Loan Inquiry Screen History

Following is an example of the Facility Loan Inquiry Screen when the History Screen is
displayed. The History Screen is divided into the following 2 sections:

e Loan Information
e Loan History Transactions.

Facility Loan Inquiry

Summary .Iﬁm
Loan Information
Loan Number: 2010/00001 Loan Amount: $20,000.00
FSA State: Maryland(24) Loan Term: 7
FSA County: Anne Arundel(003) Interest Rate: 3.250%

Loan History Transactions
Transaction Date and Time

05/28/2013 Payment $3,222.07 05/28/2013 00:00:00

06/21/2012 Payment $3,263.69 06/21/2012 00:00:00

06/07/2011 Payment $3,240.44 06/07/2011 00:00:00

06/07/2010 Loan Creation $20,000.00 06/07/2010 00:00:00
E Action

From the Select Facility Loan to Service Screen:

o click the radio button of the applicable loan
e using the “Action” drop-down list, CLICK “Loan Inquiry”
e CLICK “Go” to display the FSFL Loan Inquiry Screen.

The Summary Screen is the defaulted screen. Click the “History” tab to view the loan
history transactions.

Note: Users have the option to make a payment directly from the Summary Screen. See
[paragraph 462|for instructions for recording payments.
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Par. 462

1462  Payment
A Overview

The Payment Screen allows the user to process a payment received for the loan. Information

entered in DLS will be automatically sent to NRRS for processing.

Note: Payments will be transmitted to NRRS based on the OIP code of the employee who

entered the information which may be different than the borrower’s administrative
State and county.

Important: When entering a single remittance for payments on multiple loans it is
imperative that the total remittance amount entered is the amount on the check
and not the amount be attributed to the loan

B Example of Payment Screen
Following is an example of the Payment Screen.
All required fields are denoted by an asterisk ( * ).
Loan Information
Loan Number: 2014/00001 Loan Amount: $150,000.00
FSA State: Illinois (17) Loan Term: 10
FSA County: Bond (005) Interest Rate: 2.625%
Payment Details
* Payment Date: | Outstanding Loan Principal: $136,720.16
* Payment Am ount:|:| Outstanding Loan Interest: $3,185.77
Qutstanding Loan Amount: $139,905.93
Remittance Details
* Remitter Name: |Se|ect Vl * Total Remittance Amount: |:|
* Remittance Type: |Se|ect Vl Check/Item Number: |:|
* Remittance State: |Se|ect Vl * Remittance County:
* Office:
%
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Par. 462

462  Payment (Continued)
C Field Descriptions and Actions
The following table provides the field descriptions and actions for the Payment Screen.
Field/Button | Description | Action
Payment Details
Payment Date | The date the payment was received in |No action needed if payment date is
the Service Center. the current date.
The date is defaulted to the current If the payment was received before
date but a previous date can be the system date, enter the date by
entered. doing either of the following:
Note: If the date is greater than e enter the date in the
7 calendar days before the “mm/dd/yyyy” format
system date, a warning
message will be displayed. o click the calendar icon.
Payment The dollar amount of the payment for |Enter the amount in dollars and
Amount the loan. cents.
Remittance Details
Remitter The name of the person or persons Using the drop down list, select the
Name submitting the payment. remitter. If the remitter is not the
borrower, select the remitter from
The remitter can be someone other SCIMS by clicking “Select
than the borrower. Customer from SCIMS”.
Note: The remitter must have a
valid TIN in SCIMS. When
the remitter does not have a
valid TIN, use TIN
“430951685 E”, for CCC.
Total Enter the total remittance being Enter the amount in dollars and
Remittance  |submitted. It can be equal to or cents.
Amount greater than the payment amount.
Remittance | The type of remittance. The following | Select the applicable remittance
Type options are available: type from the drop-down list.
e cash *--Note: The system will not
e cashier’s check allow Check/Item
e check Number to be entered
e money order when “Cash” is selected
e multi-party check as remittance type. --*
e Wire.
12-13-16 2-FSFL (Rev. 1) Amend. 3 Page 7-5



462  Payment (Continued)

C Field Descriptions and Actions (Continued)

Par. 462

Field/Button Description Action
*--Check/Item The number associated with the |Enter the number associated with the remittance type.
Number--* remittance type, such as check
number. When a borrower submits cash, leave this field blank.
*--Remittance State where the remittance is Using the drop down list, enter the State where the
State physically located. remittance is physically located.
Remittance County where the remittance is | Using the drop down list, enter the State where the
County physically located. remittance is physically located.
Office Office where the remittance is | Using the drop down list, enter the Office where the
physically located remittance is physically located.--*

After applicable information is entered:

e CLICK “Next” to display the Payment Confirmation Screen
e CLICK “Cancel” to return to the Select Facility Loan to Service Screen.

D Example of Payment Confirmation Screen

Following is an example of the Payment Confirmation Screen.

Payment Confirmation

Loan Information

Loan Number: 2014/00001 Loan Amount: $150,000.00

FSA State: Illinocis (17) Loan Term: 10

FSA County: Bond (005) Interest Rate: 2.625%
Payment Date: 10/13/2016 Payment Amount: £17,249.70
Payment Interest A mount: $3,185.77

New Loan Balance: $122,656.23 Payment Principal Amount: $14,063.93
Remitter Name: Joe Farmer Toral Remittance A mount: $17,249.70
Remittance Type: Check Check /Ttem Num ber: 1234
Remittance State: Illinois Remittance County: Bond

BOND COUNTY FARM
SERVICE AGEMCY

[Sonfirm | [ Previous | [ Gancet |

Office:

E Action for Payment Confirmation Screen
Before completing the payment process it is recommended that the user:
e screen print the Payment Confirmation Screen
o initial the following remittance details as correct:
e payment date
e payment amount
**--remittance name--*
e total remittance amount
e remittance type
»*--check number
e remittiance state
e remittance county
o office.--*
If any of the information on the Payment Confirmation Screen is not correct, the user shall
CLICK “Previous” to return to the Payment Screen and modify payment details accordingly.
Note: Retain a copy of the initialed Payment Confirmation screen shot in the borrower’s folder.
12-13-16 2-FSFL (Rev. 1) Amend. 3
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Par. 462

462 Payment (Continued)

E Action for Payment Confirmation Screen (Continued)

After completing the payment confirmation, for accuracy users are required to print a receipt
for the borrower: To print the receipt:

e CLICK “Printer Friendly” and print a receipt for the borrower and loan folder.

Important: The Payment Confirmation Screen is the only screen that allows the user to
print a payment receipt for the borrower.

e CLICK “Submit” to complete the payment
e CLICK “Previous” to return to the previous screen

e CLICK “Cancel” to cancel the payment.

463 Determining Amounts Owed for a Future Date

A Overview

3-15-16

Payments owed on FSFL’s are calculated based on the date of the last payment made up until
the next installment due date. The payment status displayed on the Loan Inquiry Screen only
changes when either of the following occurs:

e an additional payment is made before the next installment due date
e the borrower fails to pay by the installment due date.

Example

As shown on the following screen, the borrower is $369.30 behind as of January 27, 2015.
The outstanding principal and interest owed are $67,830.40 and $211.85 respectively. As of
January 27, 2015, the borrower would need to pay $369.30 to be current on the payment
status.

Printer Friendly
FSFL Loan Inquiry

[ Summary B

Loan Number: 2011/00004 Loan Amount: $114,000.00
FSA State: Illinois (17) Loan Term: 7
FSA County: Edgar {(045) Interest Rate: 2.375%
Current Amount Due: $369.30 Next Installment Date: 11/29/2015
Daily Interest Accrual: $4.413622 Next Installment Amount: $17,869.13
Payment Status: 3%369.30 Behind MNext Installment Total Due: $18,238.43
Outstanding Loan Principal: $67,830.40
Accrual Date: 01/27/2015 == Outstanding Loan Interest: $211.85
Total Outstanding Loan Amount: $68,042.25

[ Cancel ] [ Make Payment ]
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Par. 463

463 Determining Amounts Owed for a Future Date (Continued)

B Example (Continued)

1-28-22

As shown on the following screen if the accrual date is changed to May 10, 2015, the
outstanding principal and payment status remain the same at $67,830.40 and $369.30 behind
respectively. The outstanding interest has increased to $666.46. To bring the loan current
the borrower would have to pay $369.30 to as of May 10, 2015.

FSFL Loan Inquiry

Loan Number: 2011/00004 Loan Amount: £114,000.00
FSA State: Illinois (17) Loan Term: 7
FSA County: Edgar (045) Interest Rate: 2.375%
Current Amount Due: %3269.30 MNext Installment Date: 11/29/2015
Daily Interest Accrual: $4.413622 Mext Installment Amount: $17,869.13
Payment Status: $369.30 Behind Mext Installment Total Due: $18,238.43
Cutstanding Loan Principal: $67,830.40
Accrual Date: 05/10/2015 ol Outstanding Loan Interest: $666.46
Total Outstanding Loan Amount: $68,496.86

[ Cancel ] [ Make Payment ]

As shown on the following below, if the borrower submits a payment of $400 on

January 27, 2015, the payment status changes to $30.70 ahead. The outstanding interest is
now $0.00. The borrower will remain $30.70 ahead unless an additional payment is made
before the installment due date.

FSFL Loan Inquiry

Loan Number: 2011/00004 Loan Amount: %114,000.00
FSA State: Illinois (17) Loan Term: 7
FSA County: Edgar (045) Interest Rate: 2.375%
Current Amount Due: 3%0.00 Next Installment Date: 11/29/2015
Daily Interest Accrual: $4.401379 MNext Installment Amount: $17,869.13
Payment Status: %30.70 Ahead Next Installment Total Due: $17,838.43
Outstanding Loan Principal: $67,642.25
Accrual Date: 01/27/2015 £l Cutstanding Loan Interest: $0.00
Total Outstanding Loan Amount: $67,642.25

Cancel ] [ Make Payment
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Par. 464

*--464 Bankruptcy Payments

A Overview

1-28-22

The Bankruptcy Payment Screen allows the user to process bankruptcy plan payments
received for the loan. Bankruptcy payments will be applied to the original loan and
transmitted to NRRS during the complete bankruptcy plan process.

Applying Bankruptcy Plan Payments
From the Select Facility Loan to Service Screen:

e click the radio button of the applicable loan
e using the “Action” drop-down list, CLICK “Payment”
CLICK “Go” to display the Bankruptcy Plan Screen.

Following is an example of the Bankruptcy Payment Screen that will be displayed when the
“Payment” option has been selected.

Bankruptcy Payment

&Il required fields are denoted by an asterisk [ * J.

Loan Information

Loan Mumber: 2015/00002

Part I - Secured Debt Payments

Installment
e y—

Mo payments received to date

Part 11 - Unsecured Debt Payments

Mo payments received to date

MNew Payment

© Payment Type: | fcoryrad Payment ) Unsecured Payment
Payment Date Payment Amount
*[06/03/2021 | (=] ]
Remittance Details

* Remitter Mame: | Select v * Total Remittance Amount: I:I

* Remittance Type: | Select v | Chedk /Trern Number: I:I
* Remittance State:| Select v| * Remittznce County:
* Dffce:
| Mext || Cancel |

2-FSFL (Rev. 1) Amend. 6 Page 7-9



*--464 Bankruptcy Payments (Continued)

C Field Descriptions and Actions

Par. 464

The following table provides the field descriptions and actions for bankruptcy plan payments.

the Service Center.

The date is defaulted to the current
date, but a previous date can be
entered.

Field/Button | Description | Action
New Payment
Payment Date | The date the payment was received in |No action needed if payment date is

the current date.

If the payment was received before
the system date, enter the date by
doing either of the following:

enter the date in the
“mm/dd/yyyy” format

e click the calendar icon.

cash

cashier’s check
check

money order
multi-party check
wire.

Payment The dollar amount of the payment for |Enter the amount in dollars and
Amount the loan. cents.
Remittance Details
Remitter The name of the person or persons Using the drop down list, select the
Name submitting the payment. remitter. If the remitter is not the
borrower, select the remitter from

The remitter can be someone other SCIMS by clicking “Select

than the borrower. Customer from SCIMS”.
Total Enter the total remittance being Enter the amount in dollars and
Remittance  |submitted. It can be equal to or cents.
Amount greater than the payment amount.
Remittance | The type of remittance. The following |Select the applicable remittance
Type options are available: type from the drop-down list.

Note: The system will not allow
Check/Item Number to be
entered when “Cash” is
selected as remittance type.

1-28-22
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Par. 464
*--464 Bankruptcy Payments (Continued)

C Field Descriptions and Actions (Continued)

Field/Button | Description | Action
Remittance Details (Continued)
Check/Item | The number associated with the Enter the number associated with
remittance type, such as check the remittance type.
number.
When a borrower submits cash,
leave this field blank.
Remittance  |State where the remittance is Using the drop down list, enter the
State physically located. State where the remittance is
physically located.
Remittance | County where the remittance is Using the drop down list, enter the
County physically located. State where the remittance is
physically located.
Office Office where the remittance is Using the drop down list, enter the
physically located Office where the remittance is
physically located.

After applicable information is entered:

e CLICK “Next” to display the Payment Confirmation Screen
e CLICK “Cancel” to return to the Select Facility Loan to Service Screen.--*

465-499 (Reserved)

1-28-22 2-FSFL (Rev. 1) Amend. 6 Page 7-11
(through 7-50)






Par. 500

'Section 2 Corrections

1500  Reverse Payment]

A Overview

C

3-15-16

The Reverse Payment Screen allows for System 36 or DLS payment reversals.

Payment transactions that have been recorded for the loan will be listed on the Reverse
Payment Screen. Only 1 transaction can be reversed at a time beginning with the most recent
transaction.

Note: See 64-FI for further instructions for reconciling NRRS for payments that have been
reversed.

Example of Reverse Payment Screen

Following is an example of the Reverse Payment Screen.

Reverse Payment
Loan Informaton ...

Loan Information

Loan Number: 2011/00001 Loan Amount: £87,201.51
FSA State: Maryland {24) Loan Term: 7
FSA County: Frederick (021) Interest Rate: 2.250%

Payments Received

The payment transactions that have been recorded for this loan are listed below. Only the most recent
transaction can be reversed.

Payment Date Payment Principal Payment Interest | Payment Total

@ 11/13/2013 £11,896.53 $1,699.74 £13,596.27
11/13/2012 £11,657.55 £1,951.28 £13,608.83
| Next| | Cancel
Action

From the Select Facility Loan to Service Screen:

click the radio button of the applicable loan

using the “Action” drop-down list, CLICK “Reverse Payment”
CLICK “Go” to display the Reverse Payment Screen

CLICK *“Next” to display the Reverse Payment Confirmation Screen.
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Par. 500

500 Reverse Payment (Continued)

C Action (Continued)

3-15-16

Following is an example of the Reverse Payment Confirmation Screen.

Reverse Payment Confirmation
Loan Informaton

Loan Information

Loan Number: 2010/00003 Loan Amount: $50,000.00
FSA State: Maryland(24) Loan Term: 7
FSA County: Baltimore(005) Interest Rate: 3.125%

Payments to Reverse

The following payment has been selected to be reversed:

Payment Date: 08/09/2013 Payment Principal: $6,886.95
Payment Interest: $1,148.23
Payment Total: $8,035.18

| Submit || Cancel |

From the Reverse Payment Confirmation Screen:

e CLICK “Submit” to reverse the payment
e CLICK “Cancel” to cancel the reversal.

Repeat the process for additional reversals.

To re-enter payments originally made in:

e DLS, process the payment using the “Payment” option according tq paragraph 462

e System 36, process the payment using the “Reapply S/36 Payment” option according to
| paragraph 501|

Note: Do not use the “Payments” option to re-enter System 36 payments that were
originally entered incorrectly.
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1501  Reapply S/36 Payment|

A Overview

The “Reapply S/36 Payment” option allows for re-entry of payments originally processed on
the System 36. Use this option to reapply a System 36 payment that was:

e reversed for an earlier payment to be reversed
e originally entered with an incorrect payment date.

Note: Using this option is a rare occurrence. For all other corrections, contact the National
Office for assistance.

B Example of Reapply S/36 Payment Screen

Following is an example of the Reapply S/36 Payment Screen.

Customer Management

Reapply S/36 Payment

Loan Making

LS - All required fields are denoted by an asterisk { * ).

Transfer/Assumption Loan Information

LS - Dashboard Loan Number: 2009/00006 Loan Amount: $50,000.00
FSA State: Iowa (19) Loan Term: 7

FSFL Loan Servicing FSA County: Adair (001) Interest Rate: 3.250%

_ Reversed S/36 Payments

The following payments have been reversed and may be reapplied.

Special Servidng Payment Date Payment Principal Payment Interest | Payment Total
Transactions 6\ 11/16/2013 $7,124.98 $887.45 $8,012.43
Payment Details
* payment Date: 11/16/2013 | * Schedule of Deposit:
Next| | Cancel

C Field Descriptions and Actions
From the Select Facility Loan to Service Screen:
e click the radio button of the applicable loan

e using the “Action” drop-down list, CLICK “Reapply S/36 Payment”
e CLICK “Go” to display the Reapply S/36 Payment Screen.
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501 Reapply S/36 Payment (Continued)

C Field Descriptions and Actions (Continued)

The following table provides the field descriptions and actions for the Reapply S/36 Payment

Screen.

Field/Button |

Description | Action

Payment Details

Payment Date

The date the payment was received in the |Enter the date by doing either
Service Center. of the following:

The date is defaulted to the current date e enter the date in the

and will need to be changed to the actual “mm/dd/yyyy” format
date the payment was received in the
Service Center. e click the calendar icon.

Schedule of
Deposit

The CCC-257 number associated with this |Enter the CCC-257 number.
payment.

Following is an example of the Payment Confirmation Screen.

Loan Making

Customer Management

LS -
Transfer/Assumption Loan Information
Loan Number: 2009/00006 Loan Amount: 50,000.00
LS - Dashboard / 22T
FSA State: Iowa (19) Loan Term: 7
FSFL Loan Servicing FSA County: Adair (001) Interest Rate: 3.250%
N - Payment Date: 11/15/2013 Payment Amount: $8,012.43
Special Servicing Schedule of Deposit: 456 Payment Interest Amount: $884.78
Transactions New Loan Balance: $22,802.51 Payment Principal Amount: $7,127.65

Payment Confirmation

[ submit || Previous || Gancel

From the Payment Confirmation Screen:

e CLICK “Submit” to complete the process
e CLICK “Previous” to return to the previous screen
e CLICK “Cancel” to cancel the process.

3-15-16
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502  Corrective Actions in NRRS and DLS for Payments

A Reapplying an System 36 Payment for Other Than an Incorrect Payment Date

When a System 36 payment needs to be reapplied in DLS for a reason other than an incorrect
payment date, complete the following steps in order:

e activate the applicable remittance in NRRS according to 64-FI, subparagraph 44 B

e send a receipt deletion request to the NRRS help desk or RMO to get the payment
receipts associated to these remittances deleted in NRRS

Note: The County Office must wait for confirmation from the Help Desk or RMO that
the receipt has been deleted.

e reverse the S/36 payment in DLS according td paragraph 500)

e record the payment correctly in DLS according tq paragraph 462|

Note: The remittance number, type, amount, effective date, and remitter must be the
same.

deactivate the applicable remittance in NRRS according to 64 FI, subparagraph 44 D.
B Reapply DLS Payments After Preparing the Schedule of Deposit

When a DLS payment needs to be reapplied after preparing the Schedule of Deposit,
complete the following steps in order:

o delete the prepared Schedule of Deposit according to 64 Fl, subparagraph 42 D
e reverse the payment in DLS according tg paragraph 500
e record the payment correctly in DLS according tq paragraph 462|
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502  Corrective Actions in NRRS and DLS for Payments (Continued)

C Reapply DLS Payments After Verifying the Schedule of Deposit

When a DLS payment needs to be reapplied after verifying the Schedule of Deposit,
complete the following steps in order:

activate the applicable remittance in NRRS according to 64-FI, subparagraph 44 B
reverse the payment in DLS according td paragraph 500)

record the payment correctly in DLS according tq paragraph 462|

deactivate the applicable remittance in NRRS according to 64 FI, subparagraph 44 D.

D Dishonored Checks

After a check has been recorded as dishonored in NRRS according to 64-FI, NRRS will
automatically send a message to DLS that will automatically reverse the DLS payment.

Note: Do not reverse an FSFL payment in DLS for a dishonored check.

503-549 (Reserved)
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Par. 550

'Section 3 Special Servicing|

Assumptions

A Overview

The assumption process in DLS allows 1 or more borrowers to assume a loan that is
“Active”. The primary borrower that assumes the loan must have an approved credit
decision in FBP before the loan can be assumed in DLS.

Partial/Final loans must be in the same loan package for the assumption process to work
correctly.

Important: When a partial/final loan is in separate loan packages, the State Office specialist
must contact the National Office for assistance. This action must be done
before the loan can be assumed in DLS.

Note: Any FY 2014 and prior loans will need assistance from the National Office before
processing the assumption as those loans were migrated to DLS in separate loan
packages.

Example of Partial/Final Loan in Separate Loan Packages

Following is an example of a partial/final loan in separate loan packages.

Customer Management
Loan Making

Process Application =
Erinter Friendly

Process Application

The first time a new application is entered, select "Add Package”.

Add Package
Action: Select an Action A
Type of
Date Received Request Type Assistance Status Status Date
02-23-2010 - 901
(] ¥ -25-

3 8 11-F5 2010/00004(F) 125,000.00 Closed 06-25-2010

e 02-23-2010
Transfer/Assumption ) 11 -Fs 20109,!0010005 125,000.00 Closed 10-08-2010

LS - Dashboard
FSFL Loan Servicing

Special Servicing

Transactions

Important:  This loan must not be assumed until both loans are in a single loan package.
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550  Assumptions (Continued)
C Action for Partial/Final Loans in Separate Loan Packages
When a partial/final loan is to be assumed and the loans are in 2 separate loan packages the
County Office shall contact the National Office through their State Office for assistance in
moving the loans into a single loan package.
After the loans have be moved into a single loan package, follow subparagraph G.
Important:  Never process an assumption for a partial/final loan that are in separate loan
packages.
Example of Partial/Final Loan in Same Loan Packages
Following is an example of a partial/final loan in the same loan package.
Customer Management
Loan Making brinter triondry
Process Application
The first time a new application is entered, select "Add Package”.
Action: Select an Action v
LS - .
LS - Dashboard
FSFL Loan Servicing o 11-01-2015 © 11-Fs 2016!%00302(P) 50,000.00 Received 11-01-2015
Special Servicing @ 11-F5 20159!0000003 50,000.00 Received 11-01-2015
Transactions 2 03-18-2014 D 11-FS 2013!0000003 148,420.43 Closed 11-13-2014
3 01-17-2012 9 11 -Fs 20129!0000003 500,000.00 Closed 11-20-2012
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Assumptions (Continued)
E Example of a Final Only Loan

Following is an example of a Final Only Loan.

Par. 550

Customer Management

Process Application =
Printer Friendly

Loan Making

Add Package

Action: Select an Action -
1

LS - Dashboard
FSFL Loan Servicing

Spedial Servicing

Transactions

Process Application

The first time a new application is entered, select "Add Package”.

Type of
Date Received Request Type Assistance Status Date

03-26-2015 - 900
LS - © 11 -F5 2015/00002 33,600.00 Completed 03-26-2015
. 2 04-19-2012 _ 300
Transfer/Assumption @ 11-Fs P00 49,795.99 Closed 08-02-2012

G Action

Complete the assumption process according to the following table.

Step Action

1 | Select the borrower according to|paragraph 22,

2 | The Process Application Screen will be displayed.

Customer Management
- Process Application =
Loan Making Printer Friendly

The first time a new application is entered, select "Add Package™.

Process Application

3-15-16

Add Package
Action: Select an Action -
LS -
Transfer/Assumption
Date Received Request Type Assistance Status Date
LS - Dashboard
— 1 11-12-2015 _ 900
FSFL Loan Servicing @ 11-Fs 2016/00001(F) 20,000.00 Completed 11-16-2015
= = . s00
Special Servicing © 11-F5 SRR 30,000.00 Completed 11-16-2015
2 02-28-2011

Transactions

@ 11-Fs TR 32,985.24 Closed 09-23-2011

From the left navigation bar CLICK “FSFL Loan Servicing”.
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550  Assumptions (Continued)

G Action (Continued)

3-15-16

Par. 550

Step

Action

3

The Select Facility Loan to Service Screen will be displayed.

— Select Facility Loan to Service

LS - Action:  Select an Action -

Transfer/ Assumption
/ s Fund Code_|_Loan Type_| _Date of Loan ] _Loan Amount | Term | status |

LS - Dashboard

2006/00002 1 Fs 03/28/2006 $22,563.00 7 Settled

FSFL Loan Servicing
_ 2011/00002 11 FS 09/23/2011 $32,985.24 7 @

Special Servicing
Transactions

Click the radio button of the applicable loan.

Note: Only loans with a status of “Active” can be assumed.

Use the “Action” drop-down list to select “Assumption”.

Customer Management e n
T TR Select Facility Loan to Service
LS -

Transfer/Assumption

Action: IAs.;umptmn - IlGo |
[ Sclect | Loan Number | Fund Code | Loan Type ] Date of toan | Loan Amount | Term | Status

2006/00002 11 Fs 03/28/2006 $22,563.00 7 Settled

LS - Dashboard
FSFL Loan Servicing
@  2011/00002 11 FS 09/23/2011 $32,985.24 7 Active
Special Servicing

Transactions

CLICK:

e “Assumption”
. “GO”.

The Assumption Screen will be displayed.

Customer Management

Loan Making ASSUMPTION

LS -
Transfer/Assumption

Loan Information

Loan Loan Loan | Interest = e Outstanding | Outstanding | o ;4. nding
Number Amount | Term Rate Admin | Admin Lo Cone Loan Amount
State | County | Principal Interest

2011/00002  $32,985.24 7 2.875% Kansas Anderson  $19,590.39 $722.16 $20,312.55

LS - Dashboard

FSFL Loan Servicing

Special Servicing

Transactions Primary Borrower Detail

Customer Name
Primary
|Application Details

“Eligibility Decision Date: “Effective Date:
Remarks:

Assumption Type: -

| Select Primary Borrower | Cancel

CLICK “Select Primary Borrower”.
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550  Assumptions (Continued)

G Action (Continued)

3-15-16

Par. 550

Step

Action

6

The SCIMS Search Page will be displayed.

USDA Uniled States Department of Agriculture
_5 Farm Service Agency

Location
State:

ALABAMA -

Service Center (Optional):
ALL SERVICE CENTERS

[ Service Center Details ]

Type
@ Individual © Business @ Both

@ Active © Active and Inactive

Tax ID
ID:

ID Type: SELECT ONE =
@ Whole D © Last 4 Digits

County:

ALL COUNTIES -

-

National Search: [

Name

© Starts With @ Exact Match

Last or Business:
First:

Other
Common Name:
Zip Code:

Phone No:

I Search I [Reset] [ Cancel ]

SCIMS

Customer Seal

| About Scims Search | Help | Contact Us | Exit

Please Select A Customer

rch

Select the primary borrower who will be assuming the loan.

Important:  After selecting the new primary borrower the system will not allow
the user to change the primary borrower that was selected from

SCIMS.
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550  Assumptions (Continued)

G Action (Continued)

Par. 550

Step

Action

7 | The Assumption Screen will be re-displayed.

Customer Management

Loan Making

LS -

Transfer/Assumption

LS - Dashboard
FSFL Loan Servicing
Special Servicing

Transactions

ASSUMPTION

Loan Information
Loan Loan

FSA FSA Outstanding | Outstanding =
TL"B“ I“;e:eSt Admin | Admin Loan Loan Lu“m:“d'"g'
e ae State County Principal Interest OB R

Number Amount
2011/00002  $32,985.24 7 2.875% Kansas Anderson  $19,550.39 $722.16 $20,312.55

Primary Borrower Detail
Customer Name

10/26/2015 I

Assumption Type: are r er - Same Rates & Terms ~

Primary

New Primary Borrower

Application Details

*Eligibility Decision Date: *Effective Date: L5

Remarks:

[ Prepare for A ] [ Cancel

Using the drop-down list, select the Eligibility Decision Date.

Note: If the field is blank an approved credit decision does not exist in FBP for
the new primary borrower.

3-15-16
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550  Assumptions (Continued)

G Action (Continued)

Step Action

8 | The Eligibility Decision Date will be populated.

Customer Management

Loan Making ASSUMPTION |

LS -
Transfer/Assumption

LS - Dashboard

FSA [5-7.% Outstanding | Outstanding -
.::Da" I";E;est Admin Admin Loan Loan LDUtst:"d'"gt
Er =8 State | County Principal Interest SR GIEETE

2011/00002  $32,985.24 7 2.875% kansas Anderson  $19,590.39 §722.16 $20,312.55
Special Servicing
Transactions Primary Borrower Detail
Customer Name
MNew Primary Borrower Primary ‘
|Application Details

FSFL Loan Servicing

*Eligibility Decision Date: 10/26/2015 ¥
Remarks:

“Effective Date: 10/26/2015 L}

i

Assumption Type: -

1
9 | [ Prepare for Assumption ] I Cancel ]

Enter the effective date of the assumption.
CLICK “Prepare for Assumption”.

Notes: The effective date must be equal to or greater than the eligibility decision
date.

Enter any remarks before clicking “Prepare for Assumption”.
9 | The “Application Fee” tab will now be available.

Customer Management
Loan Making
- Applicatinn =

LS -
Transfer/Assumption

Loan Information

LS - Dashboard

FSA FSA Outstanding | Outstanding -
m;z;:j Admin | Admin Loan Loan L?)'::t::"l':'?t
State County Principal Interest

2011/00002  $32,985.24 7 2.375%  Kansas Anderson  $19,500.39 $722.16 $20,312.55

FSFL Loan Servicing

Special Servicing

Transactions

Primary Borrower Detail

Customer Name

New Primary Borrower Primary
|Application Details

*Eligibility Decision Date: 10/26/2015 *Effective Date: 10/26/2015
Remarks:
Assumption Type: -

CLICK “Next” or “Application Fee”.
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G Action (Continued)

12-14-17

Par. 550

Step Action
10 | The Application Fee Screen will be displayed.
Customer Management
LcaniNakag Application Fee
- A b
All required fields are denoted by an asterisk
LS - _ Application Details
Transfer/Assumption
Date Received: 02/28/2011 Request Type: FS Fiscal Year: 2011
LS - Dashboard |Application Fee Details
FSFL Loan Servicing Payment Remitter | Remittance | Remittance Check/Item| Payment
Date Name Amount Type Number Amount | Status
Special Servicing
Transactions Total Application fee used: $0.00
Total Application fee available: $0.00
Total Application fee: $0.00
Complete the:

e application fee according to paragraphs 34 through|£|
e related entities according td paragraphs 60 through

*--Important: When the borrower assuming the loan is a spouse, a new

application fee is not required. County Offices shall contact the State
Office with applicable loan details, to be entered into the PECD/

FSFL SharePoint to allow the fee to be waived according to
paragraph 39.4-*
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550  Assumptions (Continued)
G Action (Continued)
Step Action
11 | After the application fees and related entities information has been completed, the

Assumption Screen will be re-displayed.
Customer Management
- Initial Application Fee Related Entities m
LS - A
Transfer/Assumption Loan Information — —
LS - Dashboard Nl Interest et || o DUtf__t:ar_ln o L[;'::t:r""‘li:r?t
FSFL Loan Servicing 2011{0002 $32,985.24 -E s An E
Special Servicing
Transactions Application Details

“Eligibility Decision Date: 10/26/2015 “Effective Date: 10/26/2015
Remarks:
Approve ][ Previous H Cancel ]

CLICK:

e “Approve” to finalize assumption

e “Cancel” to save information and approve at a later date.

Note: The loan will no longer be available to be viewed under the original

borrower.

All payment history for the loan:

e ismoved to the new borrower

e can be viewed in the Loan Inquiry Screen.
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1551  Liquidations|

A Overview

3-15-16

The liquidation process:

e isprocessed in DLS after the loan has been liquidated
e transfers outstanding balances to NRRS for further processing
e closes out the loan in DLS.

Important: After a loan is liquidated in DLS, no further transactions for that loan are
allowed in DLS. All transactions are processed in NRRS. If a refund is due a
borrower, NRRS will send the refund to NPS for further processing.

Example of Liquidation Screen

Following is an example of the Liquidation Screen.

All required fields are denoted by an asterisk { * ).

Loan Information

Loan Number: 2007/00006 Loan Amount: %50,000.00
FSA State: Iowa (19) Loan Term: 7

FSA County: Boone (015) Interest Rate: 4.625%
B —— . Outstandi.ng Loan Principal: $8,147.05
Disposition Letter: 08/26/2014 sl Outstanding Loan Interest: $346.86
Total Outstanding Loan Amount: £8,493.91

* Liquidation will make the loan as settled and transfer the balance to NRRS as a receivable.
Do you wish to continue?

_/Yes '_'No

[ Submit ] [ Cancel ]

Action

From the Select Facility Loan to Service Screen:

click the radio button of the applicable loan

using the “Action” drop-down list, CLICK “Liquidation”
CLICK “Go” to display the Liquidation Screen

enter the notification of disposition letter date

CLICK *Yes” to continue with the liquidation process
CLICK *“Submit” to complete the liquidation

CLICK *“Cancel” to cancel the liquidation.
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*--552 Bankruptcies

A Overview
The Create Bankruptcy Plan Screen allows for the entry of the bankruptcy plan received.

Note: Only National and State Office users will be able to create, edit, and second party
review bankruptcy plans.

B Example of Create Bankruptcy Plan Screen

Following is an example of the Create Bankruptcy Plan Screen.

Create Bankruptcy Plan

All required fields are denoted by an asterisk [ * ).
Court Approved Plan Details

Loan Number: 2015/00005 Status: Initial Setup
* Effective D=te:[g/g/2020 - * Bankruptcy Loan Term:

Instaliment Start Datet[ 5 5001 = Bankruptoy Chaprar Type: | Select g

* Payment Frequerncy: JENTTE]

Monithly
Quarterly
Semi-Annuall

Outstanding Loan Principal:
Outstanding Loan Interest:
Qutstanding Loan Balance: $£24,897.83

| Part I - Secured Debt Portion

* New Secured Principal: * Mew Secured Interest Rate: 0,000

| Part IT1 - Unsecured Debt Portion

* Mew Unsecured Principal: (0,00 | * Mew Unsecured Interest Rats: |0.000

| Summary Review || Exit |
g-web-4.0.3 Build Date:{2021-03-12 01:13:42 -De00)
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*--552 Bankruptcies (Continued)

C Field Descriptions and Actions

Par. 552

The following table provides the field descriptions and actions for the Create Bankruptcy

Plan Screen.

Field/Button | Description | Action
Court Approved Plan Details
Effective Date | The effective date of the Enter the date by doing either of the

bankruptcy plan.
Note: Effective date may vary and
will be confirmed by
National Office.

following:

enter the date in the
“mm/dd/yyyy” format

Installment Start

The date of first installment.

e click the calendar icon.

Loan Principal

Date
Payment Frequency of Payment. Drop down to select:
Frequency

e Annually

e Monthly

e Quarterly

e Semi-Annually.
Outstanding The outstanding loan principal Automatically calculated

based on the “Effective Date” of
bankruptcy plan.

Outstanding
Loan Interest

The outstanding loan interest based
on the “Effective Date” of
bankruptcy plan.

Automatically calculated

Outstanding The outstanding loan balance is the | Automatically calculated
Loan Balance [total loan principal plus interest.
Bankruptcy Term of bankruptcy plan in years. |Enter bankruptcy loan term.
Loan Term
Bankruptcy Bankruptcy chapter filed according |Drop down to select:
Chapter Type to approved plan.

e Chapter 7

e Chapter 11

e Chapter 12

e Chapter 13

e Chapter 15.

1-28-22
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*--552 Bankruptcies (Continued)

C Field Descriptions and Actions (Continued)

1-28-22

Par. 552

Part I — Secured Debt Portion

New Secured
Principal

The amount of the new secured
principal.

Enter in dollars and cents.

New Secured
Interest Rate

The interest rate of the plan.

Enter as “XX. XXX percent.

Part II — Unsecured Debt Portion

New Unsecured
Principal

The amount of the new unsecured
principal.

Enter in dollars and cents.

New Unsecured
Interest Rate

The interest rate of the plan.

Enter as “XX.XXX” percent.

Summary To create and review the CLICK “Summary Review” to
Review bankruptcy plan. create and view the bankruptcy
plan. Plan is now ready for edit,
Note: Second party review. 2nd party review, or deletion.
CLICK “Edit” to edit the plan
according to this subparagraph.
CLICK “Delete” to delete the plan.
Note: After the summary review has been completed, contact Kimberly Kempel at

Kimberly.Kempel@usda.gov or Toni.Williams at toni.williams@usda.gov for
2" party review and approval of the bankruptc

plan.

Exit

To exit the Create Bankruptcy Plan
Screen.

CLICK “Exit” to return to Select
Facility Loan to Service Screen.
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Par. 552

*--552 Bankruptcies (Continued)

C

1-28-22

Field Descriptions and Actions (Continued)

Following is an example of the redisplayed Select Facility Loan to Service Screen after a
bankruptcy plan has been created.

Select Facility Loan to Service

[P Select an Action

Payment
Select | Loan Number | Fund Code |8
1

Reaverse Payment
() 2015/00002 1

orm| —status |

Delete Bankruptcy Plan 45,282.50 7  Bankruptcy Original

Complete Bankruptoy Process

@ 2015/00002 (B) 11 Mensge Relrred O k30,832.71 7  Bankruptoy
() 2015/00003 11 Fs 10/29/2015 $50,629.40 7  Bankruptcy Original
() 2015/00003 (B) 11 Fs 05/08/2020 $37,073.39 7 Bankruptcy
() 2015/00004 11 FS 09/01/2015 £30,396.00 7  Bankruptcy Original
) 2015/00004 (B) 11 Fs 09/08/2020 £20,425.02 7  Bankruptcy
() 2015/00005 11 Fs 10/30/2015 $36,475.20 7  Bankruptcy Original
() 2015/00005 (B) 11 Fs 05/08/2020 $27,384.332 7  Bankruptcy

Notes: Once the bankruptcy plan goes through 2™ party review and approval the original
loan will have a “Bankruptcy Original” status and the plan created will have a
“Bankruptcy” status.

Complete bankruptcy plan payments according to subparagraphs 464 A through E.--*
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553  Completing the Bankruptcy Process

A Overview

3-15-16

The bankruptcy process applies all bankruptcy payments back to the original loan, settles the
bankruptcy loan, and reactivates the original loan.

Note: Only National Office users will be able to complete this process.
Example of Complete Bankruptcy Process Screen

Following is an example of the Complete Bankruptcy Process Screen.

Complete Bankruptcy Process

Loan Information

Bankruptcy Loan Number: 2010/00002 Original Loan Number: 2010/00002
Effective Date of Bankruptcy: 06/01/2014 Original FSFL Disbursement Date: 06/01/2014

Apply Bankruptcy Payments to Original Loan

Secured Debt Payments Received

Payment

Unsecured Debt Payments Received

Payment

This process will apply all bankruptcy loan payments bank to the original loan, settle the bankruptcy loan, and
reactivate the original loan.

From the redisplayed Select Facility Loan to Service Screen:

click the radio button of the applicable bankrupt loan

using the “Action” drop-down list, CLICK “Complete Bankruptcy Process”
CLICK “Go”

CLICK “Submit” to complete the process

CLICK “Cancel” to cancel the process.

2-FSFL (Rev. 1) Amend. 1 Page 7-114



Par. 554

1554  Write Down|

A Overview

According to 58-FI debts less than $25 may be disregarded, unless otherwise specified by
legislation or program procedures.

Authorization is provided to write-off FSFL’s with a remaining outstanding balance of
$24.99 or less after the final installment payment is made.

B Processing Small Balances of $24.99 or Less in DLS
Process small balances from the Select Facility to Service Screen according to the following:
e click the radio button of the applicable loan

e using the “Action” drop-down list, CLICK “WTrite Down” as shown on the following
screen

Select Facility Loan to Service

Action: | Select an Action -

select an Actr Cioan mount | rerm | status

Payment $16,468.79 7  Active
Assumption

Fund Code

@  2008/00002 11

2011,/00004 11 Reverse Payment £20,104.20 7  Active
Reapply S/36 Payment
2013/00002 11 Create Bankruptcy Flan $24,393.30 7 Active

Write-Down
Liguidation
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554  Write Down (Continued)

B Processing Small Balances of $24.99 or Less in DLS (Continued)

12-14-17

enter the last payment date in the “Write-Down Date” field as shown on the following
screen

Important:  The write down date is defaulted to the current date. Users need to be
careful to make sure the last payment date is the date recorded in the
“Write-Down Date” field.

All required fields are dencted by an asterisk(™*).

Loan Information

Loan Mumber: 2008/00002 Loan Amount: %16,468.79
FSA State: Wyoming {56) Loan Term: 7
FSA County: Park (029) Interest Rate: 3.375%
01/07/2015

FWrite-Down Date: -

L]

Write-Down Principal: $£2.30

Write-Down Interest: £0.00

Write-Down Total: £2.30

This process will write-down the outstanding loan amount to zero and mark the loan as settled.

[ supmit | | cancel |

CLICK “Submit” to complete the process

CLICK “Cancel” to cancel the process and return to the Process Application Screen.
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6-18-24

Par. 555

Treasury Offset Payments

A Overview

Delinquent FSFL’s will be referred to TOP 120 calendar days after the installment due date.
The National Office will initiate the referral to TOP to offset any payments due to the
borrower.

County Office Action

County Offices shall set the “Other Debt Offset” flag in FSA-FS, under Customer Profile, on
all borrowers listed on the delinquent FSFL, according to instructions provided in 1-FSFL,
subparagraph 262 E.

State Office Action

After receiving notification of a Treasury offset, the State Office shall e-mail the following
payment information to Stacy Carroll at stacy.carroll@wdc.usda.gov and cc
laura.schlote@wdc.usda.gov:

name and address of borrower
State and county

year and FSFL number

date of treasury offset payment
e treasury offset payment amount.

National Office Action

The National Office will contact OBF to obtain the exact net payment offset amount to be
entered in DLS. OBF will recognize payments in CORE once payments have been applied to
DLS using the Treasury Offset Payment option.

Note: Only National Office users will be able to enter Treasury offset payments in DLS.
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*--556 Deferrals

A Overview

6-18-24

The deferral process in DLS allows a borrower to defer payment(s) and extend their loan
maturity date.

DLS will not allow a borrower with an active deferral to apply for a new FSFL.

National Office will determine and record the next installment due date in DLS for all
delinquent borrowers.

DLS will automatically establish the next installment due date for current borrowers.

Important: Users processing deferrals for delinquent borrowers must coordinate with their
STO specialist and National Office to determine and record the appropriate next
installment due date.

Note: FSFLs with the following conditions cannot be deferred:

e original 12-year term
e secured with an ILOC
e (CCC-777 deferral request received after the loan maturity date.

Action

Complete the deferral process according to the following table.

Step Action

1 | Select the borrower according to paragraph 22.

2 | The Process Application Screen will be displayed.

Customer Management

Process Application =
Printer Friendhy

Process Application

The first time a new application is entered, select "Add Package".

Loan Making

Add Package
Action: Select an Action -
LS -
Transfer/Assumption Type of
Date Received Request Type Assistance Status Status Date
LS - Dashboard
— 1 11-12-2015 _ 500
FSFL Loan Servicing @ 11 -fFs 2016/00001(P) 20,000.00 Completed 11-16-2015
= == g 500
Special Servicing ® 11-r5 2016/00002 30,000.00 Completed 11-16-2015
g 2 02-28-2011 -
Transactions L 32,985.24 Closed 09-23-2011

11-FS 2011/00002

From the left navigation bar CLICK “FSFL Loan Servicing”.
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*--556 Deferrals (Continued)

B Action (Continued)

Step Action
3 | The Select Facility Loan to Service Screen will be displayed.

Customer Management

Loan Making

Select Facility Loan to Service

— acton:
Tromsfer/Assumption || Select | Loan Number | Fund Cods | Loan Type | Date of Loan | Loan Amount | Tem | status

2015/00001 11 FS 09/28(2015 £40,860.00 7
LS - Dashboard

FSFL Loan Servicing

Select Facility Loan
Spedal Servicing

Transactions

Select the radio button of the applicable loan.

Note: Only loans with a status of “Active” can be deferred.
4 | Use the “Action” drop-down list to select “Loan Deferral”.

Customer Management — -
Select Facility Loan to Service
= Acton:
Transfer/Assumption [ 5<lect | Loan Number | Fund Code | Loan Type | Date of Losn | Loan Amount | Term | Status |

@  2015/00001 11 FS 09/28/2015 $40,860.00 7  Active
LS - Dashboard

Loan Making

FSFL Loan Servicing

Select Facility Loan

Spedal Servicing

Transactions

CLICK:

e “Loan Deferral”
° “GO”
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*--556 Deferrals (Continued)

B Action (Continued)

Step Action
5 | The Deferral screen will be displayed.

Customer Management
Loan Deferral
Loan Making
s

Transfer/Assumption Loan Mumber: 2015/00001 Payment Status: Behind

LS - Dashboard Installment Due Date: 03/28/2016 Loan Maturity Date: 05/28/2022

FSFL Loan Servicing
* CCC-777 Received Date: I:IJ * Deferral Year(s): () 1

Spedial Servicing Financial Analysis Completion Date: I:I =] COC Determinztion:
Transactions COC Determination Date: I:I =
NATS

Save Cancel

Important: CCC-777 Received Date and Deferral Year selection must be
completed and saved to initiate the deferral process.
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*--556 Deferrals (Continued)

B Action (Continued)

Step

Action

6

The Deferral Screen will update including an updated deferral status and resulting
loan information sections.

et BB oSl Message: Deferral information has been successfully saved.

Loan Deferral

Transfer/Assumption
U - Deferral Status
LS - Dashboard Deferral Status: Pending Deferral Status Date: 05/22/2024
AR S SIE LT Loan Information
Select Facility Loan
Loan Numbar: 2021/00005 Payment Status: Behind
Spedal Servicing

Installment Due Date: 08/05/2022 Loan Maturity Date: 08/05/2025
Transactions -

Deferral Information
NATS N _ . =
CCC-777 Recaived Date: =] * Deferral Year(s): (@) 1
Financial Anzlysis Completion Date: l:l = COC Datermination:

Producer Withdraw Date: l:l = COC Determination Date: l:l =

Resulting Loan Information

Mext Installment Due Date: Mew Maturity Date: 08/05/2026

| Save | | Delete | | Cancel

New Maturity Date will auto populate based on the deferral year selection.

If the payment status is “behind” the National Office will determine and record the
next installment due date.

If the payment status is “current” the next installment due date will auto populate.
This date will be exactly 1 year following the upcoming installment due date.

Note: Financial Analysis Completion Date, COC Determination, COC
Determination Date, and Next Installment Due Date fields must have entries
before the deferral can be submitted for 2" party review.

6-18-24
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*--556 Deferrals (Continued)

B Action (Continued)

Step Action
7 | When all necessary fields have been completed the “Submit for Review” button
will display.

Customer Management

Loan Deferral

Loan Making

1S - Deferral Status
Transfer/Assumption Deferral Status: Pending Deferral Status Date: 05/22/2024

LS - Dashboard

Loan Information

FSFL Loan Servicing Loan Mumber: 2021/00005 Payment Status: Behind

Installment Due Date: 08/05/2022 Loan Maturity Date: 08/05/2025

R el Deferral Information

Transactions * CCC-777 Recsived Date: = * Deferral Year(s): (@ 1

NATS Financial Analysis Completion Date: = COC Determination:
Producer Withdraw Date: I:I = COC Determination Date: =

Resulting Loan Information

MNext Instzllment Due Date: 08/05/2025 Mewe Maturity Date: 08/05/2026

| Save | ISubmitFor Reviewl | Delete | | Cancel

CLICK “Submit for Review”.

Note: Upon submission for review the user will no longer be able to edit the
deferral. Another user must complete the 2™ Party review.
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*--556 Deferrals (Continued)

B Action (Continued)

Step Action
8 | The Loan Deferral 2" Party Review Screen.

Loan Deferral

Deferral Status

Deferral Status: Under Review Deferral Status Date: 05/22/2024
Loan Mumber: 2021/00005 Payment Status: Behind
Installment Due Date: 08/05/2022 Loan Maturity Date: 08/05/2025
COC-777 Received Date: 05/21/2024 Deferral Year{s):

Financial Analysis Completion Date: gs/22/2024 COC Determination: a, ad
b Approwv

COC Determination Date: g5/22/2024

Resulting Loan Information

Next Installment Due Date: 08/05/2025 Mew Maturity Date: 08/05/2026

I Approve ” Reject I Cancel

Upon review, if recorded information is:

e accurate, CLICK “Approve”.
e not accurate, CLICK “Reject”.

Note: Upon rejection the deferral will return to pending status where deferral
information can be edited.
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*--556 Deferrals (Continued)

B Action (Continued)

6-18-24

Step

Action

9

Deferral confirmation message.

Message: Loan 2021/00005 has been deferred.

Loan Deferral

Deferral Status

| Ceeterral Status: Approved | Deferral Status Date: 05/22/2024

Loan Information

Loan Mumber: 2021/00005 Payment Status: Behind

Installment Due Date: 08/05/2022 Loan Makurity Date: 08/05/2025

Deferral Information

COC-777 Received Date: 05/21/2024 Deferral Year{s): 1
Financial Analysis Completion Date: S22/
¥ e TElE e COC Determination: Approved

COC Determination Date: gs5/22/2024

Resulting Loan Information

MNaxt Installment Due Date: 08/05/2025 Mew Maturity Date: 08/05/2026

An erroneously approved deferral can only be reversed by National Office.

Note: Once a deferral has been approved in DLS the results can be viewed on the
Loan Inquiry Screen.
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C Loan Inquiry Screen

User can confirm the next installment due date and the updated payment status.

FSFL Loan Inquiry

History

Loan Information

Loan Mumber: 2021/00005 Loan Amount: £650.00
FSA State: California (08) Loan Term: 3
FSA County: Merced (047) Interest Rate: 2.500%

Installment Status
Current Amount Due: 50,00 Mext Installment Date: 08/05/2025

Dizily Interest Accrual: $0.044521 Mext Installment Amount: £227.59
Payment Status: $0.00 Current - Deferred Mext Installment Total Due: £227.59

Loan Payoif as of Accrual Date

|{

J QOutstanding Loan Principal: £650.00
Accrual Date: | 05/22/2024 = Outstanding Loan Interest: £45.41
Total Qutstanding Loan Amournt: $695.41

| Cancel | | Make Payment

[ T TN N Tt L B B~ Lo PR PP

User can also view deferred payments on the “History” portion of the Loan Inquiry Screen.

Note: Deferral History will include all behind and future payments approved for deferral.

FSFL Loan Inquiry

Summary

|

Loan Information

Loan Mumber: 2021/00005 Loan Amount: 650,00
FSA State: California (08} Loan Term: 3
FSA County: Merced (047 Interest Rate: 2.500%%

Loan History Transactions

Effective Date Transaction Amount | Transaction Date and Time

08/06/2021 Assumption ML & 08/06/2021 18:52:27
08/06/2021 Loan Creation 5650.00 08/06/2021 08:19:28

Deferral History

Effective Date Installment Amount Installment Due Date

D=ferral 05/22/2024 5227.09 08/05/2024
D=ferral 05/22/2024 5227.09 08/05/2023
D=ferral 05/22/2024 5227.09 08/05/202
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D Withdrawing Deferrals

Step Action
1 | User can withdraw a deferral by recording a “Producer Withdraw Date”.

Loan Deferral

Deferral Status

Deferral Status: Pending Deferral Status Date: 05/22/2024

Loan Information
Loan Mumber: 2021/00005 Payment Status: Behind

Installment Dus Date: 03/05/2022 Loan Maturity Date: 08/05/2025

Deferral Information

* CCC-777 Received Date: (g5721/2024 (2 * Deferral Year(s): @) 1
Financial Analysis Completion Date: I:I ‘u_ﬂl COC Determination:
Producer Withdraw Date: 05/22/2024 ‘u_ul COC Determinztion Date: I:I \‘_"]

Resulting Loan Information
Mext Instzllment Due Date: Mew Maturity Date: 08/05/2026

| Save | | Delete | | Cancel

CLICK “Save”.

Note: Only deferrals in a “Pending” status can be withdrawn.
2 | Withdraw confirmation message.

2

ms - Routing  p, you want to withdraw this deferral?

dther FSA ¥ |Help |Contact Us |Logout of eAuth |

CLICK “Yes” to complete the withdraw.

Note: Once a deferral has been withdrawn the deferral screen will be reset to
blank.
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E Deleting Deferrals

557-599

600-602

603-605

6-18-24

Par. 556

Step

Action

1

Deleting a deferral.

Customer Management

Loan Making

Loan Deferral

LS - Deferral Status

Transfer/Assumption Deferral Status: Pending Deferral Status Date: 05/22/2024
LS - Dashboard

Loan Information

FSFL Loan Servicing Loan Mumber: 2021/00005 Payment Status: Behind

Select Facility Loan Installment Due Date: 08/05/2022 Loan Maturity Date: 08/05/2025

Spedial Servicing

Deferral Information

Transactions * CCC-777 Received Date: = * Deferral vear(s): (@) 4

Resulting Loan Information

Mext Instzllment Due Date: 08/05/2025 Mew Maturity Date: 08/05/2026

[ save | [ submitFor Review | | Delete | [ Cancel

NATS Financial Analysis Completion Date: (5372272024 [ COC Determination: | Approved W
Producer Withdrav Dates [ | () €OC Determination Date: =

CLICK “Delete”.

Note: Only deferrals in a “Pending” status can be deleted.

Deletion Confirmation Message

N8 Do you want to delete this deferral?
| Yes || Mo |

= =

CLICK “Yes”.

Note: Once deleted the deferral screen will be reset to blank.

(Reserved)

Part8 (Withdrawn--Amend. 4)

(Withdrawn--Amend. 4)

(Withdrawn—Amend. 3)
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Reports, Forms, Abbreviations, and Redelegations of Authority
Reports
None
Forms

This table lists all forms referenced in this handbook.

Exhibit 1

Display
Number Title Reference | Reference
CCC-185 Loan Application for Farm Storage Facility Loan 31,32
Program
CCC-186 Farm Storage Facility Loan Program Promissory 400, 401, 402
Note and Security Agreement
CCC-257 Schedule of Deposit 501
CCC-297 Severance Agreement 51,52
FSA-13-A  |Data Security Access Authorization Form 20, 600
UCC-1 UCC Financing Statement 2,52,401
UCC-3 UCC Financing Statement Amendment 51,52
Abbreviations Not Listed in 1-CM
The following abbreviations are not listed in 1-CM.
Approved
Abbreviation Term Reference
COF Common Obligation Frame 51,54
DLS Direct Loan System text
FLPIDS Farm Loan Program Information Delivery System 3,600, Ex. 2
FP farm program 20, Ex. 2
NPS National Payment System 51-54
NRRS National Receipts and Receivables System 50, 51, 54

Redelegations of Authority

None
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Exhibit 2
Definitions of Terms Used in This Handbook

Borrower
Borrower means a single borrower or a borrower who has a co-borrower/co-signer/guarantor.
Note: Borrower also means the applicant before a loan is approved.

Customer Profile

Customer profile is a summary of account information for a borrower. This is for both FLP
loans and FSFL’s.

Direct Loan System (DLYS)

DLS is an Intranet-based web application that is part of FLPIDS. DLS is comprised of the
following modules:

Loan Making
Customer Management
Routine Servicing
Special Servicing
Transaction Manager.

Note: DLS is used to record, track, monitor, and process various account actions related to
making and managing FLP loans and FSFL’s.

Disposition
Disposition is the decision for the loan, such as approved or disapproved.
Farm Business Plan (FBP)

FBP is a web-based software that captures the financials of a loan applicant. FBP is used to
determine credit worthiness. Only authorized FSA employees with “FLP” role have access.

FLP Employees

FLP employees mean State and County Office employees who administer FLP’s.

FP Employees

FP employees mean State and County Office employees who administer FP’s, such as Price
Support, Conservation, and Disaster
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Exhibit 2
Definitions of Terms Used in This Handbook (Continued)

Loan Package

Loan package consists of an application and other necessary information to make a loan
determination. For FSFL, the loan package will contain either of the following:

e partial and final loan applications
e only final application.

Loans
Loans mean FSFL’s only.
Payment

Payment is the amount paid by a borrower on their FSFL. In the System 36, this was known as a
“repayment”.

Related Entity

Related entity is any person or persons other than the borrower who is responsible for the debt on
the loan. Related entities are a co-borrower, co-signer, or guarantor.

Users

Users mean FSA employees with Level Il eAuthentication access to DLS, except where
specifically noted.
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*--Statuses Used in DLS
A Process Application Screen Statuses

Following are the Process Application Screen statuses.

Exhibit 3
(Par. 378)

Status Description
Received Loan request has been entered into DLS but has not been completed.
Completed Loan request has been completed but not yet approved.
Approved Loan was approved but funds were not obligated.

Note: This status will only display when funds are not available.

Obligated Loan has been approved and funds obligated.
Disbursement Disbursement calculator has been 2" party reviewed.
Calculator
Approved
Check Processed |Check process completed and funds transmitted to NPS.
Closed Loan has been closed in DLS.

B Application Fee Statuses

Following are the application fee statuses.

Status Description
Pending Application fee entered but not submitted to NRRS.
Success Application fees have successfully transmitted to NRRS.

No Response

Application fees attempted to be transmitted to NRRS but
were unsuccessful.

Failure Application fee was not transmitted to NRRS. Occurs usually when user
tries to delete application fee that has already been verified.
__x
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*.-Statuses Used in DLS

C Disbursement Calculator Statuses

Following are the Disbursement Calculator statuses.

Exhibit 3
(Par. 378)

Status Description
Pending Disbursement calculator has not be submitted for 2" party review.
Completed Disbursement calculator has been submitted for 2" party review, but the 2"
party review is not completed.
Approved Disbursement Calculator 2" party review has been completed.
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