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Disclaimer

This guide is distributed to provide general information about the subject matter covered. It should not be
substituted for professional advice in specific situations. CUNA Mutual Group does not represent or warrant
the fitness or suitability of any LOANLINER® Business Lending Document for any specific purpose.
Competent business lending personnel with experience in making the type of business loans that will be
documented with these forms should thoroughly review each loan document and determine its suitability for
use for a specific loan transaction. In addition, all documents should be thoroughly reviewed to identify any
inconsistencies with your credit union’s policies and procedures. CUNA Mutual cannot provide legal advice.
If you have questions related to specific loan transactions, please consult your attorney.
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Introduction

Welcome to the Small Business Lending User Guide. To enable you to take care of most of your business lending
needs, LOANLINER® has developed three business packages, one for non-real estate secured loans, one for real
estate secured loans and one for business deposit. The lending packages will share the Business Adverse Action
Notice, the Business Guaranty Agreement, and the Authorization Designation documents. Instruction for the
shared documents will be provided in the Miscellaneous Business Lending User Guide. This User Guide will help
you process the documents needed for business lending that is not secured by real estate. These documents include:

e  Business Application

e Business Expanded Application

e Business Credit and Continuing Security Agreement
e Business Credit Agreement Rider

e Business Loan Receipt

e Consent of Landlord

e UCC1 Financing Statement & Addendum

e UCCS3 Financing Statement Amendment

Now you can create a cost-effective loan processing system that’s tailored to meet the needs of your credit union.
LOANLINER’s Business Lending Documents were designed to reduce the paperwork for you and your borrowers.
LOANLINER’s Business Lending Documents have been designed for compatibility with most data processors’
hardware and software. LOANLINER’s Business Credit and Continuing Security Agreement simplifies and speeds
up the lending process, giving you an important tool to build borrower relationships. All documents are written in
clear, straightforward language, and are easy to use and understand.

With LOANLINER you can rest assured that every document when completed in accordance with the instructions
provided in this guide is compliant with federal and state regulations and standards.

Service and Support

The LOANLINER® Program has been part of credit unions’ lending success for two decades and is currently
being used by neatly 7,000 credit unions. Our work with these credit unions has helped us develop a high degree of
lending expertise. You will have direct access to this expertise via any of the channels described below.

Lending Resource Center. The Lending Resource Center offers a comprehensive and timely way to stay on top
of key lending and compliance issues and a variety of resources to improve your lending performance, available at
your fingertips 24/7. Key resources include: compliance alerts with action steps; training and operational needs;
credit union best practices; lender tutorial; product news and updates; featured questions and answers; and optional
email notification of newly published alerts and articles. The Lending Resource Center is available only to credit
unions using LOANLINER Lending or Deposit documents; or credit unions that offer one or more of the
following CUNA Mutual products: credit disability insurance, credit life insurance, debt cancellation, guaranteed

asset protection, mechanical repair coverage. To request access, go to www.cunamutual.com\lendingresourcecenter.
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LOANLINER Business Document User Guides. We strongly recommend that all credit unions review the
LOANLINER Business Documents User Guides for important document usage information and state specific
language that is recommended for certain loan documents. These User Guides can be found in the LOANLINER
Lending Resource Center:

e  User Guide for Small Business Lending Documents

e User Guide for Business Real Estate Secured Lending Documents
e User Guide for Miscellaneous Business Lending Documents

e User Guide for Business Deposit Documents

LOANLINER Customer Service. Providing you with assistance in selecting and ordering documents, checking
the status of your order, or billing questions. Call 1-800-356-5012 ot e-mail loanliner@cunamutual.com.

Compliance Alerts. Stay informed about compliance and regulation changes. For recent compliance updates, go
to www.loanliner.com and click on Lending Resource Center.

LOANLINER Compliance Support. Providing you with assistance in selecting documents as well as answets to
your compliance and document usage questions. Call 1-800-356-5012 or e-mail loanlinet(@cunamutual.com.

Your CUNA Mutual Representative. Call your CUNA Mutual Group Account Representative at 1-800-333-2644
for more information.

Using this Guide

This User Guide provides the basics on how to use the LOANLINER Small Business Lending Documents. You
can download a current User Guide from the LOANLINER Lending Resource Center. This User Guide is intended
to be used as:

e A learning tool to learn the LOANLINER Business Lending Program.
e A reference tool once you begin using the documents on a regular basis.
e A setof instructions for modifying certain documents with state specific notice requirements.

If you need detailed assistance, you can rely on your local CUNA Mutual representative or the LOANLINER staff
for expert help on using any of the Business Lending Documents.

The User Guide was designed to make it easy for you to reference each document. Each chapter provides the
following information:

¢  Document Description
e Document Sample

o  Document Instructions
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Chapter 1:
Business Application

The Business Application is a simple generic two-page loan application used to collect basic loan application data
from the loan applicant(s) and guarantor(s), document the request for a business loan, and support internal credit
underwriting policies. It is designed for loans involving smaller businesses and less complex loan transactions.

The document provides a way for the credit union to collect required data about the applicant (e.g., names,
addresses, credit history) and the loan transaction (e.g., loan amount, loan purpose). The information contained on
the application along with other underwriting tools at the credit union will be used to evaluate the credit worthiness
of applicant(s), as well as assess the ability to repay each loan advance.

Document Description

When used: This document, the first completed during the loan transaction, is used whenever an
applicant wants to initiate a business loan, when the applicant ’s relationship has been
established and when the loan is relatively simple. It is used if the credit union does not
have a comparable document.

Purpose: Data collected from the document is used to evaluate the applicant ’s creditworthiness
and serves to document the request for a specific loan purpose and amount. It collects
pertinent information relative to the applicant(s)’ present financial condition, credit
history and personal and business information in order to establish a business
relationship between the applicant(s) and the credit union.

Document number: AXB10*
How distributed: This document is kept with your credit union’s file.
Imprinting: This document allows an imprint of your credit union’s name, address, phone number

and logo. If the imprinting option is not selected, be sure to add your credit union
name while processing the document.

Number of pages Two

State specific versions: None

*Indicates spaceholder for version number
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Chapter 1

Page one sample

Use the numbers provided to locate the corresponding instructions on the next page.

LQANLINER.
— 1. Read important

Business - Cation information

IMPORTANT INFORMATION ABOUT PROCEDURES FOR APPLYING FOR A LOAN

To help the government fight the funding of ism and monay i ivie
record information that identifies cach person or business that opens an account.
What this means for you: When you open an account, we will ask for your name, address, date of birth, if applicable, and other information that will
allow us to identify you.

We may also ask to see your diiver's license or other identifying documents.
Married Applicants may apply for a separate account.

. Federal law requires all financial institutions to obtain, verify, and

LOAN REQUEST

Member/Account Number:

Application Type: (] New [ Renewal/Change O other: I
Type of Credit: 2 Make 1
[ individual/Business [ Joint (Co-Applicant must individually complete Co-Appli i . ake loan
Amount requested: $ Terms/Maturity:
Type: [ Line of Credit O Term Loan O Credit Card request
O Commercial Real Estate [ Other:

Purpose of Loan:

LOAN SECURITY

Collateral Description:
Value: Liens/Security Interest and State Filed:
Subject Property Address (street, city, state, and rip)

APPLICANT/INDIVIDUAL INFORMATION

BUSINESSANDIVIDUAL NAME YEAR BUSINESS ESTABLISHED STATE ~—— .
BER HAMES] 3. Provide

FRION BUSINLSS NAME(S) loaﬂ

TONTACT NANE TITE EFHONE Security
TVPL OF ORGAMIZATION:

O moniouar [ eropmetorsie [ eastnversiee [J coreoranon [Jue [Jassocanon [ wowesorm [ otier
T TN A PPROIDE THE T O T CRRATION

EMPLOVER NAME ERPLOYER TELEFIONE NUWBER
DRIVER S LICENSE NOMBERISTATE TSSUANGE GATE TXPIRATION DATE GATE OF BIRTH \
WORH TELEPIONE CELL PHORE TAX NUWBER WIE SITE ADDRESSEMAL \
4. Provide
COMPLETE FOR JOINT CREINT, SECURED CREDIT OR IF YOU LIVE IN A COMMUNITY PROPERTY STATE 10 VERIFICATION: apphcant
O marsee [ separateo ] uNMARRIED (Single - Bivorced - Widowed) H :
information
GUARANTOR/CO-APPLICANT
7.1 AM PROVIDING THE FCLLOWING INFORMATION FOR PURPOSES OF SERVING AS A (CHECK ONE)| SSN/TIN NUMBER
O ouarantor [ co-appucant
[Femiae
HOME TELEPHONE WORE TELEPHONE CELL PHONE |IIX NUMBE R |W(B SITE ADDHESS/EMANR
FAVSICAL ADORESS
MAILING ADDRLSS \\
COMPLLTE FOR JONT CRLDNT, SECURED CAELOIT DR 1T YOU LIVE 1 A COMMUNITY PROPERTY STATE |10 VERIICATION: 5. Provide
Dlmawoes [ separareo (] cnmassien (segie - oneorced - widowed)
2.1 AM PROVIDING THE TOLLOVANG INTORMATION FOR PURPOSES OF SERVING AS A (CHECK DNEY] SSM/TIN NUMBER DATE OF BRTH guarantor/
O suarantor [ co-areucant .
[FAdaE GRIVER S LICENSE NUMBERSTATE TSSUANCE DATE TXPRATION DATE Co_apphcant
WOME TELEPHONE WORK TELLPHONE CELL PHONE TAX NUMBER WILE SITL ADDRLSSEMAL : H
[ information
FHVSICAL ADDRESS
MAILING ADDRESS
COMPLETE FOR JOINT CREDT, SECURED CREDIT O 1F YOU LIVE 11 A& COMMUNTTY PROPERTY STATE. |10 VERFIGATION
O marssio [ separatio ] unMARRIED (sigie - Divorced - Widowe)
o [ CHECK IF AUDITIONAL GUARANTORICO-APPLICANT INFORMATION ACCOMPANIES. THIS APPUCATION

© CUNA MUTUAL GROUP, 2004, D6, ALL FIGHTS RESERVED AXB10T [LASER)
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Business Application

Page one instructions

Instructions are given for each section of the document. Please refer to the corresponding number on the sample
document to determine each section’s relative position on the document.

1.

Read important information. This section discloses to the applicant what type of personal information must
be collected. This disclosure satisfies the USA Patriot Act notice requirements.

Make loan request. This section collects information from the applicant to determine:
e The type of business and type of credit

e The amount requested and the terms/maturity of the loan

e The type of loan and the purpose of the loan

Provide loan security. This section collects information from the applicant to determine:

e The description of the collateral and the value of the collateral

e If the collateral already has a lien against it for another loan and the location of the collateral

Provide applicant information. This section collects information from the applicant (ID verification is
determined by the credit union):

e The name of the business or individual and when the business was established

e  Where the business is located (what state) and what other/prior names are/were used by the business
e Who is the business contact and the contact’s title and phone number

® The type of organization

e The applicant’s personal information, if the applicant is an individual including: SSN/TIN number, driver’s
license and state, issuance date, expiration date, date of birth, home telephone, work telephone, cell phone,
fax number, web site address/email, physical address, and mailing address

e The marital status if the applicant is an individual

e Record applicant’s identification verification. Examples of applicant records to identify and verify include
driver’s license, passport, and corporate identification badge

Provide guarantor/co-applicant information. This section collects information from the guarantor ot co-
applicant. The document provides two sets of fields for collecting information from more than one guarantor
or co-applicant. If more than two parties are involved as guarantor or co-applicant, an additional application
should be used. Some community property states may require the co-applicant section to be completed. Check
with your own attorney for guidance. If the information for an item in the Guarantor/Co-applicant section is
the same as the information for the same item in the Applicant section, complete the item by filling in “SAA”
(“Same as applicant”).
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Chapter 1

Page two sample

Use the numbers provided to locate the corresponding instructions on the next page.

6. Record

SOURCES OF INCOME sources of
mportant Notice to Individuals .
ALIMONY-CHILD SUPPORT: The |mlus|0|1 uf allmnny soparate maintenance, or child support as income is voluntary and need not be revealed if you do mcome
not wish to have it co in evaluating "

GUARANTOR OR
GROSS ANNUAL INCOME APPLICANT CO-APPLICANT #1 CO\APPLMNT #2 TOTAL {IF lPPll:mEl

NET SALES
BASE SALARY

BONUS ANDVOR COMMISSIONS
DIVIDENDS/INTEREST

NET RENTAL INCOME
ITEMIZED OTHER

7. Record

\

OTAL ANNUAL INCOME

financial
FINANCIAL INFORMATION A .

Please include copies of the following checked items as attachments to this application: lnformatlon
] Federal Tax Return For: [ Balance Sheet for Current Year for: [] Borrower [ Guarantor/Co-Applicant(s)

[ Current Year [J Other: [ income Statement for Current Year: [ B O G [Co-Applicant(s)

[ Bomower [0 Guarantor/Co-Applicant(s) Ooter___ [Os [ & Applicant(s)
Financial Services Accounts Information:
] Checking [ Loan{s)

Account Number: Balance: $ Account Number: Balance: $

Institution Name: Institution Name:
] savings [ other:

Account Numbser: Balance: $ Account Number; Balance: $ | S

Institution Name: Institution Name:
] Check if additional account information accompanies this a

8. Read state

STATE AW NGTICES - Tho Ohio laws  WISCONSIN RESIDENTS ONLY: Please sign if you are ot 2pplying for notices

against discrimination require that all creditors  this account or loan with your spouse. The credit being applied for, if
make credit equally avai o all thy and that credit  granted, will be incurred in the interest of the marriage or family of the
reporting intai credit hi on each i gned
upon ﬂ:quest The Ohio Civil Rnghts [ issi i L= iance |
with this law. X

SIGNATURE FOR WISCONSIN RESIDENTS ONLY DATE
SIGNATURES

You promise that everything you have stated in this application is correct  The person(s) sigi application is/are indeed authorized to act on|
to the best of your knowlédge and that the above information is a behall of the borrower. wier, co-applicant(s), and guarantoe(s), as
complete ||sl|n? of what you owe. If there are any imporant chauLFes you  appropriate grants lo the cred) 1 the authority to use reasonable
will notify us in writing immediately. You authorize the Credit Union to  means to verify application information uesting credit burcau reports,
obtain credit reports in connection with this application for credit and for  accessing information about borrower, co-appl . and guarantor(s), as|
any updalc. increase, renewal, extension of collection of the credit  appropriate from other third party information provides other means if

received. You understand that the Credit Union will rely on the information  applicable. Borrower further grants to credit union the rig hare this
in this application and your credit repon. to make its decision. You agree  information with third parties as reasonable in the normal course T
that requestad d that a ios this is «© ial londing i sharing this i jon with a third party f
complela and comect and that it's mco(porated as part of this apphcanon purposes of underwriting the loan. Bomower agrees to pay any fees) S~
If you request, the Credit Union will tell you the name and address of any  charged by the credit union for processing this application and other 9 Record
credit bureau from which it received a credit report on You Itis a federal  related expenses whelher the application is approved or denied. Youl
crime to willlully and deliberately provide incomplete or incorrect  promise that the credit you are applying for is for a business purpose. By| S t
information on loan applications made to federal credit unions or state  signing below or by uslngknywr card, you understand that either of those lgﬂﬂ ures
chartered credit unions insured by NCUA, actions will constitute acknowledgment of receipt and agrecment to the|
terms of the credit card agreement and disclosures.

o [X ] ., [X ||

O posmower  Clco-aspucant [ cuaranton DATE O eossowsr [ comrpucant [ cuaranton DATE

TITLE: TITLE:
o [X ] ., [X ]

O vorrower  (Jcoarrucant [ cuaranror DATE O eommower [ co-arrucant [ cuarantor DATE

TITLE: TITLE:

FOR CREDIT UNION USE ONLY

VERIFICATION COMPLETION DATE [}
GovERNMENT LsT(5) cHEckeD: [] teeasumy cpust  [Jorac  [Jower: 10 RCSCfVCd fOI'
LIST VERIFICATION COMPLETION DATE [ :
DATE Pr— APPROVED SIGNATURE LINE OF CREDIT CREDIT CARD OTHER TR credit union
LIMITS
DENIED
{Advarsa Action Notice Sent) s 5 5 3 5 use

LOAN GFFICER COMMENTS

SIGNATURES:
X X

| DATE DATE
AXBIOT (LASER)
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Business Application

Page two instructions

Instructions are given for each section of the document. Please refer to the corresponding number on the sample
document to determine each section’s relative position on the document.

6.

10.

Record sources of income. This section collects information from the applicant , the guarantor/co-applicant
and spouse regarding annual income from the following sources:

e Net sales and base salary
e  Overtime, bonus and/or commissions
e Dividends/interest and net rental income

o  Other income

Record financial information. This section collects information from the applicant and sometimes
guarantot/co-applicant as specified by credit union underwriting policies. For each box checked by the credit
union, the applicant will attach copies of the requested documents to the application. Financial information that
may be requested include:

e Federal tax return for current or past year(s) and balance sheet for current year
e Income statement for current year

®  Checking account, savings account and loans (account number, institution name, and balance)

Read state notices. This section discloses to applicants living in Ohio and Wisconsin the following state
specific information:

e Ohio law specifies that all creditors make credit equally available to all creditworthy customers, and that
credit reporting agencies maintain and provide separate credit histories on each individual upon request

e In Wisconsin the applicant should sign if he or she is not applying for this account or loan with his/her
spouse

Record signatures. This section collects signatures from the applicant and any guarantor/co-applicant. All
applicants or guarantors should sign and date the application. By signing the applicant , co-applicant, and
guarantor agree to the terms written in the signature section.

Reserved for credit union use . This section is for the credit union to use to document the request and other
processing information according to credit union policy associated with its identity processes and procedures.
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