	BIC Imaging Pre-Certification Form

(for depository institutions that image 
loan collateral documentation  
under the BIC Program )



	Institution Name:__________________________
	ABA#: __________________________

	A.  Please answer the following questions.

(attach additional pages as necessary)  

	1. Describe the imaging process.

· Describe how documents are imaged (who, what technology, etc).  

· Please comment on the quality of the images (DPI, Bit Depth, Color, how small type and odd backgroungs are handled).
· Explain if, how and how often the accuracy and completeness of the imaging process is tested.  

· Describe any problems this testing has uncovered and corrective measures, if any, taken.

· Describe how the ability to alter or delete imaged documents is controlled and how any such alterations or deletions are tracked.  



	as


	2. Describe the storage of and access to imaged documents. 

· Describe how imaged documents can be accessed.

· Describe any contingency arrangements for imaged document access.


	

	3. Describe the contingency plan for protecting images against loss.
· How frequently are images replicated to serve as back-up?
· Are back-up images stored off-site?  If so, where?


	

	4. Describe how original paper documents are stored.

· Are they destroyed, kept on the Institution’s premises or sent to a Records and Information Management (RIM) company for storage?
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	B.
Authorization

	Please have the appropriate officials of your institution review and sign this form.

	I have reviewed the above responses to the Addendum to the Borrower-in-Custody Imaging Pre -Certification and attest that the responses are accurate.



____________________

___________________

___________




Authorized Signature*

               Title                                         Date

       ____________________                  


             Print Name      

*I am an ___internal auditor ___external auditor  or ___ responsible director.



	I have reviewed the above responses to the Borrower-in-Custody Imaging Pre-Certification and attest that the responses are accurate.



____________________

___________________

___________




Authorized Signature**


Title 



      Date

      
____________________

            Print Name



____________________

___________________

___________




Authorized Signature**


Title 



      Date

        ____________________

            Print Name


 If original paper documents are destroyed, describe the document destruction process.





Explain how that process is monitored and verified.  For example, is there a log or are destruction receipts generated?








If original paper documents are sent to a RIM, describe how original paper documents are stored at the RIM.





Describe physical storage facility of the RIM and access to original paper documents.


Describe how the documents are Protected from loss, fire, theft, and other dangers.


Describe checks to ensure that documents continue to be in place at the RIM.








Describe how matured or sold loans are released from the pledge.





Describe how soon matured or sold loans are removed from the RIM and from the Imaging system; whether there is a lag between the time the loans are removed from the RIM and the time the loans are released from the pledge.
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