
Small Business Loan
Informational Worksheet

Business Address Phone Number

Loan Amount Requested Loan Proceeds For

Annual Sales # of Employees Bank of Deposit Account Balance

Email Address Date Business Established Type of Business

Person of Contact Name Business Name

Owner Name Percent Owned U.S. Citizen Veteran

$

Franchise?
yes no

yes noyes no

yes noyes no

yes noyes no

yes noyes no

yes noyes no

Own other Business?
yes  no

Does Business Export? 
yes  no

Business for Profit? 
yes  no

$

%

%

%

%

%



Lender Original $ Current $
Interest 
Rate

Monthly
Payment

Secured By:
Personal 
or Business

$ $ % $

$ $ % $

$ $ % $

$ $ % $

$ $ % $

$ $ % $

Agency Name
Borrower 
Name

Original $ Current $
Date of 
Application

Current or 
Past DUE

$ $

$ $

Other Indebtedness

Previous/Current SBA Loans or Other Government Debt

Please answer all questions as completely as possible.  In addition to this form please have each owner or guarantor complete 
the SBA Personal Financial Statement that can be found by clicking here.  For a complete loan application please be prepared 
to provide the below:

• Business tax returns signed for the last three years.
• Personal tax returns signed for the last three years for all 20% or more owners
• Bank checking/savings account statements from most recent month on both personal and business. (Not necessary if

account is held at Bank of Washington)
• Interim Profit & Loss Statement and Balance Sheet from most recent month end.
• Current Aging Report on Receivables and inventory (if applicable to business).
• Business plan & projections (if business is less than 2 years old).
• Operating agreement/articles of organization.

Are you presently under indictment, on parole or probation? yes no

Have you ever been charged with, and/or arrested for, any criminal offense other than a minor 
motor vehicle violation? yes no

Have you ever been convicted, placed on pretrial diversion, or placed on any form of probation; 
including adjudication withheld pending probation, for any criminal offense other than a 
minor vehicle violation? yes no



SBA Loan Packaging 
Checklist

Business Plan

3 year financial projected Profit and Loss Statements, first year 
on monthly basis

Projected Business Balance Sheet

If Loan is for Start up Business

Environmental Questionnaire Source of 

Property Value

Sales Contract 

Construction Cost Breakdown Lease 

Agreement or Letter of Intent

If Loan is for Real Estate

Loan Informational Worksheet

Completed Personal Financial Statement (any 20% or more owner or 
loan guarantor)

Current business profit and loss and balance sheet no older than 90 
Days

3 years most recent Federal Tax Returns for Business

3 years most recent personal Federal Tax Returns for any loan 
guarantor

Management Resume

Articles of Incorporation/Operating Agreement

Complete use of loan proceeds breakdown

Affiliated Businesses financial information (3 years Federal TR and 
YTD P&L, Balance Sheet)

All Loans

Required

Required

Required

Required

Required

Required

Required

Required

Required



SBA Loan Packaging Checklist Page 2

Purchase Agreement

Business Appraisal/Evaluation

3 year financial projected Profit and Loss Statements, first year 
on monthly basis

If Loan is for Business Acquisition

Copy of notes/loan statements/loan detail on all loans being 
refi-nanced

36 month payment history of any same institution debt 
refinanced

Proof credit card debt was incurred for business use

If Loan is to Refinance Debt

*Items marked required are minimum necessary to start packaging process.



MANAGEMENT RESUME

Please fill in all spaces. If an item is not applicable, please indicate as such. You may include additional relevant 

information on a separate exhibit. SIGN & DATE where indicated. 

PERSONAL INFORMATION:

Name 

Date of Birth 

Residence Telephone # 

Residence Address 

From 

Place of Birth 

To present date. 

SS# 

Business Telephone # 

City State Zip Code 

Previous Address: 

From to

Spouse’s Name 

City 

SS# 

State Zip Code

Are you employed by the U. S. Government? Yes NO  Agency / Position 

Are you a U.S. Citizen? Yes No, If no, give Alien Registration Number 

EDUCATION:

High School/College/Technical-Name/Location Dates Attended Major Degree/Certificate 

MILTARY SERVICE BACKGROUND:

Branch of Service Dates of Service  to  

WORK EXPEREINCE: List chronologically with present employer. 

Company Name / Location   

From   to  Title  

Duties  

Company Name / Location   

From   to  Title  

Duties  

Company Name / Location   

From   to  Title  

Duties  

Company Name / Location   

From   to  Title  

Duties  

Date 

Signature 

SBA Form for Management Resume 
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