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Reserve Request Submission Requirements

To ensure timely processing of your reserve request(s), please adhere to the following
submission guidelines:

Borrower, owner, or management agent must submit request(s):

o Email reserve request(s) to RD.MFH.Submissions@usda.gov.
e Subject Line: Borrower ID (9-digit number)-Project Number (3-digit number)-Reserve
Request-Property Name (e.g.,123456789-123-Reserve Request-Apple Tree Apts)

Request(s) must contain the following:

e Form RD 3560-12 (OMB No.: 0575-0189): 3560-12 must be in the document name (e.g.,
3560-12).

¢ Invoice(s) matching the reserve request (Do not include copies of check(s) or bank
statement(s)).

o Bids (if applicable): Required for properties with 24 units or less and cost exceeds
$10,000; and for properties with 25 units or more and cost exceeds $25,000.

Example Email:
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Note: Please ensure that Form RD 3560-12 is not combined with any other documents. If you
have multiple Form RD 3560-12 requests, each one must be submitted in a separate email.

All requests will be processed within five (5) business days.

USDA is an equal opportunity provider, employer and lender.
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