Norrt CAROLINA

HOUSING
FINANCE
AGENCY

Borrower(s):

MCC Submission Package Checklist

NCHFA Loan Number:

Property Address:

Lender Name:

Telephone #

Lender Address:

Contact Person:

E-mail Address:

Use this Checklist to ensure that documents are properly completed and sighed where necessary.
Submit complete file electronically as an UPLOAD via the NCHFA OLS Portal. Copies of all
documents and forms are acceptable:

Required Signed Forms & Documents — At time of Origination & Underwriting
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Underwriter Data Summary & Approval Form signed by Lender’s underwriter (print form
via the OLS Portal after all reservation data is entered)

1003 Final - Uniform Residential Loan Application

Request for Conditional Commitment, completed and signed — Form 012

Program Certifications, completed and signed by all occupants — Form 014

Preliminary Notice to Applicants of Potential Recapture of Federal Subsidy — Form 015
Seller Affidavit completed and signed by all owners of subject property — Form 013

Verification(s) of Current Employment for current job(s) (written or verbal)

Current pay stub(s) verifying year-to-date income

Verification(s) of all Prior Employment to match last year’s W-2s (written or verbal VOE)
Copies of other income documentation, if applicable

Last year’'s W-2s and/or 1099s to match the tax returns (all jobs)

Tax transcripts (last 3 years) or signed federal tax returns (last 3 years) for all
occupants (with attached schedules, if applicable) — no state tax returns required)
Trust Certification for Loan Application — Form 017 (only if trust income exists)
Calculation of Business Use Worksheet - Form 202 (only if home used for business)

Required Documents Needed - At time of Closing
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Borrower / Co-Occupant Closing Affidavit — Form 101
Lender Closing Affidavit — Form 102
Any conditions placed on the file by underwriter
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