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INSTRUCTIONS FOR PREPARATION

Item 1 - Enter today’s date.

Item 2 - Enter field office mail code.

Item 3 - Enter borrower name (last name, first name, and middle initial). This item may be repeated up
to 15 times.

Example: Smith, John A.

Item 4 - Enter borrower case number (2-digit state code, 3-dight count code, and 10-digit borrower
identification number). This item may be repeated up to 15 times.

Example: 02-011-0683451234

Item 5 and 6- Self-explanatory.



