


Closing Document Repository
Background and Training



Background
Who, What, and Why



Why are we making a Closing Process 
document repository?

4

The Problem: 
Closing documents are not centralized in SBA systems, 
which limits collaboration and increases the risk of 
unnecessary information requests of CDCs.

The Technical Solution:
SBA is developing a document repository for closing 
documents within ETRAN Servicing.

What It Means for CDCs:
CDCs and CDC attorneys will use the repository rather than 
SendThisFile when transferring closing documents to SBA 
District Attorneys, which will streamline the closing process 
by centralizing the process in ETRAN.



CDC / CDC Attorney Process
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Step Action

1 Compile Closing documents as they have in the past, except:

2
CDCs and their closing attorneys will soon have the option to upload all closing documents to a 
Closing document repository in ETRAN, rather than using SendThisFile.

3
After uploading the required number of documents, notify their SBA District Counsel office of 
uploaded documents in the repository.

4 Upload revised versions of files as necessary and re-notify District Counsel office.



CDC Attorney Account 
Set-Up

How to allow law firms to upload closing documents for 
loans on behalf of your CDC



Granting Repository Access to Your CDC Attorney(s)
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Step Actor Action

1 Closing Attorney
Creates a CLS account using their law firm’s Location ID and the “Third 
Party Attorney” user type.

2 CDC User
Request access to the CDC Online Update role.
(if you have not already requested it for the Corp Gov repository)

3 CDC User Enter the “Choose Law Firm” module in CDC Online.

4 CDC User
Search for your closing law firm(s) and grant them approval to request 
closing repository access.

5 CDC User
Inform your closing attorney(s) that they can request access to your CDC’s 
closing document repository through CAFS.

6 Closing Attorney
Request access to CDC Location ID(s) in CAFS permissions page for two 
roles under E-Lend Servicing: “View SBA Loans” and “Upload Closing 
Documents Only.”

!
Closing Law Firm doesn’t have a Location ID?
Contact Sheri McConville (sheri.mcconville@sba.gov), who will create a 
new Location ID for the law firm. All lawyers and other firm staff can then 
use the same Location ID when requesting system accounts.



CLOSING ATTORNEY TASK: Create a CLS Account
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To create a CLS account, go to the CAFS home page and press the “Not 
Enrolled?” link in the top left corner of the the login box.
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When creating a CLS account, CDC Closing Attorneys should use the “CDC 
Closing Counsel” user type.

CLOSING ATTORNEY TASK: Create a CLS Account
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To find your law firm’s location ID, press “lookup,” and on the lookup page select 
“Certified Development Company Attorney” from the “Partner Type” dropdown.

You can then press the lookup 
button, and you will be directed to 
a list of CDC Law Firms.

Find your law firm, and click on 
the Location ID to copy it to your 
account set-up page.

CLOSING ATTORNEY TASK: Create a CLS Account
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All users must choose an authorizing official. If you are the first user to set up a CLS 
account for your law firm, please mark yourself as the authorizing official.

CLOSING ATTORNEY TASK: Create a CLS Account



CDC TASK: Approve Law Firms in CDC Online
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The CDC User approving law firms will need the “CDC Online Update” role for 
CDC Online before proceeding.

After getting that role access, the CDC user can then enter CDC Online and click 
the “Choose Law Firm” module button in the top left corner.
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This CDC Online page shows which law firm(s) your CDC actively works with. 
Upon first logging in, the “Current Law Firms” table will be blank.

CDC TASK: Approve Law Firms in CDC Online
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You can use the “Law Firm Lookup” link to add a new law firm if you do not 
know their law firm location ID.

The “Law Firm Lookup” will populate the Location ID field, at which point you 
should enter the Agreement Start Date (usually for the next business day).

Finally, press “Add Law Firm” to complete the process.

You should see the newly-added firm in your list of “Current Law Firms.”

CDC TASK: Approve Law Firms in CDC Online
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You can also remove access for a law firm by pressing the trash icon next to 
their law firm’s name.

CDC TASK: Approve Law Firms in CDC Online
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Notes for CDC Users on the Choose Law Firm Module:

1. Adding a Law Firm Enables All Individuals Associated with 
that Firm to Request Access to Your CDC’s Repository.
If a law firm has multiple employees who will be uploading your closing files, 
this approval will allow all/any of them to enter the CAFS Request Access page 
and submit an approval request for your CDC’s ETRAN Servicing Repository.

2. Removing a Law Firm From Your CDC’s Approved List Will 
Automatically Remove All Law Firm Employees’ Access.
Because this approval is at an organizational level, removing a law firm from 
your approved list will disallow any employee of that law firm from using the 
Closing Repository.

CDC TASK: Approve Law Firms in CDC Online
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CLOSING ATTORNEY TASK: Request Repository Access

Log into CAFS using your new CLS Account, and go to the “Request Access to 
CAFS Systems” page.
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CLOSING ATTORNEY TASK: Request Repository Access

Using a CDC’s Location ID, request access to the following roles under 
“Electronic Lending – Servicing (ETRAN):”



CLOSING ATTORNEY TASK: Request Repository Access
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Notes for CDC Attorneys Requesting Repository Access:

1. Use a CDC’s Location ID, not your law firm’s Location ID, 
when requesting access to CAFS systems.
When requesting access on the user permissions page in CAFS, you are 
requesting access to a CDC’s repository. Law firms do not have loans, so they 
are not uploading documents to a repository associated with their law firm.

2. Ensure your law firm is approved by the CDC in CDC 
Online before requesting access. 
Any CDC(s) you work with must add your law firm location ID to their CDC’s 
approved list in CDC Online’s Law Firm module. If this is not complete before 
your firm attempts to request access, you as an attorney user will receive an 
error.



Step-By-Step User Guide
A full process review for ending closing information and files 

to SBA and District Counsel



Step By Step User Guide
Step 1: Log into CAFS
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Step By Step User Guide
Step 2: Check Your User Permissions
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Step By Step User Guide
Step 3: Enter ETRAN Servicing
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Step By Step User Guide
Step 4: Search for a Loan
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CDC Closing Attorney users must enter a specific loan number to search, 
while CDC users can view lists of loans for their CDC by using filters.



Step By Step User Guide
Step 4: Search for a Loan
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Step By Step User Guide
Step 5: Go to the “Closing Documents” module
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Step By Step User Guide
Step 5: Enter data into “Closing Information” fields
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Step By Step User Guide
Step 6: Upload closing documents
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a

b

c



Step By Step User Guide
Step 6: Upload closing documents
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Doc Upload System Validations
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Yes No

Yes 7 12

No 12 12

Priority CDC?

Designated 
Attorney 
Opinion?

+1
Required 

Documents

+0
Required 

Documents

yes

no

Construction 
Loan?

The system requires different 
documents depending on: 
1) CDC’s Priority Status
2) Closing Attorney’s 

Designation Status
3) Loan Type 

(i.e., Construction vs. Non-
Construction)
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Closing Document Breakdown

Document Name Doc #
Priority CDC
AND Designated 
Attorney

Non-Priority CDC
AND/OR Non-
Designated Closing 
Attorney

CDC Board Resolution (Form 1528) 1 Required Required

Note (CDC/504 Loans) (SBA Form 1505) 2 Required Required

Development Company 504 Debenture (SBA Form 1504) 3 Required Required

Servicing Agent Agreement (SBA Form 1506) 4 Required Required

CDC Certification (SBA Form 2101) 5 Required Required

Opinion of CDC Counsel (Appendix D to 504 Authorization Boilerplate) 6 Required Required

Evidence of Lien Priority on Real and Personal Property Collateral: Title Insurance 7 Required Required

Evidence of Lien Priority on Real and Personal Property Collateral: UCC Search 7 Required Required

Construction Documents: Certificate of Occupancy 8 If Applicable If Applicable

Construction Documents: Evidence of Compliance with Seismic Standards 8 If Applicable If Applicable

Construction Documents: Notice of Completion Filed, If Applicable, with County Recorder 8 If Applicable If Applicable

Unconditional Guarantee (SBA Form 148 or 148L) 9 Not Required Required

Lien Instrument for Project Property 10 Not Required Required

Assignment of Lien Instrument for Project Property 11 Not Required Required

Security Agreement and UCCs for Project Property 12 Not Required Required

Assignment of Security Agreement for Project Property 12 Not Required Required

Lien Instrument for Real Property 13 Not Required Required

Assignment of Lien Instrument for Real Property 13 Not Required Required

Security Agreement 13 Not Required Required

Assignment of Security Agreement 13 Not Required Required



Step By Step User Guide
Step 7: Export closing checklist PDF (optional)
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Step By Step User Guide
Step 7: Export closing checklist PDF (optional)
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The exported closing checklist includes checkmarks next to the 
document types that your CDC has uploaded.



Step By Step User Guide
Step 8: Notify SBA District Counsel
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When the proper number and types have been uploaded for that 
loan, the “Notify District Counsel” button will become available.



Step By Step User Guide
Step 8: Notify SBA District Counsel
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Enter your SBA District Counsel’s Email



Step By Step User Guide
Step 8: Notify SBA District Counsel
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Notes on System Email Functionality:

1. The pre-populated text is editable. Update it to share 
any additional information with reviewers!

2. The sender will be automatically cc’d
3. The sender must specify the recipient in the “TO” field 

(District Counsel email)
4. If sending to multiple recipients, use commas to 

separate email addresses in the “TO” field



District Counsel Process
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Step Action

1 Communicate with CDCs about loan closing documentation as usual, except:

2
District Counsel offices will receive emails from ETRAN when all required 
documents have been uploaded for a loan, cc’ing the CDC for ease of response.

3 Enter ETRAN Servicing system to view and download documents for review.

4
If District Counsel request edits from the CDC/CDC Attorney, they will upload a 
replacement file to the system and send another notification email.

!
SBA District Counsel review processes will remain the 
same except that they will review documents in the 
repository if notified by CDCs through the system.



FAQs + Contact Info
Frequently Asked Questions from live trainings & contact 

information if you have a new question



Frequently Asked Questions
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Question Answer

Is using this new tool required right 
now?

We highly recommend starting to use the closing repository now, since we 
believe it reduce work and communications for CDCs and SBA, but it is not 
currently required.

Which loans will my closing attorney 
be able to see?

CDC Closing Attorneys can only access a loan’s pages in ETRAN Servicing 
if they type in the exact loan number in the loan search box. They cannot 
view a list of a CDC’s loans.

What happens if we need to submit our 
closing package without one of the 
documents required in the system?

If there is a system-required document type for one of your loans that is not 
applicable to your specific case, you have two options to bypass the 
system: 
1) Upload only the files that are applicable, and then use your regular email 
account to let your District Counsel/SBA Reviewer know that all appropriate 
documents have been uploaded.
2) Take a blank PDF file, name it “NotApplicable” or similar, and upload/tag 
it to the non-applicable document type. That will fulfill the system 
requirement and let reviewers know that it is not missing.

Can Complete File Reviews also be 
submitted through this repository?

No not at this time. Please continue to submit CFRs in the way that you 
have been. However, if you upload the standard set of closing documents 
to the repository, SBA reviewers can use the system to retrieve those files. 
So, you should only need to send in the delta (docs required for the CFR 
but not for a normal closing)

Can I place documents in this 
repository before my CDC receives the 
“placed in the legal folder” notice?

Yes, you should be able to upload closing documents as soon as the loan 
information can be found in ETRAN Servicing.



Contact Information
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CLOSING REPOSITORY
Sheri McConville
sheri.mcconville@sba.gov
Carson Mullins Pigg
cmullins@guidehouse.com

CLS ACCOUNTS
CLS Email Address 
cls@sba.gov


