Dear Pastor,

We want to thank you for the opportunity to serve you as the Foursquare Property Services Team. The following is a guide to help you through the process of obtaining a loan. Along with the initial needed items, we have added some recommendations that you will surely want to consider. While managing some expectations regarding this process, we would like you to be aware that some of these needed items may seem excessive, but we can assure you that we have done all that we can do to streamline only the necessary steps. 

Needed Items:

1)  Contracts, invoices or bids showing evidence of value for that which you will be purchasing with the loan. 

2) Supply an approval letter in the form of a term sheet or commitment letter showing all the term conditions. Conditions to be avoided in the approval letter should be:
a) No pre-payment penalties
b) Amortization not to exceed 25 years.
c) No financial covenants.

3) All loans require an approval vote of the church membership with a certification of the church council. This will be recorded on a PT (property transaction) form that will be sent to the church once the properties team has reviewed the loan term sheet or commitment letter and have prepared the form.


The following are suggested recommendations to follow up on or investigate on your own initiative. These are not required, but may provide some very essential and or important information regarding this property being gifted to you.

Recommendations:
1) The loan payment amount should not be more than 30% of a churches total non-designated monthly income or total fixed expenses including new payment not to exceed 80% of non-designated income. These are guidelines only but this matrix is used as a benchmark for the boards review. 

2) We recommend that you do not seek loan brokers to help you find a loan. Loan brokers charge fees and sometimes upfront. We have found that with our strength as a Foursquare family that a broker cannot find or achieve for you any better rates or terms than we can help you find. We work with numerous lenders and many that know Foursquare well and understand our organizational structure financial reporting. This is a benefit to you as those lenders that are unfamiliar with Foursquare will ask for a lot more information and have a lot more questions to be answered.

NOTE: A loan typically takes approximately 3 weeks to process from beginning to end (end meaning board approval). The beginning is when the properties department has ALL of the documentation noted above (excluding the PT form). Any additional information that may be requested AND the PT form signed and returned at least two weeks prior to the board agenda date. Our executive committee meets every Thursday and reviews all loans for approval. This process may appear to be long but having the proper departments review everything for your protection is important. We clearly want to manage your expectation when it comes to timing, so thank you in advance for being patient.

[bookmark: _GoBack]We hope that this information is helpful and you do not feel overwhelmed. Your Foursquare property service team is here to help you through this process and to answer any questions that you may have. 
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