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GREATER TEXAS CAPITAL CORPORATION

CHECKLIST OF ITEMS NEEDED FOR SBA 504 LOAN

TO EXPEDITE YOUR APPLICATION PROCESS, PLEASE USE ALL OF OUR FORMS AND FILL THEM OUT COMPLETELY.  ANY ADDITIONAL INFORMATION, SUCH AS RESUMES, PERSONAL FINANCIAL REPORTS, ETC., ARE ACCEPTED, ALONG WITH THE COMPLETION OF OUR FORMS.  ALSO, PLEASE DO NOT SEND ANY ORIGINALS, ONLY COPIES OF DOCUMENTS.  THANKS FOR YOUR COOPERATION.
	
	Our forms that are attached and need to be filled out completely:

	 FORMCHECKBOX 

	1.
	Business Information Form. The information needs to be exactly as you would have it appear in your loan package information.

	 FORMCHECKBOX 

	2.
	Eligibility & Disclosure Form.  Please read each question carefully. Each person with 20% or more ownership and involved in the project must complete this form.  Others deemed necessary will be required to complete as well.

	 FORMCHECKBOX 

	3.
	Schedule of Business Debt.  Please fill out each section completely to include all notes payable listed on current Balance Sheet for each entity involved in project.  For debt to be refinanced, please provide the following:

a) Note
b) Lien Instrument
c) Last 12 months transcript of payments (must save at least 10% with new payments)

	 FORMCHECKBOX 

	4.
	Personal Financial Statement.  To be completed by each person with 20% or more ownership in the real estate holding company and operating company or anyone guaranteeing the loan.

	 FORMCHECKBOX 

	5.
	Statement of Personal Cash Flow.  To be completed by each person with 20% or more ownership in the real estate holding company and operating company or anyone guaranteeing the loan.

	 FORMCHECKBOX 

	6.
	Statement of Personal History Form.  To be completed by each person with 20% or more ownership in the real estate holding company and the operating company or hired by the Applicant to manage day-to-day operations.

	 FORMCHECKBOX 

	7.
	Management Resume.  To be completed by each person with 20% or more ownership in the real estate holding company and the operating company or who will be directly involved in the daily operation of the company.

	 FORMCHECKBOX 

	8.
	IRS 4506.  Please complete for each individual & entity that will guarantee the loan. The information must match the information on the tax return. Please sign and date.

	 FORMCHECKBOX 

	9.
	Business History Guidelines.  This is actually an example sheet to assist in your narrative.

	
	Also provide the following items:

	 FORMCHECKBOX 

	10.
	Customer Identification Verification.  Please provide two forms of ID (front/back) on each person with 20% or more ownership in the real estate holding company or the operating company or anyone guaranteeing the loan.. Valid forms include DL, any U.S. Government issued ID, Credit Cards.

	 FORMCHECKBOX 

	11.
	Projections.  Please submit both profit & loss and cash flow projections for 3 years with supporting assumptions.  First year should be broken down for months 1-12 with the remaining two years shown as totals.  Please sign and date the projections to be submitted.  Please contact us if you would like us to provide a form for this.

	 FORMCHECKBOX 

	12.
	Personal Tax Returns.  Please provide personal tax returns (with schedules) for the past 2 years on anyone with 20% or more ownership in the real estate holding company or the operating company.

	 FORMCHECKBOX 

	13.
	Corporate Tax Returns.  If a current business or are purchasing an existing business, please provide corporate tax returns (with schedules) for the past 2 years.

	 FORMCHECKBOX 

	14.
	Interim Financial Statements.  If a current business or are purchasing an existing business, please provide most current (within 90 days of submission to SBA) Balance Sheet and Profit & Loss Statement, along with A/P and A/R. Please sign and date

	 FORMCHECKBOX 

	15.
	Prior Year Financial Statements.  If a current business or are purchasing an existing business, please provide year-end Balance Sheet and Profit & Loss Statements for the past 2 years. Please sign and date

	 FORMCHECKBOX 

	16.
	Affiliate Information.  If anyone with 20% or more ownership in the real estate holding company or operating company has controlling interest in any other companies, please provide interim and past 2 years balance sheet and profit & loss statements, along with prior 2 years tax returns on all companies.

	 FORMCHECKBOX 

	17.
	Equity Injection Verification.  Please provide copy of bank statements, investments statements or other statements of verification of funds to be used for the equity injection into the business.

	
	Cost Documents:

	 FORMCHECKBOX 

	18.
	Asset List.  Please provide a current list of the following to be purchased, along with appropriate cost documentation.  If your company is already in operation, please provide the following and their current value (depreciation schedule is acceptable):

1) Furniture & fixtures (bids or estimates)

2) Machinery & equipment (bids or estimates)

3) Land & building (closing statement or purchase agreement)

	 FORMCHECKBOX 

	19.
	Construction / leasehold improvements information.  Please provide the following for new construction or leasehold improvements:

1) Construction bids or estimates from contractor or architect.

2) Copy AIA (American Institute of Architects) preliminary contract with turn-key fixed cost quotation. (contract should include preliminary schedule of values and any elevations if available)

3) Name, address and telephone number of the general contractor. (if you have blueprints, do not send originals, only reduced letter-sized copies)

	 FORMCHECKBOX 

	20.
	Purchase Agreement.  If purchasing an existing business, land, or building, please provide a copy of the executed purchase or buy/sell agreement.

	 FORMCHECKBOX 

	21.
	Business Valuation.  If purchasing an existing business, you must have a Business Valuation done by an independent 3rd party. 

	 FORMCHECKBOX 

	22.
	Deed of Trust or Warranty Deed.  Please provide a copy if the company owns the land and building.

	 FORMCHECKBOX 

	23.
	Appraisal/Environment Requirements.  Need copy of appraisal and environmental report on the real estate (should be current within one year) and addressed to CDC, SBA and bank.

	
	Agreements:

	 FORMCHECKBOX 

	24.
	Franchise Information.  If your business is a franchise, please provide a copy of Franchise Agreement, UFOC, Option Agreement, and any addendums.

	 FORMCHECKBOX 

	25.
	Fuel Agreements.  If your business is a convenience store/gas station, please provide the following information:

1) Copy of Fuel Agreement or Jobber Agreement and any addendums

2) Title Report, containing the preliminary results of a search of the title to the Property

3) The Small Business Concern’s oil company supply agreement, if any

	 FORMCHECKBOX 

	26.
	Other Agreements.  If your business requires any other agreements (license agreement, management agreement) please provide a copy of the agreement and any addendums.

	
	Entity Documents:

	 FORMCHECKBOX 

	27.
	Corporate Documents.  If your business is a Corporation, please provide the following:

1) Corporate Charter

2) Bylaws

3) Certificate of Good Standing (this can be obtained at the State Comptroller’s Office in Austin, TX or from the internet at http://ecpa.cpa.state.tx.us/coa/index.html 

	 FORMCHECKBOX 

	28.
	LLC Documents.  If your business is an LLC, please provide the following:

1) Certificate of Organization

2) Articles of Organization

3) Regulations

	 FORMCHECKBOX 

	29.
	Partnership Agreement.  If your company is a partnership, please provide a copy of the Partnership Agreement.

	 FORMCHECKBOX 

	30.
	Assumed Name Certificate.  If you are a sole proprietor, or doing business under another name please provide a copy of your Assumed Name Certificate.

	
	Required from all applicants:

	 FORMCHECKBOX 

	31.
	CDC/Borrower Agreement.  Please initial, sign, and date.

	 FORMCHECKBOX 

	32.
	Retainer Fee.  Please send a check/money order in the amount of $2,500 (preparation of package does not begin until our services have been engaged by sending CDC/Borrower Agreement and Retainer Fee).
























