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SUBJECT:
Updated National 504 Authorization Version 4.1
EFFECTIVE:
5-31-2002 

The Small Business Administration (SBA) annually reviews, updates and refines the National 504 Authorization based on changes in policy and procedures, and input received from SBA employees and Certified Development Companies (CDCs). This Procedural Notice announces changes to the National 504 Authorization Boilerplate and Wizard ("Authorization"), as well as information on how to access and when to begin using the Authorization. The list of changes and new features pertaining to the 504 Wizard is available in the 'What's New' section of the 504 Authorization Boilerplate and in the 504 Wizard Help, available from the 504 Wizard menu in MS-Word. 

The National 504 Authorization contains the national standard language to be used for all SBA 504 authorizations. The Authorization reflects current SBA policy and is considered an Appendix to SOP 50-10(4).

When Must Field Offices and CDCs Begin Using Version 4.1?

Beginning June 3, 2002, SBA field offices must use version 4.1 of the Authorization for all authorizations they prepare for 504 Loans.  Field offices may give version 4.1 of the Authorization to Premier Certified Lender Participants (PCLP) and Certified Development Companies (CDCs) that submit draft authorizations to SBA. All PCLP CDCs and any CDC producing draft authorizations must begin using version 4.1 no later than July 1, 2002. 

How Do SBA Processing Offices Access Version 4.1?  

OCIO has distributed the Authorization to each SBA processing office. The Wizard (504 Wizard 4.1.dot) is available under the FD tab in the File - New menu in MS-Word. When running the Wizard, you may access the Boilerplate from the 504 Wizard menu, by selecting the "National 504 Authorization Boilerplate" option in that menu.

On YES!, SBA's Intranet, the following information is available on the National 504 Authorization page which you can access from the 'Loans' drawer:

· The Boilerplate (A504v41.pdf) 

· Sample Documents (Opinion of CDC Counsel)

· Sample Closing Checklists 

· An option to create a floppy disk for distribution to CDCs. The floppy disk 

includes the Boilerplate and the Wizard setup file. 

How Do CDCs Access Version 4.1?

On SBA's Internet Banking site at http://www.sba.gov/banking - The following files can be downloaded from the "National 504 Authorization" page. Read the instructions on the screen.

· W504v41.exe - The Wizard setup file. The setup files includes the Wizard, the Boilerplate and related files, such as the AuthWiz help files.  The AuthWiz help files should overwrite existing AuthWiz files. 

· A504v41.pdf - The Boilerplate. This is useful if you just want the Boilerplate without the Wizard. 

· D504v41.doc – This MS-Word document contains the text of the Opinion of CDC Counsel (Appendix D to the Boilerplate).  This is also included in the Wizard Setup file.

On a Floppy Disk - A floppy disk containing the Boilerplate and the Wizard setup file can be obtained from any SBA Office.  Refer to the Readme.txt file on the floppy disk for installation instructions.

Must CDCs Use the Wizard?

CDCs may use the Wizard to create authorizations. CDCs may choose to automate the Authorization with other software. However, CDCs using an automated program other than the Wizard to generate authorizations must ensure that the text is the same as version 4.1 of the Boilerplate.

Which Version of MS-Word is Required to Run the Wizard?
The Boilerplate has been automated using Microsoft Word 97 (8) because SBA is currently using Word 97 as the agency's word processing system.  SBA will begin  upgrading to Word 2002 (10) beginning this spring.  This version 4.1 of the 504 Wizard has had limited internal testing in Word 2000 (9) and 2002 (10).  Therefore, CDCs must carefully examine any Authorizations when using Word 2000 or 2002 to assure accuracy and completeness.

During the coming months, Version "2002" of the 504 Wizard, programmed in Visual Basic for Applications (VBA), will be released and will be more specifically designed to run in Word 97, 2000 and 2002.  The rewritten version of the Wizard will use the annual numbering system of 2002, 2003, etc., with interim releases numbered 2002.1, 2003.1, etc.
The installation program for version 4.1 of the 504 Wizard, available on the banking web site, will install for Word 97, 2000 or 2002.
Using PDF Files:

The Boilerplate is in Portable Document Format (PDF). PDF is the de facto standard for electronic distribution of boilerplate documents and forms because it is the best way to keep the look and feel of the original documents. PDF files are compact, can be used under numerous operating systems, and can be viewed by anyone with a free Acrobat Reader from Adobe Systems Inc.

If the Acrobat Reader is not yet installed on your workstation, you can obtain it from the Web at <http://www.adobe.com>, click on 'Get Acrobat Reader' at the bottom of the page, and download the reader on your workstation.

Questions and Comments on the Authorization from Field Offices and Lenders 

The Authorization Committee will continue to monitor comments and policy related questions in the e-mail mailbox, AUTH-504.  Agency personnel should make comments and policy related questions to their supervisors who will submit them to the mailbox.  CDCs should submit comments and policy related questions to SBA personnel in their processing offices.

The current plan is to only make changes to the Authorization annually in January of each year to incorporate any changes in legislation, regulations, policy and guidance documents.  However, if major changes occur during the year, SBA will consider releasing an update with required changes at that time.

Technical question related to the mechanics of the Wizard should also be sent to the e-mail mailbox AUTH-504.  SBA staff should send their questions via the Agency’s internal e-mail system while outside personnel should send their questions to http://www.auth-504@ sba.gov
____________________________

Jane Palsgrove Butler

Associate Administrator

    for Financial Assistance 

Expires: 5-01-2003 
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