	Please note: The lender is responsible for the accuracy of the information provided for document preparation.  Changes to documents will result in additional fees.  

	Lender Name:      

	Lender Contact – Primary
	Lender Contact – Secondary (optional)

	[bookmark: _Hlk103262034]Name:       
	[bookmark: Text114]Phone:       
	Name:       
	Phone:       

	Email Address:            
	Email Address:            

	Important Documentation Dates 

	[bookmark: Text20]Closing/Signing Date:     
	Disbursement/Funding Date:     
	Maturity Date:                     
	1st Payment:     

	[bookmark: Text13]|_| On-Demand with Maturity†††       
	[bookmark: Check21]|_| On-Demand with No Maturity††† 
	Loan #:       

	General Loan Information          Please note: CU Business Group only prepares commercial loan documents.                                                    

	[bookmark: Text118]Loan Purpose:       
	Loan Amount:  $     

	Loan Type:               |_| Conventional                                                      |_| SBA* (Do not mark for 504 loans)    
                                             
                                                                  |_| Loan servicing ††††                                

	
Provide for SBA loans (As applicable)                                                     *CUBG’s SBA Program required to request SBA loan docs         

	· SBA Loan #:            
· Date of SBA Approval:        
· Reason(s) credit is not available elsewhere for SBA loan:      
· SBA Authorization/ETRAN Approval and Status Report (Not required if CUBG prepared SBA authorization)
· For debt refinance provide details of original Promissory Note or Seller Carry-Back note, e.g., date executed, terms, name, address and contact information of note holder.
· If Shareholder Note exists specify if it is to be on    |_| Full Standby  or     |_| Subordinated  

	UCC Search/Filing & Risk Monitoring Services

	Do you need CU Business Group to pull a UCC search on this loan? (UCC search is pulled at state level NOT county)
[bookmark: Check6][bookmark: Text29]|_| No   |_| Yes - List name to pull UCC search on:       (UCC searches must match name on individual’s state issued ID/entity’s SOS registration)

	[bookmark: Check9][bookmark: Check10][bookmark: Check11]UCC filing with State and/or County will be done by: |_| CU Business Group†   |_| Lender   |_| N/A (Fixture filings done at county level others at state level)
	|_| UCC filing already in place. Do not refile or amend.
(UCC form will be prepared to show UCC still tied to loan)

	Do you want to pass fee for UCC services onto Borrower to pay? 
	[bookmark: Check14]|_| No   |_| Yes – Lender’s Estimated Fee Amount ††: $      

Collect fee from borrower (Choose one) |_| Cash or  |_|  Financed                             

	(UCC searches/filings must match individual’s state issued ID or entity’s active SOS registration)

	Risk monitoring will be performed by: 

	[bookmark: Check16]|_| CU Business Group /This service invoiced monthly–includes annual risk review                                
[bookmark: Check17]|_| Lender       |_| N/A       |_| Borrower already set up with risk monitoring


 
List only one individual/business entity/trust in each Borrower section.  Request form for additional borrowers if applicable.
	
 Borrower Information                         

	Business Entity/Trust Name:
Business Entity/Trust Details:
	Name:                                                                                                       (Active SOS needed)                             
Registered State:        Registration ID#:         Formation Date:        

	DBA Details:       
	Name:                  DBA State:             Formation Date:           (Only enter if DBA is applicable)           

	Borrower Type:  
	
	(Beneficial owner(s) provide details for signer(s) name, title etc. on owner/officer information page)

	[bookmark: Text40]Tax ID# (TIN or SSN):
	     
	NAICS Code††††:
	     
	Phone # /email address ††††:
	     

	Individual Name: 
	First:       
	Middle:       
	Last:       
	Individual’s Birthdate:
	     

	Street Address:
	     
	Mailing Address:
	[bookmark: Text32]      (Enter only if differs from street address)

	City:
	[bookmark: Text33]     
	City:
	     

	State:
	[bookmark: Text35]  
	County:
	     
	State:
	[bookmark: Text36]  
	County:
	     

	Zip Code:
	[bookmark: Text37]     
	Zip Code:
	     


✝️       If CU Business Group is chosen to file UCC, the filing will be done on the disbursement/funding date unless otherwise specified by lender.
✝️✝️     Lender must list estimated fee; actual fee amount is not available until service is completed
✝️✝️✝️   On-Demand is optional, do not check box if not applicable. On-demand language appears within promissory note/other default language is eliminated within various documents when on demand is selected. See financial covenant page. Consult legal counsel for additional information for on-demand if needed. 
✝️✝️✝️✝️ Applies only for lenders that are already set up for loan servicing at this time. 


List only one individual/business entity/trust in each Borrower section.  Request form for additional borrowers if applicable.
	


2nd Borrower Information               

	Business Entity/Trust Name:
Business Entity/Trust Details:
	Name:                                                                                                       (Active SOS needed)                             
Registered State:        Registration ID#:         Formation Date:        

	DBA Details:       
	Name:                  DBA State:             Formation Date:           (Only enter if DBA is applicable)           

	Co-Borrower Type:
	
	(Beneficial owner(s) provide details for signer(s) name, title etc. on owner/officer information page)

	Tax ID# (TIN or SSN):
	     
	NAICS Code††††:
	     
	Phone # /email address ††††:
	     

	Individual Name: 
	First:       
	Middle:       
	Last:       
	Individual’s Birthdate:
	     

	Street Address:
	     
	Mailing Address:
	      (Enter only if differs from street address)

	City:
	     
	City:
	     

	State:
	  
	County:
	     
	State:
	  
	County:
	     

	Zip Code:
	     
	Zip Code:
	     

	3rd Borrower Information               

	Business Entity/Trust Name:
Business Entity/Trust Details:
	Name:                                                                                                       (Active SOS needed)
Registered State:        Registration ID#:         Formation Date:        

	DBA Details:       
	Name:                  DBA State:             Formation Date:           (Only enter if DBA is applicable)           

	Co-Borrower Type: 
	
	(Beneficial owner(s) provide details for signer(s) name, title etc. on owner/officer information page)

	Tax ID# (TIN or SSN):
	     
	NAICS Code††††:
	     
	Phone # /email address ††††:
	     

	Individual Name:
	First:       
	Middle:       
	Last:       
	Individual’s Birthdate:
	     

	Street Address:
	     
	Mailing Address:
	      (Enter only if differs from street address)

	City:
	     
	City:
	     

	State:
	  
	County:
	     
	State:
	  
	County:
	     

	Zip Code:
	     
	Zip Code:
	     

	Lenders Requirements for Borrower(s) Financial Reporting 

	Borrower(s)                          (This information appears in the Business Loan Agreement)

	Financial Statements:  
|_| Audited by CPA |_| Reviewed by CPA |_| Compiled by CPA |_| Prepared by Borrower  |_| N/A 
	Days Due After Fiscal Year End:
                                                                                                 

	Tax Returns: (Prepared by)
|_| CPA   |_| Accountant     |_| Tax Professional   |_| Borrower     |_| N/A 
	Days Due After Required Filing: 
[bookmark: Text106]          

	Do you need Accounts Receivable Schedule covenant listed? 
	|_| No     |_| Yes *complete below  

	If yes* Reporting Period:     |_| Monthly     |_| Quarterly   |_| Annually
	*Days Due After Period End:     

	Do you need Inventory Schedule covenant listed?
	|_| No     |_| Yes *complete below

	If yes* Reporting Period:      |_| Monthly     |_| Quarterly   |_| Annually
	*Days Due After Period End:     

	If lender has specific language for this section add under additional information on last page, if more room is needed provide in a separate word document.


List only one individual/business entity/trust in each Guarantor section.  Request form for additional guarantors if applicable.

	
Guarantor Information                    

	Business Entity/Trust Name:
Business Entity/Trust Details:
	Name:                                                                                                       (Active SOS needed)
Registered State:        Registration ID#:         Formation Date:        

	DBA Details:       
	Name:                  DBA State:             Formation Date:           (Only enter if DBA is applicable)           

	Guarantor Type: 
	[bookmark: Dropdown1]
	(Provide details for signer(s) name, title etc. on owner/officer information page)

	Tax ID# (TIN or SSN):
	     
	NAICS Code††††:
	     
	Phone # /email address ††††:
	     

	Individual Name: 
	First:       
	Middle:       
	Last:        
	Individual’s Birthdate:
	     

	Street Address:
	     
	Mailing Address:
	      (Enter only if differs from street address)

	City:
	     
	City:
	     

	State:
	  
	County:
	     
	State:
	  
	County:
	     

	Zip Code:
	     
	Zip Code:
	     


✝️✝️✝️✝️ Applies only for lenders that are already set up for loan servicing at this time.


List only one individual/business entity/trust in each Guarantor section.  Request form for additional guarantors if applicable.
	
Guarantor Information                   

	Business Entity/Trust Name:
Business Entity/Trust Details:
	Name:                                                                                                       (Active SOS needed)
Registered State:        Registration ID#:         Formation Date:        


	DBA Details:       
	Name:                  DBA State:             Formation Date:           (Only enter if DBA is applicable)           

	Guarantor Type:
	
	(Provide details for signer(s) name, title etc. on owner/officer information page)

	Tax ID# (TIN or SSN):
	     
	NAICS Code††††:
	     
	Phone # /email address ††††:
	     

	Individual Name: 
	First:       
	Middle:       
	Last:       
	Individual’s Birthdate:
	     

	Street Address:
	     
	Mailing Address:
	      (Enter only if differs from street address)

	City:
	     
	City:
	     

	State:
	  
	County:
	     
	State:
	  
	County:
	     

	Zip Code:
	     
	Zip Code:
	     

	Guarantor Information                    

	Business Entity/Trust Name:
Business Entity/Trust Details:
	Name:                                                                                                       (Active SOS needed)
Registered State:        Registration ID#:         Formation Date:       

	DBA Details:       
	Name:                  DBA State:             Formation Date:           (Only enter if DBA is applicable)           

	Guarantor Type: 
	
	(Provide details for signer(s) name, title etc. on owner/officer information page)

	Tax ID# (TIN or SSN): 
	     
	NAICS Code††††: 
	     
	Phone # /email address ††††:
	     

	Individual Name:
	First:       
	Middle:       
	Last:       
	Individual’s Birthdate: 
	     

	Street Address:
	     
	Mailing Address:
	      (Enter only if differs from street address)

	City:
	     
	City:
	     

	State:
	  
	County:
	     
	State:
	  
	County:
	     

	Zip Code:
	     
	Zip Code:
	     

	Guarantor Information                    

	Business Entity/Trust Name:
Business Entity/Trust Details:
	Name:                                                                                                       (Active SOS needed)
Registered State:        Registration ID#:         Formation Date:      

	DBA Details: 
	Name:                  DBA State:             Formation Date:           (Only enter if DBA is applicable)           

	Guarantor Type: 
	
	(Provide details for signer(s) name, title etc. on owner/officer information page)

	Tax ID# (TIN or SSN): 
	     
	NAICS Code††††:
	     
	Phone # /email address ††††:
	     

	Individual Name:
	First:      
	Middle:      
	Last:      
	Individual’s Birthdate: 
	     

	Street Address:
	     
	Mailing Address:
	      (Enter only if differs from street address)

	City:
	     
	City:
	     

	State:
	  
	County:
	     
	State:
	  
	County:
	     

	Zip Code:
	     
	Zip Code:
	     

	Lenders Requirements for Guarantor(s) Financial Reporting 

	Guarantor(s)                   (This information appears in the Commercial Guaranty form)     

	Financial Statements: 
|_| Audited by CPA |_| Reviewed by CPA |_| Compiled by CPA |_| Prepared by Guarantor   |_| N/A 
	Days Due After Fiscal Year End:     

	Tax Returns: (Prepared by) 
|_| CPA                    |_| Accountant             |_| Tax Professional   |_| Guarantor      |_| N/A 
	Days Due After Required Filing: 
            

	Do you want right to set off listed within guaranty form? (As applicable per state)
	|_| No   |_| Yes 

	Do you need Accounts Receivable Schedule covenant listed? 
	|_| No   |_| Yes *complete below  

	 If yes* Reporting Period:     |_| Monthly     |_| Quarterly   |_| Annually
	*Days Due After Period End:     

	Do you need Inventory Schedule covenant listed?
	|_| No     |_| Yes *complete below

	If yes* Reporting Period:      |_| Monthly     |_| Quarterly   |_| Annually
	*Days Due After Period End:     

	If lender has specific language for this section add under additional information on last page, if more room is needed provide in a separate word document.


✝️✝️✝️✝️ Applies only for lenders that are already set up for loan servicing at this time. 


	Owner/Officer Information (Signers are required for each entity/trust - complete separate section for each entity/trust involved) 
 
Please fill out each column below.  This information is required for entities as well as trusts.
1. Resolution date typically is the date the signers were authorization to sign on behalf of entity. Applicable date can be chosen by CU. 
2. Examples on commonly used titles per entity type is listed below. Corporations should have secretary sign last page of resolution.
       Commonly used examples are as follows:  (Applicable titles can be listed as lender wants shown)
· Sole Proprietorship: Owner
· Corporation: President, Vice-President, Shareholder, Secretary sign last page of resolution 
· Non-Profit Corporation: Trustee, Director, Board Chairman, Secretary sign last page of resolution
· LLC: Member, Manager, Managing Member, Member/Manager
· Trust: (CUBG only warrants documents on revocable trusts) Revoker(s) & Settlor(s) names are needed: Trustee 
· Partnership: General Partner, Limited Partner
3. Please indicate Owners’/Officers’ percent ownership.  
4. Please indicate whether Owner/Officer will sign all documents on behalf of the entity. 
5. If NO is indicated below for signer, individual will appear on resolution authorization & they may have to sign this form.
6. When individuals/entities listed are NOT a party to the loan, birthdate, address & TIN/SSN must be listed below as indicated.
7. Only Borrowing entities must have Beneficial Controller & Natural person/title information listed.

**Definitions for Beneficial Controller & Beneficial Owner listed below (applicable for borrowing entities only).**
· [bookmark: _Hlk511220794]**Beneficial Controller:    Any single individual with significant responsibility to control, manage or direct the legal entity customer.
                                           Beneficial Controllers may also have a Beneficial Owner role in the transaction. 
· **Beneficial Owner:          Individuals who, directly or indirectly, own 25 percent or more of the equity interest in the entity. 
                                           There can be as many Beneficial Owners added to a transaction as necessary. 

	   Resolution Date:         
	        Date signers authorized to sign on behalf of entity, trust date or as applicable by lender 

	**Beneficial Controller: (Applicable for borrowing entities only)  
	        Any single individual with responsibility to control, manage or direct the legal entity 

	**Natural Person/Title:  
(Applicable for borrowing entities only)  
	        Name & title of natural person opening account on behalf of a legal entity 

	Entity/Trust Name: 
	     
	|_|Non-profit

	Beneficial Owner 
/Officer Name
	[bookmark: Text111]Officer Title 
	Ownership %
	Already Guarantor/Borrower on Loan?
	Authorized Signer?

	     
	     
	     %
	|_| Yes 
|_| No  
	If No, please provide the following:
Birthdate:      TIN or SSN:       
Address:      
	|_| Yes        
|_| No

	     
	     
	     %
	|_| Yes 
|_| No  
	If No, please provide the following:
Birthdate:       TIN or SSN:       
Address:      
	|_| Yes        
|_| No   

	     
	     
	     %
	|_| Yes 
|_| No  
	If No, please provide the following:
Birthdate:      TIN or SSN:       
Address:      
	|_| Yes        
|_| No   

	List only one individual or business entity/trust in each officer section.  Request additional officer/entity form when applicable.

	Resolution Date:             
	[bookmark: Text116]        Date signers authorized to sign on behalf of entity, trust date or as applicable by lender


	**Beneficial Controller:  
(Applicable for borrowing entities only)  
	        Any single individual with responsibility to control, manage or direct the legal entity

	**Natural Person/Title: 
(Applicable for borrowing entities only)  
	        Name & title of natural person opening account on behalf of a legal entity

	Entity/Trust Name: 
	                 
	|_|Non-profit

	Beneficial owner 
/Officer Name
	Officer Title
	Ownership    
      %
	Already Guarantor/Borrower on Loan?
	Authorized Signer?

	     
	     
	     %
	|_| Yes 
|_| No
	If No, please provide the following:
Birthdate:        TIN or SSN:       
Address:       
	|_| Yes        
|_| No  

	     
	     
	     %
	|_| Yes 
|_| No
	If No, please provide the following:
Birthdate:        TIN or SSN:       
Address:       
	|_| Yes        
|_| No  

	     
	     
	     %
	|_| Yes 
|_| No
	If No, please provide the following:
Birthdate:        TIN or SSN:       
Address:       
	|_| Yes        
|_| No  


	[image: CUBG Logo_RGB_no_tag] 	CUBG Use Only
Date received:_____________               
Fee quoted: ________________
· Member
· Affiliate
· Read CU Notes



Documentation Request Form
[image: CUBG Logo_RGB_no_tag]
Documentation Request Form 

✝️       If CU Business Group is chosen to file UCC, the filing will be done on the disbursement/funding date unless otherwise specified by lender.
✝️✝️     Lender must list estimated fee; actual fee amount is not available until service is completed
✝️✝️✝️   On-Demand is optional, do not check box if not applicable. On-demand language appears within promissory note/other default language is eliminated within various documents when on demand is selected. See financial covenant page. Consult legal counsel for additional information for on-demand if needed. 
✝️✝️✝️✝️ Applies only for lenders that are already set up for loan servicing at this time. 
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Rate Structure                    

	[bookmark: Text100]Initial starting rate:      %   Is this rate fixed?   |_| Yes   |_| No

[bookmark: Text19]Is this a variable rate loan? |_| Yes   |_| No  If yes, date first rate change will appear on loan:        
Do you want this rate change date shown in the documents? |_| Yes     |_| No 
	Does this rate have adjustment restrictions?

 |_| Yes             |_| No 

If yes:   Ceiling:       %     Floor:       % 

	[bookmark: Dropdown8]Rate Index:                                                                   
[bookmark: Text119]If other, please explain:        *If index is tied to FHLB lender must provide which FHLB index and current rate.  
	[bookmark: Text67]Margin:       % 
	Periodic Rate Change Cap:
[bookmark: Text68]                                                  % 
 (Maximum increase or decrease in one change period)

	Prepayment Penalty 
**Not applicable for Federal CUs**
	Prepayment penalty:   |_| Yes      |_| No 
	[bookmark: Text102]Prepayment details:        (Standard language shows dates and %. If lender has own specific stipulations details MUST be provided)

	[bookmark: Text73]Amortization:       
	|_| Months
	|_| Years
	
	Maturity:         
	|_| Months
	|_| Years

	Interest Accrual Method:  |_| 365/365     |_| 365/360     |_| 30/365     |_| 30/360 
(Must adhere to lenders policy)
	Provide Amortization Schedule?    |_|

	[bookmark: Check54]Loan Structure           |_| Term                       |_| Revolving LOC             |_| Non-Revolving LOC            

	[bookmark: Dropdown2]Term Loan Payment Types:  
	[bookmark: Dropdown4]Revolving Payment Types:                                 
[bookmark: Text117]Interest + % details:        or Interest + $ details:      

	[bookmark: Dropdown3]Payment Frequency:  

	

	Match this exact proposed payment amount: (optional)
	[bookmark: Text103](example=$352.96)                         

	***Payment tiers broken out as follows: (optional)
(Example:180-month balloon, rate change every 5 yrs., balloon payment due at maturity)
	(example = 60,60,59,1)                   

	Fees, Disbursements, & Loan Proceeds details
· Fees often change, we suggest disbursing loan amount to closing agent instead of listing fees in the documents. The closing agent prepares a settlement statement that shows all the fee details. (Lender is fully responsible for giving fee details to closing agent)     
· Any fee adjustments to completed documents will result in additional fees being charged.    
· Term loans require loan proceeds information to be listed below where indicated. 
· Fees paid out of loan proceeds lower the amount available to disburse on loan, please list as applicable.   

	Description of Fees
(Fees entered below will appear in loan documents)
	Payable to lender or Other:
(Include acct # or POC if applicable)
	Please use decimal points on dollar amounts listed.

	
	
	Fee Amount 
	Paid out of loan proceeds
	Paid in cash at closing

	 Odd Days Interest    
	     
	$     
	$     
	$     

	 Documentation Fee    
	     
	$     
	$     
	$     

	[bookmark: Text84]     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	Disbursements
	Payoffs - List Acct #
	(If more room is needed, attach separate word document)

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	     
	     
	$     
	$     
	$     

	Loan Proceeds (required on term loans)
	Pay to:       
	$     




	




Type of Collateral    Please note: “Abundance of caution” cannot be listed as collateral within the documents CUBG provides.
† Indicates additional information is needed to produce the documents requested. 

	[bookmark: Check86][bookmark: _Hlk163746153]
|_| Unsecured    

|_| Irrevocable Letter of Credit†

|_| All Assets (UCC) 
(Includes Inventory, General Intangibles, Equipment, Accounts, & Chattel Paper)

|_| Inventory (UCC)

|_| General Intangibles (UCC)

|_| Equipment (UCC)
[bookmark: Check107]     |_| Specific Filing
[bookmark: Check108]     |_| General Filing

|_| Titled Goods
[bookmark: Check111]     |_| Motor Vehicle 
          (Non-residence)     
[bookmark: Check115]     |_| Trailer 
          (Titled/Non-residence)
[bookmark: Check116][bookmark: Text120]     |_| Other      
|_| Farm Products (UCC)
[bookmark: Check117]     |_| Crops
[bookmark: Check118]     |_| Farm Products
[bookmark: Check119]     |_| Livestock
[bookmark: _Hlk95140443]† Indicates additional information required
	[bookmark: Check91]
|_| Accounts/Deposits
***If pledge agreement wanted instead of an assignment request below under other agreements*** 
     |_| All Accounts
[bookmark: Check92]     |_| Accounts & Contract         
          Rights (UCC)
[bookmark: Check93]     |_| CD/Share Certificate
[bookmark: Text77]          Account #     
[bookmark: Text78]          Balance $     
     |_| Deposit/Share Accounts
          Account #     
          Balance $     
          Savings  |_| Checking |_|
     |_| Stocks/Bonds/Mutual Funds
          Explain type and details 
               
     If account is held by another        
     lender, please enter name and 
     address of account holder:
               
|_| Instruments/Securities
[bookmark: Check122]     |_| Chattel Paper (UCC)
[bookmark: Check123]     |_| Life Insurance Policies    
     |_|Whole  |_|Term |_|Credit
     Policy    #     
     Amount $     
     Insured’s Name:     
     Ins. Co. Name & Address:      
	[bookmark: Check95]
|_| Real Estate/Current title work must be provided for all real estate collateral 
[bookmark: Check96]     |_| 1–4 Family Dwelling - (use for single family) 
[bookmark: Check97]     |_| Multi Family Dwelling 5+  
[bookmark: Check98]     |_| Non-Residential Real Estate
[bookmark: Check99]     |_| Condominium-check box for property type:
|_| Single family |_| Multi Family |_| Non-Residential
[bookmark: Check100]     |_| Farmland
[bookmark: Check101]     |_| Mobile Home (Personal property/residence)
     |_| Raw Land–Real Estate
Construction loan? Enter details in construction section. 
|_| Real Estate Related
     |_| Fixtures (UCC)
     |_| Fixtures (Leasehold Interest) †
     |_| Timber (UCC)
     |_| Assignment of Rents/Lease–All Rents
     |_| Hazardous Substance Agreement 
     |_| Subordination–Lease with lessor†
     |_| Subordination–Deed/Mortgage†
     |_| Subordination, Non-disturbance, Attornment estoppel (SNDA) †
     |_| Subordination of lien tied to real estate†
     |_| Subordination of debt tied to a note†
     |_| Subordination–Lease with lessee†
[bookmark: _Hlk95140517]     |_| Request for notice † 
Other Agreements*** 
Explain other agreements needed:       

	Do you want cross-collateralization wording listed within security agreement(s) for this loan?   |_| Yes    |_|  No
(Only if applicable based on state)                   

	Trustee to list on Deed of Trust collateral states only: (Trustee is the administrator between borrower and lender) 
Name:             Address:        (Lender is responsible to adhere to any state requirements as applicable for trustee)


	Collateral Description                             Please note:  Collateral details are necessary unless loan is unsecured 

	[bookmark: Coll1]Real estate = list complete address, county, property tax pin/map number.        County        PIN/MAP#:        
· Is collateral located in a flood zone?   |_| No    |_| Yes, if yes provide copy of Flood Determination    
Equipment = list full description of Equipment, Serial# etc.      

Titled goods = list VIN#, Year, Make, Model, etc. VIN#:       Year:        Make:        Model:      

Other = list detailed description of collateral being taken on loan:      
Is this a first lien on collateral? |_| Yes  |_| No = If superior lender exists provide details:       ✝️ additional information may be required    


	Vested owner of collateral                           Please note: This field is mandatory for all collateral types 

	· Real estate collateral - Current title work is required, vested owner/grantor listed below must match title work vested owner/grantor.  
· On purchase transactions, please list who the new vested owner is. Do not list seller. 
· If vested owner is not a party to the loan, please provide SSN/TIN # and address.
· When multiple collateral is involved, and vested owners are different please explain clearly who owns what collateral. 

	Vested owner details:       (Title work should match and show same vested owner as listed here)

	Purchase or refinance?      |_| Purchase                        |_|  Refinance                                        |_| Not applicable  

	Collateral Insurance Information 

	Insurance Company:
	[bookmark: Text81]        

	Agent’s Name:
	        

	Street Address/City/State/Zip:
	        

	Phone Number:  
	        

	Insurance Amount: 
(Choose one of the three options)
	[bookmark: Text82]$         (list numerical $ amount to appear)    or    |_|  List words “loan amount” to appear, numerical $ amount won’t appear.  

	
	|_| List words “Full Insurable Value” to appear within documents. Numerical $ amount won’t appear. *This option is default option 

	 Policy Number:
	        

	Deductible list $1,000 for RE / $500 non-RE:
	|_| Yes  |_| No
	Specific Deductible amt. to list (if applicable):  $        


      
	
Complete for Construction loans (As applicable)

	Architect:	
	[bookmark: Text91]     
	Contractor: 
	     

	Street Address: 
	     
	Street Address:
	     

	City/State/Zip Code: 
	     
	City/State/Zip Code:
	     

	Begin Construction Date: 
	     
	Contractor’s authorized official and phone# (Required for SBA only)
	     


	Construction Completion Date:
	     
	
	

	Disbursement Details, Frequency/Stipulations:
	     
	Guaranty of Completion and Performance form needed:
	   |_| Yes  |_| No

	Details regarding Construction phase if applicable list here:      






	Financial Covenants for On Demand, Annual Principal balance, Deposit Account & DSCR  

	Complete all covenant options below, if not applicable mark NO
· These covenants appear within the business loan agreement.
· When “Yes” is selected, the language appears exactly as shown below. 
· If lender has different covenant language, mark “No” provide lenders language under additional information or in a separate word document. 
· Lender is fully responsible for covenant language requested to appear within the documents.  

	(LOC only) Is loan On-Demand with No Maturity date?         
	|_| Yes (on demand with no maturity box on page 1 needs to be marked)    |_| No   

	Covenant will read as follows:   Lender will review this loan on an annual basis.

	(LOC only) Is Annual Principal Balance Requirement needed?     
	|_| Yes  (Input $ # & date below)     |_| No

	Covenant will read as follows:   
The Borrower must pay down the revolving draw loan’s outstanding principal balance to a $      balance and rest for       days prior to MM/DD/YYYY

	Deposit Account (Borrower is required to maintain deposit act. and language below is applicable mark “Yes”)  
	|_| Yes     |_| No

	Covenant will read as follows:   
The borrower is required to maintain a deposit/operating account with XXX (Lender).

	DSCR / Covenants  
	[bookmark: Check134][bookmark: Check135]|_| Yes (Input ratio & date below)         |_| No

	(If lender has specific language to list mark no and provide under additional information or in a separate word document)

	Covenant will read as follows:   
[bookmark: Text121]The borrower will maintain a minimum Debt Service Coverage ratio of 1.25:1.00 (If ratio differs, --input ratio here--) after all distributions and officer’s compensation.  The Debt Service Coverage Ratio will be calculated based on each fiscal year-end tax return commencing MM/DD/YYYY. The ratio will be calculated as follows: Cash flow will be defined as Net Book Income per Book plus any Depletion, Depreciation, Amortization, and Interest Expense; less any distributions and officer’s compensation.  The Debt Service Ratio will be determined by dividing the cash flow by current maturities of long-term debt (CMLTD) plus interest.







	[bookmark: _Hlk507426587]Additional Information **Please note: CUBG recommends seeking legal counsel when adding wording to loan documents, the lender is fully responsible for enforcing information that is requested to be added into the documents. ** 

	Use this area for any additional Information that may be needed, if more room is needed provide in a separate word document:
1. Specific information you want entered in the loan documents.  
2. Addresses, SSNs, and TINs for parties that are not borrowers or guarantors on the loan. 
3. Lenders covenant language listed instead/in addition to CUBGs listed above. If more space is needed provide in separate word document.

	[bookmark: _Hlk194311250][bookmark: _Hlk191379573]Additional information/Special instructions:     





Ready for documents to be prepared on a loan?  Here are guidelines to help expedite the process:

1. Send fully completed doc request form in with any supporting documentation as in separate word document with additional information, preliminary title work on real estate loans. If request form is not fully completed it could result in delays with closing date changes being necessary.  
2. Standard turnaround time to complete doc sets is published on the CUBG Service Standards document.  The service standard timeline begins when all pending information is received, business days are determined as follows:
· CUBG receives fully completed doc request form and supporting information by Noon Pacific on a business day, that counts as day one.  
· CUBG receives fully completed doc request form and supporting information after Noon Pacific, the next business day is counted as day one. 
3. Rush requests can only be accepted when work-load permits, if you need a rush, contact us to ensure we can accept it. 
4. Redraw fees apply when completed docs need something changed after the completed documents have been sent to lender.  
5. Additional fees apply based on work involved and complexity of loan to complete the doc set. Here are a few examples when additional fees apply: 
· Redraw requested without allowing standard turnaround time necessary to complete changes to the documents.
· Additional information is added to loan when redraw is requested.
· When there are over 3 pieces of collateral and/or supporting documents related to the collateral.
· When there are over 4 parties on loan. 
· Long legal descriptions to be typed out.
· Additional forms are requested to be produced within the doc set. etc.   

6. Modification request form must be completed and submitted when changes are needed on an existing loan that has not reached maturity yet. Modifications are not suggested if borrower is changing, or loan has matured.  
7. CUBG only prepares commercial loan documents. 
8. CUBG prepared doc sets do not include escrow instructions, hud-1 settlement statements or TIL.
9. The lender is ultimately responsible for the documents that are prepared, look through the completed documents prior to closing and signing your loan to ensure they were prepared correctly as ordered and that nothing is missing.  
10. Unwarranted means CUBG will prepare the documents as they have been requested per lender based on something that is out of the ordinary. The lender is fully responsible for what is being requested to be done within the documents that are being prepared.   
11. When requesting additional language to be added to the documents, it is suggested that lender confirm with their legal counsel that they will back up what is being added etc. it could result in issues if legal counsel does not approve. Lender is fully responsible when additional language is requested to be added to the documents we are preparing.  
12. If lender has specific details to include within the doc set that is being prepared, add it under additional information on last page of request form or provide a separate word document when the completed doc request form is sent in that clearly spells out all the details. Lender’s language that is provided will be entered and appear exactly as it was submitted.  
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