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Documentation 
Requirements 

 
 All loans must meet standard FHA, VA and USDA loan documentation and 

qualification requirements.   
 Construction Project and Builder are reviewed and controlled by National Capital 

Funding 
              www.ncfunding.net  

 NCF Forms https://www.ncfunding.net/forms.html  
 The Construction package and conditions should be sent to 

constructiondocs@clicknclose.com and you should copy your Account Executive. 
 Do not submit the construction package or conditions directly to NCF 

 
Exceptions Exceptions to guideline requirements (made on a case-by-case basis with Sr. Mgmt. approval) 

 
Owner Occupied 

Only 
 

 Minimum FICO 

Product       Purchase LTV’s Credit  
FHA SB 1 Unit  P 96.5% and R/T 97.75% 650 

FHA Manufactured 1 Unit P 96.5% and R/T 97.75% 650 
VA SB 1 Unit P 100.00% LTV/ CLTV 650 

VA Manufactured 1 Unit P 100.00% LTV/ CLTV 650 
USDA SB/Manufactured 1 Unit 100% LTV/CLTV 640/650 

Terms/Product  Fixed: 30 Year Only 
 Max Loan Amount is $999,999.00 
 Loan amounts limits https://entp.hud.gov/idapp/html/hicostlook.cfm 

FHA OTC 
Construction 

Loan 

 30-year term loans 
 120-, 180-, 270-, and 360-day terms (12-month construction terms are only offered on 

exception basis) 

Underwriting 
Details 

 All loans are run through DU, LP or GUS- required w/AUS approval 
 All loans require a signed 4506c 
 Gift funds need to be sourced and verified in borrower’s accounts prior to CTC 
 VOE required on all hourly income 
 LOX- addressing any employment questions (Examples- new job, job gaps) 
 Variable hourly Income- may require additional information and documentation 

(example- addressing pay raises, bonuses, job gaps, ect., ect.) 
 Most recent 2 months bank statements required 
 All Earnest Money must be verified, sourced, and documented to be used as part of the 

down payment requirement 
 Verbal Verification of employment is required prior to closing 
 Resale-deed restrictions are not permitted 
 

Manufactured 
Homes (Multi-

wide Only) 

 10 Acres Max
 Gift of Equity not allowed on Manufactured Homes
 650 Credit Score Required
 Property must meet HUD/ VA or USDA guidelines

Flood Zones  CNC will not accept a project that has a subject property below 75 feet elevation when 
compared to sea level.  (Ex. 65 above sea level will not be accepted/ 135 above sea level 
would be accepted)    Elevation calculator: Find my elevation on a map.  

Credit Score  See matrix above 
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Down Payment  FHA-3.5% down payment required on Purchase transactions (gift funds allowed) 

SmartBuy DPA or 
other DPA’s 

 Not Allowed 

 
 

Seller- Builder- 
Contributions 

 FHA Maximum 6% of sales price- limited to the following 
 VA Max seller concessions – it is possible all closing costs can be paid by the builder  
 USDA Max Seller Concessions- 6% 
 Seller Paid Closing costs 
 Discount Points 
 Prepaid Expenses 

UFMIP 
3rd Party 

Processing 
Companies 

 If utilizing a 3rd party for processing services- will require a 3rd party invoice 

Mortgage/Rent 
History 

Follow AUS findings unless credit is limited then underwriter has the discretion to request a 
bona-fide VOR, or 12 months cancelled checks

Occupancy  Owner Occupied Primary residence only. (acceptable non-occupying co-borrowers 
are allowed) 

Debt to Income 
Ratio 

 Follow AUS findings 

Bankruptcy  Minimum 2 Years from date of case number assignment 

 
Foreclosure 

 Minimum 3 Years completed. Seasoning based off the property transfer date from 
 date of case number assignment 

 
 
 
 

Appraisal 

 Full FHA 1004 Appraisal is required. 
 VA LAPP appraisal required 
 Wholesale orders appraisals through Mortgage Machine portal or approved AMC’s 
 All appraisal orders need to include the following items 

 Plans and Specs 
 Builder contract 
 Land Contract if applicable 

 Description of materials if available 
Eligible States  Eligible in all Click n’ Close licensed states. 

 
Escrows 

 Escrow of Tax, Insurance and MIP are required on all loans. 
 Will need tax estimate from the title company  
 HOI quote will be required 

 
 

Well and Septic 

 Please refer to Mortgagee letter Mortgage Letter 2002-25 
 For FHA, we would require inspection in these circumstances 

• Inspections requirement showing sales contract 
• Appraiser notates irregularity in appraisal 

 State requirements- inspection on all purchases 
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Loan Type/Eligible 
Section of the Act 

 FHA 203b 
 The Program ID code should be 36 for Construction to Perm rather 

than 00 for Default or 77 for Manufactured Homes.  
 Please do not choose 77 for the ID code if the property is manufactured 

 
 

 
 
 
 

Program Highlights 
and Key Benefits 

 FHA – Up to 96.5% LTV Financing 
 VA and USDA- Up to 100% LTV Financing 
 All draws are for work that is completed or documented softs costs or Land Purchase 
 The builder cannot receive an advance of funds at closing or during construction on 

work that is not started or completed- no exceptions. Draws are based on work done 
or finished. 

 Builder Interest cost is netted from final draw. 
 All Draws will be based off the const breakdown form that is completed by the Builder 
 Yes- NCF will allow a percentage to be reimbursed of the specific stage is not completed 
 1st Draw- Can pay for the Manufactured Home before the home leaves the factory. 

Will need factory invoice / Insurance needs to be in place before leaving the factory. 
 Will allow a deposit on a modular home- 10% of the builder/contract price with Buyer 
 Stick Built Homes- will fund up to 90% of the final contract price before final draw 
 Manufactured Home- will fund up to 80% of the final contract price before the final 

draw 
 There is only one closing and it is prior to construction 
 Prebuilds are not allowed… No work should be done prior to closing 
 Non-arm’s length relationships are not allowed between builder and borrower….for 

example your brother-in-law is a contractor. 
 Reduced Interest Rate Risk – Rather than waiting until the close of the construction 

phase to lock in a rate for the permanent mortgage, an OTC loan lets you lock in before 
the single closing and before construction begins. Since we all know rates fluctuate from 
day to day, this can provide rate security and peace of mind for your borrowers 

 Lower Cost – One appraisal and one set of closing costs means a reduction in expenses, 
making the OTC loan an attractive and more affordable option for new construction 
homes. 

 FHA and VA- No payments due from Borrower during construction 
 USDA- Borrower payments are in a Holdback account by Click n’ Close, Inc. construction 

department to have payments swept out each month during construction.  The hold 
back account is funded by the project as a direct cost and the amount of the account is 
dictated by the term of the construction loan plus a 2-month pad for delays. 

 No credit doc or appraisal expiration once loan closes 
 No requalification of borrower once construction is complete 
 Builder/Retailer is allowed staged funded draws during construction based on a line-item 

percentage of completion 

 
Borrower’s 
Payments 

 In most cases, the Borrower’s loan payments do not begin until after the construction is 
complete.  

 The Builder/retailer takes responsibility for interim interest that accrues during 
construction 
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NCF 

Payment of 
Interim Fees & 

Interest 

 
 The construction finance costs—This includes NCF interim/construction interest (Interim  
 Interest is not charged on USDA- Payment Hold back will collected),  
 NCF construction funding fee,  
 NCF construction administration fee,  
 NCF construction underwriting fee, and construction inspection fees— 
 These fees will be charged to the builder/retailer and is to be budgeted for in the 

Builder’s/Retailers price of the home.  (Included in project cost.)  
 These fees are all considered construction soft costs and do not count towards maximum 

contributions/concessions allowed to the borrower as they are not considered the 
Borrower’s closing costs per most agency guidelines 
 

 
 

 
NCF Fees and 

Interim Interest 
Rate 

 
 Reminder- these soft costs are built into the cost of the project 
 Construction Administration Fee is 1.25% of the loan amount on loans at/below the 

FHFA base loan amount. 
 Construction Funding Fee, when utilizing NCF available construction funds (warehouse), 

is .75% of the total loan note amount 
 Construction Underwriting Fee is $500 
 Construction Inspection Fee is $525 for manufactured/modular homes and $875 for 

site-built homes 
 Interim Interest rate: Only accrues on funds disbursed, not the full loan amount. 
 Interest will be deducted from the final draw  
 Site-Built Interim Interest rate is 10.25% 
 Manufactured/Modular Interim Interest rate is 10.50% 

 
Closing -Legal 
Documents-
Preparation 

 Closing Documents are provided through NCF.  The attorney firm used to prepare 
documents charge $300 outside of Texas and $400 inside of Texas. Unlike the interim 
fees. This fee must be disclosed on the LE/CD 

“Step by Step” 
submission 

process 
 

1. Step 1- Watch the Training video located at the bottom of the Click n’ Close, Inc. 
website.  The training is lengthy- www.cnctpo.com/forms  Bottom right hand corner.   

 
2. Step 2- Check to see if the builder/retailer is a registered builder with NCF. 

a. Explain how the program works to both the Builder and Borrower. This is 
imperative 

b. Please email the builder’s name, address, and contact your Account Executive to 
verify if the builder/retailer is a registered builder with NCF 

c. If the builder is not registered, please submit the builder application with all 
accompanying documents to this e-mail address 
Constructiondocs@clicknclose.com. 

d. NCF Builder Registration application: 
https://www.ncfunding.net/uploads/5/0/1/3/50131429/ncf_otc_builder_retailer
_registration_packet.pdf 
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Continued  
 

“Step by Step” 
submission 

process 

3. Step 3- Submit Calculation Request Form to NCF. https://www.ncfunding.net/otc-
calculation-request-form.html or NCF ONE-TIME CLOSE CALCULATION REQUEST 
FORM- Lender (Click n' Close, Inc) 
a. NCF will email project results and will copy CNC Construction docs email 
b. Will need your fee sheet detailing all fee associated with the closing of the loan 
c. Will need title fees as well- (Title Company Information along with a contact at the 

title company. 
 

4. Step 4- If the NCF results are acceptable- please register the file with Click n’ Close, 
Inc. through Mortgage Machine.  
a. You must have the NCF results back on the project.  
b. Prepare and submit the Borrower/application Underwriting Submission Package 

to Click n Close, inc. based on NCF Calculation Results. Please submit final 
calculation results with borrower application file. Please follow this tutorial on 
submitting file to CNC: https://mamtpo.com/wp-content/uploads/2019/03/How-
to-Upload-and-Submit-a-file-into-Mortgage-Machine.pdf 

 

5. Step 5- Ordering the Appraisal- The appraiser needs a contract that matches NCF 
results, do not forward NCF results to the appraiser (please include the following at 
time of order: Builder plans and specs, Builder Contract that matches NCF results, Cost 
breakdown, Land Contract if applicable, Title report with legal description) 
 

6. Step 6- Prepare and Submit Construction Underwriting Submission Package to Click 
n’ Close, Inc.  
 

 Please submit the project package with all documents to this e-mail address 
Constructiondocs@clicknclose.com 

 Loan must be approved with Transmittal and the appraisal needs to be 
completed. 

 Site Built 
https://www.ncfunding.net/uploads/5/0/1/3/50131429/ncf_otc_forms_packet_sb.pdf  

 Manufactured 
https://www.ncfunding.net/uploads/5/0/1/3/50131429/ncf_otc_forms_packet_mh.pdf 
 

7. At this point you can Lock the loan!! 
 

8. Step 8- Once the construction project and the borrower loan conditions are cleared 
of prior to doc conditions- we can move on to the next step 

 

9. Step 9- Closing- Click n’ Close, Inc. and NCF will have closing documents prepared. 
Please send the closing request your assigned Account Manager at Click n’ Close, inc.  

 

10. Step 10- Construction of Home-Builder contacts NCF directly for interim draws 
 

11. Step 11- Construction Complete/ Conversion to permanent financing.  
 

a. Lock Modification is possible if market has improved… Please note.. All CNC LLPA’s 
will be applicable to the current market float down 
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Government OTC 
with Click n’ Close, 

Inc 
 

Points to 
Remember 

 Do explain how the OTC program works with the Builder and your Borrower 
 Do set proper expectations regarding turns times on an OTC 

loan. OTC loans take longer than a traditional purchase transaction 
 Do consider having a dedicated staff member to be the point on 

all OTC loans. OTC loans are complex and have many moving parts.  This product 
requires a seasoned Loan Originator and processor to navigate the process 

 Do make sure you have the correct construction term. The construction term will 
directly affect the loan amount or cash to close for the borrower 

 Do review the “cost breakdown” form. The form will need to be completed accurately 
by the builder.  See example 

 Do ensure the contract is a “Turnkey” contract. A “Cost plus” contracts is not allowed. 
 Do ensure the construction submission and conditions are submitted to 

constructiondocs@clicknclose.com . Unless your Account executive prefers to have 
the package reviewed by them (Example – Bob Paglia, Debbie Furr) 

 Do remind your builder that draws are based on a “Work completed” basis. No 
upfront advances at closing. The purchase cost of a manufactured home purchase is 
allowed with invoice and insurance at closing. 

 Do direct the builder to the Builder section at the NCF 
webs Builders & Retailers - National Capital Funding, LLC. 

 Don’t let the borrower, builder, or retailer start any construction or site 
improvements prior to closing, doing so will render the project ineligible. 

 Don’t allow borrowers to be a builder, contractor or hire their own sub-contractors 
for their new home’s construction, as this is ineligible. 

 Don’t allow Family members to be the builder/retailer. Must be arm’s length 
transaction 

 Don’t let the borrower think they can receive any funds from the OTC loan. The 
Borrower may not receive any funds, reimbursements, or cash back from the 
transaction. Minimal principal reduction is allowed at closing 

 Don’t’ communicate to the builder, that they will receive funds at closing to get the 
project started. That is not correct. Draws are based on “completed work”. 

 Don’t’ submit an incomplete cost breakdown form. Please ensure the cost breakdown 
is complete and precise. See example next page 
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Example of 
completed 

NCF 
 

Cost 
Breakdown 

form 

 Cost Breakdown- each space needs to be completed with a dollar figure that 
correlates with project. 

 If the line item is not applicable to the project, then use the “key” to fill in the 
line-item space. See example 
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National 
Capital Funding 

 
www.ncfunding.net

/forms 
 
 

Web Portal 
 
 

Forms 
 
 

Guides 
 
 

Builder-
Registration 

packets 
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Step 3 
 

NCF Online 
OTC Project 

and loan 
Amount 

Calculation 
Request 
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Step 3 
NCF – Online 

OTC Loan 
Amount and 

Project 
Calculation 

Request 
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NCF- Example 
of Calculation 

Results 
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NCF- Fee and 
Cost 

Breakdown 
 

This form will 
accompany 
the results 

page  
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NCF- Results- 
Cost 

Breakdown 
form 

 
This form will 

accompany 
the Results, 
but must be 

completed by 
the Builder 
and signed 
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NCF Purchase 
Agreement 

worksheet – 
this form will 

accompany the 
results from 

NCF 
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Step 6 
 Submitting 

the 
Construction 

package 
 

NCF 
 

Construction 
Underwriting 
Submission 

Checklist 
For Site-Built 

Homes 
 

 

 
 

 Send the Construction project to 
Constructiondocs@clicknclose.com 
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Step 6 
 Submitting 

the 
Construction 

package 
 

NCF 
 

Construction 
Underwriting 
Submission 

Checklist 
Manufactured 

Built 
Homes 

 
 


