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	A

Reason for Amendment 
	This Amendment provides additional state policies regarding the FBP System FSA User Handbook.

· Page 2:   List of employee positions to have FBP System Access and how to get additional creditors and crop/livestock NAICS codes entered into the FBP System.

· Page 7:  Establishes the policy of using the electronic running record.

· Page 8:  Provides details on what information is included in reports and that some reports do not need to be printed or signed.

· Page 9:  Establishes the customer record archive policy.

· Page 11:  Provides the mechanism for customers, who have an employee relationship, to have their accounts placed in the restricted area.

· Page 12:  Provides clarification on Wisconsin policy regarding Farm Assessments.

· Page 37 & 39:  Establishes when 8N and 8M transactions must be input into ADPS, and information on completing Farm Assessments and documentation.



	B

Page Control Chart


	The following table provides instruction to replace, add, or remove pages within this handbook.  

	Page Control Chart

	TC
	Text
	Exhibits

	
	WI Page 2 (add)
WI Page 7 (add)
WI Page 8 (add)
WI Page 9 (add)
WI Page 11 (add)
WI Page 12 (add)
WI Page 37 (add)
WI Page 39 (add)
	


System Access & Security – Page 2
FSA Employees 
Obtaining Access

To FBP System
Unless otherwise determined by the FBP Coordinator or FLC, the following employees will be provided with access to the FBP System:

· Farm Loan Managers

· Farm Loan Officers

· Farm Loan Officer Trainees

· Farm Loan Program Technicians

· District Directors

· County Office Reviewers

· Farm Loan Chief and staff

· County Executive Directors with Loan Approval Authority

Once provided with system access, it is the responsibility of the Supervisor to notify the FBP coordinator when an employee departs from the Agency so that security access is accurately maintained.
Defaults 
Creditors and 
Crop and Livestock
NAICS Codes
The Wisconsin FBP Coordinator is responsible for maintaining default creditor information, and default crop and livestock NAICS codes.  Service centers desiring creditors and/or crop and livestock to be added or modified on a state-wide basis in the defaults shall contact the FBP Coordinator.
Electronic File Maintenance, Reports & Signatures – Page 7
Customer File &

Running Record
Effective July 1, 2004, all FLP personnel shall use the FBP system electronic running record from the Notes ( Running Record menu to make comments and notes that were traditionally in the direct loan case file, except for:

· The following actions, which must be documented in the FBP credit presentation:
· Direct loan making

· Special loan servicing
· Regular loan servicing 
· Comments and entries which are exempt from disclosure pursuant to FOIA.

For year-end analysis not completed in conjunction with a credit presentation, the summary of year-end analysis may be contained in either the electronic running record or the narrative portion of the “classification only” credit action.
The most recent entries should be made at the top with the date, initials, and comments of the user.

FOIA Running Record.  For accounts where comments and entries are required that are exempt from disclosure pursuant to FOIA, a separate running record WordPad will be created using the Notes ( Add/Modify/Delete menu.  The new WordPad will have a description similar to “FOIA Running Record.”  All comments and entries that are exempt from disclosure pursuant to FOIA shall be made in this notes section instead of the standard electronic running record.  
Reports and Forms – Signature and Filing Requirements – Page 8
Reports and

Signatures
Reports Setup.  The Reports Setup menu controls which balance sheets, actuals, and projections are included in all reports.  At a minimum, the following will be included in reports:

Income/Expenses
· Current-year Projected Plan, if completed
· Typical-year Projected Plan, if completed
· After deferral plan for 1951-S actions, if completed
· Most recent 3 years actual history.  
· The FSA loan official will select which 3 years are most relevant to include in the average from the Reports ( Reports Setup menu by checking the checkbox above that year.

Balance Sheets
· Most recent 3 years.  

Credit Presentation.  The credit presentation must contain all aspects of the loan decision.  All loan eligibility, collateral analysis and feasibility will be documented in the credit presentation.  The credit presentation does not need to be printed or contain a written signature; however, it must be eSigned.  Credit Presentations are to be filed in position 3, if printed. 

Classification Only.  The classification only credit action contains the borrower’s classification score and an area for the classifier to make narrative comments about a year-end analysis and/or classification, if it wasn’t completed in conjunction with a credit presentation.  Summary comments may be made in either this credit action or in the electronic running record.  The classification does not need to be printed or contain a written signature.  Classifications are to be filed in position 3, if printed.  
Analysis Reports.  Analysis reports are to be filed in position 3, if printed..  The following default settings in Reports ( Reports Setup shall remain unchanged for all accounts:

· Income Statement ag ratios are to be based on Value of Farm Production
· Balance Sheet analysis are to be based on Agriculture only.

Archiving Customer Records – Recycle Bin – Page 9
Deleting an

Entire Customer

Existing Customers.  Once a borrower’s case file is considered “closed,” as defined by paragraph 88(A) of 25-AS, the entire customer record may be deleted from the Locator screen.  The state FBP Coordinator will maintain these accounts in the recycle bin until 3 FY’s after the date the record is placed in the recycle bin.

Exception for Losses to the Government and Do Not Destroy files.  For accounts where there was a loss to the government or where the closed case folders must be marked “Do Not Destroy,” as defined by paragraph 89(A) of 25-AS, change the “Case #” field in General ( General Information to read “Loss to the government” before placing in the recycle bin.  The state FBP Coordinator will maintain these accounts in the recycle bin for the time period specified in 25-AS.
Applicants without Existing Loans.  The entire customer record may be deleted once the application and any appeals are concluded.  The state FBP Coordinator will maintain these accounts in the recycle bin until 3 FY’s after the date the record is placed in the recycle bin.

Exception for Accounts Under Investigation or Litigation.  For accounts under investigation or litigation, as specified in paragraph 84(C) of 25-AS, change the “Case #” field in General ( General Information to read “Under Investigation or Litigation” before placing in the recycle bin.  The state FBP Coordinator will maintain these accounts in the recycle bin for the time period specified in 25-AS.
Lender Information  – Page 11
Lender Staff and

Location /

Department
Employee Relationship Accounts.  Any existing or prospective customer that has been or will be designated with an Employee Relationship Code (ERLC) in ADPS, as defined by §1900.155 of Instruction 1900-D and 3-PM, Par. 141(E), will have their location/department designated as “restricted loans”.

· Existing customers.  The FBP Coordinator will place all existing customer accounts with an ERLC into the restricted loans area.  In addition, the staff designated by the SED or DD to service this account will be associated by the FBP Coordinator as the customers’ “lender staff”.
· New customers and applicants.  The FBP Coordinator will create a new customer record for accounts that have an employee relationship.  The service center designated to process the application must immediately notify the FBP Coordinator upon application and provide the applicant’s tax ID number.  Unless otherwise determined by the FBP Coordinator or FLC, the FBP Coordinator will:

· Create the customer account

· Designate the customer’s location/department as “restricted loans”;

· Associate the following employees with the customer as the customers’ “lender staff”:

· All FLP staff in the designated service center
· DD for that service center

· FLC

· FLS for that service center
· Notify the designated service center when the account is created.
Farm Assessment Information  – Page 12

Instruction 1924-B §1924.55 requires agency officials to complete farm assessments.  Farm assessments assist borrowers to achieve financial viability by evaluating the components of their operations, identifying strengths and weaknesses, determining training needs, and developing and implementing servicing plans.
Farm assessments do not document loan feasibility.  The farm assessment is intended to summarize the operational business and real assets, and not to duplicate those areas addressed in the Credit Presentation.  For example, the historical and projected cash flow components of the farm assessment will likely not be updated because that information will be contained in the Credit Presentation or Classification Only credit action, when completed.
Loan Making/Loan Servicing Official Responsibilities

The FBP Farm Assessment credit action will be completed and/or updated when the following credit actions are taken:
· Direct loan making
· Regular loan servicing

· Special loan servicing.
Additionally, 1924-B §1924.55 requires that each direct loan borrower has a farm assessment in place and that assessments in place be reviewed at least annually to monitor progress.  Assessment completion and/or updates can be documented within the: 
· Credit Presentation using the appropriate radio buttons 
· Electronic running record
· Notes area of the “classification only” credit action
· General Information section.

All Farm Assessments, when created or updated, will be made in the General ( General Information section.  When a credit action is created, the farm assessment will be stored with the credit action in the Credit Actions portion of the FBP System.  See page 34 of the FBP System FSA User Handbook.
Credit Presentation & Classification  –  Page 37
Classification
Portion of the

Credit Presentation
When a credit presentation is completed properly, it contains the borrower classification.  Therefore, a separate “classification only” credit action does not need to be completed.

ADPS Transactions.
The ADPS 8N and 8M transaction, if applicable, will be input at the time of  closing the loan, or completion of a regular or special servicing action, using the date stamp of the loan official approving or denying the loan action.  Written signature is not required.
Classification Only  –  Page 39

When a Credit Presentation Has Not Been Prepared.


For accounts where a credit presentation has not been completed within the last year, a “classification only” credit action must be completed and eSigned at least annually for each customer account.
· A year-end analysis is required by Instruction 1924-B §1924.55(d) to be completed on the following FLP accounts (except youth loans and flagged accounts):

· The first year after a new loan, subordination, or 1951-S servicing action;

· If the borrower is receiving limited resource rates, or has loans deferred;

· If the borrower is financially distressed, delinquent, or otherwise in default, including borrowers delinquent on real estate taxes.

· For all other accounts, a classification must be completed based upon the following information, which the borrower must submit to FSA at least every 24 months:

· Balance Sheet

· Actual financial performance data

· Income/Expense projection

Documentation of YEA and/or Classification.
The narrative summary and documentation must be contained in either the electronic running record or the notes portion of the “classification only” credit action.

ADPS Transactions

The ADPS 8N and 8M transaction, if applicable, will be input using the date stamp of the loan official classifying the account on the “classification only” credit presentation.  Written signature is not required.
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