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1 Purpose
The Central Servicing Agent (CSA) User Manual is created and maintained by the Fiscal Agent designated
by SBA under contract. The manual is designed to assist Certified Development Company (CDC) staff and
U.S. Small Business Administration (SBA) staff with information that relates to the involvement and
responsibilities of the Central Servicing Agent (CSA) for the 504 loan program.
The manual is not intended to be a complete instruction manual on how to close and service loans under
the 504 loan program. For additional guidance regarding closing and servicing procedures, users should
reference the applicable SOP's, as well as industry training materials provided by Development Company
Finance (DCF LLC) and the National Association of Development Companies (NADCO).
Information in this manual will be updated on a periodic basis. For the most recent updates to the Code of
Federal Regulations and SBA's Standard Operating Procedures, the following link can be used to access
SBA's website.
SBA's website
Questions, comments, and suggestions regarding the information contained in this manual may be directed
to DCF LLC.
For information regarding DCF LLC, please click the link below.
About DCF LLC
Acronyms/Definitions as used in this manual:
1. CSA - Central Servicing Agent
2. CDC - Certified Development Company
3. SBA - U.S. Small Business Administration
4. Designated Closing Counsel - an Attorney hired by a CDC to close 504 loans, who has been
approved by SBA to perform closings
5. DCF LLC - Development Company Finance, LLC; current Fiscal Agent under contract with SBA
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6. NADCO - National Association of Development Companies
7. COTR - Contracting Officer Technical Representative
8. SOP - Standard Operating Procedure
9. CFR - Code of Federal Regulations
10. SLPC - Sacramento Loan Processing Center
11. SBACLSC - SBA Commercial Loan Servicing Center (includes Fresno and Little Rock)
12. ALP CDC - a CDC with delegated authority under the Accredited Lender Program (as defined by
SBA)
13. PCLP CDC - a CDC with delegated authority under the Premier Certified Lender Program (as
defined by SBA)
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1 Role of the CSA and Fiscal/Selling Agent
1.1 Central Servicing Agent (CSA)
The Central Servicing Agent (CSA) is appointed by SBA (through an awarded contract, as outlined in 13
CFR § 120.954) to serve as an agent for CDCs participating in the 504 loan program. The CSA performs
payment collection, escrow, and paying agent functions for 504 loans, debentures, and pools.
Responsibilities of the CSA include:
1. Maintaining fund accounts for flow of funds;
2. Loan and debenture payment processing;
3. Collection and disbursement of fees, payments, and prepayments on loans and
debentures;
4. Review and processing of sale (funding) documents;
5. Computation of the note rate and the loan amortization schedule;
6. Maintenance and operation of the SBA's mainframe-based computer systems to
properly account for and report all transactions. All software and technical data is the
property of SBA, including new software and upgrades;
7. Providing customer service to CDCs and SBA on a timely basis;
8. Generating reports available to CDCs and SBA via CDC Online;
9. Communicating regularly with SBA, DCF LLC, NADCO, and the Trustee;
10. Attending NADCO and SBA events;
11. Coordinating with the SBA to update and maintain the CDC Management Database
(LAMP system); and
12. Tax reporting.

1.2 Fiscal Agent
The fiscal agent is contracted to provide technical and management expertise on behalf of SBA in activities
related to the SBA 504 program. Per 13 CFR § 120.952, specifically, the Fiscal Agent is appointed to
"assess the financial markets, minimize the cost of sales, arrange for the production of the Offering
Circular, Debenture Certificates, and other required documents, and monitor the performance of the
Trustee and the underwriters." Duties include:
1. In advance of each sale's Announcement Date, inform Treasury and SBA of market
changes and funding estimates after receiving monthly loan data from the CSA;
2. On the Pricing Date, obtaining Treasury and SBA approval for the sale of the
debentures and the offering of the certificates;
3. Participating in the settlement of each sale of the debentures, Debenture
Guarantees,and Certificates (the closing certifications and cross-receipts that must
be executed and distributed to Treasury, SBA, the CSA, and lead Underwriter);
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4. Comparative evaluation of each month's sale that is reported in a monthly pricing
memo to the COTR on Pricing Date;
5. Monthly reporting on the constant prepayment rate and the constant default rate to
SBA;
6. Semi-annual reporting to SBA of an Issuance Summary for the program;
7. Representation at 504 program-related meetings at the request of SBA;
8. Presentations to investors;
9. Offering assistance to SBA for selection and monitoring of the performance of the
trustee;
10. Participation in monthly conference call between Trustee and SBA;
11. Participation in monthly conference call between Trustee and CSA; and
12. Annual update of the CSA manual in cooperation with SBA, CSA, and NADCO User
Committee.

1.3 Selling Agent
The contractor appointed as the Fiscal Agent also serves as the Selling Agent. Per 13 CFR § 120.951, the
Selling Agent is appointed by the CDCs, with SBA approval, to "select underwriters, negotiate the terms
and conditions of Debenture offerings with the underwriters, and direct and coordinate Debenture sales."
Responsibilities include:
1. Handling CDC and bank inquiries on the funding process and other market-related
issues;
2. Attending the CDC annual meeting;
3. Distribution, after SBA approval of the annual debenture funding schedule to the
industry;
4. Production of a monthly Fiscal Agent letter including market information and activities
related to the funding process, that is distributed to the industry on the Closing Date of
each month's sale;
5. Selection and monitoring of the underwriters' performance and an accounting firm to
provide a comfort letter for the Offering Circular; validation of the amortization
schedules and weighted average life of the Certificates;
6. Evaluation of the merits of outside firms seeking to participate in the funding process;
7. Coordination of the sale, funding process, and closing, to assure funding of each
month's loans;
8. Negotiation of the debenture interest rate, which determines the borrower's note rate;
and
9. Monitoring the financial markets for changes affecting interest rates and securitization
trends.
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1.4 Trustee
The trustee is appointed by SBA, as per 13 CFR § 120.953, to provide custodial, issuing, and trust services
on behalf of the SBA. The trustee serves as issuing agent, document custodian, calculation agent, paying
agent, and information agent. Responsibilities include:
1. Entering monthly funding information into a mainframe system;
2. Providing prepayment, acceleration, and amortization schedules to the CSA;
3. Generating program reports as required by SBA;
4. Mailing the debentures to the CDCs;
5. Retaining the original debentures and certificates;
6. Paying the semi-annual interest and principal to debenture holders; and
7. Meeting with the CSA and the Fiscal Agent as needed.
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1 Contact Information
Contact information for the parties involved in the 504 closing, funding, and servicing process is referenced
below.
Table 1.1 CSA Contact Information
CSA

Contact

CSA Contractor

Wells Fargo, Corporate Trust Services

Mailing Address

Attn: 504 Central Servicing Agent, 9062 Old Annapolis Road, Columbia, MD
21045-1951

Overnight Delivery

Lockbox Services 6441, 1801 Parkview Drive, 1st Floor, Shoreview, MN 55126

Mailed Checks (Lockbox)

NW 6441, P.O. Box 1450, Minneapolis, MN 55485-6441

Toll Free Phone

855-572-1637 (Option 4)

Email

General Communications: sba504csa@wellsfargo.com
Funding Related Inquiries:
sba504csafunding@wellsfargo.com

Fax Number

866-707-2390

Website

https://sba504servicing.wellsfargo.com

Table 1.2 Fiscal Agent/DCF LLC Contact Information
Contact
Fiscal Agent

DCF LLC

Mailing Address

1725 DeSales Street NW, Suite 504, Washington, D.C. 20036

Telephone Number

202-349-0070, ext. 15

Email

fxk.eagle@gmail.com, frank.keane@dcfllc.com
kchuday@dcfllc.com

Contact

Rates, Pricing, Issuance: Frank Keane
General Inquiries: Kim Chuday

DCF LLC Website
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www.dcfllc.com

Table 1.3 SBA Contact Information

Fresno Servicing Center

SBA Fresno Servicing Center

Little Rock Servicing Center

SBA Little Rock Servicing Center
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2 504 Loan Closing
1. Revision History*
Section

Revision Description

Date

N/A

Original Published Guidelines

4/1/2015

*Table above indicates revisions and updates made to Manual
2. Responsibilities
A. CDC:
1. Comprehensive responsibilities of the CDC for closing the 504 loan and debenture
can be found in SOP 50 10 (5) G, Subpart C, Chapter 6. The CDC is responsible for
working within the requirements of the respective District Counsel in delivering the
closing files to the SBA for review prior to funding.
2. Responsibilities that relate to CDCs' communication with the CSA include the
following:
a. After SBA sends the CDC notice of which debentures SBA has approved for
sale, the CDC must send to the CSA by overnight delivery the following
debenture closing documents for each debenture to be sold:
1. Servicing Agent Agreement (SBA Form 1506) (original);
2. Development Company 504 Debenture (SBA Form 1504) (original);
3. Note (CDC/504 Loans) (SBA Form 1505) (copy);
4. Authorization Agreement for Preauthorized Payment (Debit), fully
completed and signed (a voided check is preferred but not required)
(original or copy);
5. Request for Taxpayer ID Number and Certification (IRS Form W-9)
(copy);
6. Third Party Lender participation fee check (if not being deducted from
the CDC processing fee) (original); and
7. Copy of the email from the SBA district counsel approving the loan for
inclusion in the current debenture sale.
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B. SBA District Counsel:
1. Reviews closing package received from the CDC; and
2. Provides notice via e-mail to the CSA and the CDC upon approval of the closing
package, authorizing the funding of the 504 loan for the upcoming debenture sale.
C. CSA:
1. Reviews debenture closing documents, package, and price debenture for sale, and
conduct debenture sale. The CSA notifies the CDC of any changes that need to be
made or additional information to be provided before the debenture sale can occur.
2. The CSA generates conformed copies of the Note and Servicing Agent Agreement to
include the note rate and payment amounts.
3. The CSA executes the Servicing Agent Agreement.
4. The CSA will provide the following documents on CDC Online for download by the
CDC:
a. The conformed copy of the Note,
b. The Note amortization schedule, and
c. The funding statements.
5. The CSA will send the debenture amortization schedule and the debenture
prepayment schedule by e-mail to the CDC upon receipt from the Trustee.
D. Trustee: The Trustee will provide copies of the Debenture and the debenture amortization
and prepayment schedules to the CDC, CSA, or SBA, as directed.
3. Process Overview:
A. The CDC's timing in the steps outlined below should be based on deadlines established by
SBA , the CSA, and DCF LLC. The current funding schedule can be obtained here: Funding
Schedule
B. The CDC and/or Designated Closing Counsel closes the 504 loan in time to meet a specific
debenture funding date. At the time of closing, the project must be complete (except funds
put into a construction escrow account to complete a minor portion of the project as specified
in SOP 50-10), and any final changes to the Authorization for Debenture Guarantee must be
approved by SLPC. The most recently issued version of SOP 50-10 governs the closing
requirements.
C. The CDC and/or Designated Closing Counsel sends its closing package to the SBA District
Counsel. All documentation required to satisfy the terms of the Authorization must be in
place. Each SBA District Counsels sets deadlines for submission of Regular and Expedited
Closing Packages. If the SBA District Counsel has not set a deadline, then the deadline for
submission to SBA District Counsel is 29 days prior to debenture funding.
D. The SBA District Counsel reviews the closing package and notifies the CSA and CDC via email that the 504 loan is approved for debenture funding.
E. The CDC and/or Designated Closing Counsel forwards the documents identified in Section 2
A. (2) (a), along with a copy of the District Counsel's clearance email to the CSA prior to the
cut-off date specified in the annual funding calendar issued by DCF.
F. Upon receipt, the CSA will review the loan package for accuracy and completeness.
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G. If any information is missing or erroneous, the CSA will send an email to the designated
CDC funding contact requesting correction or additional information. The information must be
corrected and returned to the CSA prior to the date referenced in the email from the CSA.
H. Following the review of all the loans submitted by the CDC, the CSA will send an email to the
designated CDC funding contact requesting verification of the Loan Number, Debenture
Amount, Third Party Lender Principal, Amount to Withhold, Net Debenture Proceeds,
Closing Costs, and CDC Processing Fees.
I. The CDC should send an email reply to the CSA confirming the accuracy of the loans.
J. After the cut-off date, the CDC and SBA can pull a loan from the funding pool by the close of
business Monday prior to the Pricing Date.
K. Information regarding the funding process is provided in detail in the next chapter.
4. CSA Requirements for Documents Submitted for Closing:
A. Servicing Agent Agreement (SAA) (Form 1506)
1. Click here for a sample form with instructions for completion.
2. Common Errors:
a. Incorrect or missing Note or Debenture Dates on page 3 (The CDC must
ensure the dates match the respective documents);
b. Miscalculated Underwriter Fee (The CDC must ensure they are using the
correct calculation for the loan term: .4%-20 year, .375%-10 year);
c. Incorrect or missing wiring instructions on page 4 (The CDC should note that
the Beneficiary Loan Number is required by larger lending institutions, including
but not limited to: JP Morgan Chase, Wells Fargo, Citibank, and Bank of
America);
d. Incorrect or missing amounts in the Disbursement Authorization on page 4
(The CDC must ensure the disbursement amounts total correctly and match
the Authorization);
e. Incorrect servicing or ongoing guaranty fees on page 8 (The CDC must ensure
the fee amounts match the amounts required per the fee chart published by the
fiscal agent Fee Chart);
f. Total costs and total financing do not match on page 2 (The CDC must ensure
the costs and financing totals match);
g. Net debenture proceeds on page 2 do not match debenture proceeds on page 4
(The CDC must ensure the debenture proceeds match);
h. Mailing address does not match the project property address. (The CDC must
ensure the addresses match);
i. Loan amount on page 3 does not match the loan amount in the Disbursement
Authorization section on page 3 (sometimes page 4). (The CDC must ensure
the amounts match);
j. Date of signature on page 6 is not on or after the note date. (The CDC must
ensure the signature is not dated prior to the note date); and
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k. Missing original signatures on page 6. (The CDC must ensure every line that
displays a name has a signature).
B. Debenture (SBA Form 1504)
1. Click here for a sample of a debenture form with instructions for completion.
2. Common Errors:
a. Debenture principal does not match the Servicing Agent Agreement (SAA);
b. SBA Loan number is incorrect;
c. Debenture date is incorrect;
d. Issuance Date does not match Funding Date;
e. Incorrect Maturity Date;
f. Principal amount of loan written in numbers does not match principal amount
written in words;
g. Loan number does not match SAA and 504 Note;
h. Small Business Project Name does not match SAA and 504 Note; and
i. Missing original signatures on page 6 and on every line that displays a name.
C. Note (SBA Form 1505)
1. Click here for a sample Note form with instructions for completion.
2. Common Errors:
a. Incorrect Note Date;
b. Issuance Date does not match Funding Date;
c. Incorrect First Payment Date;
d. Incorrect Maturity Date;
e. Principal amount of loan written in numbers does not match principal amount
written in words;
f. Loan number does not match Servicing Agent Agreement and 504 Note;
g. Incorrect or missing Borrower Name, SBA Loan Number, Operating Company,
CDC Name, CDC Number; and
h. Missing signatures on page 5.
D. Authorization Agreement for ACH Debit
1. Click here to view a blank copy of the ACH Authorization form.
2. Common Errors:
a. Missing account or routing number;
b. Missing original signature;
c. Voided check information does not match information on the form;
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d. Missing or incorrect account specification;
e. Missing ACH signature date; and
f. Incorrect or missing CDC Number, SBA Loan Number, Borrower Name,
Statement Name.
E. IRS W-9 Form
1. Click here to view a blank copy of the IRS W-9 Form.
2. Common Errors:
a. Missing EIN or SSN Numbers (CDC's should note that if the SAA lists the
borrower name as an LLC, then the W-9 must have an EIN documented,
unless the LLC has a single member and is using the member's social security
number for tax reporting purposes. The CDC must note this exception on the
W-9. If the SAA lists the borrower name as an individual, then the W-9 must
have an SSN documented..);
b. Multiple W-9's submitted (CDC's should note that only one W-9 can be used
by the CSA for tax reporting);
c. Name on W-9 does not match the Borrower Name on the Servicing Agent
Agreement;
d. Incorrect or missing Federal Tax Classification; and
e. Missing signature or date.
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5. Closing Process Flowchart
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2 504 Loan Funding Overview
1. Revision History*
Section

Revision Description

Date

N/A

Original Published Guidelines

4/1/2015

*Table above indicates revisions and updates made to Manual
2. Responsibilities
A. CDC
1. The CDC and/or Designated Closing Counsel is responsible for meeting all funding
deadlines for submitting and withdrawing loans from the funding pool; and
2. The CDC signs the Debenture and assigns the 504 note and other collateral to the
SBA.
B. SBA
1. SBA's District Counsel is responsible for providing the approval for the 504 loan
based on the review of the closing documentation;
2. SBA provides a guarantee of payment of principal and interest on the debenture; and
3. SBA ensures the timely distribution of principal and interest to the holders of the
participation certificates.
C. Fiscal Agent
1. The Fiscal Agent is responsible for negotiating the rate of interest in the monthly sales
of 504 debentures with the underwriters;
2. The Fiscal Agent obtains the approval for the terms and timing of the sales from
SBA and the U.S. Treasury;
3. The Fiscal Agent approves the production of the Offering Circulars and participates as
a principal, where participation certificates are exchanged for the funds that flow to the
borrower; and
4. The Fiscal Agent reports the funding results to the CDCs.
D. Underwriters
1. The underwriters purchase the debentures, aggregate the debentures into a pool and
simultaneously exchange them for participation certificates.
E. Trustee and Issuing Agent
1. The Trustee serves in a fiduciary capacity for the 504 debenture program and holds
legal title to the debentures and other assets constituting the asset pool;
2. The Trustee is responsible for ensuring timely payment of the principal and interest to
the participation certificate holders;
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3. The Trustee is responsible for calculating and disbursing the semi-annual debenture
payments, including amortized principal and interest, any prepayment principal and
applicable prepayment premium, and any accelerated principal; and
4. The Trustee, as Issuing Agent, is responsible for the issuance/cancellation of the
Development Company Participation Certificates (DCPCs) and maintaining records
of registered DCPC investors.
F. Underwriter Legal Counsel and SBA General Counsel
1. The respective legal counsels provide opinions as to the legality of the sale and the
issuance of the DCPCs.
G. CSA
1. The CSA is responsible for approval of the documents required for funding;
2. The CSA is responsible for providing a list of debentures to be funded and forwarding
the debentures to the Trustee; and
3. Following funding, the CSA is responsible for disbursing the proceeds, completing
certain documents, preparing the amortization schedules for the 504 notes, and
providing related documentation to the SBA and the CDC.
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3. Process Overview

4. Dates in the Funding Cycle
A. 504 Debentures are sold and proceeds disbursed on the Wednesday following the second
Sunday of each month. 20-Year debentures are offered every month. 10-year debentures are
offered every other month in odd-numbered months.
B. Pricing of the debentures occurs on the Thursday of the first full week of the month, starting
with Sunday.
C. The deadlines applicable to each funding date can be accessed via DCF LLC's website by
selecting "Funding Calendar" under the "Funding" tab or by clicking the following link:
Access to Funding Calendar. The DCF LLC homepage also features a scrolling marquee
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showing all funding deadlines. CDCs should make special note of the deadline to pull a loan
from the funding pool (10 days prior to the Funding Date).
D. The funding calendar issued each year by the Fiscal Agent can be accessed by clicking the
following link: Funding Calendar
E. The table below shows general funding deadlines for each funding cycle.
Table 2.1 Funding Deadlines
NUMBER OF DAYS PRIOR TO FUNDING
DATE

EVENT

35-45 Days Prior

Submission by the CDC and/or Designated
Closing Counsel to the SBA District office
(timing varies by office)

20-22 Days Prior

Submission by the CDC and/or Designated
Closing Counsel to the CSA

10 Days Prior

Last date for the CDC to pull a loan from
funding

9 Days Prior

Announcement Date

8 Days Prior

Debenture Pricing

Funding Date

Net Proceeds wired

1 Day Following

Balance of fees disbursed by CSA

1 Day Following

Conformed copies available to CDCs via
CDC Online

5. Documents Completed and Provided through the Funding Process
A. Conformed copies of the Debenture
1. One (1) "conformed" copy of the Debenture is sent by the Trustee to the CDC
approximately 2 weeks after the funding date.The Trustee maintains the original
Debenture.
2. A sample Debenture form with instructions for completion can be found in the
following link: Click here for Sample Debenture
B. Conformed copies of the Note
1. The CSA sends one conformed copy of the 504 Note to the SBA Servicing Center.
2. The CDC may access a conformed copy via CDC Online. One copy of the conformed
note should be sent from the CDC to the borrower.
3. The SBA Commercial Loan Servicing Centers retain the original 504 Note.
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C. Debenture Amortization Schedule
1. The Trustee sends one (1) "conformed" copy of the Debenture Amortization Schedule
to the CSA. The CSA will forward a copy to the CDC a few days after funding.
2. The Trustee sends one (1) "conformed" copy of the Debenture Amortization Schedule
to the CDC.
D. Debenture Prepayment Premium Schedule
1. The Trustee sends one (1) copy of the Debenture Prepayment Premium Schedule to
the SBA Servicing Center.
2. The Trustee sends three (3) copies of the Debenture Prepayment Premium schedule
to the CSA. The CSA will forward a copy to the CDC a few days after funding.
3. The Trustee sends one (1) copy of the Debenture Prepayment Premium Schedule to
the CDC. The CDC is responsible for sending a copy to the borrower.
E. Note Amortization Schedule
1. The CSA sends one (1) copy of the Note Amortization schedule to the SBA Servicing
Center.
2. The CDC may access a conformed copy via CDC Online. The CDC is responsible for
sending a copy to the borrower.
3. Key information about the note amortization schedule:
a. Interest on 504 loans is calculated based on a 30/360 day basis, paid in arrears
(interest is applied from the preceding month);
b. Monthly payments made by the borrower remain the same for five-year
periods, at which time the fees are adjusted based on the outstanding principal
balance of the Note at each subsequent 5-year anniversary date; and
c. Interest applied in the first month is accrued based on the period between the
debenture funding date and the 30th of the month. Therefore the first payment
will show a higher application to principal.
F. The CSA retains the original Servicing Agent Agreement.
6. Information about Pricing and Rates
A. The pricing of the debenture begins with a "benchmark", which is the rate on a publicly traded
security which can be used as a comparison. Most commonly the 10-Year Treasury Rate is
used as a benchmark for the 20-year 504 debenture rate. The 5-year Treasury Rate is
typically the basis of the 10-year debenture rate. This process is initiated by the Fiscal Agent.
B. The "spread over Treasury" refers to the number of basis points over the Treasury rate at
which the debenture is priced. The spread is negotiated between the Fiscal Agent and the
Underwriters and is impacted by market factors, historical 504 loan performance in voluntary
prepayments and accelerations, and the volume of the offering.
C. The Debenture Interest Rate is the investor's rate of return on the purchase of the
Development Company Participation Certificates (DCPCs). The CDC's semi-annual
obligation on the debenture is calculated from the Debenture Interest rate. The rate is fixed
for the life of the loan. The rate is found on the completed Debenture, the Debenture
Prepayment Schedule and the Debenture Amortization Schedule.
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D. The Note Rate is the rate the borrower pays on the 504 Note prior to the addition of fees. The
Note rate is calculated by the CSA and is the result of reconciling the semi-annual debenture
payments and the monthly Note payments. The Note rate is fixed for the life of the loan.
E. The Effective Interest Rate is the rate the borrower pays when ongoing fees are included in
the monthly payment of principal and interest. The rate is calculated monthly by solving for
the interest rate required to generate the total of the interest and fees. A weighted-average is
then calculated from the monthly effective rates within each 5-year period of the note.
F. The overall effective interest rate is the weighted average of all monthly effective rates and is
provided by the CSA to the Fiscal Agent for each month's sale.
1. Fees are calculated on the outstanding principal balance of the 504 Note. The fees for
the first five (5) years are calculated on the gross debenture amount. If the borrower is
current at each 5-year anniversary date of the loan, the borrower's monthly payments
will follow the 504 Note Amortization Schedule. If the borrower is NOT current at the
5-year note anniversary date, the monthly payments for the next 5 years will be higher
than what is shown on the amortization schedule.
2. The effective interest rate will depend on the fees in place at the time the loan was
approved. Statutory fees added into the payment include:
a. CDC Fee - the minimum CDC fee is 0.625%, 0.125% of which is paid to
SBA for approvals on or after October 1, 1996. The regulatory ceiling for CDC
fees is 2%. However, fees may not exceed 1.5% in a rural area or 1% in a nonrural area unless approved in writing by SBA.
b. SBA On-going Guarantee Fee - the guarantee fee is based on the subsidy rate
for the 504 loan program and is changed at the beginning of each fiscal year for
all loans approved in that year. The fiscal year begins October 1. The current
fee rates can be accessed on DCF LLC's website: Fee Rates
c. Central Servicing Agent Fee - the CSA fee is 0.1%.
G. The monthly interest rate is published by the Fiscal Agent by memorandum to the CDCs.
The memorandum includes a discussion of the current market influences and historical
trends in the rate and is distributed on the Closing Date.
A. The current monthly and historic interest rate tables can also be found on the
DCF LLC page: Monthly & Historical Interest Rate Tables
B. The current and historic Fiscal Agent memorandums can be found on the DCF LLC
page: Fiscal Agent Comments
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2 Information Regarding Fees
1. Revision History*
Section

Revision Description

Date

N/A

Original Published Guidelines

4/1/2015

*Table above indicates revisions and updates made to Manual
2. Responsibilities
A. The CDC is responsible for identifying the fees in the Authorization for Debenture Guarantee
and disclosing the correct fees to the borrower.
B. The CSA is responsible for the collection and disbursement of fees to the appropriate parties.
C. The SBA is responsible for publishing the ongoing guaranty fee annually when applicable.
3. Fees applicable to 504 loans and administered/disbursed by the CSA. (13 CFR §s 120.971,
120.972). (Fee tables by year can be accessed via DCF LLC's website:Fee Rates
A. One-Time (upfront) Fees:
1. Third Party Lender Participation Fee
a. The Third Party Lender Participation Fee has been in effect for loans approved
since October 1, 1996.
b. The purpose of the Third Party Lender Participation fee is to "compensate
SBA for the senior lender's lien advantage in a foreclosure situation."
c. The participation fee charged to the lender is one-half of one percent (0.50%) of
the senior lender's loan. The fee is not included in the Gross Debenture
calculation and is not financed in the Gross Debenture.
d. The fee is generally collected by the CDC and submitted to the CSA with the
funding package. The CDC may also elect to collect the fee and have the
CSA withhold the amount from the CDC Processing Fee disbursed by the
CSA upon funding.
2. 504 Funding Fee
a. The funding fee is disbursed by the CSA from the debenture proceeds.
b. The funding fee covers the cost of a public issuance of securities and the
Trustee.
c. The funding fee is one-quarter of one percent (0.25%) of the Net Debenture.
3. SBA Guaranty Fee
a. The SBA Guaranty Fee, when assessed, is disbursed by the CSA from the
debenture proceeds.
b. The SBA Guaranty Fee is one-half of one percent (0.50%) of the Net
Debenture.
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c. The SBA upfront Guaranty Fee was waived during the enactment of the
American Recovery and Reinvestment Act of 2009 from February 17, 2009
through March 4, 2011.
4. CDC Processing Fee
a. The CDC Processing fee is paid by the borrower to the CDC and is typically
included in the total gross debenture. The fee is disbursed to the CDC by the
CSA from the debenture proceeds (if financed as part of the gross debenture
amount). During the enactment of the American Recovery and Reform Act,
payment of the CDC Processing Fee by the borrower was waived. Loans
approved during that period (February 17, 2009-March 4, 2011) show a 0%
Processing Fee.
b. The fee is 1.5% of the Net Debenture.
c. The CDC Processing Fee may be paid upfront by the borrower and deleted
from the Gross Debenture calculation.
d. The borrower may pay the fee upfront and be reimbursed from the debenture
proceeds. In this case, the CDC will receive the fee from the CSA and the
CDC is responsible for reimbursing the borrower.
5. Closing Costs
a. The CDC may include reimbursable closing costs, up to $2,500, in the
debenture proceeds. Any amount charged over $2,500 must be paid out of
pocket by the borrower directly to the CDC.
b. The CSA will disburse the closing fees to the CDC.
6. Underwriter's Fee
a. The Underwriter's fee is not disbursed by the CSA, but is withheld from the
debenture proceeds wired to the CSA from the sale.
Fees are disclosed in the Servicing Agent Agreement
All upfront fees referenced above and included in the debenture proceeds, along with the
Balance to Borrower, are to be disbursed by the CSA within one (1) Business Day
following receipt.
C. On-Going Loan Fees
1. General Information Regarding Ongoing Fees
a. All 504 fees are governed by Federal Regulation.
b. Fees are disclosed in the Servicing Agent Agreement.
c. On-going fees are calculated on the outstanding principal balance of the Note
at the beginning of each five-year anniversary interval. The servicing fees
remain the same for the five-year intervals.
d. The borrower's monthly payment will follow the amortization schedule provided
the borrower is current at the five-year interval. If the borrower is delinquent at
the anniversary date, the fees will be recalculated based on the outstanding
note balance at the start of the five-year anniversary interval. As a result, the

26

borrower will pay a higher monthly payment amount for the next 5-year interval
than shown on the amortization schedule.
e. For a sample amortization schedule illustrating the fees included in the monthly
payment, click here: Sample Amortization Schedule
2. Ongoing SBA Guarantee Fee
a. Effective with 504 loans approved on or after October 13, 1995, SBA charges
the borrower a fee per annum on the unpaid principal balance of the Note as
determined at five-year anniversary intervals. The fee was established to
provide a higher income stream to help offset the subsidy rate of the 504 loan
program.
b. The guarantee fee is factored into the total monthly payments debited from the
borrower's bank account.
c. The guarantee fee is listed separately on the borrower's 504 Note Amortization
Schedule.
d. The guarantee fee is determined at the time of 504 loan approval. The
SBA establishes the rate prior to the start of each federal fiscal year.
e. The Guarantee Fee is collected until the occurrence of one of the following:
1. the loan is paid in full;
2. in the event of non-payment by the borrower, the fees will not be paid to
the SBA; or
3. in the event of prepayment, the servicing fees are collected through the
month of the next semi-annual debenture payment following the
prepayment.
f. For a list of Guarantee Fee rates by year, click here Historical Fee Rates
3. CSA Servicing Fee
a. The CSA collects a monthly servicing fee of one-tenth of one percent (0.10%)
per annum on the outstanding principal balance as determined at five-year
anniversary intervals.
b. Although the CSA collects one-tenth of one percent (0.10%), the amount the
CSA actually receives from SBA is determined by the contract executed
between the CSA and SBA.
c. The CSA servicing fee is factored into the total monthly payments debited from
the borrower's bank account.
d. The CSA servicing fee is listed separately on the borrower's 504 Note
Amortization Schedule.
e. The CSA servicing fees are collected until the occurrence of one of the
following:
1. the loan is paid in full;

CSA User Manual │3/29/2015

2. in the event of prepayment, the servicing fees are collected through the
month of the next semi-annual debenture payment following the
prepayment;
3. in the event of a debenture repurchase, if the servicing remains with the
CSA, the SBA may allow for the payment of the CSA fee;
4. in the event of non-payment by the borrower, the fees will not be paid to
the CSA; or
5. In the event of a payment reject, the fees that were collected by the
CSA are required to be returned to SBA if payment has not been made
by the time of debenture repurchase.
4. CDC Servicing Fee
a. Per 13 CFR § 120.971, the minimum servicing fee to be charged by the CDC is
five-eighths of one percent (0.625%) per annum of the unpaid principal balance
as determined at 5-year intervals.
b. For loans approved after September 30, 1996, the CDC servicing fee must
include a Development Company Guarantee Fee, collected by SBA, in the
amount of one-eighth of one percent (0.125%).
c. The maximum CDC Servicing Fee which may be included in the monthly
payment is determined as follows:
1. For loans in rural areas, the maximum CDC Fee is 1.5%.
2. For all other loans, the maximum CDC Fee is 1.0%, unless
SBA provides prior written approval, with maximum allowed for both
rural and non-rural areas as 2%, based on substantial need.
d. Example calculation of the servicing fee received by the CDC is provided in
Table 2.2
Table 2.2 CDC Servicing Fee Calculation
Net Debenture

$400,000

CDC Servicing Fee %per SAA

.625%

CDC Servicing Fee as shown on Authorization

400,000 x .00625/12
= $208.33

CDC Servicing Fee received by CDC

400,000 x .005/12 =
$166.67

Portion of CDC Fee received by SBA

400,000 x .00125/12
= $41.66

e. Payment of the CDC servicing fee by the CSA will be paid by electronic funds
transfer, and the following occurs:
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1. Payments received on the note payment due date, either by ACH, wire,
or check, will be disbursed to the CDC on the second business day
after the note payment date;
2. Any payments received after the note payment due date will be
disbursed to the CDC each subsequent Friday (unless Friday is not a
business day) and on the last business day of each month; and
3. The ACH Credit Form to be completed by the CDC for its fee payment
can be accessed via CDC Online (on the home page), or by clicking
here ACH Credit Form.
f. The CDC servicing fees are collected until the occurrence of one of the
following:
1. The loan is paid in full;
2. In the event of prepayment, the servicing fees are collected through the
month of prepayment;
3. In the event of a debenture repurchase, if the servicing remains with the
CDC, the SBA may allow for the payment of a CDC fee;
4. In the event of non-payment by the borrower, the fees will not be paid
the CDC;
5. In the event of a payment reject, the fees that were collected by the
CDC are required to be returned to SBA if payment has not been made
by the time of debenture repurchase; or
6. If SBA suspends the CDC for performance, the fees will be collected
but not paid to the CDC. SBA may direct payment of the fees to another
party for servicing the loan.
D. Other Fees
1. Late Fees
a. A late fee will be assessed if the borrower has not paid the scheduled monthly
504 loan payment by the 15th of the month or on the next business day if the
15th is not a business day.
b. The amount of the late fee is the greater of $100 or 5% of the monthly payment,
unless applicable state law mandates a lower fee.
c. If a borrower fails to make a payment in a month, but makes a full monthly
payment in the next month, no additional late fee is assessed even though the
borrower is past due by a month, since a payment was made during the month.
If the borrower only makes a partial payment, a late fee will be assessed.
d. The CSA will notify the CDC of late fees assessed via the Late Payment
Report, accessible on CDC Online. The report is generated the first business
day after the 15th of the month. Late fees will also be shown in the Status of
Portfolio Report.
e. The CSA does not notify the borrower directly that a late fee has been
assessed. It is the CDC's responsibility to notify the borrower in writing.
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f. The late fee is income to the CDC to compensate it for collection efforts. The
CDC may elect to waive a late fee by request in writing to the CSA. The
CDC's request should state which fees should be waived and the amount.
g. Payment of late fees:
1. The borrower may pay a late fee by wire to the CSA per the CSA's
wiring instructions or by check. (Wiring instructions may be obtained by
contacting the CSA).
2. If paid by check, the check must be made payable to the CSA and
should include the SBA loan number.
3. The check may be sent directly to the CSA Lockbox by the borrower or
may be sent to the CDC and forwarded to the CSA. The Lockbox
mailing address can be found in Section 1.3 of this manual.
4. The check for late fees may not be paid directly by the borrower to the
CDC. The late fees must be processed through the CSA.
h. Late fees are disbursed by the CSA to the CDC by check. The check is sent
during the second week of the month for all fees received during the previous
month.
i. Funds are only applied to a loan when the loan is current. Payments received
from the borrower are applied to late fees last (see next chapter for application
of payments).
2. Assumption Fees
a. CDCs are permitted to charge an assumption fee not to exceed 1% of the
outstanding principal balance of the loan at the time of assumption.
b. The CDC must have written approval from SBA in order to charge an
assumption fee. ALP or PCLP CDC's may unilaterally approve payment of an
assumption fee provided the loan was approved under such delegated
authority. The CDC should collect the assumption fee directly from the
borrower/assumptor. The CSA should not be involved in the assumption fee.
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2 Payment Procedures
1. Revision History*
Section

Revision Description

Date

N/A

Original Published Guidelines

4/1/2015

*Table above indicates revisions and updates made to Manual
2. Responsibilities
A. The CSA is responsible for the appropriate application of funds to each borrower's loan.
B. The CDC is responsible for communicating payment requirements to the borrower and for
monitoring the payment status of the borrower.
3. Definitions
A. ACH (Automated Clearinghouse): the automatic withdrawal of the monthly loan payments
from a bank account chosen by the borrower
B. ACH Reject: the unsuccessful debit of the borrower's bank account for the monthly payment
4. Payment Methods
A. Payment by ACH
1. Under the terms of the Servicing Agent Agreement, borrowers are required to make
monthly payments via ACH. There is no charge to the borrower for an ACH debit by
the CSA.
2. A borrower's account can only be debited once per month for the monthly payment as
specified in the Servicing Agent Agreement or SBA-approved Catch-Up Plan.
3. If the borrower is not using a regular checking account, the borrower should confirm
with the bank that the desired account can be used for the monthly ACH debit.
4. The borrower's bank statement will show Wells Fargo (the current CSA) as the
creditor for the ACH.
5. The borrower must provide a completed and signed ACH Debit form (Accessible here:
ACH Debit Form). A voided check is preferred, but not required. The CDC should
forward the form (original is not required) to the CSA.
6. Setting up a new borrower with ACH
a. The CDC should provide the borrower with the ACH debit authorization form
and request that it be completed, signed, and returned prior to the CDC's
district submission deadline.
b. The CDC must send the completed and signed form to the CSA by the
CSA cut-off date, which is 14 business days prior to the Funding Date.
c. On the first business day following the 15th of the month prior to the first
payment, the CSA will "pre-note" the borrowers account. The purpose of the
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pre-note is to test the ACH process to check the accuracy of the information
on the ACH form. The amount of the "pre-note" is $0.00.
d. The CDC should verify the ACH has been set-up by looking at the borrower's
loan detail on the CSA website.
e. The CDC is recommended to remind the borrower the ACH debit will show as
"Wells Fargo" on the borrower's bank statement.
7. ACH Debit Cycle
Table 2.3 Debit Cycle
Timeframe

Activity

Three (3) business days prior to the last
business day of the month

No additional changes to ACH
for the following month can be
made.

Last business day of the month

CSA sends debit request to
borrower's bank.

Last business day by the close of business

"Good funds" required

First business day of the month

Payment is due and debit from
CSA occurs.

Second business day through the 15th of the
month

The majority of payment reject
notices received by the CSA.
Note-the borrower has the
capability of rejecting the debit
up to 60 days after the debit.

8. ACH Rejects
a. An ACH reject may occur for a number of reasons, including the following:
1. Insufficient funds;
2. The account type does not qualify for ACH;
3. Administrative errors in the ACH information prior to the first debit;
4. Borrower closed the account;
5. The bank was acquired and the necessary changes to the ACH were
not made; or
6. Borrower revoked the authorization or stopped payment.
b. The CSA receives notification of rejected payments beginning the second
business day of the month. However, it is possible for notification of a reject to
occur up to 60 days following the debit.
c. The CSA sends an email notification to the CDC when the ACH reject report is
available each month on CDC Online. The report is updated as reject activity
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occurs. The CDC is responsible for checking the ACH reject report on a
periodic basis(see Chapter 2.8-CSA Reports).
d. The ACH reject report will indicate whether or not the borrower is being
removed from ACH.
e. The CDC must contact the borrower regarding the payment reject. The
CDC should request the borrower wire the funds by the 15th of the month in
order to avoid assessment of a late fee.
f. A wire is the only acceptable form of payment for an ACH debit that was
rejected. Payments should not be made via check. Payments via the Pay.gov
(www.pay.gov) may only be made if the debenture has been repurchased.
g. The borrower will be automatically removed from ACH under the following
circumstances:
1. The borrower revokes the authorization for the debit;
2. The bank account is closed; or
3. The borrower stops the payment.
4. There are two (2) consecutive rejects. If the borrower shows a pattern of
rejects, such as every other payment, due to insufficient funds, the
borrower MAY be removed from ACH.
h. If a borrower has been removed from ACH, the borrower must complete a new
ACH debit authorization form. The CDC must send the form (original or copy)
with a voided check to the CSA. If the borrower stopped a payment or revoked
the authorization, the borrower should contact the bank to re-authorize the
CSA in addition to completing a new debit authorization.
i. Changes to ACH information must be submitted to the CSA on a new
ACH form, signed by the borrower.
j. When a 504 loan is assumed, the CDC must send a new ACH form for the
assumptor prior to the pre-note deadline preceding the assumptor's first
payment.
k. ACH rejects that occur within the same month of the debit and are the most
recent payment posted will show in the borrower loan detail screen in
CDC Online as payment type "AR." Rejects that occur after a payment has
been posted will be reflected as payment type "X."
B. Payment by Wire
1. The CDC must send a written request to the CSA on behalf of the borrower in order to
request permission to wire monthly payments. The CDC should inform the CSA that
the borrower will be sending a wire. The cost to wire is the responsibility of the
borrower.
2. When a CDC is aware that a borrower is sending a payment by wire, the CDC should
check CDC Online to verify the CSA received and applied the wire.
3. Wiring instructions must include the SBA loan number.

CSA User Manual │3/29/2015

4. Payments made by wire will be applied to the borrower's loan one (1) business day
following receipt of the wire. It will be reflected on CDC Online one (1) business day
following the posting of funds to the loan.
5. In the event a borrower sends a wire and the wire does not post to the borrower's loan
two business days after confirmation by the bank, the CDC should send an email to
the CSA requesting research of the payment. The email should include the loan
number, the dollar amount of the payment, and if possible, a copy of the wire
confirmation receipt.
6. If the account name and number are missing from the wire, and the application of
payment is delayed as a result, the borrower will be assessed a late fee if the payment
is not applied by the 15th of the month.
C. Payment by Check
1. NOTE: Checks are not an acceptable form of payment for regular monthly payments.
2. If a borrower owes a late fee or an amount over the regular monthly payment amount ,
the CSA will accept a payment by check for the additional amount or late fee amount.
3. The CSA will accept payment by check on a delinquent loan.
4. Checks should be sent by the borrower to the CDC, and forwarded by the CDC to the
CSA with a cover letter. The check should be made payable to Wells Fargo and the
SBA loan number should be written on the check. Checks should be mailed to the
CSA Lockbox referenced in Chapter 1.3.
5. In the event a check is returned to the CSA for non-sufficient funds, the CSA will send
an email to the CDC advising of the returned check. The CDC must follow-up with the
borrower to collect good funds for payment.
5. Application of Funds-Accruals
A. 504 loan interest is calculated on a 360/360 basis.
B. Interest and fees are paid in arrears, e.g., a payment made on February 3 would pay interest
and fees through January 30.
C. Daily interest accrual occurs only on the first payment or when the loan is over 30 days past
due.
1. For the first payment, interest is accrued from the day the loan is funded through the
30th. The amortization schedule and the loan detail will show a higher proportion of the
payment going to principal than in subsequent payments.
2. If the loan is not already 30 days or more past due, and the borrower makes a payment
on any day prior to the 30th, the payment will be applied as if the payment were made
on the first business day of the month. Interest will be paid through the end of the prior
month. Interest would accrue the following month.
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6. Order of Payment Application
Table 2.4 General Rules for Application of Payments
Sequence
(1)

How Payment is Applied
Borrower Receivable
•Applied in one (1) month increments until satisfied; balance applied to next fee if
there is not enough to satisfy a full fee payment.
•Order in which monies are applied:
a) SBA Guarantee Fee
b) CSA Servicing Fee
c) CDC Servicing Fee

(2)

Current Month's Fees
Applied in one (1) month increments until satisfied; balance applied to next fee if
there is not enough to satisfy a full fee payment.
•Order in which monies are applied:
a) SBA Guarantee Fee
b) CSA Servicing Fee
c) CDC Servicing Fee

(3)

Interest
Applied in full day increments until amount required is satisfied. If funds available
are less than a day of interest, the balance is applied to principal.

(4)

Principal
Applied until the balance matches the 504 Note Amortization Schedule.

(5)

Late Fee
Applied in one (1) month increments if a fee has been assessed.

(6)

Unallocated Funds
Monies available after all other categories are satisfied or where the amount
available is insufficient to pay the late fee due.

A. Payment Category Details
1. Borrower Receivables
a. When a loan payment is made by ACH, the CSA pays out the fees to the
CDC, SBA, and CSA on the second business day of the month. If the
ACH rejects subsequent to the distribution of the fees by the CSA, the
CSA creates a "Due from [Name of Borrower] Receivable" account for the
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fees that were advanced.
b. The next payment received from the borrower will be applied first to the
Borrower Receivable.
c. Funds applied to the Borrower Receivable are applied in one (1) month
increments until all receivables are fully paid.
d. If funds are not available to satisfy a monthly increment, the funds will be
applied to the next borrower receivable in the sequence where funds are
adequate to satisfy the monthly increment.
e. If a loan is transferred to SBA for servicing or is accelerated, and a Borrower
Receivable is outstanding for CDC servicing fees, the outstanding
CDC servicing fee is deducted from the CDC servicing fee payments in the
next monthly fee disbursement to the CDC.
f. If fees are advanced in a month due to an ACH payment reject, and the
borrower is still on ACH, the CSA will advance the servicing fees the next
month. Upon the second sequential ACH reject, the CSA will remove the
borrower from ACH and no additional fees will be advanced.
2. Current Month's Fees: If there are no borrower receivables, the CSA applies the
payment to the current month's fees prior to application to any other categories. The
order in which the fees are applied is the SBA Guarantee Fee, the CSA Servicing Fee,
and the CDC Servicing Fee. If there are not enough funds in the payment to cover an
entire fee, the funds are applied to the next fee.
3. Interest
a. If the borrower is current, the funds remaining after payment of the borrower
receivable and fees will be applied to interest accrued through the end of the
prior month. If funds are not sufficient to cover the entire month, funds will be
applied to the number of full days of interest available and the remainder of the
funds will be applied to interest.
b. If the borrower is not current, funds will be applied to interest in full day
increments until interest is current to the end of the prior month.
c. The daily interest amount is calculated by multiplying the actual principal
balance times the note interest rate divided by 360. Typically the number of
days of interest due is 30 days, unless the payment in the prior month was not
sufficient to satisfy an entire month of interest.
d. When the payment satisfies the total of the interest accrued, OR, the amount
available is less than a full day of interest, the remainder of the payment will be
applied to principal.
e. CDC's are encouraged to reference CSA Online or contact a CSA customer
service representative to obtain information on the amount of accrued interest.
4. Principal
a. After funds are applied to the maximum number of full days of interest owed,
the balance is applied to principal.
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b. Principal is applied until the actual note balance matches the 504 amortization
schedule.
5. Late Fees
a. A late fee is assessed if no payment is received by the 15th of the month. If the
15th falls on a weekend or holiday, the late fee is assessed if no payment is
received on the business day prior to the 15th of the month.
b. Late fees are applied in one month increments and cannot be partially paid.
c. The amount of the late fee is the greater of $100 or 5% of the monthly payment.
The 504 note late fee falls under Federal law and supersedes the rate set by
state law.
d. Late fees may be paid at any time but will only be applied when the borrower is
current.
e. Late fees may be paid by wire or by check. The check should be made payable
to the CSA.
f. If an amount is insufficient to pay the late fee for a month, the funds will be
placed in the unallocated funds account.
g. The collected late fees are sent to the respective CDCs on the first business
day of the month for fees collected in the prior month.
6. Unallocated Funds
a. Unallocated funds may also be referred to as Escrow, Escrow Reserve, or
Difference to Escrow. The account is used for any balance received that has
not been applied.
b. Funds are placed in the unallocated funds account when there is a balance
remaining after a borrower makes a payment and all amounts the borrower
owes are satisfied.
c. Common reasons for unallocated funds:
1. The borrower is not on ACH and did not reduce the payment to match
the five (5) year reduction on the anniversary date.
2. The borrower did not send a payment sufficient to pay an entire late fee.
3. The borrower is in arrears and paid more than was needed to satisfy all
amounts due.
d. The CDC may instruct the CSA in writing to return the balance to the borrower.
B. For payment application examples, see Appendix 1
7. Payment adjustment at 5-year anniversary dates
A. The CSA will automatically adjust the debit amount on the 5-year anniversary date for all
borrowers on ACH.
B. If a borrower is not on ACH, but is current, the CDC should advise the borrower of the
adjusted payment amount.
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C. If the loan is not current at the 5-year anniversary date, the CSA will recalculate the fees
based on the remaining principal balance at the 5-year anniversary date. For the next five (5)
years, the fees paid by the borrower will be higher than indicated on the original amortization
schedule. Principal and interest will continue to follow the original schedule once any past
due interest and principal is current.
8. Loans funded prior to July 1999-Amortization Difference
A. The 504 Note and the 504 Authorization obligate the borrower to repay the 504 loan in equal
principal and interest installments through the life of the loan. However, for loans funded prior
to July 1999, the note amortization schedule shows the outstanding principal and interest due
on the last payment date at a fraction of the normal monthly payment. A full payment is
necessary to retire the debenture, even though the note shows a lower balance. The
amortization discrepancy, described in more detail below, was corrected for loans funded
beginning in July 1999.
B. The 504 loan amortization schedule is derived from the 504 debenture amortization schedule
by dividing the semi-annual debenture payment by 6 and calculating the note interest rate
based on the required monthly payment. The calculation of interest prior to July 1999 resulted
in an understatement of the rate, which in turn resulted in slightly more of each monthly
payment being applied to principal reduction, leaving a smaller balance at the end of the
amortization than a normal payment.
C. For 504 loans prior to July 1999, the difference between the loan and debenture amortization
builds over time. This difference is transparent to the borrower until the last payment. For a
ten year loan, the note amortization table shows a lower outstanding balance than the
debenture amortization table through the life of the loan. For a 20 year loan, the note
amortization shows a higher outstanding balance than the debenture amortization table
during the first 12 years, and a lower outstanding balance after the 12th year.
D. The CDC's float check includes a component for the difference between the outstanding
note balance and the outstanding debenture balance at the time of prepayment. Therefore, if
a 504 loan prior to July 1999 prepays in the first 12 years, the CDC benefits from the
difference and if the loan prepays after the 12th year, the difference is subtracted from the
CDC's float.
E. It is the CDC's responsibility to communicate with the borrower regarding the last payment.
Although the borrower is required to pay the normal monthly payment on the last payment per
the terms of the loan, the CDC may elect to pay the payment difference for the last payment
upon request by the borrower.
F. A CDC may examine the potential financial impact in any year by reviewing the number of
504 loans prior to July 1999 reaching maturity in the year. Based on the average life cycle of
504 loans, the number of loans that reach maturity is typically small relative to the loans
funded in any year.
G. For the complete memo issued by DCFC relative to this issue, as well as examples of the
amortization differences, see Appendix 2.
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2

Prepayments; Maturities; Accelerations
1. Revision History*
Section

Revision Description

Date

N/A/

Original Published Guidelines

4/1/2015

*Table above indicates revisions and updates made to Manual
2. Responsibilities
A. CDC:
1. Communicate and work with the borrower to schedule a prepayment; and
2. Meet the CSA's deadlines regarding prepayment notice and final prepayment.
B. CSA:
1. Provide final prepayment figures to the CDC;
2. Accurate application of funds resulting from a prepayment; and
3. Provide notice to CDC and SBA upon maturity and payment in full of a 504 loan.
C. SBA Commercial Loan Servicing Center:
1. Grant a limited Power-of-Attorney to the CDC to execute release documents for paid
in full loans.

CSA User Manual │3/29/2015

3. Prepayments
Table 2.5 Prepayment Timelines
Date

Event

No less than 8 calendar days prior to the
prepayment date

CDC submits the request for prepayment to the
CSA via CDC Online.

From the 6th business day of the month
until 5:00 PM EST on the 3rd Thursday of
the month

CSA publishes required prepayment amount on
CDC online.

Prepayment Date-3rd Thursday of the
prepayment month, or the next business
day following the 3rd Thursday if the 3rd
Thursday is a holiday

Borrower wires the prepayment prior to 5:00 PM
Eastern.

CDC notifies the borrower of the amount required
to prepay.

Prepayment may be made from the 6th of the
month until 5:00 PM EST on the 3rd Thursday.

A. Prepayment Calculation considers:
1. The remaining principal balance of the 504 Note at the next semi-annual debenture
payment date;
2. The scheduled prepayment premium on the debenture (per the Debenture Prepayment
Schedule);
3. All monthly principal and interest payments on the 504 Note up to and including the
payment due on the debenture's semi-annual payment date;
4. CSA servicing fees up to and including the semi-annual debenture payment date;
5. SBA guarantee fees up to and including the semi-annual debenture payment date;
6. CDC fee for the month in which the 504 Note is prepaid (the fee that would have been
paid in the payment on the first of the month following the date of prepayment);
7. If the borrower is not current, all accrued interest and fees;
8. All outstanding late fees, if not waived by the CDC; and
9. Any outstanding receivables, including "care and preservation" expenses incurred by
the CDC and/or SBA.
B. Process Overview
1. 504 Loan prepayments must be scheduled no later than eight calendar days prior to
the 3rd Thursday of the month in which the prepayment is to be made. Loans must be
scheduled to pay off during the prepayment window, which ranges from the sixth
business day of the month to the 3rd Thursday of the month. If the scheduling
deadline of 8 calendar days prior to the 3rd Thursday is missed, the CSA can
schedule loans to prepay up until the 3rd Wednesday of the month by request of the
CDC via email. If requested via email, the CDC must provide the loan number,
SBC name, debenture issue date, original debenture amount, prepayment date, and
CDC contact name and fax number.
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2. Upon request by the borrower for a prepayment estimate, the CDC may obtain the
estimate via CDC Online. Prepayments can be scheduled and estimates can be
provided up to six months in advance of the anticipated prepayment date.
3. The CDC should be aware of the semi-annual debenture payment dates when
working with the borrower on scheduling a prepayment. If the borrower is approaching
the semi-annual date for the loan, prepaying the loan the month before the semiannual date instead of during or after the semi-annual date will save the borrower from
paying up to an additional six months of interest, SBA fees, and CSA fees. The
CDC fees are not collected for the period between the prepayment date and the semiannual date for any loan that prepays.
4. The CDC must obtain the borrower's request to prepay the loan in writing.
5. After scheduling the prepayment, the CDC can print a confirmation letter from
CDC Online.
6. The CDC must provide the official prepayment amount in writing to the borrower.
7. Prepayments must be made by wire transfer. No other form of payment (check,
ACH, etc) will be accepted to pay off a loan. The wire can be accepted beginning at
8:00 AM EST on the sixth business day of the month, and must be received by the
CSA no later than 5:00 PM EST on the prepayment date (the 3rd Thursday of the
prepay month). Wiring instructions are included in the prepayment confirmation letter
from the CSA. The wire must include the borrower's operating company name and the
loan number.
Wells Fargo Bank, NA
420 Montgomery Street,
San Francisco, CA 94104
ABA #: 121000248
Beneficiary Account #: 4000113241
Beneficiary Account Name: SBA 504 Master Deposit Account
Reference: Loan #___________________________ (insert 504 Loan #)
Borrower Name: ________________________________ (insert Borrower name)
Attn: SBA 504
8. The prepayment will be rejected if funds are not received by the deadline; if funds are
wired to any party other than the CSA; if funds are sent by check or any form of
payment other than a wire; or if funds are not sufficient to pay the obligation in full.
9. If the loan does not prepay as scheduled, it is the responsibility of the CDC to change
the prepayment date to another month or to delete the prepayment request.
C. Post Prepayment Activity
1. The release letter confirming the prepayment has been processed is generally
available on CDC Online within two business days of the CSA receipt of the wire.
However, there are a few notable exceptions:
a. Prepayment wires that are over $1 million dollars will take an additional
business day to post for every additional million dollars included in the wire. For
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example, a wire of $800,000 will have a release letter available within three
business days; a wire of $2,800,000 will have a release letter available within
four business days, etc.
b. Loans submitting a prepayment wire within the current semi-annual month for
the debenture will not have release letters available until after the 20th day of
the month. Generally, the release letters will be available on the 21st, however,
if the 20th falls on a weekend, the letters will not be available until Tuesday of
the following week.
2. The CSA will change the loan status to "prepaid" and the loan will no longer appear in
the CDC's Status of Portfolio Report following the same timing as outlined in step 1
above. The loan will still appear in the CDC Online system.
3. The CSA will disburse any accrued CDC fees and late fees to the CDC at the end of
the month.
4. The CSA will disburse the SBA guarantee fees to SBA and the CSA fees to the CSA
at the end of the month.
5. The CSA will deposit the principal, interest, and prepayment premium into an escrow
account until the debenture prepayment occurs on the first business day of the semiannual month.
6. The CSA will change the loan status to "prepaid" and the loan will no longer appear in
the CDC's Status of Portfolio Report. The loan will still appear in the CSA online
system.
7. The SBA CLSC will notify the CDC to prepare release and satisfaction documents for
the loan and will grant a limited power-of-attorney to the CDC to execute the release
documents.
8. The CDC executes the release documents and sends to the title company, escrow
company, or the recorder's office for recordation.
9. The Trustee returns the original debenture to the CDC and sends a copy to the
SBA District Office.
4. 504 Loan Maturities
A. Following receipt of the last payment that is adequate to pay the 504 Note and debenture in
full, the CSA will disburse the fees, deposit the principal and interest into escrow to satisfy
the debenture, and send a memo to the CDC and the SBA CLSC confirming the loan has
been paid in full.
B. The SBA CLSC will notify the CDC to prepare release and satisfaction documents for the
loan and will grant a limited power-of-attorney to the CDC to execute the release documents.
C. The CDC executes the release documents and send to the recorder's office for recordation.
D. The Trustee returns the original debenture to the CDC and sends a copy to the SBA District
Office.
5. 504 Debenture Repurchases
A. Requirements and authority for liquidation can be found in SOP 50-55 and SOP 50-51,
available on SBA's website (SBA SOP Reference)
B. Information regarding the liquidation process and best practices can also be obtained through
the liquidation training course offered by NADCO.
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C. Placing a loan "in liquidation" status refers to the requirement by SBA to submit a liquidation
plan, which typically involves repurchasing the debenture, when a loan is at or approaching
65 days past due without possibility of an approved deferment. The loan must also be placed
in liquidation in the following circumstances:
1. the third party lender has initiated foreclosure;
2. A lawsuit has been filed against a borrower/guarantor which may adversely affect
SBA's collateral position;
3. the borrower files bankruptcy; or
4. the CDC receives notice the borrower has abandoned the collateral.
D. When a loan is placed in liquidation status and the debenture is required to be repurchased,
the following actions take place:
1. The SBA CLSC sends a list of loans to be accelerated each month to the Trustee.
The Trustee then provides the outstanding debenture payoff information to the CSA.
The CSA utilizes the information received by the Trustee to generate the transcripts
for the loans to be accelerated. The transcripts are then sent to SBA (Denver Finance
Center) to prepare the wire.
2. SBA (Denver Finance Center) sends funds to the CSA for the debenture purchase for
all loans that accelerate in that semi-annual month.
3. The CSA will change the status code in CDC Online to accelerated at the time of
SBA and Trustee request. However, the debenture purchase does not occur until the
loan's next semi-annual date.
4. When the loan's status is changed to accelerated, the CSA's servicing responsibility
is terminated and the loan accounting is transferred to SBA.
5. The CDC's servicing fees are terminated at the time the loan's status is changed to
accelerated. Additionally, the CDC would not be paid any past due fees unless the
borrower brings the fees current.
6. The loan is removed from CDC's status of portfolio report. However, the CDC may
remain actively involved in the liquidation based on the CDC's delegated authority.
7. The SBA loan number is changed to denote the repurchase, typically the 7th digit is
changed to a 5.
E. Loan payments on loans where the debenture has been repurchased
1. Although the accounting for loans where the status code has changed to accelerated
is handled by SBA, a link to the loan is available through the CDC Online website. It
may take up to 30 days following debenture repurchase for the link to become active.
2. Payments on accelerated loans cannot be paid to the CSA. Payments can be made
through Pay.gov. Borrowers may make payments through pay.gov using bank
account information, credit/debit card. Additionally, the SBA accepts wire transfers
and checks.
3. In the event a payment does not show on SBA's loan management system, the
CDC should contact the SBA CLSC for information.
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2

Servicing Actions
1. Revision History*
Section

Revision Description

Date

N/A

Original Published Guidelines

4/1/2015

*Table above indicates revisions and updates made to Manual
2. Responsibilities
A. The CDC is responsible for obtaining the appropriate SBA approval (if required) prior to
providing notification to the CSA of an action.
B. The CSA is responsible for providing the CDC with information requested in order to
complete a servicing action and for accurately reporting loan information upon notification of
changes resulting from servicing actions.
3. General Information Regarding Servicing Actions
A. Requirements and authority for servicing actions can be found in SOP 50-55, available on
SBA's website (SBA SOP Reference).
B. Servicing actions which fall under the unilateral action authority of the CDC still require
acknowledgment by SBA prior to submission to the CSA.
C. CDCs must work with their respective SBA servicing center, Little Rock or Fresno, for all
servicing action approvals and acknowledgments.
D. Servicing actions covered in this manual only include actions which may involve the CSA by
impacting payments or borrower names/tax numbers, namely deferments and assumptions.
E. In many cases, deferments and assumptions arise through work-out efforts of the
CDC when proactively addressing problem loans.
F. Detailed information regarding CDC activities in loan collections and work-outs is also
provided through training offered by the National Association of Development Companies
(NADCO).
G. The CSA provides a Work-Up Request Form which may be used as a coversheet for a
request by a CDC. The form is not required and a CDC may elect to use its own format or
coversheet when requesting information or action by the CSA. The form can be accessed on
CDC Online - Work-Up Request Form
4. Deferments and Catch-Up Plans
A. Deferments are described in Chapter 12 of SOP 50-55.
B. Deferments are employed as a solution to a temporary problem impacting a borrower's ability
to make loan payments. A deferment is not appropriate when it is apparent the borrower's
financial difficulty is so severe that a deferment would only prolong the potential acceleration
of the loan.

44

C. The CDC may submit the request to defer payments along with a specific plan to catch-up on
the payments in one action, or the CDC may submit a deferment request and a separate
catch-up plan request at a later time. If submitted separately, the catchup plan must be
submitted and approved by SBA and sent to the CSA prior to the end of the deferment period.
It is highly recommended that the CDC submit the catch-up plan along with the deferment
request.
D. The amount deferred may include full or partial payments, but should not exceed six
cumulative monthly payments. At the end of the deferment period, the CDC may request an
additional six month deferment period and must submit justification for extending the
deferment period for consideration by SBA.
E. Partial payment deferments may be structured so that the borrower pays fees only, fees plus
interest, or a specified dollar amount. When structuring an amount, the CDC should ensure
the amount is sufficient to pay at least one entire fee amount, as partial fee payments cannot
be paid.
F. The loan should be made current within 10 years or prior to the maturity date of the loan,
whichever is earlier.
G. The CDC must have written consent to the terms of the deferment and catch-up from the
borrower and all guarantors. The consent should include notification to the borrower that
interest will continue to accrue during the deferment period.
H. The CDC must provide the following information to the CSA for the deferment period:
1. A copy of SBA's approval (if non-ALP) or acknowledgment (if ALP or PCLP) of the
deferment;
2. The specific months in which there will be no payments; and
3. The specific months in which partial payments may be made.
I. Catch-up plan basics:
1. The catch-up plan should provide details of how the borrower will repay the deferred
amount. It must specify payment amounts and the time frame for paying back the
deferred amount so that the borrower is back on schedule with the original Note
Amortization Schedule as soon as practical.
2. During the catch-up period, monthly payment amounts can vary but must be a
minimum of one monthly payment based on the original Note Amortization Schedule.
3. Catch-up payments do not need to be a fixed amount each month. There can be
flexibility to accommodate the seasonal highs and lows in a business.
4. A borrower can remit multiple payments during a month if paying by wire. Multiple
ACH payments cannot be made during a single month.
5. A catchup up plan cannot be a lump sum balloon payment to be paid at the end of the
catch-up period.
6. The CDC should have reasonable assurance the borrower can pay the catch-up
amount and resume the original payments at the end of the catch-up period.
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J. The CDC must provide the following information to the CSA for the catch-up period:
1. A copy of SBA's acknowledgment of the catch-up plan (if not provided with the
deferment request). SBA approval/acknowledgment is required if there is a revision to
the catch-up plan that is currently in place;
2. The specific month when catch-up payments should begin;
3. The borrower's consent to the catch-up plan;
4. A new ACH Authorization from the borrower for the increased payment;
5. The period of time the catch-up payments should remain in effect;
6. The information may be submitted by e-mail to the general communications email
referenced in Chapter 1.3; and
7. CDCs are advised to validate the monthly payment amount for loans moving from
deferment into catch-up status.
K. Application of catch-up payments - Payments will be applied in the following order:
1. Accrued fees in one-month increments, until current; following the order of fee
payment described in the chapter on Payment Procedures (all accrued SBA fees, all
accrued, CSA fees, then all accrued CDC fees);
2. Interest in one-day increments until current;
3. Principal, until current; and
4. Late fees in one-month increments (paid at the very end of the catch-up period).
L. Calculation of catch-up payments
1. Currently the CDC calculates the required catch-up payments and provides the
information to the CSA. CDCs may use their own calculation methods, a calculator
provided by their software vendor, or may download the catch-up plan calculator
provided on the NADCO website (NADCO-Servicing and Liquidation).
2. The CSA will review the information provided by the CDC for the catch-up amount
and may advise the CDC if any significant deficiencies are noted.
3. In preparing the catch-up plan, the CDC should factor in interest that continues to
accrue during the deferment period, as well as any fee adjustments that apply if the
deferment or catch-up includes a 5-year anniversary date.
4. For detailed examples of catch-up plan preparation using the calculator provided by
NADCO, please see Appendix 2.
M. CSA Status of Portfolio Report
1. During a deferment, the loan will be displayed with a "D" in the last column of the
report.
2. During the catch-up period, the loan will be displayed with a "C" in the last column of
the report.
3. If the borrower misses the first catch-up payment, the last column of the report will
display an asterisk ("*").
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4. The CDC should monitor both the Status of Portfolio Report and the Application of
Funds report to ensure payments are being made as required on the catch-up plan.
N. At the end of the catch-up period, the CSA will automatically amend the ACH authorization to
the original amount. However, if a borrower is not current on the 504 loan (either due to a
deferment, catch-up, or ongoing delinquency) at the five (5)-year anniversary date, the
servicing fees will be recalculated by the CSA based on the actual principal balance at the
loan's five (5)-year anniversary date. The resulting fees and total payment will be higher for
the next five (5) year period compared to the original 504 Note Amortization Schedule.
5. Assumptions
A. Assumptions are described in SOP 50-55, Chapter 11
B. Assumptions impact the tax reporting for a loan and the ACH authorization.
C. Assumptions generally fall into 2 categories. A technical assumption is a request to change
the SBC name or form of organization, a change to a W-9 form, and/or a change to the
borrower name or form of organization. A third party assumption is a request by an unrelated
entity to take over a borrower's legal obligations and benefits under the loan documents
(typically associated with the purchase of assets). The latter requires more complex analysis
by the CDC. The CDC should provide the following documents to the CSA:
1. Copy of SBA's approval (or acknowledgment if approved unilaterally);
2. New IRS Form W-9 for interest expense reporting;
3. New ACH Debit Authorization Form with a voided check; and
4. A copy of the signed Assumption Agreement.
D. The CDC must submit a CDC-504 Assumption Control Worksheet with all assumption
requests. The worksheet can be found on the NADCO website Click Here: CDC 504
Assumption Control Worksheet. The worksheet outlines the required information and
documentation the CDC is required to submit for an assumption request.
E. The CDC may charge an assumption fee to the borrower/assumptor provided the fee does
not exceed 1% of the remaining principal balance of the note. The CDC must obtain SBA's
approval to charge the fee. The CDC should collect the assumption fee directly from the
borrower/assumptor. The CSA should not be involved in the assumption fee.
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2 CDC Online Website Access
1. Revision History*
Section

Revision Description

Date

N/A

Original Published Guidelines

4/1/2015

*Table above indicates revisions and updates made to Manual
2. Responsibilities
A. The CSA is responsible for providing CDCs and the SBA with online access to borrower
transactions, payment histories, and portfolio reports.
B. CDCs are responsible for managing employee access to the system.
3. Overview
A. The website URL for CDC Online is: https://sba504servicing.wellsfargo.com/
B. A portion of the data available on CDC Online is also utilized to populate SBA's
CDC Management database (LAMP) report. Additional data inputs are provided by the
Trustee and SBA. The LAMP report, as well as OCRM's Lender Portal, are used by SBA to
evaluate the CDC's performance. The LAMP report may be accessed by CDC's through
SBA's portal: https://eweb.sba.gov/gl OCRM's Lender Portal may be accessed at the
following link by logging in with the credentials assigned to the approved CDC individual by
Dun & Bradstreet: https://mi.dnb.com/PDPSBA
C. All software and technical data maintained by the CSA is the property of SBA.
D. Security requirements for CDC Online are governed by and aligned with SBA's IT security
policies.
E. Changes and enhancements to the website are published periodically based on SBA's
guidance and written approval.
4. System Access
A. Each individual who will be accessing CDC Online should have his/her own unique log-in
credentials.
B. Request for access may be made by filling out the form available on the CSA website
(http://www.ctslink.com/GetDoc.do?doc=SBA_CDCONLINE_ENROLL). The form
should be completed and returned to SBA504CSA@wellsfargo.com. Upon receipt of the
completed form, the CSA will email a username and temporary password (which expires in
30 days).
C. The CDC manager should email the CSA Customer Service using the general
communications address (referenced in Chapter 1.3) requesting to remove access for any
person who is no longer employed by the CDC.
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5. Navigating the website
A. The CDC Online homescreen shows log-in information on the left-hand side of the screen
and access to various forms on the right-hand side of the screen. Forms may be accessed
and downloaded without logging into the system.
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B. After signing in with a username and password, the user will be directed to the secure
CDC Online system, with access to loan-level data and reports.

1. 504 Prepayment - Provides options for requesting prepayment estimates,
scheduling prepayment dates, generating letters and reports related to
prepayments, and identifying the CDC contact name for prepayment
information. Details for each option are described in Section C below.
2. Options - Provides access to the password reset screen.
3. Help - Provides information on browser errors.
4. Contact Us - Provides Wells Fargo contact information.
5. Loan Detail - Provides access to individual loan histories (loan number should
be entered in the blank box). Details regarding the loan history statement are
described in Section D below.
6. Payments as of - Indicates the date the data was updated in the loan history
screen.
7. Reports Section - Shows reports which can be pulled up online. Details for
each report are described in the next chapter.
8. Report Download Menu - Provides a list of reports which can be downloaded in
txt or xls format. Details for each report are described in the next chapter.
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C. Options available under "504 Prepayment"
1. Request--Hover over the text to see options for "New", "Edit", "Delete"

a. New:
1. Enter loan number and prepayment date (if
applicable--3rd Thursday of the month), then
select from the following options:
a. Prepayment Actual: Select this option to
schedule a prepayment;
b. Liquidation/Litigation (Option not used by
CDCs);
c. Bring Loan Current: Select this option to
view the funds required to bring the loan
current; or
d. Prepayment Estimate as of: Select this
option to obtain a prepayment estimate
amount.
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2. After clicking "Next," the following screen will
appear:

a. Fill in the CDC contact information and confirm the
details in the work-up screen, then select "OK" at
the bottom of the screen. The data will not be
saved and a prepayment will not be scheduled if
"OK" is not selected.
b. After selecting "OK" a message should appear
indicating the data was saved.
c. After clicking "OK" underneath the text "Record is
saved," the Confirmation Letter will appear on
screen if the Request Type selected was
"Prepayment Actual."
b. Edit - The edit option provides the user the ability to edit
information regarding a Request (shown above)
previously submitted.
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c. Delete - The delete option provides the user the ability to
delete a Request (shown above) previously submitted.
2. Letters - Hover over the text to see options for "Prepayment
Confirmation Letter," "Prepayment Cancellation Letter," "Work-up
Cover Letter," "Transcript History," and "Prepayment Release Letter."
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a. Prepayment Confirmation Letter - Generated when user has scheduled
a prepayment. User enters loan number, scheduled prepayment date,
and "Prepayment Actual" under Request Type. The letter does not
include prepayment amounts, but confirms the prepayment date and
provides wiring instructions.
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b. Prepayment Cancellation Letter
1. In order to generate a Prepayment Cancellation Letter, the user
first needs to go to "Request," "Edit," and enter the loan number,
prepayment date, and prepayment actual from the drop-down. In
the next screen, the user should select "Cancelled" from the
Status drop-down.
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c. Once the request has been processed, the user can generate the letter.
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d. Work-up Cover Letter - The workup cover letter shows the details of the
prepayment estimate or the actual prepayment amount, if applicable.
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e. Transcript History - The Transcript of Account and Payment History
shows the application of the last payment received, accrued amounts
since the last payment, and the detail of payments due until the next
semi-annual date.
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f. Prepayment Release Letter - The letter can be generated within 2-3
days following the prepayment of the loan. The CDC should forward the
letter to the SBA Loan Servicing Center.

2. Reports: Hover over the text to select one of the following options:
a. Scheduled for Prepayment: Shows all loans for which the
CDC has scheduled a prepayment date with the CSA.
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b. Closed Scheduled: After a CDC views the Work-up Cover
Letter, the loan will move from the Open Scheduled list to the
Closed Scheduled list. This does not mean that the loan has
prepaid, only that the Work-up has been accessed.

c. Canceled: Shows loans which were scheduled for prepayment
and subsequently canceled.
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d. Non-current: Identifies loans currently scheduled for prepayment
which are non-current.

3. Options: Provides the user the option to edit the CDC email contact
information.
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D. Loan Detail Information
1. Enter the loan number in the box next to the Loan Detail label and select "Go."

2. Explanation of items in the Loan Detail (current loan):
a. Refinanced - Indicates where loan was funded under ARRA Refinance
program.
b. Loan Status - Indicates whether loan is Active, Prepaid, Paid Off
(matured), or Accelerated.
c. Note Principal - Original balance of the loan.
d. Note Rate - Rate stated on the 504 Note. The 504 note rate does not
include the impact of fees (the effective rate).
e. ACH information - Shows the bank, routing number, and account
number from which payments will be debited monthly.
f. Borrower information - Identifies the borrowing entity and mailing
address for the borrower.
g. Principal Left - Indicates the principal balance per the amortization
schedule as of the amortization date in the next field.

62

h. Amort Date - Identifies the date in the amortization schedule which
should match the current loan balance and fee dates (if the loan is
current).
i. Amort Interest - Reflects the amount of interest that should have been
applied in the most recent payment per the amortization schedule as of
the Amort Date above (assuming the loan is current).
j. Amort Principal - Reflects the amount of principal that should have been
applied in the most recent payment per the amortization schedule as of
the Amort Date above (assuming the loan is current).
k. Amort Payment - Reflects the total payment amount including fees that
should have been applied in the most recent payment per the
amortization schedule as of the Amort Date above (assuming the loan
is current).
l. Note Balance - Shows the current balance of the note and should match
the most recent entry in the balance column of the payment details.
m. Fee Paid Date - Indicates the date through which fees have been paid.
The date should match the Amort Date if the loan is current.
n. Interest Date - Indicates the date through which interest has been paid.
The date should match the Amort Date if the loan is current.
o. Curr Loan Date - Shows the maturity date of the loan.
p. Curr Amount Needed - Shows the amount required to bring the loan
current. If $0.00 is shown, then the loan is current. The amount shown
includes late fees.
q. W-9 Information - Reflects the name, Tax ID, and address information
which will be used for tax reporting purposes. In most cases, the W-9
information matches the borrower information.
r. Payment Details - Shows the history of payments on the loan and how
each payment was applied. Payments are identified by the following
abbreviations:
1. A: ACH payment;
2. AR: ACH reject;
3. W: Wired payment;
4. C: Check payment;
5. X: Adjustment or returned check; or
6. CC: System adjustment performed at the mainframe level.
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3. Explanation of items shown on a non-current loan:

a. ACH Information - If the loan is not current and no longer on ACH, the
ACH information will be blank.
b. Principal Left - This amount will show what the remaining principal would be if
the loan were current as of the Amort Date and will be lower than the Note
Balance for a non-current loan.
c. Note Balance - Shows the actual balance of the loan.
d. Fee Paid Date - Shows the date through which fees are paid. The number of
months between the Amort Date and the Fee Paid Date reflects the number of
months of fees past due.
e. Interest Date - Shows the date through which interest is paid. The number of
days between the Amort Date and the Interest Date reflects the number of
days of past due interest.
f. Curr Amt Needed - Shows the amount the borrower would have to pay to bring
the loan current (to the Amort Date).
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g. The application of funds for the payment made September 2014 - Shows that
three months of fees were paid, with the remainder to past due interest until not
enough funds remained for a day's worth of interest.
h. Funds are posted to DFB (Due From Borrower) fees when an adjustment is
made to reverse a payment (ACH reject, bounced check, etc) that included
payment of fees. The DFB is created to track fees that were paid to all parties
(SBA, CDC, CSA) prior to the reversal of the payment. When a DFB is
created, the next payment will be applied to any outstanding DFB's prior to
application to any other amounts due.
E. Reports are described in detail in the next chapter.
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2 8 CSA Reports
1. Revision History*
Section

Revision Description

Date

N/A

Original Published Guidelines

4/1/2015

*Table above indicates revisions and updates made to Manual
2. Responsibilities
A. The CSA is responsible for the maintenance and operation of the SBA's mainframe-based
computer system and CDC Online to properly account for and report all transactions. All
software and technical data are the property of SBA, including new software and upgrades.
B. The CSA is responsible for providing CDCs and the SBA access to CDC Online, which
houses the five-day, 15-day, 45-day, and 65-day delinquency reports, was well as the
CDC Status of Portfolio Report, Non-Current Report, and Application of Funds Report.
C. The CSA is responsible for providing the CDC with a statement of interest expense paid
during the year and the loan balance at the end of the calendar year for each borrower
serviced by the CDC.
D. The CSA is responsible for complying with tax reporting requirements as they relate to
IRS Form 1098 and 1099 reporting.
3. General Reporting Information
A. The following reports are generated once per month:
1. Status of Portfolio;
2. Status of Portfolio-NonCurrent;
3. Application of Funds;
4. Funding Statement;
5. Amortization Schedules;
6. Funding-Conformed Copies;
7. 45 Days Delinquent;
8. 65 Days Default; and
9. Late Fee Assessed.
B. The following reports are generated multiple times each month based on activity:
1. ACH Reject; and
2. Payout Statement.
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C. The statement name used in reports (other than 1098 tax statements) is derived from the
"Statement Name" identified by the CDC in the Servicing Agent Agreement. If the Statement
Name is blank, the borrower name is used. The CDC may request a change in the statement
name by sending an email to the CSA.
D. Reports provided by the CSA to the SBA will show the borrower name rather than the
Statement Name.
E. Some reports include a column for "escrow" or "unallocated". If an amount is shown in the
unallocated account in a report, it is the CDC's responsibility to communicate with the
CSA to determine the disposition of the funds. Typically funds are held in unallocated when
funds sent by the borrower did not satisfy all payment categories, or an excess was paid on a
delinquent loan.
F. Accessing a report by clicking directly on the report name displays the data in a web browser
and provides an option to export to txt or Excel. Accessing a report by clicking on the "Report
Download" menu sends the data directly to the desired output. The Report Download option
is available for the Status of Portfolio, Application of Funds, 45 Day Delinquent, and 65 Day
Default reports.

4. Reports
A. Status of Portfolio
1. The Status of Portfolio Report is generated on the second of the month and reflects
information up to the end of the prior month. For example, the report generated
October 2 will show information as of September 30.
2. The report shows the loan balance for all loans in the CDC's portfolio (excluding
repurchased loans), sorted by loan name. Information includes the monthly payment
amount and the loan status.
3. The report may be accessed either from the "Status of Portfolio" link near the top of
the screen or from the Report Download menu.
a. If the report is accessed from the "Status of Portfolio" link, the loans will be
shown in increments of 10 loans. The user can change the number of loans
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displayed per page to 20, 50, or 100

b.

1. The user may click on a loan number to view the Loan Detail for the
loan. The user also has the option to print or download the report from
the screen.
2. The Last Payment Date will only show the payments made through end
of the prior month. To see if a payment was made subsequent to the
last payment date, the user should view the loan detail.
3. Status abbreviations are defined at the top of the report page.
4. The print button will open a window with a printer-friendly report.
5. In order to further sort or group the data, the user may export to Excel or
to a text file.

68

c. If the report is accessed from the Report menu, the user will select from xls or
txt format and save the report download.

B. Status of Portfolio-Noncurrent
1. The report may be accessed from the "Status of Portfolio-NonCurrent" link near the
top of the screen.
2. The report is generated on the 2nd of the month and reflects loans that were
noncurrent as of the end of the prior month.
3. The format of the report and export options are identical to the Status of Portfolio
report as described above in 4 A.3 a.
4. The number of payments the borrower is past due is derived by dividing the Total Due
less late fees by the Monthly Payment. The resulting number is rounded up to the
next number.
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C. Application of Funds

1. The report may be accessed either from the "Application of Funds" link near the top of
the screen or from the Report Download menu. The views and options are the same
as described for the Status of Portfolio.
2. The Application of Funds report is generated on the second of the month and reflects
information up to the end of the prior month. For example, a report generated on
October 2 will show information as of September 30.
3. Loans in the report are listed in alphabetical order by the Statement Name (as
identified in the Servicing Agent Agreement).
4. The report shows the payments applied to principal, interest, and fees for each loan in
the portfolio. It should be noted that the CDC fee reflects the gross CDC fee
(inclusive of SBA's 1/8th) and not the actual fee paid to the CDC.
5. The report will show late fees applied if applicable for the last payment, but will not
show late fees currently owed by the borrower.
6. If a borrower failed to make a payment during the month of the report, the loan will not
show in the report.
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7. If a borrower's ACH payment rejected during the month of the report, the loan will
show on the report if the fees were advanced by the CSA (fees are advanced when
the borrower is on ACH unless the borrower is 2 payments past due).
8. If a borrower makes more than one payment during the month or has an ACH reject
plus a wire/check, the loan will be shown twice in the report, once for each
transaction.
D. Loans with no ACH bank

1. The report may be accessed from the "Loan with no ACH bank" link near the top of the
screen.
2. The report lists all loans in the CDC portfolio which are not currently paid via ACH.
3. The report is generated on the 2nd of each month and reflects loans that were not set
up on ACH as of the end of the prior month.
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E. ACH Rejects

1. The report may be accessed from the "ACH Reject" link near the top of the screen.
2. The report is generated by the 5th of the month and reflects payments that rejected on
the 2nd of the month.
3. Additional reports may be generated during the month for any payments rejected
subsequent to the debit attempt.
4. The report lists each loan with a payment reject on the Rejected Date, indicates the
reason for the reject and whether or not the ACH has been deleted.
5. If the ACH has been deleted, the CDC should obtain a new executed debit
authorization form in order to reinstate the ACH. After two unsuccessful debits, the
ACH information is removed.
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F. 45 Days Delinquent

1. The report may be accessed from the "45 Day Delinquent" link near the top of
the screen or the Download Reports menu.
2. The report lists all loans which were 45 days or more delinquent as of the end
of the prior month and includes the total amount due, the number of payments
due, the next semi-annual date, and whether or not the loan was funded under
the Debt Refi program.
3. For purposes of the report, 45 days delinquent is defined as 2 payments owed
as of the end of the prior month. For example, if a borrower did not pay in
August or September, the loan would appear on the report released on October
2.
4. The report is generated on the 2nd of each month.
5. The user can click on a loan number to view the loan detail for a loan.
6. The report can be printed or downloaded to either Excel or a text file.
7. The report is used by SBA to identify the loans requiring a quarterly 45-day
delinquency status report.
G. 65 Days Delinquent
1. The report may be accessed from the "65 Day Delinquent" link near the top of the
screen or the Download Reports menu.
2. The report lists all loans which were 65 days or more delinquent as of the 20th of the
month or the first business day following the 20th. The report includes the same
information as the 45 day report.
3. For purposes of the report, 65 days delinquent is defined as 3 payments owed as of
the 20th of the month.
4. The report is generated on the 20th of each month.
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5. User options are the same as described for the 45 day report.
6. The report is used by SBA to identify the loans which should be accelerated unless
the CDC has submitted a workout plan to SBA.
H. Payout Statement

1. The report may be accessed from the "Payout Statement" link near the top of the
screen.
2. The report shows the funds paid to the CDC on the date of the report, net of the SBA's
portion of the CDC fee.
3. The report is generated on the 2nd day of the month for all loans on ACH, but may be
issued multiple times per month based on the receipt of additional loan payments. For
payments received throughout the month, the CSA typically pays out the fees to the
CDC on the Friday following receipt of the payment. If a payment is received during
the week and the month ends prior to Friday, payment will be made on the last day of
the month.
I. Funding
1. Reports related to the monthly fundings may be accessed from the "Funding" link near
the top of the screen.
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2. Options under Funding:
a. Amortization Schedule - User enters the funding date to generate the
amortization schedules for the loans funded on the funding date. The debenture
amortization schedule and prepay premium schedule are emailed to the CDC.
The CDC should send a copy of the note amortization schedule to the
borrower.

b. Conformed Copy - User enters the funding date to generate the conformed
copy of the Note. User can select all loans funded on the funding date or
individual loans. The conformed copy shows the note interest rate,
P&I amount, and monthly payment (blank in the signed version). The
CDC should provide a copy to the borrower.
c. Funding Statement - User enters the funding date to generate the list of loans
funded, showing the gross debenture, CDC fee, closing costs, balance to
borrower, and the amount of the 3rd party lender fee withheld from the CDC's
payment, if applicable.
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J. Other Reports
1. Miscellaneous Reports may be accessed from the "Other Reports" link near the top of
the screen.
2. Options under Other Reports
a. Float Report - User enters the float payment date to generate the details of the
float payment to the CDC.

1. The report and associated check or ACH credit (the CDC elects how
the float payment is received) are generated semi-annually, the 2nd
week of May and the 2nd week of November for periods ending March
31st and September 30th, respectively.
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2. The float check is comprised of three components:
a. the CDC's prorata share of interest earned on the monthly
payments, held until the semi-annual debenture date
b. the CDC's prorata share of interest earned on loan prepayments,
held until the semi-annual debenture date
c. the difference between the outstanding note balance and the
outstanding debenture balance at the time of prepayment.
3. Funds related to the float are held in an escrow subaccount of the
Master Reserve Account (MRA) by the CSA. The CSA tracks each
loan for each CDC in the subaccount and is responsible for calculating
each CDC's prorata share of interest earned in the account.
b. Late Report - Displays payments not received by the 5th of the current month.

c. Late Fee Assessed - User enters the payment month to view payments that
were not made by the 15th, resulting in the assessment of a late fee. If the 15th
falls on a weekend, the funds must be received on the Friday preceding the
15th. The CDC is responsible for notifying the borrower of a late fee and for
collecting the fee.
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K. Tax Information - Reports related to year-end reporting of interest and fees can be accessed
from the tax section at the top of the screen. Upon log-in, select the link named "1098/Annual
Statements."
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1. 1098 Individual Tax Forms
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a. User has the option to generate all 1098 forms for a given year or to select a
single loan.
b. 1098 tax forms are generated ONLY for qualifying borrowers per the IRS 1098
instructions. The basis for determining whether a borrower should receive a
1098 is the information provided in the W-9 form. Only qualifying borrowers are
individuals and sole proprietors.
c. 1098 tax forms are sent directly from the CSA to the borrower.
d. The CDC can generate a copy of the 1098 by entering the tax date and the loan
number; or for all loans by leaving the loan number blank.
e. 1098 tax forms are typically available online after February 1.
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2. Annual Statements

a. Annual statements are available for all borrowers that made payments during
the year. Annual statements show the total interest paid, fees paid, and the
balance of the loan as of 12/31.
b. Annual statements are not mailed by the CSA to the borrower. The
CDC should mail the annual statements to the borrowers.
c. The user can generate individual statements by entering the date and the loan
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number, or all statements by leaving the loan number blank.
d. The annual statement has not been reported to the Internal Revenue Service.
3. Annual Statement Worksheet
a. The annual statement worksheet is generated by the CSA annually to show
the borrower name and tax ID as provided in the W-9 form for all borrowers in
the portfolio.
b. The worksheet identifies which borrowers qualify for receipt of the 1098 tax
form.
c. The CDC should review the worksheet annually to verify information.
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3 Appendix 1-Payment Examples
1. Current Loan - Sample Payment
A. Amortization Schedule
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B. Loan Detail - For a current loan, the payment application in the loan detail should match the
payment detail shown in the loan amortization.

C. Status Of Portfolio - The Status of Portfolio issued at the beginning of November reflects
activity up to the end of October. The details should match the payment made during October
in the Loan Detail. For a current loan, the ending balance should match the amortization
balance. The amounts due correlate to the payment due on November 1.

84

D. Application of Funds - For a current loan, the statement shows the application of the payment
to principal, interest, and fees for the prior month and should correlate with the amortization
schedule (unless there was a previous delinquency on a fee-adjustment date). The amounts
are shown in the order of payment application.

CSA User Manual │3/29/2015

2. Past Due Loan - Sample Payment
A. Amortization Schedule
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B. Loan Detail

C. Status of Portfolio
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D. Application of Funds
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E. Calculation of Payment Categories - The table below shows the amounts applied to each
payment category in order of application. The amounts correlate to the Application of Funds
report.

3. Past Due Loan - Calculation of Fees on Anniversary Date
A. Fees are calculated based on the principal balance on the 5-year anniversary date. If the
principal balance on the anniversary date differs from the amortization schedule, the fees for
the following 5 years (and the total payment) will not match the amortization schedule for the
following 5 years. However, once the borrower is current, the principal and interest
application should match the amortization schedule even though the fee payments do not
match.
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B. Example Amortization Schedule - Past Due Loan

C. Example Loan Detail - Past Due Loan
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D. Example Fee Calculation
1. Fee rates
a. SBA - 0%
b. CSA - 0.10%
c. CDC - 0.625%
2. Amortization Schedule
a. Scheduled Balance at 5-year anniversary (June 2014): $309,052.90
b. Scheduled fee payments beginning July 2014
1. CSA: $309,052.90*.001/12 = $25.75
2. CDC: $309,052.90*.00625/12=$160.97
3. Loan Detail
a. Loan Balance at 5-year anniversary (June 2014): $311,471.62
b. Actual fee payments beginning July 2014
1. CSA: $311,471.62*.001/12 = $25.97
2. CDC: $311,471.62*.00625/12 = $162.22
3. The materiality of the difference to the borrower depends on the
difference in the amortization balance and the actual balance and the
size of the loan. In the example, the borrower will pay a total of $75
more in CDC fees over the 5 year period.
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3 Appendix 2-Amortization Difference
Excerpt from Memo issued by DCFC in April 2004:

With the ﬁrst series of 504 loans reaching maturity, some borrowers are questioning why, for the last 504
payment, the full monthly payment amount has been debited against their designated bank account when
their 504 loan amortization table shows the outstanding principal balance and accrued interest going into
the last payment as only a fraction of the normal monthly payment. This situation pertains to outstanding
ten and twenty year 504 loans which funded prior to July 1999. In July 1999 the 504 note amortization table
programming was modiﬁed to correct this problem going forward.

The purpose of this memorandum is to bring an awareness and understanding of the differences that exist
between the pre-July 1999 504 note and underlying debenture amortization tables so that CDCs may better
appreciate the implications, quantify potential P&L impact and respond to their board, accountants and
borrowers who raise questions regarding these loans.

Description Of Problem
When 504 loans were introduced in November 1986, the Central Servicing Agent (CSA) at the time
eveloped a computer program to generate monthly amortization tables for both ten and twenty year 504
otes which would result in principal and interest being collected from 504 borrowers over six monthly
payments sufﬁcient to satisfy the semiannual P&I payment due the holder of the underlying debenture.

The software which generated the amortization table was programmed to leave the smallest possible
principal amount to be repaid in the last payment resulting in the 504 amortization table and note interest
rate being understated. Because of this, the 504 loan amortization table allocated slightly more of each
monthly payment to principal reduction and slightly less to interest expense than should have been the
case. Therefore the pre-July 1999 amortization tables show only a small amount of principal and interest
due the last payment - only a fraction of the normal monthly payment which would be needed to retire the
underlying debenture. (See Illustrations 1 and 1a below)

The other result of the methodology employed in generating the 504 monthly note amortization table from
the semiannual debenture amortization table is that in the case of ten year loans, the note amortization
table, at any point in time during the life of the loan, shows a lower outstanding balance than the debenture
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amortization table. In the case of twenty year loans, the note amortization table, at any point during the ﬁrst
twelve years, shows a greater outstanding balance than the debenture amortization table but reverses in
year thirteen when the debenture balance begins to show a greater amount than the outstanding note
balance. (See Illustrations 2 & 2a)

The difference, in the case of both ten and twenty year loans, builds over time but is transparent to the
borrower until the last payment when the borrower’s designated checking account is debited for the normal
monthly P&I amount which is greater than the ﬁnal outstanding balance of principal and interest showing on
the borrower’s note amortization table. In loans reaching maturity, the difference may be close to the
amount of one monthly payment, but will never exceed the amount of one monthly payment.

Relationship To Float
If 504 loans were repaid on a semiannual basis the way the underlying debentures are, this problem would
never have occurred. The payment of principal and interest (P&I) received semiannually from a borrower
would be identical to that forwarded on to the debenture holder and the note and debenture amortization
schedules would therefore be identical. However, due to credit monitoring concerns and normal market
practices, 504 commercial mortgages are repaid monthly while the public bond markets expect debentures
with a semiannual repayment. As such, 504 payments made by our borrowers are held by the CSA up to
six months at which point the accumulated total is remitted to the debenture holder to cover the semiannual
payment of P&I.

All active CDCs with outstanding 504 portfolios receive a semiannual ﬂoat check every May and
November. The ﬁrst and largest component of this check is the interest earned on the monthly payments
mentioned above and held by the CSA until remitted to the debenture holder at the next semiannual
debenture date. The second component of this check is interest earned on loan prepayments held by the
CSA until the semiannual anniversary when the debenture is paid off. The last component of the ﬂoat
check is the difference between the outstanding note balance and the outstanding debenture balance at the
time of prepayment.

Some CDCs have argued that the CDCs’ risk relative to the amortization table differences should have
nothing to do with the beneﬁt the CDC receives from the semiannual ﬂoat check and that the industry
should look to recoup the potential 504 amortization table differences from the SBA or the CSA. Both the
amortization table difference and the ﬂoat arose because of the mismatch of the 504 monthly note
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repayment schedule versus the 504 semiannual debenture schedule and DCF LLC views the CDC’s risk
relative to the amortization table difference as consideration for the ﬂoat.

Quantifying The Potential Financial Impact
The amortization table differences have a potential ﬁnancial impact on CDCs. In the case of those loans
which reach maturity, borrowers, based on their amortization tables, may argue that they do not owe the
total ﬁnal payment. Depending on the resolution of this between the borrower and the CDC, the CDC may
end up absorbing some or all of the last payment shortfall. In the case of those loans which prepay, the
prepayment amount as calculated by the CSA is based on the note amortization table. If a borrower
prepays during a period when the note balance is less than the debenture balance per the respective
amortization tables the CDC will experience the shortfall as a debit against its ﬂoat check. With respect to
ten year notes this would be at any point during the life of the loan. In the case of twenty year notes, this
would be anytime after year twelve. Conversely, if a borrower prepays a twenty year note at any point
during the ﬁrst twelve years when the note balance is greater than the debenture balance the calculated
prepayment amount will be greater than the amount necessary to satisfy the underlying debenture and the
excess will be credited to the CDC.

The process to quantify a CDC’s potential maximum exposure is a relatively simple one albeit possibly
labor intensive depending on the size of the portfolio. To do this, only the note amortization schedule is
needed. The maximum CDC exposure for each pre-July 1999 504 loan is calculated by taking the total of
accrued interest and principal balance outstanding on the last line of the amortization schedule (line 120 in
the case of ten year notes and line 240 in the case of twenty year notes) and deducting this from the
constant P&I component of the monthly 504 payment. The CDC’s maximum exposure is just a compilation
(which should be prepared by maturity date order) of this difference for all outstanding pre-July 1999 504
loans.

The above process will disclose the CDC’s maximum exposure as of the report date but may not be the
best management tool. The reason for this is that a CDC’s potential maximum exposure is in all likelihood
considerably greater than the actual loss it will incur. This is because prepayments will result in a smaller
note/debenture amortization table actual difference than the difference that would exist at the time of the
ﬁnal 504 monthly payment. As of April 2004 only 444 of the 1,918 ten year 504 loans issued between
November 1986 and June 1999 remain outstanding. Of the 28,585 twenty year loans funded during the
same period, only 13,660 currently remain outstanding. The other factor which will reduce a CDC’s actual
exposure is that not all borrowers will question the last payment on their 504 loan.
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If a CDC is looking for a more useful gauge of its exposure, a table that captures the changing amortization
difference over the life of a loan may provide a better management tool. By estimating the potential
exposure each year during the life of the portfolio, a CDC will be better able to gauge what effect the
amortization table differences will have on its operating results.

To do this the CDC would set up a spreadsheet with the vertical axis denoting year of maturity and the
horizontal axis denoting year of impact or in other words the potential maximum incremental loss in a given
year. The spreadsheet would be recalculated each year eliminating those loans which have either matured
or were prepaid. At the beginning of each year the CDC could get a fairly accurate assessment of it’s
maximum potential exposure for that year.

To Reserve Or Not To Reserve?
Various CDC executives have stated that either their Board or CPAs have raised the issue of reserving for
the amortization table differences. This is a matter which has to be resolved by the individual CDC with its
professional advisors.

What Is DCF LLC’s Position
Based on research and discussions with individuals who were in the SBA or the CDC industry at the time
of the introduction of the 504 Program there is no evidence to suggest that the amortization table
differences were anything other than an unintentional result of the original programming of the 504 note
amortization table. It was always the intention of the program that the 504 borrower was to make 120 or 240
constant P&I payments sufﬁcient to pay the interest and retire the underlying debenture.

While some CDCs have raised the possibility of suing the CSA and/or SBA to absorb the risk of the
amortization table difference, it is DCF LLC’s view that this would not be positive for the industry.

Other CDC’s have questioned the possibility of reissuing the 504 note and amortization table with the
appropriate corrections. DCF LLC does not believe this to be an appropriate solution for the following two
reasons. DCF LLC is of the opinion that not all borrowers will question the last payment when their note
matures, but if new notes and amortization tables were issued this would raise questions from the vast
majority of borrowers with loans outstanding. Also, with the rate of prepayment, this action would raise
questions with borrowers who may ultimately prepay their notes thereby never reaching maturity. Lastly it
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is questionable whether the interest rate on the notes and amortization tables can be unilaterally changed
by the lender.

Some CDCs have suggested that unless this matter is brought to an ultimate resolution, the CDC industry
risks having a class action lawsuit brought upon it by disgruntled borrowers. This is simply not the case. As
the situation currently stands, no borrower has been wronged and therefore has suffered no damages for
which to sue.

As can be seen from the foregoing this is not a simple issue. DCF LLC’s position on the matter is to
educate and provide support to CDCs regarding this issue. DCF LLC is of the opinion that it was always
the intent of the 504 program that the borrower make 120 or 240 constant P&I payments sufﬁcient to pay
the interest and retire the underlying debenture. As such, DCF LLC believes it is appropriate for 504
borrowers to make the last 504 payment in the full normal monthly amount but that CDCs uses best
practices when negotiating this with their borrowers to ensure the continued good name of the individual
CDC and the 504 industry.

How To Work With Your Borrower
Some CDCs have a policy to pay the last payment difference to any borrower who makes the request.
Other CDCs explain the issue to their borrowers in order for their borrower to understand that they are
responsible for the same P&I payment as they have made every month since their note was issued. In the
case of those CDCs for whom this has already been an issue, their borrowers agreed to the total ﬁnal
payment only after they were explained the situation and were made to understand why the payment is
due.

The following talking points may be of help in explaining the issue to and negotiating with a borrower. Also a
letter (drafted by another CDC executive) which has been helpful in resolving the issue with borrowers is
included as Illustration 3.

The borrower receives a loan from the CDC which is funded by a debenture of the same amount held by an
investor. The investor is repaid via semiannual P+I payments over the term of the debenture which
matches the term of the 504 loan.
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The 504 monthly loan payments are calculated by dividing the semi-annual debenture payment amount by
six and rounding up to the nearest penny. Therefore, the total of principal and interest paid by a 504
borrower over six months is exactly the total of principal and interest that must be remitted to the investor
for each semiannual payment. The monthly 504 P&I payment is ﬁxed for the life of the loan and
documented on the top of the note amortization schedule and the borrower was told at the time of take
down that they will be making either 120 or 240 payments of this amount plus fees over the life of the 504
loan.

However in the calculation of the 504 note and amortization table interest rate, there was a programming
glitch which understated the rate and therefore the 504 note amortization table applied slightly more of the
monthly P&I payment to principal than should have been applied, with interest being understated by a like
amount. As a result, the 504 note amortization table shows only a fraction of the total P&I that needs to be
remitted the last 504 payment in order to fully satisfy the outstanding principal and interest on the
underlying debenture.

By refusing to make the entire last payment, the borrower is exploiting a clerical error to avoid making the
total payments they fully expected to make upon obtaining the 504 loan. The shortfall then has to be made
up by the CDC which either originated or is currently servicing the loan.

When borrowers protest, a partial settlement may be reached in an effort to maintain the good name of the
CDC and the industry.
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Illustration 1
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Illustration 1a
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Illustration 2
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Illustration 2a
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Illustration 3
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3 Appendix 2-Catch-Up Plan Examples
Examples in this index illustrate the use of the catch-up plan calculator provided by DCF LLC and NADCO.
While the general tips regarding structure and review apply regardless of the calculator used, CDC's using
other vendor-provided catch-up plan calculators should consult with the vendor regarding use of the
calculator.
1. The catch-up plan calculator can be accessed from the NADCO website (Deferment Calculator
Download Page). Once downloaded, open the calculator in Excel
2. In the Data Entry tab, enter all information in the shaded cells. The majority of information can be
obtained from the Loan Detail. For fee rates, the user should refer to the Servicing Agent Agreement.
Alternatively, the rate can be calculated by multiplying the fee (from the first payment of the loan
detail) by twelve and dividing by the original debenture. For example, if the SBA fee is 1,767.19 and
the original principal is $2,262,000, the SBA fee is (1,767.19*12)/2,262,000 = .009375 (or .9375%)

A. User should ensure the note rate is entered exactly as shown in the loan detail/amortization
schedule (all digits should be entered, without any rounding)
B. The date of last payment should correlate to the "Fee Paid Date" on the loan detail. For example, if
the last payment was April 2, the fee paid date should be March 30. If the loan has been chronically
delinquent and the fees are past due, rather than entering the date of the last payment, the user
should enter the first of the month following the month-end of the fee paid date. For example, if the
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last payment date was November 14, 20xx, but the fee paid date shows as September 30, 20xx,
then the last payment date should be entered as October 1, 20xx.
C. The "Date Interest is Paid Through" should only be filled in if the interest paid date and the fee paid
date in the loan detail are not the same date (ie the interest paid date is earlier than the fee paid
date). If the fee paid date and the interest paid date are the same, the cell should show "na".
D. The Current Loan Balance should be taken from the last entry on the loan detail payment history.
E. Accuracy is critical in the data entry page. The user can verify the accuracy by comparing the
payments in the "Amort Schedule" tab of the worksheet against the amortization schedule issued by
the CSA. If the payments or balances are more than $1 off, then a number has likely been entered in
error and should be corrected before proceeding.
F. Following data entry, the user should click on the tab corresponding to the type of catch-up plan
being created:
1. For a deferment with no payments to be made during the deferment period click on "catchup_
no_pmts"
2. For a deferment with fees to be paid during the deferment period, click on "catchup_feespaid"
3. For a deferment with fees and interest to be paid during the deferment period, click on
"catchup_Fees andInt"
4. For a deferment with a specified payment to be paid during the deferment period, click on
"catchup_PartialPmts". This tab should also be used where there are alternating periods of
no payments and payments, ie, a six-month deferment with a payment every 2 months
during the deferment period.
G. Under the catch-up plan tab, click on "Data" in the top ribbon bar, then select "What If Analysis",
and "Goal Seek"

H. The Goal Seek box should be positioned on the screen so that the instructions in rows 12-14 can be
seen, as well as the value in cell J9. To move the box, place the cursor in the "Goal Seek" box and
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drag the box. The first entry under "Set Cell" should be a cell reference. The second entry should be
an actual number (no commas should be typed when entering the number). The third entry should be
a cell reference.

I. After clicking on "OK", a message should appear indicating whether or not Goal Seek was
successful. If successful, the message "Goal Seeking with Cell G83 found a solution" will appear.
Click OK. (If OK is not clicked, the catchup amount will not be saved). If not successful, the
message "Goal Seeking with Cell G83 may not have found a solution" will appear. The inability to
come up with a solution may be caused by one of the following issues:
1. An error was made in the Data Entry tab relating to the original debenture, issue date, note
rate, or monthly P&I. The user should confirm the entries
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2. Settings in Excel are not allowing the iterative process to run. If the issue appears to be
related to Excel, the user is advised to call his/her IT person.

J. Following completion of the Goal Seek, the balance at the end of the catch-up period should be
compared to the balance on the same date on the original amortization schedule and the balance in
cell J8. The 3 numbers should match (within a dollar).
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K. If the calculator is being printed and provided to the borrower, the rows following the end of the
catch-up period should be hidden in Excel prior to printing. Rows where the balance column is
shaded gray do not show the correct payment amount. To hide the rows, drag the mouse over the
row numbers where the balance column is gray, then right click the mouse and select "Hide".
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L. The calculator will show the payment amount following the end of the catch-up period in cell L10. If a
5-year fee adjustment date occurred during the period of the deferment or catch-up, this amount will
reflect a higher payment than originally scheduled in the amortization. The higher payment amount
incorporates the higher fee rates that resulted from adjustment based on a higher than scheduled
principal balance.

3. SAMPLE CALCULATION
Borrower was removed from ACH in May 2014 after payment rejects in March and May. Note that two
payments were made in June, July, and September. Borrower did not make a payment in October 2014.
CDC is processing a deferment of October, November, and December payments with a 60-month catch-up
period.

108

A. Loan Detail
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B. Amounts shown in the loan detail are entered into the deferment calculator, Data Entry tab.

C. Since no payments will be paid during the deferment, Goal Seek function is performed on the
Catchup_nopmts tab, resulting in a catch-up payment amount of $2,778.85.
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D. Confirm the value at the end of the catch-up period by verifying the same value in the calculator and
the amortization schedule as of 12/1/2019, the end of the calculator.
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