
Closed Loan Process 
NC Housing Finance Agency

Understanding What to Do After Loan Closing



A Simple Overview to Start

ServiSolutions (a 
department of 

Alabama Housing) is 
our “Master Servicer”

NCHFA – We Approve 
the Loans PRIOR to 

Closing for Compliance 
with IRS/HUD 
Requirements



Who Does What?

Lender Closes 
Loan AFTER 

NCHFA Approval 
(Never Before)

Within 10 days or 
sooner after 

closing, Lender 
electronically 

uploads copy of 
closed loan file to 

BOTH NCHFA and 
ServiSolutions

Once file is 
received, NCHFA 

reviews CD, 
Affidavits, General 

Warranty Deed, 
and Note/Deed

At same time, 
Servi reviews 
much larger closed 
loan file for 
compliance with 
GSE rules/etc.

Once both have 
“cleared” all 
conditions, file 
goes to Purchase 
by ServiSolutions

More Details on Entire Process

in Following Slides



www.nchfa.com

Hover over Home Ownership Partners 

and click on Lenders



From this page, you can also go directly to

Online Lender Services as well as access 

all Closing Forms



Found on Forms and Resources Page 

under Misc. Forms



Forms and Resources



Forms and Resources



Used for $15,000 DPA and MCC Loans

NCHFA EIN: 56-1700536

Forms and Resources



Form 100

Used 

Only for 

loans with 

MCC



Form 

101

Borrower 

Closing 

Affidavit



Form 

102

Lender 

Closing 

Affidavit



Only 

needed if 

paystub 

is more 

than 120 

days old



Accessing the 
Program Guides



To Search the Program Guides, simply click on the 

appropriate guide and click ctrl + F and a Search Bar will 

appear in the upper right hand corner.

Type in your Key 

Word and click 

enter and you can 

arrow through 

each section in 

the Guide that 

your key word is 

mentioned



Another 

way to 

search the 

Program 

Guide is to 

Scroll Down 

to the Table 

of Contents



DPA Funding and Closing Overview

▪ Lender wires funds for Home Advantage Mortgage1st and 2nd to closing

▪ 1st mortgage closes in Lender’s Name

▪ 2nd mortgage (DPA) closes in NCHFA’s name; funded upfront by lender 

▪ Lender is reimbursed when loan is purchased by ServiSolutions

Who Funds the 1st and 2nd Mortgages?



Fee Notice Effective January 1st, 2024
• Due to the rising number of loans that are locked and approved by the Agency as one loan 

type and subsequently close by the lender as a different loan type, (without notification to the 

Agency) a fee of $500 will be charged to the lender to help offset the cost of processing the 

change post-closing.

• Here are the most frequent examples as illustration:

1. Loan is locked and approved by NCHFA as Fannie Mae according to the AUS and other documents submitted for 

approval by lender.  However, without the Agency’s knowledge, the loan is closed as Freddie Mac or vice versa.

2. Loan is locked and approved by NCHFA as under 80% AMI according to the AUS and other documents submitted 

for approval by lender.  However, without the Agency’s knowledge, the loan is closed as over 80% AMI or vice 

versa.  This impacts the Agency’s pricing and purchase qualification. 

• The above examples are not all inclusive. The loan must close according to our Conditional 

Commitment to be eligible for purchase. Any changes to the Commitment must be communicated 

to NCHFA before closing.

Make sure you close the loan the

way it was approved!



Steps for MERS® Members

MERS is not needed on the 2nd since it 

closes in NCHFA’s name



Cash Back Limit = $2500

▪ MAXIMUM Cash back at closing cannot exceed $2,500 to borrower, regardless of 

the amount verified invested in inspections, EMD, or Due Diligence.  They can 

never get back more than they have invested.

▪ This rule also covers verified gift funds. Cash back from all verified sources 

cannot exceed $2,500.

▪ The borrower can NEVER receive DPA back at closing.  Additional DPA should 

be used to reduce the primary mortgage loan if not needed for down payment 

or acceptable closing expenses.

▪ For a principal reduction DO NOT change the Promissory Note.  Amend the CD 

to reflect the amount of the principal reduction.



• A separate Loan Estimate (LE) is required for the subordinate mortgage

• No attorney fee may be charged on the second mortgage (DPA)

• Max origination fee is 1% on the first mortgage

• Other fees, not paid to a 3rd party, are capped at $1300. (shown in Section A of the LE)

• Allowable fees on the 2nd mortgage are limited to:

a. A Housing Counseling fee, if applicable

b. A recording fee (cost to record at the register of deed’s office)

c. An application fee, if applicable (subject to max cap fees of $1300)

• Extension Fees cannot be charged to the borrower.  They are net funded when the 
loan is purchased by ServiSolutions.

• Tax Service Fee of $80 and Funding Fee of $211 are also net funded.

• Follow all industry guidelines, RESPA, TILA and CFPB requirements regarding loans.



Interest Credit
▪ Allowed through the 5th of the month

Escrow Holdbacks
▪ Prior approval is not required

▪ Repairs must be complete and all escrows must be released 

▪ Final inspection verifying repairs is required prior to submittal to the Master      

Servicer, ServiSolutions

Interest Credit and Escrow Holdbacks



Hazard/Flood Insurance Requirements



Homeowner’s and Flood Insurance 

Mortgagee Clauses

• First Mortgage:

ServiSolutions a division of Alabama Housing Finance Authority
It’s successors and/or assigns, as their interest may appear
PO Box 242967
Montgomery, AL 36124-2967

• Second Mortgagee for NCHFA Subordinate Loan (DPA)

North Carolina Housing Finance Agency
It’s successors and/or assigns, as their interest may appear
PO Box 28066
Raleigh, NC 27611-8066



Power of Attorney
• The POA must be specific to the transaction and include the full property address.

• The POA must not be used to sign both the initial disclosures and the closing documents. 

Either the initial disclosures or the closing documents must be signed by the borrower in 

their original handwriting or via electronic signature, in compliance with E-sign ACT

• The POA must be dated such that it was valid at the time the loan documents were 

executed.

• The POA must be recorded prior to the recording of the security instrument.

• The Title Policy cannot include exceptions based on the use of a POA.

• The Person signing on behalf of borrower should sign exactly as POA dictates. 

• POA must be reviewed/approved by NCHFA PRIOR TO closing!



Electronic Signatures

Electronic Signatures are allowed on certain Agency Forms and industry forms, 
subject to the following general rules:

• The e-signature must be e-sign or UETA compliant

• NCHFA does not accept documents that have been signed solely via voice or audio

• The electronic signature and date should be clearly visible on any and all documents when viewed 
electronically and on a paper copy of an e-signed third-party document

• For borrowers that are entities, the signatory must be a representative who is duly authorized in 
writing to bind the entity and evidence of such written authority must be maintained by the lender

• Lenders are not permitted to have borrowers sign documents in blank or with incomplete documents

• E-signatures and the accompanying dates must be clearly visible of all e-signed documents

• E-signatures are NOT Permitted on promissory notes, deeds of trust, mortgages, documents that 
require notarization or witnesses, or transactions utilizing a power of attorney

• E-signatures must meet all state and federal laws and regulations



Interim Servicing

• Lenders must have the in-house capability and legal 

authority to provide interim servicing and accept 

payments of closed loans until the loan is formally 

purchased by ServiSolutions. 

• Bi-weekly payments are not allowed.



Loan Approvals – Clear to Close

Prior to Closing, you must have the following:

❖ NCHFA’s Home Advantage MortgageTM Commitment 
form (all loan types)

❖ FHA Loans will also receive a FHA Award letter

❖ If MCC used - separate Conditional Commitment form 
(all loan types)

❖ Loans Closed before NCHFA Approval will not be 
purchased by the master servicer



Sample FHA 

Conditional 

Commitment



Sample

FHA Down 

Payment 

Assistance  

Award 

Letter



Sample 

FHA 

Obligation 

Letter



Uploading Closed 

Loans to NCHFA and 

ServiSolutions



Log In To Online Lender Services (OLS)

You must have access 

credentials to access OLS



Closed Loan File Flow After Closing



The above image is an example of the 

NC Home Ad Closing Doc Submittal



The above is an example of the 

MCC Closing Doc Submittal



ServiSolutions

NCHFA’s Master Servicer

• ALL NC Home Advantage and NC 1st Home Advantage loans will be 

serviced by ServiSolutions.

• ServiSolutions requires the closed loan file be uploaded through their 

website by 5:00 pm CST within 10 days of Closing.

• Use ServiSolutions checklist PRECISELY.  Failure to adhere to the 

checklist will delay your loan’s purchase.

• Review ServiSolutions Closed Loan File Submission Video on their 

website.



ServiSolutions Website

Click on 

Lenders

www.servsol.com





Lender Library / AllRegs

Click on the link for AllRegs



Choose Lender Checklists,

then NC Stacking Order Checklist



Lender Delivery Checklist

Upload complete loan file in checklist order to: 

https://lenders.ahfa.com/Bin/Display.exe/ShowSection











On the next 

few slides you 

will review 

each of the 

forms 

mentioned 

here





Final 

Documents 

must be 

delivered 

within 120 

days of the 

loan 

closing









Send 

this 

form to 

closing 

for all 

loans



Delivery of a Closed Loan File



Important Timelines
▪10 Days After Closing – Upload Closed Loan File to NCHFA 

On-Line Lender Services and ServiSolutions

▪ Download and follow ServiSolutions “Lender Delivery Checklist”

▪ Use the NCHFA “OLS” Portal and ServiSolutions “eDocs” Portal

▪ 70 Days After Closing – Any/All pended items that 

ServiSolutions may request must be cleared by them

▪ 120 Days After Closing – Last day that all trailing docs must  

be shipped (FedEx) and cleared to ServiSolutions



ServiSolutions - Closed File/Contact Info.

▪ For ServiSolutions Closing Package Checklist and 

other information visit their website:

▪ https://www.servsol.com/lenders

▪ Physical Address:

ServiSolutions

Final Documents

7460 Halcyon Pointe Dr, Ste 200

Montgomery, AL  36117

▪ Phone/email: (334) 244-9200 or inquiries@servsol.com

https://www.servsol.com/lenders


Closing/Post Closing Process

▪ Closed Loans will be Uploaded VIA NCHFA’s OLS system

▪ Loans will be purchased by ServiSolutions bi-weekly and are reviewed in a timely manner.

▪ Extensions for loans delivered prior to 60 days will be in 7 day increments with an 

associated extension fee of .0625% for each 7 day extension until the loan is purchased.

▪ FEES:  Funding fee $211 - Tax Service $80 

▪ Docs at closing/post-closing:

- Form 405 – Promissory Note

- Form 406 – Deed of Trust



Frequent Post Closing Package Deficiencies

NO MIN SUMMARY FOR 1ST MORTGAGE – Requires someone to register the loans in MERS Post-Closing and 
print the MIN Summary Report prior to Loan Delivery and then provide it to the Shipper/Loan File.

NO EVIDENCE THE UPFRONT MIP ON FHA LOAN HAS BEEN PAID – Requires someone to run case query 
in FHA Connection after closing and upload to Loan Record/Shipper prior to Loan Delivery. 

NO SIGNED BORROWER’S CERTIFICATION AND AUTHORIZATION FORM – Either not getting signed at the 
time of Loan Application or not getting signed at Closing. Make sure this document part of your required Borrower 
signed documents.  

MISSING THE UNERWRITER’S INCOME CALCULATIONS -These can be on a designated worksheet , on the 
1008 or 92900 Loan Transmittal (Underwriter Duty)

MISSING THE NCHFA LOCK CONFIRMATION – We must verify the terms of the loan and NCHFA’s approval 
agree with the way the loan closed. 



Frequent Post Closing Package Deficiencies

MISSING: FHA CASE QUERY SHOWING BORROWER VALIDATION “SUCCESSFUL”.  
(PROCESSOR DUTY)

MISSING: E-CONSENT DISCLOSURE SIGNED AND DATED BY BORROWER.  
(LO/PROCESSOR DUTY)

MISSING: COPY OF DPA LOAN ESTIMATE DATED WITHIN 3 DAYS OF INITIAL 1003. (LO DUTY)

UCD FOR FANNIE MAE LOANS NOT TRANSFERRED TO AHFA. (FHLMC UCD’s do not require 
the transfer prior to purchase, but Fannie loans do!) (POST-CLOSING DUTY)

MISSING: Chain of title on Title Commitment. This is an FHA, VA, USDA and Fannie/Freddie 
Requirement.  Conventional and VA loans require a 6-month chain of title. FHA & USDA RD loans 
require a 12-month chain of title.  We will not accept a separate warranty deed as proof.  Must be 
contained within the commitment or on Title company letterhead, signed by appropriate agent of the 
title company.  (should be ordered upfront same as with endorsements).  



ServiSolutions Contact List 

• Candi Clapp – cclapp@ahfa.com - Lender On-Line Issues

• Brian Hunt – bhunt@ahfa.com - New Lender Approval and Re-Certification

• Ashley Rawlinson – arawlinson@ahfa.com – Closed Loan Delivery/Pended 

Condition Questions 

• Lisa Treece – ltreece@ahfa.com Policy Questions

NCHFA Contact List
• Kathy Rufiange – Training Coordinator – kprufiange@nchfa.com

• Rob Rusczak – Manager of Homeownership Lending - rrrusczak@nchfa.com

• Jan Ott – MCC Closing Specialist - jlott@nchfa.com

mailto:cclapp@ahfa.com
mailto:bhunt@ahfa.com
mailto:awilson@ahfa.com
mailto:ltreece@ahfa.com
mailto:jane@nchfa.com
mailto:rob@nchfa.com
mailto:jlott@nchfa.com


Thank you for your 
participation with 

NCHFA Programs!


