REGION IX

Rev. 08/04
________________________________________________________


Applicant Small Business

LENDER'S CHECKLIST FOR SUBMITTING THE APPLICATION PACKAGE

Submission of all applicable items included in this checklist will enable SBA to process your application expeditiously.  The application, SBA Forms 4 and 4‑I, must be fully completed.  We do not start processing a loan request until we are in receipt of all required information. Submitting incomplete applications may result in your application being returned or withdrawn, and in extensive processing delays. Be sure that the applicant(s) sign and date all documents, financial statements, and tax returns. 

Lenders are to assemble the information in the loan application package according to the “Order of Assembly” provided as an attachment to this checklist.  This completed checklist is to be submitted with each loan application. This procedure is being implemented in the interest of reducing our processing time and better serving you and your customers.

APPLICATION AND RELATED ATTACHMENTS
YES
NO
N/A
   1.
BANK TRANSMITTAL LETTER
____
____
____

   2.
LENDER'S APPLICATION, SBA FORM 4‑I (03-00) is fully completed, signed and dated.
____
____
____

a.
Lender has completed the pro‑forma Balance Sheet on the reverse of SBA Form 4‑I.
____
____
____

b. Lender has completed the Profit & Loss section on the reverse of SBA Form 4‑I

along with the space provided for owner withdrawal/stockholder compensation.
____
____
____

c. Lender has completed Pro‑forma Schedule of Fixed Obligation section.

3.
Lender has submitted a copy of its Credit Memorandum with comments in the following areas:
____
____
____


‑        Balance Sheet and ratio analysis.


‑
Repayment ability analysis.


‑
Management skills analysis.

· Collateral analysis:

-
Include a collateral adequacy analysis based the liquidation value of the collateral.

· Applicant's Eligibility

· Size determination based on North American Industry Classification System (NAICS).

· Personal Resources test. 

· Personal Credit History.

· Lender's credit experience with the applicant.

· Working Capital Adequacy Test.

· Sources and Uses of Funds for the entire project.

 
‑
Schedule of insurance requirements.

· Standby Agreements and other requirements.

· Verification that the applicants’ capital injection is from a non-borrowed source (where applicable)

4. Lender has submitted the Loan Authorization and Agreement.
5.   Lender has submitted signed and dated SBA Form 1846 "LENDER CERTIFICATION 
____
____
____

REGARDINGLOBBYING."

6.  APPLICATION, SBA FORM 4 (03‑00), is completed & signed by applicant & preparer / 

     packager. Items 9, 10, and 11 of the form's checklist are responded to, and appropriate

     boxes, including 18, 19 & 20 for EXPORT LOANS are, checked whether or not the

     loan is for export purposes.
____
____
____



YES
NO
N/A
APPLICANT'S CERTIFICATION:
a. STATEMENTS REQUIRED BY LAWS AND EXECUTIVE ORDERS,
Note: If spouse has ownership interest, is active in the

business, is a guarantor, or has submitted joint tax returns or personal financial

statement, spouse must sign as well.
____
____
____

b. CERTIFICATION PURSUANT TO IMMIGRATION AND NATIONALITY ACT. 


By signing the Certifications, the parties are certifying that the Act does not

apply to them.
____
____
____

7. STATEMENT OF PERSONAL HISTORY, SBA FORM 912 (06-00) is submitted by


proprietors, partners, officers, and directors regardless of ownership & by shareholders


owning 20% or more of the stock.

a.
All SBA Forms 912 are signed and dated.
____
____
____

c. For each SBA Form 912 where questions 6, 7, or 8 are answered "yes" lender has submitted:

(i) A thorough explanation regarding all previous arrests, including date(s) of arrest(s),  

the exact nature of the original charges and the final disposition of the case(s), prepared 

by the person that answered “yes” to questions 6, 7, or 8 on SBA From 912.

(ii) A signed and dated Affidavit that indicates that all previous arrests have been fully

disclosed in the explanation provided in item (i).

(iii) An SBA designated Fingerprint card. Please be sure the that there are no hole

punches, highlighted items or items that have been whited out, or the card cannot

be accepted.



____
____
____

c.
For non‑citizen(s), submit an INS Form G‑845 with INS verification of their resident alien


status and a copy (front and back) of their alien registration and provide comments in your.



The INS also requires Lenders to obtain written authorization from each person required to 



submit a INS Form G-845 to release the requested information. (See SOP 50-10(4)(E), 



page 70-2 for sample authorization statements)
____        ___       ____


8.
Lender has submitted a SCHEDULE DETAILING THE USE OF LOAN PROCEEDS


(If not included in its credit memorandum or is not clear from the completed SBA Form 4).
____
____
____

9.
Applicant has submitted a brief HISTORY OF THE BUSINESS and expected loan benefits.
____
____
____ 

10.
Applicant has provided RESUMES FROM THE PRINCIPALS and management staff.
____
____
____

11.  
Lender has submitted CREDIT REPORT AND A BUSINESS CREDIT REPORT on the applicant 

Entity and its principals, dated within 90 days of submission to SBA with derogatories explained.
____
____
____


NOTE:  If a judgement has been entered against a debtor for a debt due to the U.S., 


that debtor shall not be eligible to receive a loan until the judgement is paid in full


or otherwise satisfied.
FINANCIAL INFORMATION: ALL FINANCIAL INFORMATION must be prepared in accordance

with generally accepted accounting principles and contain original signatures and dates. Jurats are not  

acceptable. Homemade or in‑house prepared financial data that makes little or no sense cannot be accepted.

YES
NO
N/A
 12.
PERSONAL FINANCIAL STATEMENT, SBA FORM 413 is submitted for each


proprietor, stockholder holding 20% or more of stock, and each partner for the applicable


form of entity, and their spouses with original signatures and dates. 
____    ____    ____


a.
SBA Form 413 is signed and dated and prepared within 90 days of the application date.
____
____
____


b.
All sections of SBA Form 413 are completed in detail.
____
____
____

c.
Section 4 of SBA Form 413 is provided for each parcel of real estate owned.

(Xerox this section for additional real estate holdings, if needed).


____
____
____

              d.        SBA Form 413 is provided for co‑signors and/or guarantors.*
____
____
____

e. Personal resources have been used according to the rules of SOP 50-10, SUBPART A


Chapter 2, Paragraph 4.a.  Resources available to be used in lieu of the loan are less


than or equal to the standards set in the SOP manual.
____
____
____


NOTE: If the company's stock is widely held, such that no one has 20% or more; or, if an


officer or owner of less than 20% is in a position to control the resources of the company,


then one or more of those with less than 20% ownership may be required to guarantee the


loan and submit financials. (Refer to SOP 50-10, SUBPART A, Chapter A, Paragraph 4.h-j)
 13.
A one year detailed PROFIT AND LOSS PROJECTION* with a Narrative


Statement supporting projected results is provided, if repayment ability is not clearly


evident from historical profit results.
____
____
____


a.
The projection is signed and dated by a principal of the company.
____
____
____


NOTE: A projection may be desirable even when historical debt service exists, when the


company's operations are undergoing a substantial change(s).

 14.
Applicant has provided a BALANCE SHEET AND PROFIT AND  LOSS STATEMENT

for the current interim period dated within 90 days of the application's submission


to SBA (Opening balance sheet for a start‑up).
____
____
____


a.
These financial statements are signed and dated by an authorized principal of


 the company.
____
____
____

 15.
A SCHEDULE OF ALL BUSINESS TERM DEBT (NOTES, CONTRACTS & LEASES


PAYABLE) is provided.  Term debt totals agree with amounts shown in the current


interim Balance Sheet.  (This schedule is signed and dated by the applicant).
____
____
____


NOTE: SBA FORM 4 has a debt schedule section; if another format is used it


must contain the same data as described on Form 4 and the alternative form must be placed directly


behind the debt schedule contained on the SBA Form 4.
 16.
AGINGS OF ACCOUNTS RECEIVABLE AND ACCOUNTS PAYABLE is provided.


Totals agree with amounts shown in the current interim period financial statement.
____
____
____


a.
The agings are signed and dated by an authorized principal of the company.
____
____
____

17.
A BALANCE SHEET AND PROFIT & LOSS STATEMENT for the last 3 years is


provided on the business.
____
____
____


a.
These financial statements are signed and dated by an authorized


principal of the company.
____
____
____

YES
NO
N/A
 18.
Copies of the COMPANY'S FEDERAL INCOME TAX RETURNS including all schedules


for the last three years are provided.  State tax returns and should NOT be included. 
____
____
____

a. These tax returns are signed and dated by an authorized principal of the company. 
____
____   ____

 19.
Original IRS FORM 4506, Request For Copy of Tax Form  is completed, authorizing


Lender to obtain transcript or copies of the applicant company's Federal tax returns


directly from the IRS for the last 3 years.
____
____
____

a. IRS Form is signed and dated by an authorized principal of the company.


20.
A RECONCILIATION OF THE BUSINESS NET WORTH is provided, if the reconciliation


is not evident from the financial statements or the Lender's presentation.
____
____
____


a.
If a reconciliation is required, is it signed and dated by an authorized


principal of the company.
____
____ 
____

AFFILIATES:  SBA'S DEFINITION OF AN AFFILIATE is a company that has common ownership,

common management, and in some instances, contractual relationship with applicant company.  The

same financial information required from the applicant entity will be required from all affiliates.

 21.
Applicant has provided a BALANCE SHEET AND PROFIT AND LOSS STATEMENT

for the current interim period dated within 90 days of the application's submission to SBA.
____
____
____


a.
These financial statements are signed and dated by an authorized principal


of the company.
____
____
____

 22.
A BALANCE SHEET AND PROFIT & LOSS STATEMENT for the last three years


is provided on the business.
____
____
____


a.
These financial statements are signed and dated by an authorized principal


of the company.
____
____
____

 23.
Copies of the COMPANY'S FEDERAL INCOME TAX RETURNS including all


schedules for the last three years are provided.
____
____
____


a.
These tax returns are signed and dated by an authorized principal of the company.
____
____
____

BUSINESS ACQUISITION: (Refer to SOP 50-10, SUBPART B, Chapter 1, Paragraph 3.a-g.

and SBA Policy Notices 5000-677/693). Lenders must provide the following information, or if 

any of the information is not available, so note and provide explanation.

 24.
COPY OF BUY‑SELL AGREEMENT.
____
____
____

 25.
COPY OF ESCROW INSTRUCTIONS.
____
____
____

26.        CURRENT BALANCE SHEET AND PROFIT AND LOSS STATEMENT 

             from seller dated within 90 days of submission to SBA.
____
____
____


a.
These statements are signed and dated by the seller.
____
____
____

 27.
Copies of the company's COMPLETE FEDERAL INCOME TAX RETURNS including


all schedules for the past three years from seller for the business being purchase. 
____
____
____

Note: The SBA cannot finance the acquisition of an existing business unless the lender


is able to provide verification of at least 24 months of revenues and profits of the business


when the loan is submitted for review. Applications for the acquisition of existing businesses


that are submitted without verification of the revenue and profits for the past 24 months


will be returned to the lender.

                                                                                                                                                              YES
          NO
N/A
a. These tax returns are signed and dated by the seller.


____
____
____

28. Lender must submit the IRS transcripts and copies of the Federal tax returns for the selling 

company and the borrower for at least the last 24 months. 




_____
_____
____



NOTE:  Must be necessary to preserve ongoing business or promote its sound development.

REAL ESTATE ACQUISITION AND/OR COLLATERAL:
 29.
Copy of Sale/Purchase Agreement.
____ 
____
____

 30.
Copy of Escrow Instructions.
____
____
____

 31.
Provide REAL ESTATE APPRAISALS for all applications for the purchase or construction 
____
____
____


of real property.  All appraisals must be performed in accordance with the Financial 


Institutions Reform Recovery & Enforcement Act (FIRREA) of 1989. 

Note: If the proceeds of the loan Finance the acquisition of an existing business and the project involves the acquisition of the commercial real estate the appraisal must be included in the application at the time the loan is submitted for


review. A “Going Concern Valuation” is preferred for these types of transactions.

32.
Copy of HAZARDOUS WASTE ASSESSMENT REPORT(s) as required.   
____
____
____


a.
ENVIRONMENTAL QUESTIONNAIRE.
____
____
____


b.
PHASE 1, 2, OR 3 ENVIRONMENTAL REPORTS.
____
____
____

33. If Eligible Passive Company, proposed lease or proposed lease terms. Monthly lease payments

cannot exceed the monthly loan payments plus justifiable costs associated with owning

the real estate.
____
____
____

 34.
If REAL ESTATE DEBT REFINANCING, provide copies of acquisition note, escrow


instructions and settlement sheet for original purchase and any subsequent refinancing(s).
____
____
____

MISCELLANEOUS ITEMS:

 35.
ARTICLES OF INCORPORATION AND BY‑LAWS, if corporation.
____
____
____

 36.
BORROWING RESOLUTION, if corporate borrower.
____
____
____

37.
FICTITIOUS BUSINESS NAME STATEMENT(S) for trade style(s).
____
____
____

38.
COMPLETE LIST OF STOCKHOLDERS OR PARTNERS SHOWING PERCENTAGE


OF OWNERSHIP OF EACH.  (Company's total ownership must be disclosed).


For "Eligible Passive Company" loans, copies of stock certificates are also provided


for all shares issued and outstanding.
____
____
____

39.  
PARTNERSHIP AGREEMENTS, if applicable.
____
____
____

40.  
TRUST AGREEMENT, if a Trust is to be a guarantor.*
____
____
____


*NOTE:  California Law effective 1/1/94 requires the acceptance of a "Trustee Certification”


in lieu of submitting a complete copy of the Trust Agreement.  Consider submitting the Trust


Agreement in advance to SBA, Chief/FD, if the document is complex or if it is unclear that


the Trust has the authority to fulfill its guarantee obligations.

YES
NO
N/A

41. SCHEDULE OF FIXED ASSETS to be acquired with loan proceeds.



____
____
____

42. SUMMARY OF COLLATERAL, SBA FORM 4 EXHIBIT A (03-00). Include personal

property descriptions, serial numbers and other data as required for all collateral with a 


market value over $500.
____
____
____


a.
Copy of Grant Deed or other evidence of vesting and legal description



for existing real estate owned collateral.
____
____
____

43.        If applicant is a FRANCHISE: Franchise/License/Dealer Agreements and FTC 


             Disclosure Reports.
____
____
____ 


a.
Copy of SBA eligibility determination letter obtained when above was



submitted in advance to SBA for review.
____
____
____

 44.
COPY OF EXISTING FACILITY LEASE(S) AND/OR LEASE(S) TO BE ACQUIRED.
____
____
____

 45.
EMPLOYER'S ID NUMBER FROM IRS.
____
____
____

 46.
NORTH AMERICAN INDUSTRY CLASSIFICATION SYSTEM (NAICS) CODE.
____
____
____

 47.
IF A NEW BUSINESS, clearly describe the equity capital contribution of the


applicant.  SBA requires the applicant to have an adequate equity injection from 


non‑borrowed sources for a new business.
____
____
____

 48.
COMPENSATION AGREEMENT, SBA FORM 159 (02-93) is submitted and appropriately


signed.  POLICY AND REGULATIONS CONCERNING REPRESENTATIVES AND


THEIR FEES, is on the back of the form.
____
____
____


a.
A detailed itemization is provided if representative's fee exceeds $1,000.00
____
____
____

 49.
Copies of COMPLETE FEDERAL INCOME TAX RETURNS, including all schedules,


for the last three years are provided by each officer, owner, partner or stockholder owning


20% or more of stock; and, for others as appropriate who will be guarantors of the loan.
____
____
____


a.
These tax returns must contain original signatures and dates by the respective taxpayers.
____
____
____


           Note: Jurats will not be accepted.

50. CERTIFICATION REGARDING DEBARMENT, SUSPENSION, AND OTHER

RESPONSIBILITY AND VOLUNTARY EXCLUSION LOWER TIER

COVERED TRANSACTIONS, SBA FORM 1624 (12-92).

a)
A signed and dated form is submitted by applicant.
____
____
____

CONSTRUCTION, INCLUDING LEASEHOLD IMPROVEMENTS:

 51.
A contractor's, architect's or other's breakdown or quotation of the project's cost.
____
____
____

 52.
If loan proceeds are for construction, remodeling, or leasehold improvements,

SBA will generally require the following in the loan authorization:.
____
____
____


If the cost will exceed $10,000:

a. Prior to the first disbursement, for construction projects over $10,000, submit


AGREEMENT OF COMPLIANCE, SBA FORM 601 (10/85), signed by


applicant and contractors.
____
____
____


YES
NO
N/A


b.
Where other real estate collateral is inadequate to secure a loan for leasehold

improvements, an Assignment of Lease will generally be required. 
____
____
____


c.
Applicant TO BE RESPONSIBLE, or other arrangements are to be made, for all

cost over‑runs resulting from failure to accomplish the above safeguards. 
____
____
____

              If the cost will exceed $25,000, the above and:


d.
Prior to first disbursement, Applicant and Contractor must enter into a

contract specifying A FIRM FIXED PRICE.
____
____
____


e.
Prior to first disbursement, Contractor must furnish a 100% PERFORMANCE

AND PAYMENT BOND if construction proceeds will be in excess of

$125,000. NO EXCEPTION without prior SBA approval.
____
____
____


f.
Prior to first disbursement FINAL PLANS AND SPEC'S must be submitted to

the Lender for final review and approval. 
____
____
____


g.
Lender to provide for adequate supervision, periodic inspections, & certification

of the work to be performed. 
____
____
____

NOTE: The above is not exhaustive.  Refer to the Loan Authorization for additional guidance.
OTHER REQUIREMENTS PRIOR TO FIRST DISBURSEMENT:

53. Prior to first disbursement, all tax returns need to be verified with the Internal Revenue Service as specified in the loan authorization.  

54.
Completed REAL ESTATE APPRAISALS for all non‑purchase money real estate collateral for which an appraisal is required. All appraisals must be performed in accordance with the Financial Institutions Reform Recovery & Enforcement Act (FIRREA) of 1989.

 55.
Acceptable PHASE 1, 2, OR 3 HAZARDOUS WASTE ASSESSMENT REPORTS, as required, or the required paragraph in the Loan Authorization and Agreement.

 56.
Copy of FLOOD ZONE REPORT, giving flood zone and insurance requirement, if any; or, provide map number and date of map when lender has its own flood zone service/subscription.  

 57.
CERTIFICATE OF CORPORATION IN GOOD STANDING.
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