REQUEST FORMS

GUS 4

Guaranteed Underwriti ng System

Welcome to the Request Forms GUS application page, presented by USDA’s Single
Family Housing Guaranteed Loan Program!



Training Objectives

* Forms

- 1003 Uniform Residentiai Loan Application

- 3555-21 Request for Single Family Housing Guarantee

The training objectives will review each form available to download or print on the
“Request Forms” application page:

* 1003 Uniform Residential Loan Application and

* Form RD 3555-21 Request for Single Family Housing Guarantee.
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The “Request Forms” application page is accessible from the GUS Navigation Toolbar.
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The Forms application page displays the two available forms for the user to select. The red
message states “Select form to view/print.”

The radio buttons allow you to select one form to view, complete any missing data fields,
and print. Users may select one form.

The next red message states “You may check 1 or 2 borrowers at a time to view/print.”

Under “Borrower” each applicant to the loan will be listed. Users may select the
borrower(s) to display on the form.

When the form and borrowers have been selected, choose “Display Form.”



(Select form to view/print)

® {003 Uniform Residentiai Loan Appiication

() 3555-21 Request for Single Family Housing Loan Guarantee

(You may check 1 or 2 borrowers at a time to view/print)
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Display Form

In this example the 1003 has been selected for the form, with John and Mary Homeowner
to be listed.
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The 1003 will display. It is a fillable pdf form. All data fields that can be filled in from the

data captured in the GUS application pages will be completed. The user may continue to
edit and complete as applicable.

This slide displays only the first page of the 1003, all additional pages are available when
this form is selected.

The data entries on the 1003 loan application should match the data entries in GUS.
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This is an example Form RD 3555-21 Request for Single Family Housing Loan Guarantee.
This is also a fillable pdf. GUS application data will pre-fill many data fields. The user may
continue to edit and complete as applicable.

The data entries on the 3555-21 should match the data entries in GUS.



T PRMACY ACT

This is the second page of the 3555-21. It contains the “Approved Lender Certification”
that the loan file has been originated and underwritten in compliance with all USDA

regulations.

The second portion of the certification is “Applicant Acknowledgments and Certifications.”
Each applicant must read the terms of the certification before they sign to ensure they

agree.
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Common Issues: Data missing/does not match
* Loan amount

* Interest rate

* Income (annual, adjusted, and repayment)

* Number of household members

* No signatures

» Blank data fields applicable to request

Some common issues that USDA encounters on the loan application and Form 3555-21
include missing data and data that does not match the data entered into GUS. This
includes but is not limited to:

* Loan amount

* |Interest rate

* Income

* Number of household members

* Missing signatures, and

* Blank data fields that are applicable to the loan request.

Please review these forms for completeness to ensure a more efficient and timely loan file
review.
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The income worksheet is also part of Form RD 3555-21, therefore it will also be available
for completion. Completing the worksheet in this format will ensure all calculations are

legible and the form is complete.
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This slide displays the final portion of the income worksheet. This sheet is verifying the
annual, adjusted, and repayment income for the proposed loan, therefore it must be signed
by the agent that has prepared it.

The income worksheet is a record of the approved lender’s calculation of annual, adjusted,
and repayment income. These calculations must match the data entries in GUS.
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Common Issues: Data missing/does not match
* Household information

* Different caiculations from GUS

* Missing calculations

* Missing signature

* Blank data fields applicable to request

Some common issues that USDA encounters on the income worksheet include missing data

and data that does not match the data entered into GUS. This includes but is not limited

to:

* Household information

» Differing calculations from those entered in GUS (keep in mind GUS automatically
rounds some figures, so flexibility is allowed)

* Missing calculations

* Missing signatures, and

* Blank data fields that are applicable to the loan request.

Please ensure the income worksheet is thoroughly reviewed to keep loan file reviews on
track!
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The Privacy Act Notification and Use of Financial Information disclosures will also be
available.



GovDelivery Sign up
https://public.govdelivery.com/accounts/USDARD/subscriber/new?qsp=USDARD 25

Emaii Updates
To sign up for updates or to access your subscriber preferences, please enter your contact
information below.

*Email Address

Submit Cancel

Please sign up for GovDelivery messages. USDA sends out origination (including
GUS) and servicing messages to alert lenders of new publications, clarifications, and
additional program updates.
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Thank you for supporting YOUR BUSINESS
the USDA Single Family

Housing Guaranteed Loan
Program!

Thank you for supporting the USDA Single Family Housing Guaranteed Loan
Program! We appreciate the opportunity to help you serve more rural
homebuyers!
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In accordance with Federal civil rights law and U.S. Department of Agriculture (USDA) civil rights
regulations and policies, the USDA, s Agencies, offices, and employees, and institutions participating in
or administering USDA programs are prohibted from discriminating based on race, color, national origin,
religion, sex, gender identity (including gender expression), sexual orientation, disabiity, age, marital
status, family/parental status, income derived from a public assistance program, political beliefs, or
reprisal or retaliation for prior civil rights activity, in any program or activity conducted or funded by
USDA (not all bases apply to all programs). R dies and compk fiina deadli vary by prog or

incident.

Persons with disabilties who require alternative means of communication for program information (e.g.,
Braille, large print, audiotape, American Sign Language, etc.) should contact the responsible Agency or
USDA's TARGET Center at (202) 720-2600 (voice and TTY) or contact USDA through the Federal Relay
Service at (800) 877-8339. Additionally, program information may be made available in languages other

than Englich,

To file a program discrimination complaint, complete the USDA Program Discrimination Complaint Form,
AD-3027, found online at How to File a Program Discrimination Complaint and at any USDA office or
write a letter addressed to USDA and provide in the letter all of the information requested in the form.
To request a copy of the complaint form, call (866) 632-9992. Submit your completed form or letter to
USDA by: (1) mail: U.S. Department of Agriculture, Office of the Assistant Secretary for Civil Rights,
1400 independence Avenue, 5W, Washington, D.C. 20250-9410; (2) fax: (202) 6%0-7442; or (3] email:
program.intake@usda.gov.

USDA & an equal opportunity provider, employer, and lender.

GPPORTUNITY

This will conclude the training module. Thank you and have a great day!
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