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Servicers of conventional MPF Traditional loans must use this form when recommending a workout 
option for the Borrower. 

 

• When – The Servicer must complete the form when recommending a workout option for a Borrower.  
• Who - This form must be completed by an employee of the Servicer who has responsibilities that would cause such 

individual to be knowledgeable of the facts and processes needed to complete this form and has authority to certify to 
the truthfulness and accuracy of the information on this form  

• How – The attached form is provided as a job aid and should be used for informational purposes only. To complete this 
form Servicers must access it through eMAQCS®plus.  

o Complete ONLY Sections 1 and 3 for all COVID-19 related forbearance, repayment and deferment plans.  
o Complete ONLY Sections 2 and 3 for all other workout plans (including ALL loan modifications, short sales, 
deed in lieu, and non-COVID-19 related forbearance and repayment plans).  

• Attachments – The completed form must be accompanied by the following documentation:  
o For all COVID-19 related forbearance, repayment and deferment plans:  

 
1. Workout Worksheet  
2. Borrower Hardship Certification (Form SG402) if applicable  
3. Copy of the unsigned/proposed agreement or plan  
4. COVID-19 Payment Deferral Worksheet (Appendix B ) (COVID-19 Deferment plan only)  
5. 1 year Borrower payment history (COVID-19 Deferment plan only)  
 

o For all other workout plans (including ALL loan modifications, short sales, deed in lieu, and non-COVID-19 related 
forbearance and repayment plans):  

 
1. Workout Worksheet  
2. Insurer Approval Letter, if applicable  
3. Borrower Hardship Certification (Form SG402)  
4. Pay Stubs  
5. Bank Statements  
6. Tax Returns  
7. Credit Report  
8. 4506-T and Tax Transcripts from IRS* (for Temporary Loan Payment Modifications only)  
9. Any other documentation to support the Borrower’s financial information  
10. Brokers Price Opinion/property valuation ("as is" value) (for short sales and deeds-in-lieu of foreclosure only)  
11. Contract of Sale (for short sales only)  
12. Payoff Statement (for short sales only)  
13. Listing Agreement (for short sales only) 
14. Title Search/Report (for deeds-in-lieu of foreclosure only)  
 

* Effective February 1, 2021, PFIs must ensure a properly completed IRS Form 4506-C, instead of a Form 4506-T, is in every 
mortgage loan file delivered into the program. (See Exhibit T-X for an example of a completed 4506-C). 

 
 

 

Purpose 

Preparation 
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• When – The Servicer must submit the completed form when all supporting documentation is obtained. 
• How – The official form must be completed and any supporting documentation must submitted through 
eMAQCS®plus at https://eMAQCS.covius.com. 
• To Whom – The completed form and supporting documentation must be submitted to the MPF Provider. 
The Servicer should retain a copy of the completed form and supporting documentation for their own records. 

 

 
 

• Please email the MPF Provider at MPFdefaultservicing@fhlbc.com for any questions or assistance needed in completing 
the form. 

 
 

 

 
• Any Borrower requests/exceptions that are outside of the MPF Guide provisions must be submitted with any/all 

supporting documentation to support such request.  
• Servicers are required to provide express consent from the taxpayers as permitted by applicable law, this includes the 

Taxpayer First Act.  
• Any form that is incomplete or not submitted with all supporting documentation will be returned to the Servicer.  
• Under Sale Offer, the accrued interest is through the projected closing date. The Servicer must provide the date interest is 

figured through.  
• For temporary loan modifications, the eligibility requirements in MPF Traditional Servicing Guide Chapter 9 must be met.  
• For COVID-19 payment deferral plans, Servicers must ensure the terms on the COVID-19 deferral agreement mirror the 

terms on the COVID-19 Payment Deferral Worksheet (Appendix B).  
 
 

Submission 

Assistance 

Helpful Hints 
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Step 1 - Create a new SG-354 form in eMAQCS®plus. On the main screen roll your cursor over Forms in 
the black ribbon at the top of the page and when Add/View Forms populates click it. 

 
 
Step 2 - On the screen that populates next enter the MPF loan number into the box and click submit. 

 
Step 3 - On the screen that populates next, click the dropdown arrow in the box titled Select Form. 
Select the SG-354 form by clicking on it and then click create. 

 
 
 
 
 
 
 
 
 
 
 
 
 

 eMAQCS®plus Form Job Aid 
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The SG-354 form will populate below. Note that there are three tabs. A Form tab, a Document tab and 
an Instructions tab. Click on each tab to bring you to a different page of the form. 

 
 
Helpful Hint - If this is your first time using the SG-354 form it is good practice to click on the 
Instructions tab which provides direction on when to complete the from and what information and 
documents need to be included in the form. These instructions are also located in the first page of this 
document. 
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Step 4 – How to complete the Form Sections 1 (if applicable), Section 2 (if applicable) and Section 3. 
 
Select the Form tab, which is a system interface page that allows you to complete your SG-354 within 
the system. Beginning February 2021 the SG-354 form is divided into 3 sections to accommodate the 
new flexibilities described in MPF Announcement 2021-10  for loss mitigation options for loans where 
the hardship is caused by COVID-19.  
 
Section 1 
 
When the loss mitigation request is COVID-19 related, Section 1 must be completed. Servicer must first 
select one of three radio buttons to indicate whether the loss mitigation option is one of the following: 

• COVID-19 Forbearance Extension 
• COVID-19 Repayment Plan 
• COVID-19 Payment Deferral 

 
The Servicer must then select one of two radio buttons indicating whether one of the following is true: 

• The above selected workout is acceptable to the MI (Mortgage Insurance) Company  
• The loan is not subject to MI.  

 
It is important to note that if the Servicer selects the radio button indicating that the workout is 
acceptable to the MI company they are attesting that they have received approval for the loss 
mitigation option from the MI company.  
 
If the radio buttons in Section 1 are completed the Servicer may skip Section 2 and move forward to 
Section 3. 
 
The information in the fields with the green frames is will be pre-filled by the system. 
 

 
 
 
 
 



Workout Worksheet (Form SG354) – Job Aid  

 

Section 2 
 
Section 2 must be completed when the loss mitigation option selected is a Non-COVID 19 Forbearance 
Extension or Repayment Plan beyond the 3 month term or Temporary Loan Payment Modification, Short 
Sale for Deed-In-Lieu. The fields highlighted in red must be filled out.  
 
It is important to note that only fields requiring numerical data should be filled out with numerical 
data only. For example, the unpaid Principal Balance field below will only accept numbers. Additionally, 
when entering figures into the number fields please do not include commas in the numbers. For 
example, if the unpaid principal balance is $50,000 please enter 50000. Or if it is $50,000.30 please 
enter 50000.30. 
 

 
 
If the loan is subject to PMI the name of the PMI company must be included in the field to the right of 
PMI Company. 
 

 
 
In the below screen please note that if the box for has the borrower filed for bankruptcy is checked Yes, 
then the bankruptcy fields below it must be filled out. 
 

 
 
All of the fields highlighted in red must be completed, the system will accept 0 if there is not a specific 
amount for the field. The system will calculate the amount in the Total Monthly Income, Total Monthly 
Expenses and Debt and Total Assets Field. However you will have to fill out the total debt-to-income 
ratio. 
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In addition to all of fields highlighted in red on the previous page, when the loss mitigation option 
selected is a  all of the fields that are highlighted in  below must also be completed. 
Even if No is selected for property listed the How Long has Property been Listed field must be 
completed. The system will accept 0 to indicate that the property has not been listed.   

 
In addition to all of the fields highlighted in red on the previous page, when the loss mitigation option 
selected is a Short Sale all of fields highlighted in  below must also be completed. Even if No is 
selected for property listed the How Long has Property been Listed field must be completed. The system 
will accept 0 to indicate that the property has not been listed. The system will not calculate the amount 
in the Subtotal and Estimated Loss field, you will have to fill out the Subtotal and Estimated Loss fields. 
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Section 3 
 
All of the below fields highlighted in red below must be completed.  
 
If you are requesting a Forbearance Extension, in the Recommended Workout Terms field below 
please list the months that the loan was previously subject to forbearance as well as the months you 
are seeking the forbearance extension for and state the total number of months included in the 
forbearance. For example, “Loan was subject to forbearance for 4/2020, 5/2020 and 6/2020, seeking a 
forbearance extension for 7/2020, 8/2020 and 9/2020 for a total forbearance term of 6 months”. 
 
The Title field currently has a character limit, when entering your title it is best to create an acronym out 
of the first letters of your title. 
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Step 5 - How to save the form in draft status.  
 
It is best practice to click the Save as Draft button highlighted in yellow above prior to submitting your 
form. If any of the required information is missing will get the below error message. If this error message 
populates please review the form for fields highlighted in red and complete those fields with the 
appropriate information.  

 
Please note that if all of the required fields are not successfully completed and the below message of 
success does not populate, if the user leaves the Form tab of the form or the system times out all 
information previously entered will be lost. 
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Step 6 - How to attach supporting documents to the Form. 
 
Once the form has been filled out supporting documentation can be added to the Document tab 
highlighted in yellow below. When you click on the Document tab a warning message will populate 
telling you to please save all work as draft-forms do not automatically save if you leave this page. If all of 
the required fields are not successfully completed on the Form tab, and the above message of success 
does not populate, and the user clicks OK all information previously entered into the form will be lost. 
If all information on the Form tab has been successfully completed click OK to move to the Document 
tab. 
 

 
 
There are two ways to upload supporting documents into the Document tab. The first is to drag and 
drop the file to the Document tab. To do this find the document in the location where you have it saved, 
select the document, and while continuing to hold the mouse button down drag it so that your cursor 
with the document is hovering over one of the blue and white or green icons in the Document tab. 
Release the mouse button when document is over the icon in which you want to place it. The icon will 
turn green and a row with the name of the document will populate (as indicated in the yellow 
highlighted area) to indicate that you have successfully saved the document to the Document tab.
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The second option to upload a document to the Document tab is to click on the checkmark to the left of 
Menu highlighted below. Then right click on the green or blue and white icon to open up the location of 
the document you wish to upload. Select the document and click open. The document will then 
populate in the Document tab. You can upload multiple documents into one of the green or blue and 
white icons. The only naming convention requirement for documents being uploaded under the 
Document tab is that apostrophes and commas cannot be used.  
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Step 7 - How to submit the Form successfully. 
 
Once you are ready to submit your form, return to the Form tab and scroll down to the bottom of the 
form. Click Submit. If the form was not successfully submitted you will get a message that says 
Validation Error!! , if this error message populates please review the form for fields highlighted in red 
and complete those fields with the appropriate information. If successfully submitted, a message of 
Success!! Record Has Been Saved populates.  
 

 
 
 
 
To double check the submission status of your form refresh your browser.  A status of Draft as 
highlighted in yellow below indicates that the form is in Draft and has not yet been successfully 
submitted. A status Submitted as highlighted in green below indicates that the form has been 
successfully submitted. 
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Upon receipt of a borrower signed agreement for either a COVID-19 Deferral, Temporary Loan 
Payment Modification, Forbearance or Repayment Plan please deposit the signed agreement into the 
Signed Agreement icon on the Document tab of the SG-354 form that you used to submit your loss 
mitigation request. 
 

 


