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Wake County Limits

6

http://www.nchfa.com/home-buyers/income-limits
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https://www.nchfa.com/home-buyers/find-lender

https://www.nchfa.com/home-buyers/find-lender


A self-supporting public agency.
HousingBuildsNC.com 9

COVID-19 Crisis Impact on Participating 

NC Home Advantage™ Lenders
Due to market uncertainty caused by the COVID-19 Crisis, a 
substantial number of lenders have temporarily suspended 

their participation in NCHFA’s first mortgage program. 

If you are having a problem finding a NC Home Advantage™ 
lender to work with your home buyer, please contact:

Josh Burton (jdburton@nchfa.com / 919-877-5678) or 

Rich Lee (rylee@nchfa.com / 919-877-5688)

mailto:jdburton@nchfa.com
mailto:rylee@nchfa.com
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• Federal Tax Credit on a borrower’s federal income tax return

• For 1st time home buyers*

• Tax credit of 30% (existing homes) or 50% (newly constructed) 
of total mortgage interest paid annually not to exceed 
$2,000/yr

• Requires borrower have taxable income to receive value of 
the credit (not a refundable tax credit)

• Must be applied for BEFORE closing

• Available life of the loan as long as home is owner-occupied 

• Can be re-issued 1 time w/n 12 months of refinancing when 
refinanced from a fixed rate loan to another fixed rate loan

• Income Limits vary by County & Household size: 
https://www.nchfa.com/home-buyers/income-limits

11
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• Only available through lenders working with the Agency:
www.nchfa.com/home-buyers/buy-home/mortgage-credit-
certificate

• Income & Sales Price Limits: 
www.nchfa.com/home-buyers/income-limits

12
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Income-Targeted Down Payment Assistance  

to combine with NC Home Advantage Mortgage™

13
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NC Home Advantage Mortgage™

Without DPA

OR

With DPA of 3% or 5%

OR

With DPA of $8K

NC Home Advantage Mortgage™ + 
Community Partners Loan Pool 
(CPLP)

Special DPA for 
Low- and 
Moderate 

Income  
Households
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Down Payment Assistance + Gap Funding: 

• Up to 20% of Sales Price, not to exceed $30,000.00, when 
combined with a NC Home Advantage Mortgage™

• O%, deferred (*no payment until end of term) 2nd mortgage 

• Term matches 1st Mortgage (30 yrs.)

Designed to make 
monthly payment 

affordable long-term, 
not just to cover 

closing costs

15
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Down Payment Assistance & Gap Financing:
• Up to 10% of the Sales Price when paired with a USDA Section 502 

Loan (Direct, Construction-to-Permanent or Mutual Self-Help) 

• 0%, deferred, no payment 2nd mortgage

• Term matches 1st Mortgage up to 33 yrs.

• For Construction-to-Perm, CPLP closes at 
time of loan conversion not initial closing

16
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NC Home Advantage 
Loan, 75%

Borrower Contribution, 3%

Community Partners 
Loan Pool, 20%

Seller Contribution, 2%

17
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CPLP uses federal HOME funds from HUD to serve 
eligible Low- to Moderate-income Home Buyers:

• Maximum Household Income Limits of Area 
Median Income (AMI)

• All Borrowers must complete approved home buyer 
education & housing counseling 

• Maximum Sales Price Limits varies by County and 
House Type (New vs. Existing)

• Best fit: New Homes & Existing Homes 

• Must apply for assistance thru a CPLP Member

18
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of homes 

that provide Home 
Buyer Education & Counseling

which offer a 
homeownership program

19

http://www.nchfa.com/homeownership-partners/community-partners/current-community-partners
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NCHFA uses federal HOME 
Investment Program $ from the 
U.S. Department of Housing & 

Urban Development (HUD)

and

Program Income 

(CPLP loan payoffs)
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2019 2018 2017

# loans closed 319 (+8.5%) 294 (+16.7%) 252

Avg. HH 

Income

*** $36,896 

(+6.25%)

$34,749

Avg. HH Size *** 2.7 2.8

Avg. Sales 

Price

*** $170,557 

(+3.4%)

$164,879**

Avg. Loan 

Amount

*** $28,606 

(-20.8%)

$36,103**
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2019 2018 2017

USDA Loans 34 (11% of 
total)

35 (12% of 
total) 

29

New Units *** 199* (+ 22.1%) 163

Existing Units *** 95* (+14.5%) 83

Avg. Property 
Age

*** > 14 yrs. 
(Median = 10)

n/a

Avg. Credit 
Score

*** 691 ( Median = 
681)

688 (Median = 
683)
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For 2020, Up to $10 Million = $ for at least 333
loans

➢Max. Loan: $30,000 or 20% of Sales Price, 
whichever is lower

➢CPLP Loan + any Forgivable Loans & Grants cannot
exceed 40% of Sales Price

➢Member fee = $2,000 for each loan closed

LOAN CAPS for Members:

Up to 60 loans per year + Quarterly Caps: 

18 for 1st Q + 15 for 2ND Q + 15 for 3RD Q + 12 for 4TH Q
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Use of Funds New
Construction 

Existing USDA 502

Maximum Loan 
Amount

Up to 20%; max of 
$30,000

Up to 20%; max of  
$30,000

Up to 10%; max of  
$30,000

SystemVision™ Fee $4,000 / $5,000 $5,000 / $6,000 New: $4 to $5,000 
Existing: $5 to $6,000 

Green Building 
Certification Fee

$1,000 (Max w/SV) n/a New only: $1,000 
(Max w/SV)

Member 
Fee for Service

$2,000 $2,000 $2,000

TOTAL (maximum) Up to $38,000 Up to $38,000 New: Up to $38K
Existing: Up to $38K
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Cannot exceed 80% AMI (Area Median Income)

• Household Income from all occupants > 18 yrs. 

• Adjusted by HH size / 1 to 8 person (on chart by 
default)

• 2019 Limits in effect until 2020 Limits released

Minimum Credit Score of 640*

Total Mortgage Payment (Front End or Housing 
Ratio) cannot exceed 32% of gross monthly income 

Total Debt-to–Income (Back End Ratio or DTI) 
cannot exceed 43%* of gross monthly income 
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Download current HH Income & 
Sales Price Limits on the CPLP 
Forms & Resources page on 
NCHFA website:

• https://www.nchfa.com/home
ownership-
partners/community-
partners/community-
programs/community-
partners-loan-pool/forms-
and-resources

NOTE: 2020 HH Income Limits 
expected late spring/early 
summer

https://www.nchfa.com/homeownership-partners/community-partners/community-programs/community-partners-loan-pool/forms-and-resources
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- Interview Borrower to confirm who will be living in the home. Do 
NOT assume information from another Lender is correct.

- Verify borrower’s martial status. If no legal separation or divorce 
exists, spouse’s income must be included.

- Include Income of all household members over 18 (*except full-time 
enrolled college students)

- But not Foster Care Support
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Income is supported by third party 
documentation:

• W2 forms, 

• verification of employment 
(VOE’s)/income forms, 

• pay stubs, (minimum 60 days 
YTD earning / no more 
than 90 days old)

• child support decrees, 

• divorce decrees, 

• separation agreements, 

• documentation from child 
support enforcement authorities, 

• award letters for Social Security, 

• award letters for Social Security 
Disability, 

• award letters for Supplemental 
Security Income, 

• documentation of full-time 
student status (transcripts, 
acceptance letters, etc.) 
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Housing Ratio (Front-End)

• Minimum Front-End Ratio of 
25%*

• Maximum Housing Ratio of 32%

Debt Ratio (Back-End)

• No Minimum Back-End Ratio

• Maximum Back-End Ratio of 
43%

What counts in total monthly 
debt?

• Credit Cards (Consumer Debt)

• Car Loans & Other loans

• Non-Garnished Child Support

• Student Loan Debt

Income is 
NOT

Grossed 
Up 
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Modification to Minimum Housing Ratio (NEW for 2020):

• Current minimum is 25% of HH’s gross monthly income

• However, if HH < HUD’s Median Income for NC of $66,200 

• Ratio can be as low as 20% if Member can show need 
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What to include in monthly debt?

• The Monthly Payment Amount if the interest rate is fixed and 

the loan will fully amortize within the term of the loan or 1% of the 
remaining loan balance reflected on the credit report if the borrower(s) 
cannot provide a fixed monthly payment amount, or

• If the borrower‘s first mortgage product allows use of income driven 
payments in lieu of the monthly payment and only if the borrower(s) is 
actively enrolled in a Federal Income Driven Repayment Plan, then the 

Income Driven Payment may be used. Proof that the 
borrower(s) is on a Federal Income Driven Repayment Plan must be 
provided. 

• Any student loan deferments or forbearance require use of the amortizing 
monthly payment or 1% of the remaining loan balance if a monthly 
payment cannot be provided.
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• Not a requirement for most mortgages, but CPLP Members should 
absolutely evaluate Payment Shock. 

• What is the difference between Borrower’s new mortgage payment 
and their previous rent / house payment?

• If significantly higher, is the borrower(s) ready for this increase 
in their monthly housing payment?  Are there other life choices
that will help them make this transition
after closing?
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All CPLP borrowers must complete Home Buyer 
Education & Pre-purchase Counseling requirements

• Approved home buyer education course (in-person 
or online)

• At least 2 hrs. of Pre-purchasing counseling from a 
certified housing counselor

Both must be provided within 12 months of the 
anticipated closing date. If not, additional education 
&/or counseling will be required. 

• Document Supplemental HB Education Completed 
using RECERTIFICATION FORM (NEW for 2020)
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• HUD-approved online home buyer education course 

• Meets National Industry Standards for home buyer 
education

• Takes estimated to complete course 

nchfa.homebuyerexpress.org
• Certificate of Completion E

• $50.00 less $15 Discount Code =

https://nchfa.homebuyerexpress.org/
mailto:rylee@nchfa.com


A self-supporting public agency.
HousingBuildsNC.com 37



A self-supporting public agency.
HousingBuildsNC.com 38



A self-supporting public agency.
HousingBuildsNC.com 39



A self-supporting public agency.
HousingBuildsNC.com 40



A self-supporting public agency.
HousingBuildsNC.com 41



A self-supporting public agency.
HousingBuildsNC.com 42



A self-supporting public agency.
HousingBuildsNC.com 43



A self-supporting public agency.
HousingBuildsNC.com 44

Effective AUGUST 1, 2020, all CPLP applications 
must including the following documentation: 

• Home Buyer Education course completed is 
HUD-approved or provided by a HUD-approved 
agency 

• Pre-purchase Counseling Session provided by a 
HUD-certified counselor that is employed by a 
HUD-approved housing counseling agency

**NOTE: Underwriting packages submitted prior to 
August 1st but not approved by JULY 24TH must also 
include this documentation before they can be approved. 
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Homes purchased with CPLP funds 
cannot exceed the Maximum Sales 
Price Limits set for the HOME Program

Different limits for New Constructed 
and Existing Homes

Limits updated annually by HUD

2020 Maximum Sales Price Limits 
released by HUD took effect: APRIL 
1ST



A self-supporting public agency.
HousingBuildsNC.com 47

Download current HH 
Income & Sales Price 
Limits from the CPLP 
Forms & Resources 
page on NCHFA 
website:
• https://www.nchfa.com/

homeownership-
partners/community-
partners/community-
programs/community-
partners-loan-
pool/forms-and-
resources

https://www.nchfa.com/homeownership-partners/community-partners/community-programs/community-partners-loan-pool/forms-and-resources
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NEWLY CONSTRUCTED HOMES:

• Certificate of Occupancy

EXISTING HOMES:

• Home Inspection by a N.C. Licensed 
Inspector

• Local Minimum Housing Code 
Inspection  NOTE: Housing Quality 
Standards (HQS) Inspection can be 
substituted if no Local Code
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• Certificate of Occupancy (CO) →Meets Property Standard for 
HUD

• Must be built to current North Carolina building code & local 
zoning regulations

• Newly constructed homes that have been unoccupied for less 
than 12 months are eligible. If CO = > 12 months, the property is 
considered an existing home (per HUD)

• No existing manufactured homes or manufactured homes not on 
permanent foundation

• Road access must be via a public road  or a private road with HOA 
for maintenance



A self-supporting public agency.
HousingBuildsNC.com 50

Licensed Home Inspection
• Evaluation of condition of home & 

major building systems by a N.C. 
Licensed Home Inspector

• Goal: to identify deferred   
maintenance issues and major or 
moderate deficiencies (moisture 
penetration, structural, non-
functioning systems, etc.)

• Fix threats to the property &/or 
the borrower

• Homes > 10 yrs. old: Major 
systems must have 5 yrs. Usable 
Life (HUD requirement)

1. Threats to Occupants
2. Threats to Structure

3. Major systems w/ < 5 years of 
Usable Life
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Major systems (*roof, hot water heater & HVAC) must  have at least 
5 years of usable life

GOAL: To avoid major repair expenses in first 5 yrs. of ownership
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Minimum Housing Code Inspection

• To identify health & safety threats to 
living in property (trip hazards, peeling 
paint, absence of railings, shock threats, 
pest access, mold, ability to heat food, 
etc.).

• Home must pass the Inspection. 

• NOTE:  IF no Minimum Housing Code, a 
Housing Quality Standards (HQS) 
Inspection can be substituted using HUD 
form 52580-A or 52580

What will kill the occupants of 
this home?

Does everything present 
actually work?
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Allow enough time to schedule required 
Inspections & to make Needed Repairs: 

• Home Inspection by a N.C. licensed 
Home inspector ($)

• Minimum Housing Code Inspection, if
available, by City/County Inspectors

• If no Min. Hsg. Code available, a HQS 
Inspection by a N.C. licensed Home 
Inspectors or Qualified Others ($)

• Proof necessary repairs Completed 

• Documentation Major Systems have at 
least 5 yrs. of usable life  required for 
home > 10 yrs. old
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• Holes in the exterior siding could cause a 
potential __________problem. 

• Broken windows should be repaired because 
they are a ___________concern.

• Excessive moisture in the crawlspace would 
require a  _______   ______.

• Damaged shingles on the roof with exposed 
nails are a sign of _________  __________.  

• A missing gutter or downspout may cause 
excessive ________ flow around the home and 
into the crawlspace.

• Exposed wiring in the unit should be repaired 
by an __________.
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• Require EPA Pamphlet be provided to 
home buyer

• Require Lead Based Paint Visual 
Assessment form be completed, even if 
there is no lead.

• Recommend Lead Assessment by XRF 
Scan for homes not formally remediated

• Require LBP Clearance Report if lead-
based paint was remediated from home  
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Download Lead Based 
Paint Visual Assessment 
form from the Forms & 
Resources page on 
NCHFA website:

https://www.nchfa.com
/homeownership-
partners/community-
partners/community-
programs/community-
partners-loan-
pool/forms-and-
resources

https://www.nchfa.com/homeownership-partners/community-partners/community-programs/community-partners-loan-pool/forms-and-resources
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http://www.systemvision.org/
mailto:Lmanuel@advancedenergy.org
http://www.advancedenergy.org/portal/systemvision/
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• Verifies Borrower & Home Eligibility

• Provides required 

• Submits required information via NCHFA 
Loan Pool Portal:  
1. Reservation Request
2. Underwriting Package 
3. Schedule Closing Date

• Coordinates Communication with 
First Mortgage Lender, Closing 
Attorney and as needed, with 
Inspectors, Realtors, &/or Contractors 
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NC Home Advantage 
Lender refers borrower 

to CPLP Member for 
Education, Counseling 

& Down Payment 
Assistance or Credit 

Repair

CPLP Member refers
CPLP eligible borrower 
to NC Home Advantage 
Lender for 1st Mortgage 
& counsels, educates, & 

helps borrower(s) 
become ready for 
homeownership

Loan officers & CPLP Members who support layered 
financing are a gift to their community.  What a fantastic 
way to make a difference in the lives of your borrowers!

Needs Help

Ready

Ready
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While lenders may make referrals to a CPLP Member, the 
Member’s responsibility is to counsel and prepare the 
Borrower.

• Is the borrower(s) ready for home ownership?  What 
is their current rent payment? What is the difference?

• Do the borrower(s) have a budget that allows them to 
have enough cash to pay for other expenses?   

• What are the household’s goals in the near future?  
How might those be impacted by home ownership?  
For example, the borrower(s) tells you they plan to 
have their aging mother move into the house. If they 
maximize their 43% back-end ratio, will there be $ to 
provide care for the parent?
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While most lenders request the 
maximum amount of CPLP assistance 
when they refer a borrower, the 
Member makes the final 
determination of how much is needed 
to make the monthly payment 
affordable for that home buyer.  

• What is the borrower’s front-end and 
back-end ratios?  

• Was there any income that the 
lender excluded from their qualifying 
income?
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As per our Guidelines, Lenders should refer 
a borrower to the CPLP Member BEFORE
signing a sales contract.  

If referral made AFTER signing a sales 
contract, the Member may proceed if they 
feel there is enough time to complete the 
sale OR if all parties agree to extend the 
due diligence period. 

Members should only start applications 
when there is sufficient time to complete 
the entire process by the anticipated 
closing date.
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Upon initial contact, the CPLP member 
MUST evaluate the strategy for helping 
the borrower complete the required home 
buyer education & pre-purchase 
counseling. 

• Is Online or In Person Classes a better fit?

• Is English the first language of the 
household? Will alternate language 
materials or translation be necessary?
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NCHFA recommends Members host an annual CPLP 
Info Session for area loan officers, realtors, and 
home inspectors interested in working with your 
CPLP clients.

• Lenders: When to make referrals & what makes a 
good referrals, how to best work with you

• Realtors: Refer clients before signing a Sales 
Contract; discuss required inspections for existing 
homes, especially those > 10 yrs. old

• Inspectors: Inspector should include date of   
installation of HVAC, hot water heater & roof for 
homes > 10 yrs. old; Ask if they can also do a HQS 
Inspection, if needed. 
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NC Home 
Advantage

70%

NC Home 
Ad DPA

3%

CPLP
20%

City DPA
2%

Borrower Funds 1% County DPA 2%

Gift Funds
1%

Seller Funds
1%

NC Home
Advantage
NC Home Ad
DPA
CPLP

City DPA

Borrower
Funds
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NC Home 
Advantage  
without DPA

NC Home 
Advantage with 
$8,000 DPA

NC Home 
Advantage with
3% DPA

NC Home 
Advantage with
5% DPA

Interest Rate:
*as of 2/19/19

Most Competitive 
Rate
(Interest Rate APR)

Next Most 
Competitive Rate
(Interest Rate APR)

Next to Highest 
Rate
(Interest Rate APR)

Highest Rate

(Interest Rate APR)

Conventional 4.75 (5.0103)  5.25 (5.3412) 5.625 (6.1994) N/A

FHA 4.375 (5.7133) 5.25 (5.5018) 5.5 (5.7557) 6 (6.2637)

Most Common: NC Home Ad w/o DPA
Avg. CPLP Loan Amt. = $28,606 (2018)



A self-supporting public agency.
HousingBuildsNC.com 69



A self-supporting public agency.
HousingBuildsNC.com 70

Comparing NCHFA’s Products: Submission and Processing

Program
Loan Products 

Allowed

Who Reserves 
Funds and Submits 

Package?
Underwriting 

Turnaround Time
Income 

Underwriting
Who funds at 

closing?

3% DPA w/ 
NC Home Ad

FHA, Conv, USDA, 
VA

Lender Generally < 24 hours
Loan Applicant / 

Qualifying
Lender

5% DPA w/ 
NC Home Ad

FHA, VA Lender Generally < 24 hours
Loan Applicant / 

Qualifying
Lender

MCC
FHA, Conv, USDA, 

VA 
Lender

Allow 2 weeks prior 
to closing

Household / 
Compliance

n/a - fee paid at 
closing for borrower

CPLP
FHA, Conv, USDA, 
VA, & USDA 502D

Participating 
Nonprofits & Local 

Governments

Allow 3 weeks prior 
to closing / 45 days = 

preferred from 
reservation

Qualifying & 
Compliance

NCHFA - 6 business 
days notice needed 
(CPLP Loan Docs!)

CPLP sends funds to closing & loan documents.  
Disclosures for CPLP provided by NCHFA.
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• Borrower is either Mortgage Ready or Need additional 
Education/Counseling to become Mortgage Ready 

• Borrower is eligible to apply for CPLP assistance

• CPLP Members provide Pre-purchase counseling to the Borrower 
& reviews required inspections and program standards home must 
meet  

• Locking the loan begins 60 day clock to close & sell it to 
ServiceSolutions
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•HOME funds through HUD

• Frequently asked question: 

Can I get a waiver?
• Our most frequent response: 

No.

• Federal Regulations

• 24 CFR 92

• https://www.hudexchange.info/home/
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• Civil Rights Act of 1968 and the Fair Housing Amendments Act of 
1988 apply to all housing in the US

• The Federal Fair Housing Act & NC Fair Housing Act prohibit 
discrimination on the basis of: (protected class)
• Race
• Color
• Religion 
• Sex
• National Origin
• Disability
• Familial Status (Having children or being pregnant)

• The NC Fair Housing Act also includes low income housing as a 
protected class.



A self-supporting public agency.
HousingBuildsNC.com 78

Staff who describe CPLP 
or work with potential 
borrowers to assemble an 
application or prepare 
people for home 
ownership MUST attend a 
fair housing training 
before working with CPLP.

Post the equal housing 
opportunity logo in a 
visible location that 
clients can see.
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Records should be kept for:
• Any Fair Housing Complaints Filed Against the 

Member’s Organization
• If the complaint pertains to NCHFA 

programs, please notify NCHFA promptly.
• Affirmative Marketing Efforts
• Limited English Proficiency requests for 

accommodation and compliance with Member 
Organization’s Language Access Plan

• Record retention is recommended for 5 to 6 
years from closing or denial for complaints or 
audits



A self-supporting public agency.
HousingBuildsNC.com 80

Affirmative Marketing Recommendations from HUD:

• Translate marketing materials to serve Limited English Proficiency (LEP) population,

• Work with the language minority-owned print media, radio and television stations,

• Place marketing material at movie theaters that provide free public service 
announcements,

• Partner with faith-based & community organizations that serve newly arrived 
immigrants

• Conduct marketing activities at adult-education training centers or during "English 
as a Second Language" classes.
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• CPLP Members must consistently & openly 
communicate about home buyer 
opportunities in their designated service 
area.

• If you recently updated your service area, 
did you update your handouts & website 
to show the new counties as well?

• Plan & openly advertise borrower events. 
Affirmative marketing = intentional effort 
to outreach to protected classes & those 
how might have barriers
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• HOME does not allow servicing fees or origination charges for a 
HOME-funded loan to be passed on to assisted borrowers

• There is not a similar restriction for other loans the borrower may 
be receiving

• Normal Fees that are Allowed include (and must be modest):
• Attorney’s fees

• Recording fees 

• Home buyer education and counseling fees

• Expenses for inspections, surveys, appraisals, and other reports

• Insurance and other pre-paid expenses
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NCHFA evaluates the amount of HOME 
funds being provided to justify it is 
necessary & to avoid Over-Subsidizing any 
Borrower(s)

• Minimum Housing Ratio = 25% / 20%

• CPLP does not forgive over life of loan

• Total of CPLP funds + any Forgivable 
Loans & Grant Funds cannot exceed 40%
of sales price
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• HOME requires that a study be performed to demonstrate 
that HOME funds are being invested in a viable project.

• For home buyer programs, that means an appraisal must 
be performed.

• Appraisals must be performed w/n 6 months of closing

• Construction appraisals or old 
appraisals (> 6 mo. old) need 
an update or final appraisal.
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If the prospective borrower is separated but not 
divorced, at least one of the following documents 
must be submitted with the underwriting package:

• A recorded separation agreement with free 
trader language that addresses future real estate 
transactions. 

• A recorded standalone free trader agreement is 
acceptable if borrower doesn’t want to record 
personal details in separation agreement.

Legally divorced individuals must provide a 
recorded divorce decree. A copy of the applicable 
agreement or decree must be submitted with the 
underwriting package. 

?!
Oh, that
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• If documentation cannot be provided regarding marital 
status, the spouse must sign the deed of trust and deed 
restrictions. 

• If documentation cannot provided OR if the borrower can 
only supply a free trader agreement, the spouse‘s income 
will be included in the household income for eligibility 
purposes.  

• If the borrower provide(s) a recorded separation agreement 
OR a recorded divorce decree, the spouse‘s income is 
excluded.

• NCHFA reserves the right to withdraw approval for a potential 
borrower(s) who cannot adequately document martial status. 
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STEP 1: Reservation Submission

No more than 90 days but at least 18
business days before expected closing

STEP 2: Underwriting Package Submission

At least 15 business days prior to expected 
closing 

STEP 3: Scheduling the Closing Date 

At least 6 business days notice needed
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Reservation simply holds funds for SHLP Borrower

What’s Needed includes:

• Basic Borrower & Property Info

• Sales Price (Final or Estimate) & HFH Mortgage Info

• Flood Map of Property only attachment

NOTE: Homes > 10 yrs., more info will be needed for 
Underwriting submission

Typically turn around time 1-2 business days
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Click here to open 
Flood Risk Information System 

(FRIS)
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Center Map 
and Zoom In to 
Show Property

If address not found, use Google 
Maps and find a nearby older 

address.  Enter the address and drag 
map.



A self-supporting public agency.
HousingBuildsNC.com 92

Click Map 
Export and 

Print

Check that your “Pop 
Up” blocker is off. 

Otherwise, you may 
not be able to 

generate the required 
flood map PDF.
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Name The Map After 
the Address
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Save the Map 
where you can find 
it later.  Close the 
browser map and 

re-open it from 
where you saved 

the file.
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In Adobe Acrobat 
Reader, click View, 

then Tools, then 
Comment, then 

Open
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Click the Red Pencil, 
Draw the Property 

Boundaries, and 
then Save.  It’s now 
ready to upload as 

your flood map.
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Information needed to make loan decision & commit funds

What’s Needed:

• Documentation for Household Income 

• Documentation for Home buyer Education & Counseling

• Three (3) Documents To Be Signed by Borrower

• Other documentation

Typical turn around time: 2-3 business days
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• Discloses affordability provisions and period. If home is not  
principle place of occupancy, Recapture is triggered = CPLP 
loan $ must be REPAID by Borrower

• Does not restrict who can purchase home

• Homes may not be rented or used for businesses during 
affordability period (DEFAULT)

Amount of Assistance: Affordability Period:

More than $40,000 15 years

More than $15,000 10 years

Less than $15,000 5 years
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Verification of 
Homebuyer 
Education & 
Counseling 
completed.

FEES! If not 
disclosed, they 

cannot be charged.
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• Child Support must be accurate to what is received & show 
correct # of children (from INCOME section of portal)

• Marital Status (Must be Accurate)
• Property that is acquired during marriage by one or 

both spouses, and owned on the date of separation, 
may be defined as marital property subject to the 
equitable distribution law of North Carolina.



A self-supporting public agency.
HousingBuildsNC.com

10
1

• The primary protections granted in the document are for the 
benefit of the seller.

• The seller has a right to know the fair market value (appraised 
value) for any home being purchased with federal funds.

• Both parties acknowledge that the transaction is voluntary and 
both parties are aware of the value.

• NO requirements that the sales price be 

adjusted based on the fair market value.

• The seller, upon being informed of the value, 
may choose to terminate the contract.

• Because the transaction is voluntary for both 
parties, no relocation protections are granted.
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Once loan conditionally approved, Member can select closing date 
and NCHFA paralegal will send Pre-closing Instructions to Closing 
Attorney

NCHFA requires at least 6 agency business days notice … time 
needed to process closing documents 

*NOTE: Please be aware of holidays & black out periods at the end of the 
fiscal and calendar years.

Member selects desired closing date based on availability on the 
Portal Closing Calendar

*NOTE: Maximum 10 loan closings per day for NCHFA Paralegals
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After underwriting 
approval, Member can 

select closing date.

Unavailable 
dates will 

appear gray
on the 

calendar.

VERIFY unit financing is 
CORRECT.  If not, click 

“Update Underwriting” 
& resubmit PRIOR to 
scheduling closing.
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• Partner must be an ACTIVE loan pool 
member (i.e. renewed CPLP Membership for 
current year & submitted any required 
compliance docs). 

• User must complete training provided by 
NCHFA staff OR by someone at your agency 
who completed portal training & is an active
portal user.

• For more information contact:

Rich Lee → rylee@nchfa.com or 

Josh Burton → jdburton@nchfa.com

mailto:rylee@nchfa.com
mailto:jdburton@nchfa.com
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• The Portal is the ONLY way to request loan pool funding

• Messages come to each user with a login by default.  You can 
unsubscribe, or subscribe per loan or per year.

• NCHFA LP Portal website:  https://www.nchfa.org/LPPortal

• Username & Password emailed to you once NCHFA sets up your 
portal account.

• We can’t see your
password, but we can 
reset it.

https://www.nchfa.org/LPPortal
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• An internet-connected computer with an up-to-date internet 
browser.

• A multiple page or high speed scanner

• Adobe Acrobat Reader (or another PDF reader that will allow 
you to mark a PDF) – This is the free PDF reader loaded on 
many computers by default.

• An email address to receive notifications.

• Key Websites Used:
• https://www.nchfa.org/LPPortal
• http://fris.nc.gov/fris/Home.aspx?ST=NC
• https://www.google.com/maps

https://www.nchfa.org/LPPortal
http://fris.nc.gov/fris/Home.aspx?ST=NC
https://www.google.com/maps
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Reservation Request

No more than 90 days but at least 18
business days before expected closing

Underwriting Package 

At least 15 business days prior to 
expected closing 

Scheduling the Closing Date 

At least 6 business days notice needed
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Login with Your Username & Password
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Complete every field 
with a red asterisk 

Notice the dropdown boxes

Select CORRECT Funding Package:

STANDARD = CPLP $ + Optional SV/Green
SystemVision™ Only = SV + Green
IDA Match Only = Matching $ Only

Click Next

Program Cycle Matters
ONLY Select CURRENT Program Year
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Some fields reference a list of 
previous entries.  Please use the 
existing entry and don’t create 

duplicate entries.

Site Name = 
Neighborhood, 
Community, or 

Project

Enter CPLP $ Requested
Maximum = $30,000 or
20% of the Sales Price, 

whichever is less
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Dashboard Updates as 
File Progresses Forward

# of REQUIRED Remaining 
Questions to Answer

Work from Top Down Answering 
All the Questions You Can
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On-site or Remote Portal Training w/ NCHFA Staff 

• Typically combined with New Member Training

Upcoming Portal Training Webinar for New Staff

• Friday, May 1st from 10 AM - Noon 

Recorded 2018 webinar available on Using the LP Portal:

• https://register.gotowebinar.com/recording/8960710096731691021

NCHFA staff can also review your 1st Reservation and Underwriting 
Package for completeness before you officially submit them.

https://register.gotowebinar.com/recording/8960710096731691021
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• Once the CPLP loan is approve AND the first 
mortgage has received NC Home Advantage Loan 
Approval a closing date can be scheduled in the 
portal with at least 6 agency business days notice.

• DO NOT SCHEDULE CLOSING UNTIL ALL FINANCING 
IS APPROVED

• REVIEW & UPDATE the Unit Financing Summary 
before you select a closing date.

• If the Unit Financing Summary is incorrect you MUST
update underwriting before you select a closing date.

• If you schedule the closing and the Unit Financing 
Summary is incorrect, it may DELAY THE CLOSING.
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• The scheduling calendar will only show 
available dates for closing. If a date is 
shown in GRAY, that means it is not
available. 

• Once you select a date, the screen will 
change to show that your closing has been 
scheduled. You will not receive any further 
confirmation of closing.

• If the closing date changes after it has been 
scheduled, please send a portal message to 
request a new date. 

• Only closings being re-scheduled should be 
requested through a portal message. 
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• Once closing is scheduled, NCHFA will send Pre-Closing 
Instructions to the closing attorney and partner.

• Pre-Closing Instructions will list all documents that need to 
be submitted prior to closing (1st page).

• All required documents should be submitted for review to 
NCHFA’s assigned paralegal at least 3 Agency business days 
prior to closing. 

*Closings will be re-scheduled if this deadline is not met.
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At a minimum we require the following on every loan:

• Copy of Title Commitment for 1st Lienholder

• Loan Closing Disclosure or Promissory Note for all Other 
Secondary financing.  

• Proposed GFE HUD-1 Settlement Statement for the CPLP Loan

• Final Loan Closing Disclosure for First Mortgage (must be the 
final CD, attorney draft CD or incomplete CDs are not accepted)

• Proof of Homeowner’s insurance including NCHFA as 
mortgagee and Master Condo Policy, if applicable   

• Pre-Closing Instructions executed by closing attorney
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• Once all documents are received and approved, the loan documents 
and authorization to close will be sent to closing attorney. The first 
lender should never be providing documents for the CPLP loans. 

• If a Power of Attorney (POA) is being used at closing, the POA must 
be submitted to NCHFA for review and approval as soon as it is 
disclosed that a POA will be used, but in any event, at least 3 Agency 
business days prior to closing.

• If any changes are made to the documents submitted for review, 
including closing date, the documents must be re-submitted to 
NCHFA for review and a new authorization to close.

• If closing does not close as scheduled the assigned paralegal must be 
notified immediately. 
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• Pre-Closing Instructions will list all documents that need to be 
submitted prior to closing (1st page).

• For SystemVision™ Only loans, the documents NCHFA requires 
before closing are a copy of the Title Commitment & the HUD-
1/HUD-1A.

• All required documents, should be submitted for review to NCHFA’s 
assigned paralegal at least 3 Agency business days prior to closing. 

• Once the title commitment and HUD-1/HUD-1A are received & 
approved the assigned paralegal will send the Promissory Note, 
Deed of Trust, Declaration of Restrictive Covenants and W-9 to 
closing attorney.
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• Confirm that loan was closed to 
NCHFA assigned paralegal within 
24 hours of closing.

• Return copies of loan documents 
to Laura Altimare, NCHFA 
Program Documentation 
Specialist within 5 business days
of closing. 

• All loan closing documents must 
be received & approved before
the Member fee can be 
processed.

• CPLP loan documents should 
never be sent to the 1st mortgage.
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• Proof of homeowner’s insurance provided does not have NCHFA 
listed as a mortgagee.

• Copies of Promissory Notes or Loan Closing Disclosure for all other 
financing was not submitted.

• Closing date is postponed without notifying NCHFA assigned 
paralegal.

• Documents submitted  less than required 3 Agency business days 
before closing.

• Incorrect closing attorney contact information.

• Loan Amounts for the first mortgage or subordinate mortgages have 
changed and we were not notified.

• Spouses not at closing. Unless a Separation Agreement or Free 
Trader agreement has been approved by NCHFA, any non-borrowing 
spouse must sign our Deed of Trust and Deed Restrictions. 
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We cannot wire 
funds for closing.
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Should always have a attorney’s name, 
never a firm or paralegal name

Should always be the attorneys direct 
email and not a generic firm email

Use this section for firm contact. 
(paralegal, legal assistant)

Please don’t put the name of anyone 
in your organization in this section
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• Borrower's Affidavit (Acknowledging the CPLP Loan Terms)
• Certificate of Occupancy (New Only, if not provided prior to closing)
• Deed of Trust (Original)
• Hazard Insurance
• HUD 1 (Final for CPLP Loan - Signed)
• Loan Closing Disclosure (Final)
• Promissory Note (Original - Signed)
• Request of Notice (on first mortgage - Recorded)
• Restrictive Covenants (Recorded)
• Supplemental Closing Instructions
• W-9 (for borrower(s)
• SystemVision™ Certification (*only if applicable)
• Green Building Certification (*only if applicable)

Closing related 
documents should be 

provided by attorney & 
are clearly detailed in 
closing instructions.
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NCHFA sends Pre-closing Instructions to Closing Attorney.

• Questions about Closing documents?
Contact Liz Hair, NCHFA paralegal
echair@nchfa.com or 919-877-5712

Partner payment(s) processed once Post-Closing Docs received.

• Questions about receipt of closing documents & payment?
Contact Laura Altimare, Program Document Specialist
lmaltimare@nchaf.com or 919-981-2649

mailto:echair@nchfa.com
mailto:lmwelk@nchaf.com
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For more information, please refer to the 
current CPLP Participation Guidelines. 
Can download from the CPLP Forms & 
Resources page on the NCHFA website:

https://www.nchfa.com/homeownership
-partners/community-
partners/community-
programs/community-partners-loan-
pool/forms-and-resources

https://www.nchfa.com/homeownership-partners/community-partners/community-programs/community-partners-loan-pool/forms-and-resources
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Fillable PDF of CPLP Marketing Flyer 
available in English & in Spanish on the 
CPLP Forms & Resources page on the 
NCHFA website:

https://www.nchfa.com/homeownership-
partners/community-
partners/community-
programs/community-partners-loan-
pool/forms-and-resources

Can Edit Text 
in Text Box

https://www.nchfa.com/homeownership-partners/community-partners/community-programs/community-partners-loan-pool/forms-and-resources
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Additional resources on 
the CPLP Forms & 
Resources page include: 

• HOME Program HH 
Income & Sales Price 
Limits

• HQS Inspection Form

• Recertification Form 
for Supplemental HB 
Education Completed
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Program Questions & Emergencies

• Josh Burton, HOC Team Leader & Community Partner Coordinator

919-877-5678 or  jdburton@nchfa.com

• Rich Lee, Senior Community Partner Coordinator 

919-877-5688 or rylee@nchfa.com

**IF you cannot reach Josh or Rich:

• Kim Hargrove, Team Leader – Documentation & Compliance 

919-877-5682 or kchargrove@nchfa.com

mailto:jdburton@nchfa.com
mailto:rylee@nchfa.com
mailto:kchargrove@nchfa.com
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Underwriting Questions

• Mark Lindquist, Senior Compliance Coordinator 

919-501-4263 or mwlindquist@nchfa.com

• Vedera Mimms, Program Compliance Underwriter

919-877-5655 or vcmimms@nchfa.com

mailto:mwlindquist@nchfa.com
mailto:vmimms@nchfa.com


A self-supporting public agency.
HousingBuildsNC.com

13
8

Reservation & Payments

• Deborah Hamilton, Sr. Program Documentation Specialist 

919-877-5709 or dmhamilton@nchfa.com

Closing Documents

• Liz Hair, NCHFA Paralegal 

919-877-5712 or echair@nchfa.com

Review of Post Closing Docs & Energy Certifications

• Laura Altimare, Program Documentation Specialist 

919-981-2649 or lmaltimare@nchfa.com

mailto:dmhamilton@nchfa.com
mailto:echair@nchfa.com
mailto:lmwelk@nchfa.com
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CPLP Loan Payoff Questions

• Mary Moss, Servicing Analyst – Reporting & Special Projects

919-877-5697 or mgmoss@nchfa.com

Potential Foreclosures & Servicing

• Hal Wright, Sr. Servicing Analyst – Collections & Special Projects

919-877-5690 or hewright@nchfa.com

mailto:mgmoss@nchfa.com
mailto:hewright@nchfa.com
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We appreciate your partnership

140
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