
Addi�onal Loan Informa�on 

When applying for a loan, please remember to complete all sec�ons of the applica�on and include proof 
of income.  Failure to do so could delay the processing of your applica�on. 

If sending electronically, remember to send as a pdf, we do not have the graphic programs to read 
screenshots.  The online applica�on is a pdf that you fill in and save. Many companies allow online 
access to your pay stubs, which can be saved as a pdf or printed to a pdf, even if you do not have a 
printer. 

Only include a spouse if they will be joint on the loan.  And if you do include, we need proof of income 
for all applicants. 

Please be aware that we may call you as we prepare the applica�on for review by a Loan Officer or once 
the Loan Officer starts looking at it, there may be ques�ons at any point once you submit.  Missing 
informa�on could delay the review or result in your request being declined. If we request addi�onal 
documenta�on and you are emailing it, please remember to send it as a pdf (see above explana�on). 

We may ask for a guarantor.  This is someone who agrees to help you by saying they will pay the loan if 
you do not.  They receive no proceeds from the loan. They do not need to be a member, but they do 
need good credit and a low debt to income ra�o.  If you filed for bankruptcy in the last 7 years, a 
guarantor will be required. 

If approved, you may come to either office to sign the contract or we can securely email it to you for 
signature.  Processing the document either way can take up to an hour.  If signing electronically, you 
receive the document and a passcode to access it.  Depending on the loan, you could have up to 3 
documents to sign, which means you will receive 6 emails.  Remember to check your spam as well. 

Once the document(s) are signed, funds can be disbursed. 

We may need addi�onal documents before processing approved loans. 

For Signature Loans, the Loan Officer may indicate checks to creditors.  If so, we will need current 
balances and creditor addresses.  We may also ask for proof that the debts are paid once you pay them 
off with the proceeds of the loan. 
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For vehicle loans: 

1.) Never owned by you 
a. Dealer invoice (if buying from an individual, we have a form that needs to be filled out 

and signed by all) 
b. Insurance binder.  This is different from your insurance card; it shows addi�onal 

informa�on we need. 
c. We will have you sign the MV 900.1.  We send this to NYS DMV so that we are shown on 

your �tle as lien holder.  You will receive your �tle and we will receive a no�ce sta�ng we 
are listed as lien holder. 

2.) Currently owned by you but financed elsewhere 
a. A payoff statement from the current financial ins�tu�on, usually called a 10-day payoff.  

It has addi�onal informa�on that will not be online if you pay online. 
b. Insurance binder.  This is different from your insurance card; it shows addi�onal 

informa�on we need. 
c. Current �tle.  We send this, with the MV 900.1 and lien release (see e) from current 

financial ins�tu�on to NYS DMV. 
d. We will have you sign the MV 900.1.  We send this to NYS DMV so that we are shown on 

your �tle as lien holder.  You will receive a new �tle and we will receive a no�ce sta�ng 
we are listed as lien holder. 

e. Once your current financial ins�tu�on cashes our check, they will send a lien release.  
Please bring this to us so we can mail everything to DMV (see other explana�ons above). 

3.) Currently leased by you 
a. A lease closeout statement from the current financial (leasing) ins�tu�on.  It has 

addi�onal informa�on that will not be online if you pay online.  It is also a document you 
will need to complete and send to the leasing company with our check. 

b. Insurance binder.  This is different from your insurance card; it shows addi�onal 
informa�on we need. 

c. We will have you sign the MV 900.1.  We send this to NYS DMV so that we are shown on 
your �tle as lien holder.  You will receive a �tle and we will receive a no�ce sta�ng we 
are listed as lien holder. 

d. Once your current financial (leasing) ins�tu�on cashes our check, they will send the �tle 
and other informa�on so that you can have the vehicle �tled in your name.  You will 
need to take that, along with your registra�on to DMV to obtain a �tle in your name.  
When you lease a vehicle, you do not own it and must have a �tle in your name once 
you buy out the lease.  Failure to obtain the �tle in your name will create issues if you 
sell or trade in the vehicle. 

Now that you have a loan with us, what happens? 

Make your payments on �me.  

1.) In person in either office during normal office hours (see calendar on the website home 
page) 

2.) Using the app to deposit a check 
3.) Mail a check or money order to the Elmwood Avenue Office. 



4.) Have your employer send an alloca�on each pay 
a. Our rou�ng number is 222079754 
b. You have your account number 
c. If you are a Federal government employee, sign into Employee Express and set up a 

financial allotment. If you set up a discre�onary allotment, it will not come to us bi-
weekly. 

5.) Payment op�ons 
a. Automa�c payment – money needs to be in your account by the due date and the 

funds will transfer automa�cally that night 
b. Payroll deduc�on – once you set the allotment, when your pay is deposited, the loan 

payment will transfer a�er the deposit, usually the morning since most payroll 
deposits are sent in the morning  

c. “Cash” – if you come into an office or mail a check, we can apply it directly to the 
loan, but remember that only a and b above will provide you with 0.25 “club 
payment” (formally 0.25 rate discount) 

d. At any �me, you can make addi�onal payments 
i. Mail a check or money order 

ii. Pay in person 
iii. Remote deposit via the app directly to the loan 
iv. Transfer from your account online or on the app 
v. If you make an addi�onal payment with your regular payment, the 

addi�onal payment will automa�cally be applied to the principal 

Having financial issues?   

1.) Contact us before your loan becomes delinquent.  We will try to work with you to assist you 
the best we can.   

2.) There is a late fee for loans delinquent 15 days or more. 
3.) We do offer skip-a-pay for up to 2 months/year.  Your loan must be current, so remember to 

request a skip before your payment is due. We do not currently charge a fee, however, you 
are required to pay the interest due at the �me of your scheduled payment. 

4.) If you are on medical leave or involuntary unemployment, having debt protec�on on your 
loan can assist with your payments. 

5.) We do send delinquent accounts for collec�ons and report delinquencies to the credit 
bureaus.  Addi�onal fees and collec�on costs may occur.  Judgments will hurt your credit 
even more. 

For vehicle loans, please make sure your insurance agent knows you financed with us.  Then, when you 
renew your insurance, we should receive no�ce that it is current.  If we do not receive the no�ce, we will 
no�fy you that we need an updated insurance binder.  If we do not receive the current binder, your loan 
could be called. 

My loan is paid in full, now what? 

1.) At the beginning of month, we review loans paid in full and send leters to members with 
loans paid the previous month 



2.) If it was a vehicle loan, we send what is commonly called a lien release.  Please keep this 
with your �tle, as you will need it when your sell or trade in the vehicle 

3.) If you con�nue to send money, we deposit into your account 

Thank you for making us your financial partner.  We look forward to helping you meet your financial 
goals. If you have any ques�ons, please feel free to contact us. 
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