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   LENDER ONLINE RESERVATION PROCEDURES 
 
Lenders must use LOL to reserve SONYMA loans.  After Lender has received LOL training 
and upon receiving permission from SONYMA that it may commence using LOL, Lender 
will have the ability to enter the Mortgage Loan Reservation data on LOL and will 
immediately have access to specific Mortgage Loan information and reports. Seller 
represents and warrants to SONYMA that with respect to each such Mortgage Loan:     
 
Note:  Any reference to the Seller’s Guide and Appendices includes subsequent Seller’s 

Guide Bulletins and Monthly Lender Notices.  
 

The link to the Seller’s Guide is as follows:    
http://www.nyshcr.org/assets/documents/1819.pdf 
 
The link to the Information for SONYMA Participating Lenders page, where 
further links are available to Lender Announcements and Monthly Lender Notices 
is as follows: 
http://www.nyhomes.org/index.aspx?page=103 
 

1. Seller agrees to use LOL only in the manner described in Appendix V of the 
Seller’s Guide, the Availability of Funds and Notice of Terms Bulletin, the 
Monthly Lender Notice, and any subsequent SONYMA-published lender 
bulletins, and has complied with and met all requirements of the Seller’s Guide 
and Appendix V.   

 
2. Seller, when reserving a Mortgage Loan in LOL, has made the initial 

determinations listed in Section 2.6(a) of the Seller’s Guide and has accepted a 
loan application where the Borrower has entered into a fully executed contract 
of sale or binder, that is dated on or prior to the Residential Loan Application 
Date. 

 
3. The interest rate offered to the Borrower by Seller conforms to the interest rates 

published in the current Availability of Funds and Notice of Terms Bulletin, for 
the SONYMA program in which the Borrower is making an application. 

 
4. All data entered into LOL is accurate, complete and up-to-date. Seller 

acknowledges that any improperly reserved loans may result in a penalty.  
 

5. Seller will notify SONYMA of any changes to the Mortgage Loan information after 
the Lender’s initial data entry on LOL by submitting the LOL Data Entry Change 
Request Form (SONYMA Form L1; Exhibit 1). If material changes are made to the 
Mortgage Loan, Lender must also notify the PMI and/or Pool Insurer, as 
applicable. 
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6. Seller understands that acceptance of a Reservation by LOL does not guarantee 
that the Mortgage Loan will be approved by SONYMA during the pre-closing 
compliance review described in Appendix III of the Seller’s Guide or the post-
closing (pre-purchase) review as described in Appendix IV of the Seller’s Guide. 
In addition, acceptance by LOL does not guarantee that the Mortgage Loan 
meets all credit underwriting guidelines, which is the responsibility of the Seller, 
the PMI, and the Pool Insurer. 

 
7. Seller acknowledges that, as of the Reservation Date, Seller is liable to SONYMA 

for payment of a Lock-in Fee in the amount of one percent (1.0%) of the loan 
amount entered in LOL. 

  
The following information covers only those requirements that differ from the 
requirements set forth in Section 2.6 of the Seller’s Guide.  These procedures and  
Section 2.6 of the Seller’s Guide shall be read together. 
 
LOL has built in edits to detect data entry errors and to determine whether a Mortgage 
Loan may be eligible for SONYMA financing. For example, LOL will display an error 
message for a loan that is over the income or purchase price limits for the program 
under which the loan is being reserved. If LOL makes the determination that the loan 
entered does not qualify, Lender should ensure it has made the correct data entries 
before rejecting the loan for SONYMA financing. For instance, if the loan has been 
rejected for being over the income limits, Lender should check all the entries that would 
affect that response. The below listed fields, if not entered correctly, are some of those 
fields that could impact LOL’s decision to accept a loan: 
  
 Program Name 
 Property City and County Name  
 Number of Persons Expecting to Occupy Household 
 Target or Non-Target Area 
 Annual Household Income  
 Purchase Price and Acquisition Cost 
 
Please refer to Exhibit 2 for help on troubleshooting error messages displayed by LOL 
after entering a Reservation. 
 

1. Entering a New Reservation 
         

If Mortgagor meets the criteria listed in the Section 2.6 of the Seller’s Guide, 
Lender, upon accepting a Mortgage Loan application from Mortgagor, has seven 
(7) calendar days from the Residential Loan Application Date to reserve the loan 
with SONYMA. 
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            If the loan is not reserved within seven (7) calendar days from the Residential 
Loan Application Date, the Reservation will not be accepted by LOL. The Lender 
must contact SONYMA to determine if SONYMA will accept the Reservation, the 
interest rate at which the loan will be locked and whether Lender will be 
assessed a penalty. 

 
Note:  The Reservation Date becomes the Lock-in Date and counts as day one of 
             the rate lock-in period.  The interest rate will be the rate that is available  
             for the specified loan program and loan term, on the date of the loan 

reservation. 
 
Section 2.6 of the Seller’s Guide provides details on manually submitting a faxed 
Reservation form to SONYMA. 
 
To enter a new reservation on LOL: 
 
a. Click on the “New Reservation” tab at the top left of the Home Page screen. 

A list of available SONYMA programs is displayed. Refer to Figure 1 below to 
view the SONYMA program menu. 

 
Note: Depending on the availability of current programs and products, this 

screen may display different programs and products in the future. 
 
b. Click on the appropriate SONYMA program name. If the Mortgagor has opted 

to receive a Down Payment Assistance Loan (DPAL), ensure that the 
appropriate program with DPAL has been selected. 

 

 
             Figure 1 
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c. The New Reservation Data Entry Form is displayed. Refer to Figure 2 below. 
 

 

 

 
                      Figure 2 
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d.   Click on “Show Help” (at the top of the form) to list a brief description of the 
required data and/or data format for each data entry field. Listed below are a 
few additional comments regarding data entry of loan information on LOL. 
 
* All fields identified with a red asterisk(*) are required entry data fields; LOL 

User must enter data in these fields for the Reservation to be accepted.  
This includes the designation of a Contact Person, a Loan Processor (LP) 
and a Loan Officer (LO) for each loan Reservation. 

 
* After each entry, LOL User may press the “Tab” key to move to the next 

entry box or the LOL User can move to any other entry box by clicking on 
the box with the mouse. 

      
* If the loan application has a co-borrower, click in the box entitled “Check if 

Co-Borrower”. 
     
* Note that there is a field for Borrower Race Code; however, there is no field 

for the Co-Borrower Race Code.    
 
* If a Borrower indicates on the 1003 that he/she is more than one race, 

select the “Two or More” option under the “Race” field. 
 
* If the Borrower’s or Co-Borrower’s marital status is initially entered as 

“Single Parent”, the Single Parent data field defaults to “Yes”. If, prior to 
submitting a Reservation, the LOL User changes the response in the Marital 
Status field to an option other than “Single Parent”, the LOL User must also 
change the data in the Single Parent field to “No”.  

 
* At the time of the initial data entry in the “Purchase Price” field, the 

“Acquisition Cost” field is automatically updated with the same 
information. If prior to submitting the Reservation, the user changes the 
Purchase Price amount data, the user must also manually change the 
Acquisition Cost amount, as applicable. Note that changes to the “Purchase 
Price” field will not automatically change the “Acquisition Cost” field. 
Lenders are reminded that the Acquisition Cost is defined in Section 2.406 
of the Seller’s Guide and should be entered in accordance with the 
provisions of this section. 
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* LOL automatically assigns the County Name to the property, based upon 
the City Name entered by the LOL User. New York State has several 
duplicate city names. If the correct County Name does not appear on the 
Reservation screen, LOL User must refer to the City field drop down list to 
select the second or third (duplicate) City Name until the correct 
City/County combination is displayed. 

 
* Enter whole dollar amounts in all numerical fields.   
 
* Enter the Income as an annual figure (multiply the monthly income by 12 

to determine the annual income). 
                
* The “Loan Officer” (LO) and “Contact Person” fields  are required data 

entry fields on the New Reservation Data Entry Screen.  The appropriate 
name must be selected from the drop down list.  Although data entry in the 
“Loan Processor” (LP) field is not required, it is recommended that this 
information be provided.  If two LOL Users are designated as the Loan 
Officer and Loan Processor, both will have access to the loan information 
on LOL.  However, the LP and/or LO may also be designated as such and 
have no access to LOL as a user (i.e. Contact Only access level).   

 
* Refer to Exhibit 2 for a listing of data entry error messages. If data entry 

errors are detected by LOL, make the necessary corrections and re-submit 
the Reservation by completing the procedures outlined in Item 4 below. 

              
* If, during the Reservation data entry process the user clicks on the “Home” 

icon or the “back” arrow key, the user will be directed back to the Home or 
first page and all data entry will be lost. The loan will not be reserved. 

 
 Note: Once a Reservation has been accepted, Lender users can no longer 

make changes to the loan data. Lenders must notify SONYMA of loan 
information changes by submitting the LOL Data Entry Change 
Request Form (SONYMA Form L1; Exhibit 1). 

 
 
 

 
 
 
 

 - THE REMAINDER OF THIS PAGE IS INTENTIONALLY LEFT BLANK - 
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2.  Data Entry Error Messages (errors that occur during data entry process) 
  

These Data Entry Error Messages occur when the LOL User is attempting to enter 
data in each specific field on the LOL Reservation Data Entry Screen. The system 
will display a box to alert the LOL User of the error and will provide a resolution. 
Exhibit 2 (Section A) also provides suggestions for entering data and 
troubleshooting error messages.  
 
When an error message is received, LOL User must click on “OK” to return to the 
Reservation data entry screen. LOL User should follow the instructions displayed 
in the error message box to correct the error. 

      
 
3.  Identifying Census Tract and Block Number 

 
To identify the correct Census Tract and Block Number for a specific property, 
user may click on the “Find It” button (beside the “Census Tract” data entry field 
on the LOL Reservation Data Entry Screen), which will link to the United States 
Census Bureau’s website. 
  
Refer to Figure 3 below to view the US Census Bureau website screen. 

 
a.  Ensure that the “Address Search” Tab has been selected. 
b.  Enter the property’s Street Address, City, State or the Street Address and  
     Zip Code. 
c.  Press “Go” 
d.  If found, the property’s County, Census Tract, and Block Group (among   

other things) will appear on the screen. 
e. LOL User should enter the census tract and block group data in the  

appropriate fields  on the LOL Reservation Data Entry Screen according to 
the format outlined in the “Show Help” description. 

 
Note:  If the property address cannot be found in the Census Bureau website 

(as in some cases with new construction), or if the Census Bureau’s web 
site is down, enter “999” in the Census Tract field and leave the Block 
Group field blank. 
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        Figure 3 
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      4.  Submitting the Reservation 
 

After all Mortgage Loan information has been entered on the LOL Reservation 
Data Entry Screen, LOL User must click on the “Submit” button in order to 
complete the Reservation. Refer to Exhibit 2 (Section B) for a listing of program 
error messages which may appear after submitting a Reservation. 

 
a. If data entry or program errors are detected by LOL, make the necessary 

corrections by following the procedures outlined in Items 5 and 6 below, 
and re-submit the Reservation. 

 
b.  If no data entry errors are detected, the system will proceed with the 

Reservation. If approved, a Reservation Acceptance Notice (LOL 
Reservation Confirmation) will be displayed. The SONYMA Reservation 
Loan Number will be assigned upon the acceptance of the Reservation and 
will be displayed on the Reservation Acceptance Notice. The LOL User 
should click on “Print this Page” to print this confirmation notice. To print 
the completed Reservation Form, click on “Click Here” to view the form and 
click on the printer icon to print the Reservation Form. Lender will need a 
copy of this form if changes to the Reservation are requested at a later 
date. 

 
 Refer to Figures 4a and 4b to view a sample of the Reservation Acceptance 

Notice and the confirmation form. 
 

 
               Figure 4a 
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Note:  LOL confirmation may take several seconds, depending on the speed 
of the user’s connection to the Internet and other factors. The 
SONYMA Reservation loan number will appear at the top of the 
Reservation Acceptance Notice.  This number will appear on all 
SONYMA reports and must be used by the Lender when 
communicating to SONYMA about a specific loan. 

         

 

 
         Figure 4b 
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5. LOL Error Messages (errors that occur after Reservation is submitted for 
approval) 

                                                  
These LOL Error Messages occur after the user has pressed the “Submit” button 
to reserve a loan on LOL. If the Reservation is rejected, the system will alert the 
user of the reason.  
 
Exhibit 2 (Section B) lists the possible program error messages and the action for 
the LOL User to take in order to enter a valid Reservation. 
 

  Note: In some cases, after Lender has ensured that all data has been entered  
            accurately and in accordance with Exhibit 2, LOL may still reject the 

Reservation. If the LOL User is unsure as to why the Reservation was 
rejected, please contact SONYMA for more information. 
      

 
6.  Troubleshooting LOL Reservation Issues 

 
If for any reason, LOL does not accept the Reservation submitted, Lender should 
contact SONYMA’s Reservation Department (212-872-0407) to troubleshoot the 
problem or error message. In certain cases the Reservation Department may 
request that Lender fax to SONYMA a fully completed and signed Loan 
Reservation Worksheet and Rate Certification (SONYMA Form 238), along with 
the first and signed pages of the loan application, the first and signed pages of the 
Sales Contract or binder, the Interest Rate Option Form (SONYMA Form D3), and 
any other forms as required for specific programs. Follow the procedures outlined 
in the SONYMA Seller’s Guide, Section 2.6. SONYMA will attempt to enter the 
Reservation for the Lender and will respond to Lender to explain how to remedy a 
similar situation in the future 
 
Situations that may prevent the Lender from entering LOL Reservations      
include: 

 
* Lender did not reserve the loan within the seven (7) day timeframe from  
   the Residential Loan Application Date. 
* Lender’s internet access is down. 
* LOL website is down. 
* Duplicate loan Reservation. 

 
 
 
 
 
 
  

http://www.nyshcr.org/Topics/Lenders/Lenders/Form238.pdf
http://www.nyshcr.org/Topics/Lenders/Lenders/FormD3.pdf
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b. After SONYMA personnel have reserved the loan, and Lender once again  
has access to LOL, Lender may view the new loan data immediately on LOL. 

 
Note:  Seller shall not rely on a fax confirmation to confirm that SONYMA has  
           received the loan Reservation. Seller must review the loan status 

  and/or reports on LOL to ensure that the loan was reserved. 
        
 Note: IF SONYMA LEARNS THAT LOL WILL NOT BE OPERATIONAL FOR A  
           CONSIDERABLE PERIOD OF TIME, SONYMA WILL SEND LENDER AN 

ANNOUNCEMENT WITH INSTRUCTIONS ON HOW TO PROCEED.  
 

 
7.  Data Entry Change Requests (after data was entered on LOL) 

        
Once a Mortgage Loan has been reserved on LOL, Lender does not have the 
ability to make changes to the Mortgage Loan data. Any material changes must 
be reported to SONYMA for correction or change.  In addition, if material changes 
are made to the Mortgage Loan, Lender must notify the PMI/Pool insurer, as 
applicable. 
 
Lender must complete and fax to SONYMA’s Reservation Department the LOL 
Data Entry Change Request Form (SONYMA Form L1; Exhibit 1).   
 
If Lender determines that the original data entry requires corrections or changes, 
the following procedures must be followed: 

 
* Lender completes the LOL Data Entry Change Request Form (SONYMA 

Form L1; Exhibit 1). 
 
* Lender faxes the LOL Data Entry Change Request Form to SONYMA’s 

reservation fax number, as indicated on Form L1. 
 
* SONYMA personnel inputs the correct data. 
 
* Lender can view the changes on LOL within one-half hour of SONYMA’s 

data entry. 
 

Note:  Seller shall not rely on a fax confirmation to confirm that SONYMA has  
            received the LOL Data Entry Change Request Form.  Seller must review 
            the loan status and/or reports on LOL to ensure that the loan data was 
            revised correctly. 
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8.  Lender Pipeline 
 

Mortgage Loans will be displayed on LOL until one of the following events occur, 
at which time the Mortgage Loan will be purged from LOL. 

 
a. Loan was rejected or cancelled for a period of more than 120 days prior to 

the current date.  
 

Reminder:  Reservations are automatically cancelled by SONYMA 75 days 
from the Reservation Date if the pre-closing loan file has not 
been received by SONYMA. This date is shown as the 
“Reservation Expires” date on the LOL Loan Status screen.  After 
cancellation, if Lender still intends to submit the loan file to 
SONYMA, Lender must immediately send written notification to 
SONYMA to request that the Reservation be reinstated. If the 
Reservation remains cancelled, SONYMA will bill Lender for the 
Lock-in Fee as set forth in Section 2.106 of the Seller’s Guide. 

 
b.  All final recorded instruments and title policies for the Mortgage Loan have 

been delivered by Lender to SONYMA. 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

    - THE REMAINDER OF THIS PAGE IS INTENTIONALLY LEFT BLANK - 
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          Exhibit 1 
SONYMA #:  _________________________ 
 

LOL DATA ENTRY CHANGE REQUEST FORM 
FAX # 1-917-274-0406 

 
SONYMA requires that this change request form be submitted for each loan for which data entry 
changes/corrections are required.  Indicate the changes below. 
  
Borrower’s Name:  ___________________________________________________ 
 
Address of Property:  ___________________________________________________ 
 
Data to be Changed:  
             
Field Name Previous Information New Information 

_________________________ _________________________ _________________________ 

_________________________ _________________________ _________________________ 

_________________________ _________________________ _________________________ 

_________________________ _________________________ _________________________ 

_________________________ _________________________ _________________________ 

_________________________ _________________________ _________________________ 

_________________________ _________________________ _________________________ 
                                          
SONYMA, please make the specified changes listed above. We hereby certify that the changes 
are true and correct. 
 
 
Certified by: ________________________________ Date: ___________________________ 
    (Contact) 
 
Contact Name: _____________________________  E-mail: __________________________ 
 
Telephone #: _____________________              Fax #: ___________________________ 
 
 
       

FOR SONYMA USE ONLY 
 
 
DATE OF DATA ENTRY CHANGE:  _______/_______/_______   OPERATOR INITIALS: __________ 
                                                          MONTH      DATE         YEAR 
 
 
SONYMA Form L1/5-08   


