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5.15 Creating an Extension Request 
 
The Request 30-Day Extension link will appear in the External Inbox 45 days before the lender’s 
submission due date. The Request 30-Day Extension link will be removed 15 days prior to the 
lender’s submission due date.  The link will not appear at any other time.   
 
The submission due date is 90 days after the lender’s fiscal year end. 
 
Step 1: From the lender’s inbox, click on the ‘Request 30-Day Extension link at the top of the page. 
 

 
 
Step 2: The Extension Request Screen will appear.  
 
Step 3: Read the Extension Request Regulation 
 
Step 4: Type your extension request reason in the large textbox. See below: 
 

 
 
 
Step 5: After the extension reason has been entered, click ‘Submit’ at the bottom of the page. 
 
 
Step 6: After the page processes, the following confirmation screen appears: 
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Note 1: The lender will be notified if their extension request is approved or denied within 7 days.  Be 
sure to periodically check the Lender Inbox over the next 7 days for a decision.     
 
Note 2: You may access the extension request in read-only format while it is in review by clicking the 
30-Day Extension in Review link from the Lender Inbox.       
 
Step 7: If the Extension Request is approved, the ‘Approved 30-Day Extension link will appear in the 
lender’s inbox. See below: 
 

 

Approved 
Extension 
Request 
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Step 8:  Click the ‘Approved 30-Day Extension’ link to verify the new submission due date. See 
below: 
 

 
 
Step 9: Click the ‘Back to Inbox’ link to return to the inbox. 

 
Step 10: If the Extension Request is denied, the Denied 30-Day Extension link will appear in the 
Lender Inbox. See below: 
 

 

Denied 
extension 
request 
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Step 11: Click the ‘Denied 30-Day Extension’ link to access the denied message. See below: 
 

 
 
 
Step 12: Click the ‘Back to Inbox’ link to return to the inbox. 
 
Note: If the extension request is denied, the original submission due date remains the same. 
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