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PHFA MISSION

In order to make the Commonwealth a
better place to live while fostering
community and economic development,
the Pennsylvania Housing Finance
Agency provides the capital for decent,
safe and affordable homes and

apartments for older adults, persons of
modest means and those with special
housing needs.

www.phfa.org



PHFA, who are we?

. Created in 1972

. Non- profit; Quasi Government Agency
. Headquarters in Harrisburg, PA

. Several departments: Homeownership
. Considered an “Investor”

. Over 201,537 loans purchased, worth 18.9 billion dollars




Agenda

* PHFA Process

* How do | close a PHFA Loan?
* |Insurance Requirements

* Selling the Loan to PHFA

* Purchase Package Upload

 Contact Information



April O’Connell

Business Development
Manager

Jeffery Sowers

Business Development
Officer

PHFA’

OUR TEAM

Emily Murray

Business Development
Officer

Alexandra Arocho

Business Development
Officer

Business Development Team of
s Homeownership Programs Division




PHFA PROCESS

Lender PHEA

Application FOCKREEE

Process &

Underwrite

(Use Form 51) “Loan
Loan

Submit to PHFA for Purchase

via Virpack using Forms 58

PA HOUSING FINANCE AGENCY




How Do | Close A PHFA Loan?



Allowable Fees

to
cover overhead expenses for
all purchase loans and HFA
refinances.

Cash back to the borrower is
limited to

(inspection fee,
appraisal fee, etc.).

to
cover overhead expenses for
FHA/VA Streamline

refinances only.

PA HOUSING FINANCE AGENCY




Allowable Fees

Actual amount (or your standard fees) for items including, but not
limited to:

* Credit report
* Appraisal fee
* Filing and recording fees
* Wood-destroying insect report
* Tax certification fees can be charged on all loans
* 593 tax service fee must be charged on all loans:
* PHFA sends to Corelogic
* Borrower or lender paid
* Reflected on Loan Estimate and Closing Disclosure

* Reasonable notary fee of $20 may be charged for the Advantage
Mortgage and K-FIT Mortgage

PHEFA



Pricing

The maximum a lender may retain from the loan price is 103% of the loan
amount

Maximum earnings on Keystone Home Loans and Keystone Flex with KFIT is
102.375%

 Additional compensation above 103% must be provided to the borrower in

the form of a credit toward their closing costs or utilized toward a refundable
Single Lender Paid Mortgage Insurance Premium



Pricing

All loans are sold with servicing released to PHFA:

 The lender locks the interest rate as well as the price that PHFA will pay for the
loan

* Price includes the origination and the Servicing Release Premium (SRP)

The final SRP (.625%) will be withheld at the time of purchase and paid when the file is
cleared according to the payout schedule.



Pricing

SRP Calculation:

* The calculation of the final SRP payment is based on the date we received the
document(s) that cleared the file, not the date we reviewed them

» Second/additional SRP paid in weekly batches (calculated from the clear date)
and sent via ACH



Pricing

» Regardless of when the loan was locked, the second portion of the SRP/loan
price will be paid when all loan conditions are cleared according to the schedule
below:

* 0.625% if cleared within 30 days
* 0.50% if cleared within 60 days

* 0.375% if cleared within 90 days
* 0.25% if cleared within 120 days
* 0.125% if cleared within 150 days
* 0% if not cleared within 150 days



Pricing

Borrowers will be able to pay up to two discount points in exchange for
a lower rate. Available with HFA Preferred™ Lo MI and Keystone
Government

The Keystone Home Loan and Keystone Flex Loan programs do not permit
borrowers to buy down the interest rate, because only one rate is offered.



Pricing

Pre-Closing Performance Premium

Lenders with at least twelve purchased loans in the previous twelve months may qualify for a
qguarterly Pre-Closing Performance premium, providing:

* The combined quarterly average of Pre-Closing Eligibility Percentage and Quarterly Pull
Through Percentage greater than or equal to 70%
and
* Was approved on its initial Pre-Closing review may qualify for an incentive of up to $75 per
loan, in accordance with the table below:

Combined Pre-Closing
Average Performance

Percentage Premium
100 — 90% $75
89 — 80% $50

79 — 70% $35




Pricing

An extra $250 would be paid for Access Modification loans.

The Access Home Modification program provides financial
assistance to persons with disabilities or who have a disabled

family member living with them to purchase a home and make it
accessible according to their needs.



CLOSING FORMS

Form # |Form Name When Submitted to PHFA When Required IHn-tas

53 Closing Instruction Addendum M As needec | nastructions for closing
3pg-5 |Moertgagor's Affidavit. Reaffirmation With purchase package Required for KHL and HOME=stead IMust be zigned and notarized at closing.
3pg- G Sellers Affidavit [With purchase package ﬁ.equired for KHL and HOME=tead

If initial sellers affidavit was not completed before closing it must be
campleted at closing.

54 ISuI:H:u rdinate Note

4 Motice of Maximum Reca plure Tax [With purchase package Required for KHL and HOMEstead Please note this form has 2 pages.
27 MNew Loan Tax & Insurance Info. With purchase package Abways
28 Hello/Goodbye Letter With purchase package Abways Required for 1t Mor tgage and Keystone Advantage Loan
20 Assignment of Mortgage With purchase package Always Must be recorded simultaneously with Mortgage: can wse your own
form if containg same info.
20MERS JAssignment of Mortgage - MERS With purchase package When morngage documents reference MERS PHFA iz not a member of MERS
40 Mortgage Maodification Agreement [ﬁﬂ may [With purchase packagefupon PHFA request [When needed/upon PHFA, request
reguest post-closing )
18 Addendum to Note/Construction Loan With purchase package For new construction when there is one closing

With purchase packageffinal doc submission

Uzed ONLY for Access DP and Access MOD loan(s)

HADW

E44 IHOMEstead Subordinate Note

[With purchase paq:l-:age.'ﬁ nal doc submission

Used ONLY for HOMEstead loan(s)

Keyslone Advanlage Mole

With purchase package

When Keystone Advantage is used

Lender should supply LE {may use PHFA Form 56ADV or Standard
LE).

55 Subordinate Morlgage With purchase packageffinal doc submission Uszed for subordinate PHFA loan{s)
5540V [JKevyslone Advantage Second Morlgage ‘With purchasze package When Keystone Advantage is used
55 KFIT JK-FIT Subordinate Morlgage [With purchase packaae [When I{-ﬁ. Keystone Flex with K-FIt or Keyztone
Purchase & Improvement with K-FIT is used
56 ADV JkKeystone Advantage Loan Estimate [With purchase package [When Keystone Advantage is used
56 K-FIT |K-FIT Loan Estimate With purchase package When K-FIT, Keystone Flex with K-Fit or Keystone
Purchase & Improvemeant with K-FIT is used
57 ADV Jkevslone Advantage Closing Disclosure With purchase package When Keystone Advantage is used
57 K-FIT Jk-FIT Closing Disclosure With purchase package When K-FIT, Keystone Flex with K-Fit or Keystone
Purchase & Improvement with K-FIT is used
65 Escrow Agreement for Postponed Exlerior With purchase package As needed
Improvements
21 Co-Signer's Cerlification With purchase package Faor all loans with a co-signer
49 Acknowledgment of Completion of [With purchase package or within 90 days after closing  [As needed
Repairs/improvements (Used during/after
construction or repairs)
50 Satisfactory Completion Cert. {may be oblained With purchase package or after purchase with approval |As needed
post-closing depending on circumstances) for postponed items
71 Authorization Request for Escrowed Submit completed form for each monthly payment Required for Fannie Mae Homestyle Renovation Loan Form must be completed by the bormower and given to the lender to
Mortgage Payments Program or 203K Loan Program submit to PHFA when mortgage payments will be collected at
closing and placed into an escrow account.
POST-CLOSING/LOAN PURCHASE FORMS
Form # |Form Name When Submitted to PHFA When Required Motes
FP New Loan Set-Up Sheet via Pipeline Plus OMLINE within 7 calendar days of closing Always Must be completed DMLINE within 7 calendar days of closing
o Purchase Submission Checklist with purchase package Abways Upload and submit via Virpack
30 Final Document Submission Gover Letter [With final docs after purchase package sent As needed

LHIA



Closing Instructions

* Form 53: An addendum to your closing instructions that summarizes PHFA’s specific
instructions

* The lender should not close the loan without the pre-closing eligible notification from
PHFA

* Pre-Closing Eligible notifications can be found on Pipeline Plus. Pipeline Plus details
also indicate loan eligibility



https://www.phfa.org/forms/sellersguide/forms/53.pdf

Closing Forms

 Mortgagors Affidavit - Form 3, Page 5 and 6:
* For Keystone Home Loan and HOMEstead only
 Must be sighed at closing
* Recapture Tax Notice- Form 4:
* For Keystone Home Loan and HOMEstead only
* Fill in maximum tax: 6.25% of the loan amount
* Hello/Goodbye Letter- Form 28: ALL Loans
* Required for all PHFA loans, completed at closing
* Fulfills RESPA requirement as a loan being sold to PHFA
* Indicates mortgage payment and first payment date
* Includes temporary payment coupon for the mortgage payment
to be made to PHFA, NO OTHER PAYMENT COUPONS SHOULD
BE ISSUED



Ferreytania Hoss ing Fisance Agency Tidl I g BES-F2T- 1400
PHEA == et
Pl Dea 15857 Aewe-F, S aawm-T 18
r’i Ll o Harrisburg, B, 1771 (6- 5057 WP
Borrower’s Name(s) Date
Address
_ o Street address
Fe. Molice of Purchass and Servicing Transles  Loan Ma. Lender Loan Number

Die=ar

The Pennsybrania Housing Fmance Agency [PHFA) has acqguined your morligage loan and will be
servicng iL EFFECTIVE IMMECHATELY ALL PAYMENTES FOR YOUR MORTGAGE SHOULD BE
SENT TO PHFA. You may pay your bill onlins ar sel up avlamalic payments by visiling PHFA'S Onlne
Servicing Cenber af hiips floanspheress rvicing digilal bkiconnecl comiphfailogin. You may also call
PHFA at 1855 83T 53458 o have an avlomalic paymend authorization Torm mailled o youw.

Your Tirsl paymenl = due on Payment Date LAl payrmeenis are duee on e 181 of sach monih.

A ke charge will be imposed § your paymenl bhas ol been recsived By PHFA by the 16th of the
manth

Farlial Paywnenl: As your lenden, PHFA may bold partial payments i a Ssparabs account undill you
pay the resl af the paymeEnd, and then apply 1he full pagyrnent o your loan. IF this loan is sold, your nes
lendier may hawve & different policy.

The as=signmen] ol your morigage is effective as of the dabe af your morgage oan dosing and s
reconrded in the alfice of e Fecorder of Desds in dhe county whene your morigaged property s locaisd.
g your servicer, PHFEA will be callecling your morgags lban paymenls from yow Maothing skes aboal
your morigage loan will change. If you have any guestions for either PHF& or for your onginating lender
abouil your margage loan o Ths irarnsfers, please uss the contact imlomation bebaw:

S riier: Chriginaling Lersdes:
Pannsylvania Housing Finance Agency

Loan Servicing Division Lender’s Name
P.0O. Box 15057 Address

211 Marth Framl Street
Harrisburg, PA 17 105-5057

Telephone: 1. 855 8527 34968 Ted=pbare:

IT yau recsive an nsurance imdaice Tor your home, please foraand i o PHFA so we can pay it oul

of your escoow accounl. Your maonthly morigage paymenl amount may chamsge based on PHFEAS
resiew af achual lax and insurance &S cros Tmoices.

IT youi wissh I write PHF& becawrss ol belisve an error was made while sendcing your morigage
or il you wish o request nfomalion aboul your morigage, you mos! use The follewing address:
Pennsylvania Housing Financoe Agency, ATTH: Cualified Written Request Department, P.O. Box
15057, Harrisbasrg. P& 17T108-60587 .

Yo weill Boan be receiing a4 monlhly biling statemenl fmam PHEFA. Please e the pagymesnt oowpon
&l the battam ol the manthly bElling stalement and mail it alaong with your check 1o the address listed on
the payment coupon o ensure proper pasling o your accaunt If you do not receive a biling siatement
bealare your first paymeen] S due, please use the nclieded lemporary coupan Tor wour pagment and call
FHF A at 1. 855.827 534658,

Lender’s Phone Number

Sinceredy,

AT ATFY
Eathryn Meatan
Direcior of Loan Seardicing

Faga I of 1 FHF A Fosm 33 . 3.0L3A0718

There is no interim servicing. Do
not board PHFA loans into your
servicing system.

TEMPORARY PAYMENT COUPONS

You shauld be receiving a billing statement from PHFA in the near future. i you do nol receive a
bBilling slatemenl before your first paymeEnt is dues, pledss use The coupons belots 1o make your payrmend
and call PHFA. al 1.855 BZT_ 3486

Pleases nabe: i you have & Fayshons Advantags Assistance Loan, please incude & separale check

amnd e second pawmen] compon for payment of youwr subordinate mordgage. I you da nol have &
Keysiorns Advantage Assimlance Loan, you may dsregand he sscond coupan.

FIRST MORTGAGE
TEMPORARY PAYMENT COUFPOMN

"FPloase inciude & copy of fhis coupon with your paysmeaft Account No. PHFA’s Loan Number

Earoremrin

Sdorann

Make check payable to PHFA & mail to:

FENNSYLVANLLG HOUSING FINANCE &GERCY Firsl Paayrment

Loan Servicing Division { Dupe 0m b
PO, Box 18087

211 Hoarth Front Stresat s

Harrizsbwrg, PA 1T105-5087

KEYSTONE ADVANTAGE ASSISTANCE LOAM
TEMPORARY PAYMENT COUFPOMN

(#f appbcable — dEregard If incompleis ) If utilizing Advantage:
"Ficase include » copy of this coupan with your papment Account No. PHFA’s Loan Number
Erroramring
Sdrann

Maks check payabla (o PHFA & mail bo:

PENNSYLVAMNLA HOUSING FINANCE AGEMNCY First Payment

Loan Servicing Division [Driee G 1
P.O. Box 15087

211 Morth Front Streat s

Harrishoerg, PA& 1710087

g - I I empoeery Fapreasl Coopsorms e BT30S




Automatic Withdrawal for Borrower Payments

Automatic Withdrawal — Form 67:

* May be used for borrowers to set up automatic monthly payments

* Lenders may include the completed form with their purchase submission package or fax it to
the number on the bottom of the form.

* Please do not email this document due to the personal identifiable information

* PHFA borrowers may also set up their online account with us by visiting our Online Servicing
Center.



PENNSYLVANIA HOUSING FINANCE AGENCY
211 North Front Street
P.0. Box 15057

Harrisburg, PA 17105-5057
Fax (717) TB0-3888
1-800-345-3597

ALTHORIZATION AGREEMENT FOR AUTOMATIC WITHORAWAL PAYMENTS

PHFA Morigage Acct Numbar:
Home Phons:
E-Mail Address.:

| herety authorize Pennsyhania Housing Finance Agency 1o initiste autcmatic withdrawals refemed
1o:as ACH eniries from my checking/savings account through the financial instRution lisied beiow.

Financial Institution Mama:
Financial Institution Telkephona #
Financlal Institution ABA/Routing Number
OR Savings Account Number:
Cirche e type of aooount 1o be drafied.

« I Checking is indicated atfach a vovded check from your checking account

« if Savings Is inoVcated, subwil a letfer on the financial insfitution’s lefervead with e
sdvings account aumber and the ABAroufing numbers.

Draft Day, Chooss Draf Duta You Prafer. [brf Erougs the sideent: of fa monhp 18t "= 16th
Monthly Morigage Payment S (Estimatad a1 time of closing)

Additional Principal Payment 5 |Dptianal]
Total ACH Amount 3

This authorfy s 1o remain in ful force and eSlect until S above listed financial irstRuion has
recetved writen nosfication from the undersigned of changes in such tme and o afioed the abowe
isied financial instiuson a reasonabie opportunity b act on &

Signature: Dats:

A REPRESENTATIVE OF THE ORIGINATING LENDER MUST INCLUDE THIS FORM WITH THE
PURCHASE SUBMISSION PACKAGE OR FAX IT TO (T17) T0-3889.

Fage 2ok}




Closing Disclosures

* CDs must be provided for the first mortgage and any subordinate financing:
* May use Form 57ADV-CD for the Advantage Loan

* May use Form 57KFIT-CD for K-FIT:

* PHFA K-FIT CD is customized to exclude the late fee language, as K-FIT does not
have a monthly payment schedule. Lenders who wish to utilize their own
disclosures for K-FIT, are responsible to ensure late fee language is eliminated and

not disclosed to the borrower
* The initial (time compliant) and final C
* Conventional loans- provide proof of t

osing Disclosures must both be submitted

ne final successful UCD submission. Any

additional corrections to the CD will require a new UCD submission



PA HOUSING FINANCE AGENCY

Loan Assumptions -
Seller’s Guide: Page 44

3. Loan Assumptions

Assumptions are permitted only with the approval of the Agency, acting in its sole discretion, and
then, only if all requirements of the applicable sections of the Internal Revenue Code of 1986, as
amended, including the Income Limitation, Principal Residence Requirement, and Three-Year Non-
Homeowner Requirement and the Purchase Price Limitations are met with respect to the assumption.
It also provides for an acceleration of the mortgage loan if the mortgagor sells, rents or otherwise
transfers any interest in the property without prior approval of the Agency or fails to occupy the
premises as a principal residence.

I. Program Assumptions. When completing the Loan Estimate and Closing Disclosures, please
keep in mind that not all PHFA loan products are eligible for assumption. For more information,
please see the chart below:

Program Assumable
HFA Preferred™ & HFA Preferred Risk Sharing™ No
Keystone Government Loans (K-Gov) FHA & VA Loans Yes
Keystone Government Loans (K-Gov) RD Loan Mo
Keystone Home Loans (KHL) Conventional, FHA & VA Loans Yes
Keystone Home Loans (KHL) RD loan Mo
Keystone Flex Loans (K-Flex) Conventional, FHA & VA Loans Yes
Keystone Flex Loans (K-Flex) RD Loans Mo
K.eystone Advantage Assistance Loan Yes
Keystone Forgivable in Ten Years Loan (K-FIT) Yes
Renovate & Repair (R&R) Mo
FPennvest Mo
Homeowners Energy Efficiency Loan Program (HEELP) Mo
Refinance to an Affordable Loan (REAL) Mo
Homeowner's Equity Recovery Opportunity (HERO) Mo

Loans assumable under the Keystone Home Loan (KHL) program must meet the mortgage revenue
bond guidelines. KHL Conventional loans must also be approved by the Private Mortgage Insurance
Company if insurance is in place.



Mortgage

* True and certified copy of the original sent for recording with initials/signature
* The first mortgage is funded by the lender and closes in the lender’s name

* The legal description must be included
* Applicable riders must be included (condos, PUDs, FHA rehab, manufactured homes, etc.)

Certificate of Residence — Not required to be completed; however, if it is completed, the signature
must match the name typed. If the signature is a different person than the person that is typed below,
the mortgage will need to be re-recorded to correct the name.

PHEFA



Recording the Mortgage(s)

R ecord Record any
X nd | ;
Izjcord 1° Assignment of PHF?:CZ tll:ens
ortgage Mortgage d : erne t
directly after SIS
the 15t
| mortgage to Closes in PHFA’s
Closes in the avoid delay Name

lender’s name

(:O‘U/':v'. PHFA

ING FINANCE AGENCY




Assighment of Mortgage

* The first mortgage closes in the lender’s name
* Immediately assighed to PHFA using Form 20 or 20 MERS if a MERS Mortgage

* True and certified copy of the original sent for recording with
initials/signature
* The Assighment cannot be dated prior to the mortgage

* Assignment should have the same date as the mortgage or be dated after
the mortgage



Above space is intentionally lejt blank for recording data.

1 NT OF MORT E

- s(Originating Lender) docs hereby grant, sell, convey, assign and
deliver unto the PENNSYLVANIA HOUSING FINANCE AGENCY, its and assigns, the following
described Mortgage, together with the Mote secured thereby:

Name of Onginal Mortgagor(s):

Origmnal Principal Amount of Mortgage: $ Mortgage Dated:
Recorded simultaneously with the above referenced Mortgage OR it must reference the mortgage information below
if it is recorded at a later date.

The recording information s as follows: Mortgage Recording Date: Record Book

Page or Instrument Mumber:

IN WITNESS WHEREOF, the undersigned, has caused this Assignment of Mortgage to be exceuted by
its duly authonzed officer.
Date:
(ORIGINATING LENDER)

that he/she executed the record for the purposes stated in the record.
Signature of Notarial Officer

TIFICATE OF EN F
The below officer certifies that the principal business and mailing address for this assignment and assignee 1s:
PHFA, 211 North Front Street, Harrisburg, PA 17101

Mavember 2007




Assighment of Mortgage

The mortgage recording information is not needed if:

* The simultaneous language is listed on the assignment form OR

 The PHFA assignment, Form 20, contains this verbiage. If this language is missing and the mortgage
recording info is not referenced on the assignment, a corrective assignment will be required

e If it is not recorded simultaneously, it must reference the mortgage recording information

* Must be signed by an Authorized Officer (Form 29 must be on file).

* If this information is missing, a “CORRECTIVE” Assignment will be required. If the individual that signed the
Assignment is not an Authorized Officer, request Form 29. If the Lender will not complete a Form 29 to
authorize the individual to sign documents on their behalf, then a “CORRECTIVE” Assignment must be
submitted and be signed by an authorized officer.

* The Authorized Officer’s signature must also be a “WET” signature. It cannot be stamped — if it is stamped,
the file must be rendered ineligible.

PHEFA


file://apollo/data/SF/Web/SellersGuide/forms/Form%2029.doc
file://apollo/data/SF/Web/SellersGuide/forms/Form%2029.doc

All sighatures must
be wet sighed.

26

January 2023

PHFA Form 29

LIST OF AUTHORIZED OFFICERS AND UNDERWRITING PERSONMNEL

LIST OF AUTHORIZED OFFICERS

The following & a list of officers authorzed W™ execute, on  behalf  of
, all documents relating to any mortgage loan to be

purchased by the Penrsyleania Housing Finance Agency. Signatures must match the way they are
endorsed on assignment of mortgages, the allonge to notes, etc. List employees who will be sigring

mortgage documents fior loans sold to PHRAL

MEMRAE TITLE SIGMATURE RESLUIME
|t wigroares requires] T o dndérain
ST
T—
_—
—
Leroer:
Fictrisous Mame
Signabure:
Prinfed Mame
Title:
Ceabes:

Annually this list is reguired to be indluded with the Lender Recertification Package. Throughout the year
this kst must be updated 2 autharized sagners change. Include resumes for all persans ksted on this
form, including current job description and duties within the organization. Please forward updated

information to sfpurchasingi@phfa.org.

1ald

PA HOUSING FINANCE AGENCY




First Mortgage Note

* Must be an original

* All first mortgage notes must have the following legible endorsement:
* “Pay without recourse to the Pennsylvania Housing Finance Agency”
* Lender’s name should appear above the signature of the officer
* Must be signed by an authorized officer:
* Use Form 29 to update authorized officers



Subordinate Note

* Subordinate Note- Form 54ADV:
* Keystone Advantage Assistance Loan

e Subordinate Note- Form 54KFIT:

» Keystone Forgivable in Ten Years Loan Program (K-FIT)

* Any loan forgiveness of S600 or more must be reported to the IRS. Borrowers may expect to
receive an information return (1099-C) from PHFA each year in which at least S600 of principal
is forgiven. This information is included in the note

 Subordinate Note- Form 54:
e Access Home Modification Loan

* Access Downpayment and Closing Cost Assistance
* For HOMEstead Program- Form 54A

PHEFA



Subordinate Mortgages

* Subordinate Mortgage Form 55ADV:

* Keystone Advantage Assistance Loan

* Funded by the lender and closes in PHFA’s name
* Assistance amount is added to the lender’s purchase proceeds

e Subordinate Mortgage Form 55KFIT:
* K-FIT Loan Subordinate Mortgage
* Funded by the lender and closes in PHFA’s name
* Assistance amount is added to the lender’s purchase proceeds



Subordinate Mortgages

* Form 55:
* HOMEstead Loan
* Access Home Modification Loan
* Access Downpayment and Closing Cost Assistance Loan

* Funded by PHFA via ACH after Pre-Closing Eligible Notice is issued and closed in
PHFA’s name



Subordinate Mortgages

* PHFA assignment is not required for PHFA subordinate loans:
* Subordinate loans close in PHFA’s name

* Subordinate mortgage must be recorded in second lien position:

* Lender must provide copies of any additional subordinate mortgages used (with
recording information included)

* When using PHFA subordinate, other liens must be in 3™ lien position



Name Affidavit

Copies of the original notarized name
affidavit are acceptable.

When there are discrepancies with typed and
sighed name, the original, notarized Name
Affidavit for each person signing the
Mortgage and Note must accompany the
Note sent to PHFA.

SIGNATURE/NAME AFFIDAVIT
[Date
Lender
Bormower{s): ANNE

|. the ;-I'::d-’*l!'l'x'd Bomower, state that | am one and the same person named in the Nole and HL'I.'.”lI.-_I- Instrument. [ also sw car

| |1CIl.‘h:~' C L'If.l1-} thal

AMNNE
ANNE
AN
AMNMA
. e per
ANME
I I e ?‘\:":] |

- - = . W L ’
Sigfature & Daie 4
AMMNE
State of PENMSYLVANIA

Lycamin §
County of eLUMBIA- -

l.i""lr I I|
i ] - I'l Iy i - . " B e

On this _JIJ_‘“' day ol Va7 '__t'l.ir:'-" y . before me, the undersigned. a Notary Public in and for said State,
personally appearcd ANNE . known o me, or proved 1o me on the bass of satisfactory evidence to be the person
whose name is subscnbed to the within instrument and acknowledeed to me that he she exccuted the same in higher anthorized

capacity and that |.I}. his/hier -.igll.llL_I..' on the instrument the PeETSon, OF the entily upon behall of which the pErson acted
executed the imstrumes

Witness my hand and official sea

Natary Public for PENNSYLVANIA



Parcel Numbers

Parcel numbers, including multiple parcel numbers must be consistent throughout all
documents.
This would include:

* Appraisal

* Mortgage instrument

* Assignment of Mortgage

* Deed

* Legal description for both the mortgage and the deed

* Parcel numbers must also be listed on Form 27- which lists tax information for the
oroperty




Parcel Numbers

* For properties that are sub-divided, it is necessary to obtain a new deed and
updated parcel number(s) for the subject property. This way the correct taxes for
the real estate secured with PHFA financing is paid.

LOANS SUBMITTED FOR PURCHASE WITH INCONSISTENT PARCEL NUMBERS WILL BE INELIGIBLE
FOR PURCHASE UNTIL THE APPROPRIATE DOCUMENTS ARE PROVIDED.

PHEFA



True Certified Copies

* True and Certified copies of these documents must be included in the Purchase
Package:

* First Mortgage
* Assignment of Mortgage (Form 20), form 20MERS for MERS Mortgages
* All Subordinate Mortgages (if applicable)

* Certification must include a signature or initials, in addition to the certified true copy
language, the file

* will be ineligible without the signature or initials



Title Policy

e Short Form Residential Policy is preferred

* Long form policy is also acceptable with the endorsements referenced on Form 53 and in Chapter 12 of
Seller’s Guide

* Acceptable Alternatives to original:

* Emailed copy: Acceptable only with a copy of the email from the title agent to the lender. The email and
the title policy must be included in the final document portion of the purchase package

 Certified copy: Acceptable if it includes the original certification and signature of the title agent. The
certification must include both items so that it is clear the title agent certified the copy

Commitment binders are not acceptable

In cases where multiple Title Policies are issued with different Policy numbers, or both a Short

Form and Long Title Policy are provided, written clarification must be provided by the Title
Agent, indicating which Policy is valid.



PHFA-Aw.. 1

Pennsylvania Housing Finance Agency ' R
211 North Front Street

Harrisburg, PA 17101

(717)780-3871 FAX (717)780-3872

lenders.phfa.org

AWARD LETTER
B/10/2023

Dear ANNE
This letter documents that the Pennsylvania Housing Finance Agency, an instrumentality

of the Commonwealth of Pennsylvania and the investor in your mortgage financing, has awarded

a loan of §8,750.00 to be applied toward your purchase of the property located at:

- CATHERINE 8T,
This loan must be used towards closing costs and/cr the down payment in conjunction with

your purchase of the property referenced above. Any and all excess funds must be returned to

the Agency. Repayment of this loan is reguired as specified in the Subordinate Mortgage

and Mota.

Regipient's Signafure and Date 7

Recipient's Signature and Date

Sincerely:




Insurance Requirements



Flood Insurance

* The maximum deductible is $5,000 for all loan types:

* If the mortgage insurer/guarantor requires a lower amount the
borrower must qualify at the lowest deductible permitted

* Flood insurance will be required when any portion of a detached structure
is located within a Special Flood Hazard area and the structure is valued at
S5,000 or higher based on the appraisal

* Complete the Transfer of Servicing on the Life of Loan Flood Cert to PHFA.
The Flood Cert in the purchase package should reflect PHFA as the Lender




Flood Insurance

- Private policies are acceptable for Conventional, RD, VA and FHA financing

-  When submitting private policies ensure private insurers/licensed agents are registered in the
Commonwealth of PA to provide coverage from surplus lines

* The policy must contain the compliance aid statement within the policy or an endorsement to
the policy:
* “This policy meets the definition of private flood insurance contained in 42 U.S.C.
4012a(b)(7) and the corresponding regulation”

* Completed application for flood insurance must be included in the Pre-Closing package



Insurance Policies

* I[nsurance must be effective the day of closing, not after

* The homeowner’s insurance policy must be pre-paid for a full 12 months and in effect at time of closing
* Installment payments are not acceptable
* The maximum allowable deductible is the lesser of 1% not to exceed $3,000 of the face amount of the
policy
* Per RD guidelines deductibles should not exceed the greater of either $1,000 or 1% of the policy
coverage

* Please Note: PHFA requires the declarations page for the homeowner’s insurance policy to purchase
the loan. We do not accept binders. While the difference is usually obvious, on Erie policies it is not.
On those declaration pages, the policy number must start with a Q. If it doesn’t, it is a binder.

Please make sure the correct figures for mortgage insurance are disclosed on the closing disclosure for all loan types.

PHEFA



Insurance Policies

* The Homeowner’s, Flood and/or Mine Subsidence (if applicable) must carry the
following Mortgagee clause:

* Mortgage Clause was changed, and Pennsylvania Housing Finance Agency does
not need to be spelled out. It was changed to:

PHFA ISAOA
P.O. Box 15057, Harrisburg, PA 17105-5057



FHA Mortgage Insurance Premium

For FHA loans, lenders are to remit only the upfront premium to FHA.

Please do not send monthly premiums, PHFA will send them directly to
FHA.



IRS Tax Transcripts

IRS Tax Transcripts. IRS Tax Transcripts will be required to be
submitted with the purchase submission package to be eligible for
loan purchase. This item will no longer be a post purchase
condition.



QUESTIONS?



SELLING THE LOAN TO PHFA



Loan Set Up

* Completed via Pipeline Plus, double check figures prior to
submission. CD Section G and Form 27 must match Loan Setup figures
 Monthly figures should be used to complete the taxes, insurance

(flood, homeowners) and mortgage insurance (Ml)
* If final PITl increase exceeds 2% on gov’t loans or 3% on conventional
loans, loan will be ineligible for purchase
 Arevised AUS and 1003 will be required along with proof of loan
insurance/guarantee



NEW PROCEDURE: Accelerated Tax Set Up

PHFA will now require the legal description of the subject property to
be uploaded via VirPack for closed loans with Loan Set Up completed
on or after October 21, 2024.

This new process will allow us to fast-track the entry of real estate
taxes for School, County and City/Township or Borough as applicable
into our mortgage servicing system and obtain accurate tax
information for PHFA borrowers.




Taxes and Escrows

* All taxes that are due and payable must be paid at closing
e Extra funds should be collected to account for any interim assessments

* A cushion of one to two months for the initial escrow account is acceptable

* Do not include interest collected at closing (These are lender funds)

* The initial escrow payment in the loan setup screen should match line G on
the CD

A mme a2 e e e Ml ma

G. Initial Escrow Payment at Closing

1 ARTAS . LT
01 Homeowner's Insurance $157.92 per month for 2 mo. | $315.84
(¢ Mortgage Insurance per month for mo. l
03 Property Taxes $43.94 per month for 4 mo. §175.76
(4 School Tax $64.28 per month for 12 mo. ' §771.36

OF Aggregate Adjustment

| -§225.52 |



Taxes and Escrows

* When calculating monthly taxes, the tax amount of the next bill (discount period or
face amount) should be used

* If the tax amount of the next bill due is not available, have the title company
estimate the tax amounts of the next bill

* Newly constructed homes - Estimate the monthly escrow tax amount based on an ‘as
completed’ property, including land and improvements



Taxes and Escrows

* A tax certification is preferred to verify taxes were paid for school, county,
city/township or borough as applicable. Form 27 can also be used as a tax
certification form

* Use the last month of the discount period for the disbursement due date on all
real estate taxes

* The tax cert must also list multiple parcels, if applicable, if missing the file must
oe made ineligible for purchase. The tax figures for the additional parcel must be
orovided and the lender must indicate if the tax amount for the additional parcel
Is included in the mortgage payment; if not, an updated CD is required to include
the parcel tax amount




Property Taxes and Homestead Exemptions

* Borrowers can apply for the Homestead Tax Exemption, if applicable in their county.

* Many counties are experiencing property reassessments after the home is purchased and some may
receive interim tax bills during that time.

* PHFA is not responsible to pay those interim tax bills, borrowers should pay any interim tax bills
received. The property taxes may increase after the reassessment occurs and will be reflected in the
upcoming tax cycle which may increase their monthly mortgage payment.



NEW LOAN TAX AND INSURANCE INFORMATION
{This form shall also be used as a tax certification form)

Flease complete all sectimng
“Please note if property contains multiple parcels, tax amounts must be reflected separately.

**All tax figures must match figures on the Final Closing Disclosure.
Mortgagor(s) Namefs)

Property Address

Previous Owner

Is this New Construction? ‘!"EEDNOD

If this was a new construction, please estimate tax on as completed/fully assessed property.

Is this borrower Homestead Tax Exemption Eligible? YEENOD
If yes, provide supporting documentation of tax exempiion discount with this form.

Lt each tax collector that will collect a tax assessment fior this property.  All bills that are available and become delinquent or lose discount prior to the First
Pay Date should be paid at chosing. [ they are not paid, an explanation must be listed on page two.

1. Type of tax: {Choose one) MD m:l:l WD

Tax Authority Name
Address

Phone No.

Tax ID/Parcel Lot/Block #
Amount of last bill: Date of Last Payment:

2. Type of tax: (Chaose one) School] | Countyl | Township/BoroMunicipatity| ]

Tax Authority Name
Address

Phone No.

Tax ID/Parcel Lot/Block #
Amount of last bill: Date of Last Payment:

Amount of next !! bill: Mext !! Due Date:
3. Type of tax: (Chaoseone) Schooll | County| | Township/BoroMunicipain] ]

Tax Authority Name
Address

Phone No.
Tax IDVParcel Lot/ Block #

Amount of last ball:
Amount of (discount) next bill:




4. Hazard Insurance

Hazard Insurance Co. Name
Address

Agent’s Name
Agent’s Address
Phone No.

5. Montgage Insurance (Choose one) HIJDD Pﬂm:Mu'tﬂah:mrmD

Company Name Premium Amt.
Certificate No.
FHA Case Mo.

Huwis' ﬁ 'nhmkune Mx Am.u]lD

6. Flood Insurance (if applicable)

Insurance Co. Name Paolicy #
Address Premium Amt.
Agent’s Name
Agent’s Address
Phone No.

7. Mine Subsidence (if applicable) Department of Environmental Protection
Certificate #
Address Premium Amt.
Agent’s Name
Agent’s Address

Phone No.
AVAILABLE TAXES NOT PAID BECAUSE:
Settlement Agent Name:

Preparer’s Signature:

Closer’s Name:




Loan Setup via VirPack



Preliminary Loan Setup

* Must be completed within seven (7) calendar days from closing

* Loans not displayed may be due to an expired or canceled lock Contact
secondary@phfa.org to reactivate expired loans

*|f the loan is reactivated due to an expired lock, loan set up must be
completed the same day (within 24 hours) to avoid the loan from being
canceled again



Loans to be Setup

Loans Setup but Processing Pending by PHFA




Preliminary Loan Set-up

coonprgror: I v QR  Prvey e
PHFA Loan Number: Rate: Reservation Date:

12 Minutes 439 >econds until session ume out

Rate Lock Days: [}

Date of Loan Closing: | l f5]
) ﬁ o ] ¢
1st Payment Date: l 3]
Short Interest: | | )
Is Property Tax Exempt? | No |

Note Interest Rate: -

sorower: [N I

Co-Borrower:

progerty Adcress: [N
]

IE— I

Home Phone Number:

Barrower Work Phone: -

Borrower Cell Phone: |

Borrower Email: -

“ i f PHEA




Preliminary Loan Set-up

Borrower Email: [ ]
Co-Borrower Work Phone: | ]
Co-Borrower Cell Phone:
Co-Borrower Email: | ]
Approved Advantage Loan Amount: |$2 980.00
Modified Advantage Loan Amount: |$2.930.00 ]
Loan Amount: [$73,150.00

Monthly Principal and Interest: [$323 39 | O

D The Monthly Pnncipal and Interes! amount entered above matches the amount on the Note.

County: |$0.00 |
School: |$0.00 |
|
|

Local: [$0.00

School/Local: | $0.00
County/Local: | $0.00
County/School/Local: $0.00 ]

Monthly Tax Escrow

Monthly Homeowners Insurance: |$0.00 ]
Monthly Flood Insurance: |$0.00 |

PMI Company: IFEDERAL HOUSING ADMINISTRATION
Monthly PMI Insurance/FHA-MIF: [$0.00 J

Total Monthly Escrow: [$0.00 Calculate

PMI Cert #/FHA Case # (if applicable): |4424351 434703
initial Escrow Payment at Closing (Please refer to Disclosure Statement or CD): !so 00 l O

[ Initial Escrow Deposit is Zero (50.00).
Final PITI: |$323.39
Approved PiTI: [$610.00

prepared sy: [
Phone Number: |
Lender Name: [

PA HOUSING FINANCE AGENCY




Preliminary Loan Set-up

* If there is a PITI error message displayed:

* Before submitting, recheck the figures entered to confirm they are
MONTHLY figures

* If all figures are accurate, submit the information and PHFA will provide
further review

* If final PITI increase exceeds 2% on gov’t loans or 3% on conventional
loans, loan will be ineligible for purchase

* A revised AUS and 1003 will be required along with proof of loan
insurance/guarantee



Effective for Loan Set Ups on or after October 21, 2024

e After loan set up has been completed, the legal description must be uploaded to
Virpack using the submission path of ‘Legal Description — Loan Set Up Review’.
Please Note: PHFA staff will only import loans with legal descriptions received.

* Delays in providing the legal description and/or completing the loan set up within
the required time will result in a slowdown of boarding loans onto our mortgage
servicing system. The task of uploading the legal description must occur directly
after the loan set up has been completed.

* When the legal description is not provided after the loan set up is completed, the
reviewer will email the submission contact and request for the legal description to
be uploaded immediately. We must receive the legal description within 24 hours of

when the request was made. We can not set up the borrower’s account without
this document.



Submitting Legal Description - Loan Setup Up Review

U p I Oad d | ng Lega I Desc rI ptIO N ¢ Select the ‘VirPack’ menu option from the Home dropdown
. |
to VirPack © Logou

Incomplete Reservations
Loan Cancellation Requests
Loan Extensions

Loan Setup (PHFA Form 26)
My Account

Once the loan set up has been completed My Administrators

successfully, the legal description must be New Loan Reservation
uploaded to Virpack using the submission path PpeLine Loans
‘ N . ; Rate Sheetls
of ‘Legal Description — Loan Set Up Review’. Reports and Nofices
User Accounts Admin ~hase

* Select "Submit Legal Description — Loan Set Up Review to PHFA' from the Group dropdown
Choose a Group v

Choose a Group
01 Submit New Pre-Closing Package to PHFA

(02 Submit Pre-Review Missing Documents

03 Submit Pre-Closing Ineligible Conditions to PHFA
04 Submit Pre-Closing Change Request to PHFA




Upload VirPack

v Alist of available loans will display
o Selectthe ‘Documents’ link to begin uploading the required documentation

i

Loan ¢ Borrower Name ¢ Application Date 3

3207 VirPack DMDS

22017

VirPack DMDS

# Select ‘Browse’ to find your saved documents then select ‘Upload’
o Continue these steps until all the documents have been uploaded

Pending

No Files Pendng

Processed
Ho Records Foumnd

*» Select the ‘Legal Description’ Document Type

File Name Document Type

x TEST po Legal Description

Select ‘Process’ to submit the documents to VirPack




Purchase Package

* Preclosing Conditions Reviewed at Purchase and Purchase package must be
uploaded and submitted via Virpack

* Loans not displayed may be due to an expired or canceled lock. Contact
secondary@phfa.org to reactivate

* Loan setup must be completed the same day to avoid the loan from being
canceled again

* Use Form 58 as a guide to assemble a complete purchase package

* Purchase Package has two sections:

* Pre-Closing Eligible letter with Pre-Closing Conditions to be cleared (Form
58 Checklist pg. 1)

* Purchase Package (Form 58 Checklist pgs. 2-4)




The following loan has been approved by PHFA, subject to any conditions listed below. If you
have questions concerning this approval or if any of the information listed below is incor-

rect, please contact the Agency at .PreClosing@phfa.org.

NOTE: Price shown assumes post-purchase conditions are cleared within 30 days of purchase
and does not include any applicable locan-level pricing adjustments such as for FICO or
property type. Loans purchased by PHFA 30 days after the lock expiration date are subject
to worse case-reprice.

Name (s) of Borrower(s):

Pre-Closing Eligible Date:
Expiration Date:
Interest Rate: 5.750 %
Property Address: Price: 102.375
2203 CULLUM DR Mortgage Amount:
PHFA Loan #:
PHFA Contact:
Keystone Home Loan KFIT
Vi
Loan Purpose:
* Purchase *

ASSISTANCE A
Assistance totaling $3,181 has been approved for this loan. Under the terms of the Master
Origination and Sale Agreement and the Seller's guide, at closing PHFA has a legally

enforceable obligation to provide the funds for the assistance.

.PURCHASE CONDITIONS: Attach documentation to clear the items listed below to a copy of this
notification and upload at the same time as the purchase package.

You will be responsible to ensure that the purchase package contains the documentation
needed to satisfy the Fannie Mae DU findings report Verification Messages/Approval
Conditions.In addition, all Day 1 Certainty Vendor Reports will be required as
applicable.

Provide a verbal verification of employment for each borrower within 10 calendar
daysprior to the Note date. For self-employed borrowers under the HFA program, the
verbalVOE can be within 120 calendar days of the Note date. For military income, a
militarylLeave & Earnings Statement (LES) dated within 30 calendar days prior to the note
dateis acceptable.

A Keystone Forgivable in Ten (KFIT) loan has been approved for this file. This loanmust
be in second lien position. Borrower(s) cannot receive cash back at closing.

Provide proof that "all" the repairs, alterations, inspections, or conditions that the
appraisal was subject to were completed/satisfied.




Submission Deadline

* Submission Deadline:
* Completed purchase package must be received by PHFA by the lock expiration date

* | ate fees - two basis points of the loan amount multiplied by the number of days
past due

* Will appear as a deduction on purchase statement

* Loans that cannot be purchased by PHFA within 30 days of the rate expiration date will
oe subject to a worse case re-price

* Pipeline Plus expired lock report show loans past due and/or loans ineligible for
purchase



QUESTIONS?



Uploading your Purchase Package

VIRPACK INSTRUCTIONS - APPENDIX E



Accessing Virpack

 Utilize Appendix E — VirPack Instructions

* Can be found at
http://www.phfa.org/hop/lenders/

* Log into the PHFA Pipeline Plus System

* Continue to use the PHFA Pipeline Plus
System to check loan status and view
reports/notifications

* Account Administrators would add the
VirPack menu item to users submitting any
portion of a file to PHFA

Incomplete Reservations
Loan Cancellabon Requests
Loan Exiensions

Loan Setup (PHFA Form 26)
My Account

My Admenistrators

New Loan Reservation
PipeLine Loans

Rale Sheels

Reports and Nobices

User Accounts Admin
VirPack

B © LogOut

“hase

PHEFA



Pipeline Plus Security

To access VirPack, each person must have a PHFA Pipeline Plus System account

Accounts where the user does not log in within 60 days:
* Notices will be provided at 60-days
e Starting at 61 days without logging in, user will receive daily reminders to log in
* Failure to access the account within 75 days, account will be deactivated
e PHFA is providing a 15-day courtesy for lenders to access their accounts prior to deactivation

When the access is deactivated, the User Account Admin must:
e Reactivate the account

* Ensure that the user logs in so that the account does not deactivate the next day
* Ensure all accesses are accurate

General accounts are not permitted. Each user must have their own individual accounts



Virpack Instructions

Purchase Package must be in the stacking order of PHFA Form 58
(Purchase Submission Checklist)

':hWSE’ ¢ !J1 Submit HE.-.f Pre -Closing Package to PHFA
02 Submit Pre-Closing Ineligible Conditions to PHFA
| bmit Pre-Closing Change Reguest to PHFA

04 Submit Purchase Package to PHFA 2t Explorer 9+ at 1024 x 768 screen resolution

———

Records found: 0

) Finance Agency

06 Submit Servicing Conditions to PHFA

PHEA



Virpack Instructions

* Select ‘Documents’ link for corresponding borrower
* Iflink to borrower does not display, confirm lock expiration date
* If it expired, you must contact Secondary@PHFA.org to re-activate the file

04 Submit Purchase Package to PHFA v Records found: 31

Loan ¢ Borrower Name # Application Date

L

321XXNX Ronaid
321XXXX Abigai

32LXXXX Waseem Documents

PHEA


mailto:Secondary@PHFA.org

Virpack Instructions

* Click ‘Browse’ to select your file, then click ‘Upload’
* Uploaded files will appear under ‘Pending’

* Select the appropriate document type for each upload

* Pending files uploaded in error may be deleted
Documents for loan 694 XXX - Submit Purchase Package to PHFA

Max File Size: 60 MB
Max Number of Files: 5
Select Multiple: Use CTRL or Shift Keys

Refresh Back 1o Loans

Browse. Upload
Pending
File Name Document Type
x J16X XX X pre closing condibons purchase lest pdf Pre-Closing Conditions v
x 316X X X X purchase package purchase lesi pdl E"’,'"F: ‘--h'-_-.'.:-;-i_r_}*r: caAnS | .,,_,..-|
o u\._. o k ar b :'
PIMEES\

Processed

Ho Records Found

PHEA



Virpack Instructions

 After uploading and labeling all required files, finalize the submission by selecting
‘Process’

* Be sure to only select ‘process’ once
* ‘Pending’ files will transition over to ‘Processed’ files

* Note: There will be a 10-15-minute window before processed documents may be
viewed

* Processed files cannot be deleted

Documents for loan 694XXX - Submit Purchase Package to PHFA

Max File Size: 60 MB
Max Number of Filea: 5 Refresh Back to Loans
Select Multiple: Use CTRL or Shift Keys

Browse Upload
i L}
Pending
Mo Pending Files
Processed
Document File Uploaded File Processed Sent to
Ful
‘ype s e Uploaded By Processed By VirPack
Pre-Closing submit Mew Purchase ) :
Conditions Package to PHFA Approval_Conditions.pd
Purchase Submit New Purchase .
Purchase_pack
Package Package to PHFA URChase packagepo

PHEA



Virpack Instructions

* Choose a Group >> Submit Purchasing Conditions to PHFA

* Select ‘Documents’ link for corresponding borrower

Records found: 0

CrooseaGow __________|

101 Submit New Pre-Closing Package to PHFA

02 Submit Pre-Closing Ineligible Conditions to PHFA :
03 Submit Pre-Closing Change Request to PHFA 0+ or Internet Explorer 9+ at 1024 x 768 screen resolution

05 Submit Purchase Conditions to PHFA ia Housing Finance Agency

b Submit Semcing Lonaitions 1o

05 Submit Purchase Conditions to PHFA W Records found: 44
Loan + Borrower Name ¢ Application Date v

18300 Hathan Documents virrack DMLY

318X XY Theodore Documents VirPack DMDS

318XXXX Michael Documents VirPack DMDS

wi-. PHFA

PA HOUSING FINANCE AGENCY




Virpack Instructions

Click ‘Browse’ to select your file, then click ‘Upload’
* Uploaded files will appear under ‘Pending’

*Select the appropriate document type for each upload
* Pending files uploaded in error may be deleted

Documents for loan 307XXXX - Submit Purchasing Conditions to PHFA

Max File Size: 60 MB
Max Number of Files: 5 Refresh
Select Multiple: Use CTRL or Shiflt Keys

Back to Loans

Browse Upload
Pending
File Name Document Type
x 316X XXXapv_conditions Sff pdf v|
Process
Processed

No Records Found

PHEFA



Virpack Instructions

e After uploading and labeling all required files, finalize the submission by
selecting ‘Process’

* ‘Pending’ files will transition over to ‘Processed’ files

* Note: There will be a 10-15-minute window before processed documents
may be viewed

* Processed files cannot be deleted

Documents for loan 307XXXX - Submit Purchasing Conditions to PHFA
Max File Size: 60 MB

Max Number of Files: 5 Refresh| |Backio Loans

Select Multiple: Use CTRL or Shifl Keys

' Bfﬂ'u‘-'SE Uplﬂﬂd
Pending
Mo Pending Files
Processed
Document Gro File Name File Uploaded File Proceased Sent to
Type P Uploaded By Proceased By VirPack
Purchasing Submit Purchasing Purchasini Condibons.odf

Conditions Conditions to PHFA



Submitting Servicing Conditions

Servicing Released Conditions. Lenders must submit outstanding servicing released
conditions via VirPack as servicing conditions. Those missing items should not be

submitted as purchasing conditions. Any inquires related to servicing conditions should
be sent to sfservicingconditions@phfa.org




Submitting Servicing Conditions

* Choose a Group >> Submit Servicing Conditions to PHFA

01 Submit New Pre-Closing Package to PHFA
02 Submit Pre-Closing Ineligible Conditions to PHFA
03 Submit Pre-Closing Change Request to PHFA

04 Submit Purchase Package to PHFA ia Housing Finance Agency

Records found: 0

+ or Internet Explorer 9+ at 1024 x 768 screen resolution

" e L ]
nase Londiions 10 FrikA

06 Submit Servicing Conditions to PHFA

* Select ‘Documents’ link for corresponding borrower

Records found: 5

06 Submit Senvicing Conditions to PHFA W

Loan # Borrower Name & Application Date =
EVFL 8 % 4 Damvel Documents VirPack DMDS
I2NHANN anthony Documents VirPack DMDS

Ekz abeth Documents VirPack DMDS

322XXXX PP vy, PH F A

PA HOUSING FINANCE AGENCY




Submitting Servicing Conditions

* Click ‘Browse’ to select your file, then click ‘Upload’

*Se

Uploaded files will appear under ‘Pending’

ect the appropriate document type for each upload

* Pending files uploaded in error may be deleted

Documents for loan 307XXXX - Submit Servicing Conditions to PHFA

Max File Size: 60 MB

Max Number of Files: 5 Refresh Back to Loans

select Multiple: Use CTHL or Shifl Keys

' Browse Upload
Pending
File Name Document Type
w 1155 X apv C inchitons bt j".:f F-_:--;_ f'_:l ne O '._ g
Processed

No Records Found

PHEFA



Submitting Servicing Conditions

* After uploading and labeling all required files, finalize the submission
by selecting ‘Process’

* ‘Pending’ files will transition over to ‘Processed’ files

* Note: There will be a 10-15-minute window before processed
documents may be viewed

* Processed files cannot be deleted

Documents for loan 307XXXX - Submit SEWiCiﬂg Conditions to PHFA
Max File Size: 60 MB

Max Number of Files: 5 Refresh Back to Loans

Select Multiple: Use CTRL or Shift Keys

( Browse Upload 1

Pending

No Pending Files

Processed
Document File Uploaded File Process ed Sent to
Iype sroup i Nama Uploaded By Processed By VirPack

W e AN L= i 19
s 1 Senacing LSAMSE Sepncmg Condibons. pdl
Condiions 1o PHF A



Final Documents Submitted via VirPack

Examples of documents to upload to VirPack:
- Recorded Mortgage

. Recorded Assignment of Mortgage

. Recorded Subordinate Mortgage

. Recorded Modification Agreement

. Endorsement to the Final Title Policy
. Mortgage Insurance Certificate:

. VA Loan Guaranty Certificate (LGC)
. FHA Mortgage Insurance Certificate (MIC)
. RD Loan Note Guarantee (LNG)

. Any other additional or miscellaneous docs requested

NOTE: Prior to mailing Final Documents to PHFA, a copy of each document must be uploaded to
VirPack.



Final

Documents Mailing Address

Please utilize Form 30 when sending recorded docs to PHFA

Overnight Mail

Homeowners
PENNSYLVAN

nip Programs/Final Documents Dept.

A HOUSING FINANCE AGENCY

211 North Front Street
Harrisburg, PA 17101

Regular Mail

Homeownership Programs/Final Document Dept.

2.0. Box 8029

PENNSYLVANIA HOUSING FINANCE AGENCY

Harrisburg, PA 17105-8029



ool PH FA VirPack Instructions

Utilize Final Document Condition Notice to identify condition documents included in upload.

*Select ‘Submit Final Documents to PHFA’ from the Group dropdown:

VirPack Uploads

01 Subnm New Pre- Ciﬂsmg Package lo PHFA
§02 Submit Pre-Closing Ineligible Conditions to PHFA
03 Submit Pre-Closing Change Request to PHFA
404 Submit Purchase Package to PHFA
05 Suhnm F’urchac.- Fundumna to PHFA

Bl 07 Submit Final Documents to PHFA

*A list of available loans will display:
 Select the ‘Documents’ link to begin uploading the required documentation on or after April 1, 2023

07 Submit Final Documents to PHFA Records found: 33

-p

Loan ¢ Borrower Name § Application Date

6242019
N02018




VirPack Instructions

e Select the ‘Final Document” Document Type

Pending

File Name Document Type

Final Document Conditions

Select ‘Process’ to submit
the documents to
VirPack

* Appendix E



VirPack Instructions  Appendix E

* To verify the documents have been sent to VirPack, check for
the file and processed information at the bottom.

Processed

File Uploaded  File Processed  Sentfo
Uploaded By Processed By VirPack




Viewing Submitted Documents

» Select the ‘Pipeline Loans’ menu option from the Home dropdown

| ©@ LogOut

incomplete Locks
Loan Cancellation Requesis
Loan Extensions
| Loan Setup
My Account
My Administralors

Ratle Sheels
Reports and Notices
User Accounts Admin PHEA

¢ VrPack S code to

» Select the correct S5tatus for your loan or use the "5SS Search’

:Select PipelLine Loan Status '*-": 5% Search: || Search
s Select the ‘Details’ link beside the loan
'3 Received not Reviewed by PHFA v/ 25 Search | [ Search
Locked By % Borrower Name %  Social Security # Lock Expiration Date £

» Select the ‘Go to VirPack’ link beside the ‘Underwriting Package Received’ date in the ‘Dates’ section

Dates

Apphcation Date: 121972017

Lock Date: 12MN2017

Lock Expiration: IMe2018

Suspend Date:

Underwritting Package Received: .':‘.-'EI-.-'ED1BIG-J to VirPack I

v PHEFA

PA HOUSING FINANCE AGENCY




Viewing Documents in VirPack

CO n ta Ct yO U r PurchaseDocuV ' & Nofilters V Checklist - Purchas.. 1

July 2022
P i p e I i n e @& PHFA First Mortgage Documents R Purchase Package (Form 58 & required documents)
A . . 2 Bailee Letter FIRST MORTGAGE DOCUMENT CHECKLIST
d f 4- Note
mini St rd to r1or 0-  Co Signer Certification (F.. Instructions: The following items must be present for ALL Program Types: ltems are: 2,3,4,5,6,7,9 & 10
0- Addendum to Note/Cons..
Access to see e Hinas elimsatie 0=ORIGINAL C=COPY  CC = LENDER CERTIFIED COPY
0- Mortgage Modification (F..
Vi r p a C k C O n t a i n e r S 1-  Assignment of Mortgag.. PHFA Lender FIRST MORTGAGE DOCUMENTS
0- Assignment of Mortgage... X' or N/A
0-  Subordination Agreement.. Directions: Place Page 3 of the Checklist on top of the copies of the following items, in the order listed below
1-  Name Affidavit
14- Title Policy ar X o 1) First Mortgage Note with a signed endorsement to the Pennsylvania Housing Finance
R Agency. ‘Mail Original to PHFA in file folder & upload a copy.
(@) | X (a) (a) Loan Amount and P & | Payment are correct;
n = ] 0 () | x.(b) (b) The Interest Rate is the PHFA reserved rate disclosed on the Approval Notification;
__[c) _x_(c} (c) First Payment Date: 1st day of the 2nd month following the date of closing, funding
PHFA Loan N or construction conversion. For loans closed/funded by the 5th calendar day of the month, the
" A first payment date could be the first day of the month following closing if the loan closed with an
MHI Loan interest credit or short interest.
(d) Maturity Date: One month preceding the 1st payment date plus 30 years;
Last Name @ | X (e) Late Charges: (15 days after due date) 4% FHA, VA and RD Guaranteed;
it Hais (&) | X (e) 5% Conventional;
X (f) All First Mortgage Notes submitted for purchase must have the following Legible
Status Puribinss wilkioot B Endorsement: “Pay without recourse to the Pennsylvania Housing Finance
Conditions Agency”. Endorsement to be signed by an authorized officer of the lender. Lender's
name should appear with the signature of the authorized signer. The typed Officer’s
Product Type Keystone Home X name & title needs to appear with the signature.
Loan with K-FIT (0 | (g (g) If applicable, Legible Endorsement from an authorized affiliated entity to the : V. v, PH FA
participating lender submitting the loan for purchase. ’ oS Ne AN Aoy
Loan Type FHA 2038 ¥ (h) NMLS Information must be present.




Mortgage Modification

* Please contact sffinaldocs@phfa.org on the acceptable manner to correct an error or omission
on the mortgage

* The methods of correction determined by PHFA will be to:
* Correct and re-record the Mortgage OR
* Complete the Modification Agreement to correct the error
* If this method is required be sure to use FORM 40

Form 40 - Mortgage/Note Modification Agreement:
* original Mortgage Modifications should be sent to PHFA for completion.

* |n counties that allow e-file, PHFA will record the Modification Agreement and send an invoice to you
for reimbursement.

* PHFA’s wiring instructions will be listed on the invoice to remit the payment.

* |If the property is in a county that does not e-file, a return label should be provide when the
Modification Agreement is sent to PHFA for completion. The Modification Agreement will be returned
to the lender for recording.

PHEFA



Final Documents Deadline

* Final recorded documents should be received by PHFA within 60 days from the

purchase date. (for full SRP reimbursement documents must be received no later
than 30 days)

* After 60 days, you will receive a past due notice

* Always allow PHFA up to seven (7) calendar days to clear missing items once
they’ve been submitted

* Pipeline Plus shows loans past due:
* Forms and Reports -> Deficient Loan Tracking Report



Pennsylvania Housing Finance Agency Homeownership Programs Division

211 North Front Street

Harrisburg, PA 17101
(717)780-3871 FAX (717)780-3872
lenders.phfa.org

SFTRO10

. e ] EN ORN TRACKTN . Sita i

This report lists all post-closing conditions. PHFA requires up to 7 business days to process mail and clear exceptiona, Documentation for Purchasing and Serviecing conditions must be uploaded.
Please be sure to select the proper submission type. Refer to Appendix E for uploading instructiona. Final Document conditions may be emailed to gffinaldocst@phfa.org and original documents must be
mailed to: PHFA at 211 North Front Street, Harrisburg, PA 17101.

KEY: PI=Ineligible for Purchase
PP=Fost Purchase=General
PC=Post Purchase=-Escrow Items
S=Service Released Conditions
F=Final Document Conditions

LENDER:
PURCHASE CONDITION NOTICE LENDER'S
—nnTE  CODE = DATE EQRROWER COUNTY EHFA 1OANE LOAN NUMBER EXCEPTIONS OUTSTANDING
Joo/ PI JASON 58N The Purchase Ineligible (PI) conditions must be cleared for the loan to be funded.

Late fees will apply if not cleared prior to the reservation exp. date (see lock
Policy in Chapter 2 of the PHFA Seller's Guide for calcuation.)If not cleared within
30 days after the expiration date, the locan is alsec subject to a worse case re=price.

S0A Provide original Mortgage Note ("Multistate Fixed Rate Note / Form 3200) with the
following endorsement, signed by an Ruthorized Oofficer, typed at the bottoem of the
NOTE: "Pay without recourse, to Pennsylvania Housing Finance Agency.™ The original
has not yet been received.

Joo/ PI JOHEN BERKS 58N The Purchase Ineligible (PI) conditions must be cleared for the loan to be funded.
Late fees will apply if not cleared prior to the reservation exp. date (see lock
Policy in Chapter 2 of the PHFA Seller's Guide for calcuation.)If not cleared within
30 days after the expiration date, the loan is also subject to a worse case re-price.

SOA Provide original Mortgage Note ("Multistate Fixed Rate Note / Form 3200) with the
following endorsement, signed by an Authorized Officer, typed at the bottem of the
NOTE: "Pay without recourse, to Pennsylvania Housing Finance Agency."™ The original
has not yet been received.

S0R Provide applicable ORIGINAL Keystone Advantage Loan Mote (Form 54 ADV) OR Keystone
Forgivable in Ten Loan Note (Form 54 KFIT).

56C Provide an original, notarized Name Affidavit for the borrower.

9/21 - Per SERVICING - Provide the Form 28 Pg. 2 pertaining to the condition reflecte

d on the Deficient Loan Tracking report (Type S). These items are necessary to purchas

e the lean and must be uploaded as servicing conditions.

s 938 Provide copy of the completed Hello/Goodbyeletter (PHFA Form 28) w/Privacy Discleosure
that was given to the borrower at closing. The first payment amount must match the
closing disclosure and have the correct firat payment date for all loans. All pages
of Form 28 must be provided.

foo/ s PP STIONE, |« | | SO BERKS

NOTE: Please visit Jlepders.phfa.ocrg for the most current information on the loans in your PHFA pipeling available 24/7. Consult the PHFA Seller's Cujide for detailed policies and procedures.



Agency Master Policy Numbers

* The Agency Master Policy Numbers for transferring Ml on the change
form are as follows:

*FHA 4258110013

* Essent 38-0003-0000
* MGIC 37-278-3-0673
* Radian 11524-000
*Enact sm B222223LJS

* UG 237-8888-156
* RHCDS 231733024

* The Agency Master Policy Number for transferring Flood Insurance
with Corelogic is 2501224



QUESTIONS?



Contact Information

*Director of Homeownership Programs

* Coleen Baumert cbaumert@phfa.org
*Business Development Unit

* April O’Connell aoconnell@phfa.org

 Emily Murray emurray@phfa.org

* Jeffery Sowers jsowers@phfa.org

 Alexandra Arocho aarocho@phfa.org

*Purchasing Unit

* General purchasing questions: sfpurchasing@phfa.org
*Final Docs Unit
General final docs questions: sffinaldocs@phfa.org
*Lock Desk
* General questions secondary@phfa.org

e Homeownership Professionals Line

717.780.1871

717.780.3930
717.780.3893
717.480.5369
717.480.5333

717.780.3871

717.780.3871


mailto:aoconnell@phfa.org
mailto:emurray@phfa.org

Thank you for attending!

phfa.org

///////////
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