Procedures for Opening the PNC Secured Credit Card

for LISC Twin Account Clients
1. When a client has completed the loan term (i.e. 12 months), and has successfully repaid the loan, Great Rivers Community Capital will calculate the final match amount and communicate this amount to the Financial Coach.
2. The Financial Coach will schedule an appointment with the client to assist the client in designating match funds and security deposit as related to the client’s credit- building action plan/goals, and to complete the Authorization to Transfer Match Funds and Security Deposit Form.  If a Secured Credit Card (TBD) will be opened with match funds or security deposit the counselor and client will fill out the form as follows: 
· Amount = $300

· Name: Justine PETERSEN – PNC Secured Credit Card

· Mailing address: 1023 N Grand St Louis MO 63106
· Memo Line: client’s name
3. At the appointment, the client, Financial Coach and the Program Director will sign off on the Authorization to Transfer Match Funds and Security Deposit.  
4. The Financial Coach and client will fill out the PNC secured credit card application. Please make sure that all writing is neat and legible. The following fields need to be filled out: 

Section 1: Applicant Information: 

a. First name, MI, and Last Name

b. Social Security #, Home phone number/Cell phone #, Alternate phone #, and email address (email address and 2nd phone number are not required) 

c. Address (no PO Boxes allowed)

d. Address #2: apt number, unit, etc… if applicable; mother’s maiden name (required) 
e. City, State, zip, and number of years at current residence

f. Check the box if the client rent’s, own’s, or other; monthly mortgage/rental amount; check what type of account client has with PNC bank (if they don’t have a relationship with PNC bank write = N/A it’s not required)

g. Current Employer’s name (if self-employed write= self-employed and name of business); work phone number; length of employment

h. Applicants Gross Annual Income; Annual amount of other income (child support, a second job/self-employment as a second job, rental income, etc…); and the type and source of the second income (ie: self-employment, child support, etc…) 

i. Previous address if the client has lived in the current address less than 2 years. 

Section 2: Co-applicant information: client doesn’t need to fill this out unless they want to put someone on as a co-applicant. I don’t recommend this. This is not authorized user but co-applicant so the co-applicant would be liable for any money charged on the account if the primary user doesn’t pay. 

Section 3: Signature: client needs to sign where it says: Applicant Signature and Date
Page 2: Security Agreement (page 2)
Client signs, prints name and social security under applicant. The second copy of the security agreement goes to the client. 

Documents needed: PNC will need a copy of the clients driver’s license and a second form that confirms the address on the application, one of these  forms are acceptable (But have to have the correct address):  


· Current pay stub 

· Current utility bill 

· Mortgage or property deed

· College Dorm verification letter

· Insurance policy or card

· W-2

· Tax return

· Property tax statement

· Vehicle registration
More information on the PNC secured credit card: 

Before the client fills in the secured credit card application, please go over the Terms and Conditions. A couple things to know about the terms and conditions: 

I. Due to the Credit CARD Act of 2009 the default rate won’t be applied until the client is 60 days late. The penalty rate will apply until the client makes 6 consecutive payments on time. 

II. Annual Fee: this is not charged in one lump sum, the client is charged $3 every month for the annual fee. So if the client has no balance on purchases, they will still have a $3 due.

III. How to make payments: 
a. At a branch

b. Mailing in a check/money order with their statement

c. Over the (but if they are assisted by a live rep they will charge: $10)
d. If the client has a checking/savings account with PNC bank they can make payments online through PNC’s online banking platform. 
IV. Underwriting: 
a. No bankruptcy in the past 12 months (from discharge or dismissal date) 

b. Does not have any accounts on the credit report that are currently 60+ days past due with balances greater than $250
c. Has to have a minimum income of $400 or a minimum of $1500 in a checking or savings account with PNC bank.

d. Has not had any previous PNC accounts that have been charged off (checking/savings, credit cards or loans). 

5. Financial coach scans all PNC application documents to Twin Accounts at Justine PETERSEN (twinaccounts@justinepetersen.org) which include: completed application, client’s id, and second form if needed. Kristin will let you know that the application is complete and can be mailed to Justine PETERSEN. 

6. The Program Director will mail the completed and signed Authorization to Transfer Match Funds and Security Deposit form, a check for the matching funds amount to Great Rivers Community Capital, and signed PNC Secured Credit Card application, client’s id, and second form of address verification (if needed). 
7. Great Rivers Community Capital will disburse the Match Funds and Security Deposit upon receiving the Authorization to Transfer Match Funds and Security Deposit form and the matching funds. 

· With the PNC secured credit card application. Justine PETERSEN will take the application forms, id and check to our local PNC bank branch to complete the PNC application process. The client can expect to receive his/her PNC secured credit card 3-4 weeks after Justine PETERSEN receives the application/check. 
