
CSA User Manual – April 30, 2009 
Table of Contents 

Table of Contents 
 
 
Chapter 1 – Introduction  
     Purpose of the CSA User Manual.................................................................................  2 
     Role of the Central Servicing Agent.............................................................................. 4 
     Who’s Who – Colson Services Corp. .............................................................................5 
     Who’s Who – Little Rock Commercial Servicing Center .............................................6 
     Who’s Who – Fresno Commercial Servicing Center .....................................................8 
     Contacting Colson and DCFC .....................................................................................10 
     Contacting SBA Loan Servicing Centers .....................................................................11 
     Contacting SBA Central Office ....................................................................................12 
     Wiring Instructions .......................................................................................................13 
 
Chapter 2 – Closing the 504 Loan 
     Closing responsibilities.................................................................................................15 
     Overview of the closing process ...................................................................................16 
     Closing documents the CDC sends to COLSON..........................................................17 
     Role of the SBA District Office Legal Counsel............................................................20 
     Closing documents the CDC sends to CLCS................................................................21 
     Deadlines for sending documents for funding ..............................................................22 
 
Chapter 3 – Preparing Closing Documents 
     General information ......................................................................................................23 
     ACH debit form ............................................................................................................27 
     Automatic ACH rejection .............................................................................................28 
     Precaution for Working with Borrowers on ACH .......................................................29 
     504 Note........................................................................................................................33 
     Development Company 504 Debenture........................................................................55 
     Servicing Agent Agreement..........................................................................................56 
     IRS Form W-9...............................................................................................................76 
 
Chapter 4 – 504 Funding Process 
     If COLSON calls about an error ...................................................................................84 
     Parties involved in the funding process ........................................................................87 
     Responsibilities in the funding process.........................................................................88 
     Timing for debenture funding.......................................................................................90 
     Documents sent after debenture funding ......................................................................91 

Page 3, Servicing Agent Agreement – conformed copy........................................93 
            Note Amortization Schedule..................................................................................95 
            Development Company Debenture – conformed copy..........................................97 
            Debenture Prepayment Premium Schedule ...........................................................99 
            Debenture Amortization Schedule.......................................................................102 
     Understanding interest rates on 504 loans ..................................................................104 
     Notification of interest rates on 504 loans ..................................................................107 

                                                                          i 



CSA User Manual – Revised 2009 
Table of Contents 

Table of Contents                                                  ________ _____ 
 
Chapter 5 – Fees  
     Overview.....................................................................................................................109 
     Third party lender participation fee ............................................................................111 
     CDC servicing fees .....................................................................................................112 
     Borrower on-going guarantee fee ...............................................................................120 
     Central Servicing Agent servicing fees.......................................................................121 
     Late fees ......................................................................................................................122 
     Assumption fee ...........................................................................................................128 
 
Chapter 6 – Borrower Payment Procedures 
     Understanding ACH payments ...................................................................................130 
     Helping a new borrower with ACH............................................................................132 
     Sample letter to the bank for ACH debit ....................................................................134 
     Timing of the ACH cycle............................................................................................135 
     ACH rejects.................................................................................................................137 
     Required and optional removal from ACH.................................................................138 
     Changes to ACH .........................................................................................................140 
     How to wire payments to COLSON ...........................................................................142 
     Special circumstances for accepting checks ...............................................................143 
     How Borrowers can access pay.gov for post debenture purchase payments..............144 
 
Chapter 7 – How Borrower Payments are Applied 
     General principles used...............................................................................................146 
     Timing of monthly payments......................................................................................149 
     Order in which payments are applied .........................................................................150 
     Standard rules for applying payments.........................................................................151 
     Details on each payment category ..............................................................................152 
     Unallocated funds .......................................................................................................158 
     Payment examples ......................................................................................................159 
     Five-year anniversary dates – current vs. non-current................................................167 
     A closer look at the last payment................................................................................169 
     Note Amortization Versus Debenture Amortization Differences...............................181 
 
 
Chapter 8 Servicing Actions 
     What servicing actions are in this manual ..................................................................185 
     Colson Work-up Request Form...................................................................................187 
     Colson General Request Form....................................................................................190 
     Workouts.....................................................................................................................192 
     Deferments..................................................................................................................200 
     Catch-up Plan..............................................................................................................204 
     Assumptions................................................................................................................211 
     504 prepayments .........................................................................................................213 
     When a loan matures...................................................................................................226 

ii 



CSA User Manual – April 30, 2009 
Table of Contents 

Table of Contents                                                  ________ _____ 
 
     Liquidations ................................................................................................................227 
     Transcript of Account & Payment History (work-ups) ..............................................231 
     Guidance for Becoming an Authorized Liquidator ....................................................234 
 
Chapter 9 – Reports  
     General information about COLSON reports .............................................................251 
     Chart of general descriptions of the reports................................................................254 
     Application of Funds Report.......................................................................................258 
     Status of Portfolio Report ...........................................................................................267 
     Float Check Statement ................................................................................................271 
     Substitute IRS Form 1098...........................................................................................275 
     1098 Worksheet ..........................................................................................................278 
     Borrowers Funding Balance Due Statement...............................................................279 
     CDC Funding Fee Statement ......................................................................................280 
     Late Payment Report: as of the 5th of the Month........................................................281 
     Late Payment Report: as of the 15th of the Month......................................................283 
     Late Fees Statement ....................................................................................................285 
     ACH Reject Statement................................................................................................287 
     45 Days Delinquent Report.........................................................................................290 
     65 Days Default Report ..............................................................................................291 
 
Chapter 10- 503 Loans 
     General information about 503 loans..........................................................................294 
     503 servicing fees .......................................................................................................295 
     Prepaying a 503 loan...................................................................................................296 
     Individual Borrower Activity Report..........................................................................303 
     IRS Form 1099-INT....................................................................................................307 
     1099 Worksheet ..........................................................................................................308 
     Servicing actions unique to 503 loans ........................................................................309 
 
Chapter 11 – COLSON’s Website 
     General information ....................................................................................................311 
     When are changes entered ..........................................................................................313 
     CDC Online ................................................................................................................316 
     Status of Portfolio Report Screen ...............................................................................318 
     Status of Portfolio – Noncurrent Report Screen .........................................................319 
     45-Days Delinquent Report Screen ............................................................................320 
     65-Days Default Report Screen ..................................................................................321 
     Downloading reports – what you should know ..........................................................322 
     COLSON Loan Point Enrollment Form .....................................................................327 

                                                                          iii 



CSA User Manual – Revised 2009 
Table of Contents 

Table of Contents                                                  ________ _____ 
 
 
Chapter 12 – Sample Letters & Transmittals 
      
    Transmittal letter submitting loan to Colson for sale...................................................329 
    Sample Spreadsheet for Submitting Multiple Loans to Colson...................................330    
     Letter to bank to notify on new ACH debit ................................................................331 
     Letter to bank to notify of ACH debit removal...........................................................332 
     Quick reference guide .................................................................................................333 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

iv 



CSA User Manual – April 30, 2009 
Table of Contents 

 
 
 
Table of Tables             _____________________________________ 
 
 
Chapter 1 – Introduction  
     Table 1-1: Little Rock Commercial Servicing Center 503/504 Team............................6 
      Table 1-2:  Fresno Commercial Servicing Center 503/504 Team .................................8 
 
Chapter 2 – Closing the 504 Loan 
     Table 2-1:  Deadlines for Sending Documents for Funding .........................................22 
 
Chapter 3 – Preparing Closing Documents 
     Table 3-1:  ACH Debit Form Instructions ....................................................................31 
     Table 3-2:  504 Note Form Instructions........................................................................36 
     Table 3-3:  504 Debenture Form Instructions...............................................................48 
     Table 3-4:  Servicing Agent Agreement Instructions ...................................................58 
     Table 3-5  Reviewing IRS Form W-9...........................................................................72 
 
Chapter 4 – 504 Funding Process 
     Table 4-1:  Funding Dates.............................................................................................89 
     Table 4-2:  How Colson Completes Serving Agent Agreement, p. 3...........................93 
     Table 4-3:  Completing Conformed Copy of Development Company97 
                        504 Debenture............................................................................................97 
     Table 4-4:  Debenture Number Coding ........................................................................97 
     Table 4-5:  Debenture Prepayment Premium Schedule................................................99 
     Table 4-6:  Debenture Amortization Schedule ...........................................................102 
 
Chapter 5 – Fees  
     Table 5-1:  Fees on 504 Loans....................................................................................109 
     Table 5-2:  CDC Servicing Fee...................................................................................114 
 
Chapter 6 – Borrower Payment Procedures 
     Table 6-1: ACH Debit Cycle Timing..........................................................................135 
 
Chapter 7 – How Borrower Payments are Applied 
     Table 7-1:  Monthly Debit Timetable .........................................................................149 
     Table 7-2:  Order in which payments are applied.......................................................150 
     Table 7-3:  Standard Rules for Applying Payments ...................................................151 
     Table 7-4:  Overview of Payment Examples ..............................................................160 
 
 
 
 
 

                                                                          v 



CSA User Manual – Revised 2009 
Table of Contents 

vi 

Table of Tables (continued)                                ________ _____ 
 
 
Chapter 8 Servicing Actions 
     Table 8-1:  Colson Work-up Request Form................................................................189 
     Table 8-2:  Colson General Request Form .................................................................191 
     Table 8-3:  Steps in Preparing a Workout Plan...........................................................195 
     Table 8-4:  504 Prepayment Timeline ........................................................................219 
     
Chapter 9 – Reports  
     Table 9-1:  General Description of Colson Reports....................................................254 
     Table 9-2:  Application of Funds Report ....................................................................258 
     Table 9-3:  Reasons for ACH Rejects.........................................................................288 
 
Chapter 10- 503 Loans 
     Table 10-1:  Prepaying a 503 Loan.............................................................................297 
     Table 10-2:  Calculating a 504 Prepayment Estimate.................................................299 
 
Chapter 11 – COLSON’s Website 
     Table 11-1:  Process for Changes to Colson’s Website..............................................313 
 
Chapter 12 – Sample Letters & Transmittals ..............................................................n/a 
      
 


	Table of Contents
	Chapter 1 – Introduction 
	     Purpose of the CSA User Manual   2
	     Role of the Central Servicing Agent  4
	     Who’s Who – Colson Services Corp. 5
	     Who’s Who – Little Rock Commercial Servicing Center  6
	     Who’s Who – Fresno Commercial Servicing Center 8
	     Contacting Colson and DCFC  10
	     Wiring Instructions 13

	Chapter 2 – Closing the 504 Loan
	     Closing responsibilities 15
	     Overview of the closing process 16
	     Closing documents the CDC sends to COLSON 17
	     Role of the SBA District Office Legal Counsel 20
	     Deadlines for sending documents for funding 22

	Chapter 3 – Preparing Closing Documents
	     General information 23
	     ACH debit form 27
	     Automatic ACH rejection 28
	     Precaution for Working with Borrowers on ACH  29
	     504 Note 33
	     Development Company 504 Debenture 55
	     Servicing Agent Agreement 56
	     IRS Form W-9 76

	Chapter 4 – 504 Funding Process
	     If COLSON calls about an error 84
	     Parties involved in the funding process 87
	     Responsibilities in the funding process 88
	     Timing for debenture funding 90
	     Documents sent after debenture funding 91

	Chapter 5 – Fees 
	     Overview 109
	     Third party lender participation fee 111
	     CDC servicing fees 112
	     Borrower on-going guarantee fee 120
	     Central Servicing Agent servicing fees 121

	Chapter 6 – Borrower Payment Procedures
	     Understanding ACH payments 130
	     Helping a new borrower with ACH 132
	     Sample letter to the bank for ACH debit 134
	     Timing of the ACH cycle 135
	     ACH rejects 137
	     Required and optional removal from ACH 138

	Chapter 7 – How Borrower Payments are Applied
	     General principles used 146
	     Timing of monthly payments 149
	     Order in which payments are applied 150
	     Standard rules for applying payments 151
	     Details on each payment category 152
	     Unallocated funds 158

	Chapter 8 Servicing Actions
	     What servicing actions are in this manual 185
	     Colson Work-up Request Form 187
	     Workouts 192
	     Deferments 200
	     Catch-up Plan 204
	     Assumptions 211

	Chapter 9 – Reports 
	     General information about COLSON reports 251
	     Chart of general descriptions of the reports 254
	     Application of Funds Report 258
	     Status of Portfolio Report 267

	Chapter 10- 503 Loans
	     General information about 503 loans 294
	     503 servicing fees 295
	     Prepaying a 503 loan 296
	     Individual Borrower Activity Report 303

	Chapter 11 – COLSON’s Website
	     General information 311
	     When are changes entered 313
	     Status of Portfolio Report Screen 318
	     COLSON Loan Point Enrollment Form 327

	Chapter 12 – Sample Letters & Transmittals
	    Transmittal letter submitting loan to Colson for sale 329
	    Sample Spreadsheet for Submitting Multiple Loans to Colson 330   
	     Letter to bank to notify on new ACH debit 331
	     Letter to bank to notify of ACH debit removal 332
	     Quick reference guide 333

	Chapter 1 – Introduction 
	     Table 1-1: Little Rock Commercial Servicing Center 503/504 Team 6

	Chapter 2 – Closing the 504 Loan
	     Table 2-1:  Deadlines for Sending Documents for Funding 22

	Chapter 3 – Preparing Closing Documents
	     Table 3-1:  ACH Debit Form Instructions 31

	Chapter 4 – 504 Funding Process
	     Table 4-1:  Funding Dates 89

	Chapter 5 – Fees 
	     Table 5-1:  Fees on 504 Loans 109

	Chapter 6 – Borrower Payment Procedures
	     Table 6-1: ACH Debit Cycle Timing 135

	Chapter 7 – How Borrower Payments are Applied
	     Table 7-1:  Monthly Debit Timetable 149

	Chapter 8 Servicing Actions
	     Table 8-1:  Colson Work-up Request Form 189

	Chapter 9 – Reports 
	     Table 9-1:  General Description of Colson Reports 254

	Chapter 10- 503 Loans
	     Table 10-1:  Prepaying a 503 Loan 297

	Chapter 11 – COLSON’s Website
	     Table 11-1:  Process for Changes to Colson’s Website 313

	Chapter 12 – Sample Letters & Transmittals n/a

