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Procedures for Depository Institutions for Sending and Requesting the Return of Original Loan Documents To/From the Federal Reserve Bank of Atlanta
When sending original, signed promissory notes and security agreements (including recorded mortgages) to the Federal Reserve Bank of Atlanta, please give us at least 24 hours advance notice so that we can comply with mail security procedures for such documents.  Please phone our loan line at 1-888-500-7390 and speak to your assigned analyst, the Discount Window Manager or another individual in the discount window area who can relay the message to the appropriate person.   We need to know the following:

1. What day the package(s) will arrive and to whom they are addressed.
2. The tracking number of the package(s) you are sending

3. The name of the shipping company being used, (e.g. FedEx, United States Postal Service, etc.)  

4. The number of loans for which you are sending documents

Please do not ship the loans until you have spoken to your assigned analyst or a member of the Discount Window regarding the shipment. The loans must be sent via either overnight or second day mail in such a way that we can be assured of the arrival date. Given the nature of the documents, you will want to use a shipping service that will enable you to track the delivery.   We will need to notify our mail center in advance so that special procedures can be followed.    In addition to the phone call, please e-mail the signed collateral pledge form and detailed loan list to our group mailbox:discountwindow@atl.frb.org with your bank's name in the subject line e.g., "Physical Loan Shipment - Bank Name, City, State," as appropriate, and place a hard copy of the detailed loan list into the package(s) you are shipping.  All e-mails regarding the shipment of documents must be copied to our group mailbox.  When adding subsequent new loans to the pledge, we prefer that you only do so once a month due to the lengthy procedures involved in receiving the original documents and then getting them into our secure cash vault where they will be housed.  

The loans must be sent directly to our mail center:

Attn: Specific name of Discount Window analyst or manager
Federal Reserve Bank of Atlanta

Credit & Risk Management Department

2301 DeFoor Hills Road

Atlanta, GA 30318
To request the return of your loans, we need as much advance notice as possible so that we can arrange to enter the cash vault. Please send an e-mail to our group mailbox and include your bank's name in the subject line as discussed above. Please include the borrower name(s) and loan number(s) for the loan documents you are requesting, as well as an updated, signed collateral pledge form and detailed loan list in your e-mail. We will respond letting you know when we are shipping the documents via overnight mail so that you will know when to expect them.   
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