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About CBC Mortgage Agency

We are a Native-owned, federally chartered, government 

agency. We provide down payment assistance on a 

correspondent basis to our lender partners. 

FOR MORE INFORMATION ABOUT 

OUR VISION & MISSION VISIT
CHENOAFUND.ORG

CBC Mortgage Agency was incorporated in 2013 by the 

Cedar Band Corporation (CBC). CBC is an enterprise wholly 

owned by the Cedar Band of Paiutes in Utah.



Loan officer originates a first & a 

second mortgage loan. TRID 

compliant.

Origination

Review Pricing

Your own lock desk reviews 

pricing. Pricing is set by your 

secondary team. 

Register & Lock

Register & lock loan with 

your lock desk.

Disclosures

First & second mortgage 

loans sent to your disclosure 

team.

Processing

Processing staff reviews & sets up 

first & second mortgages for your 

own underwriting team.

Underwriting

Your underwriting team underwrites and 

approves the first & second mortgage. 

Follow FHA guidelines for the first 

mortgage. 

Visit CBC Mortgage Agency website 

for the guidelines for the second 

mortgage.

Closing packages ordered according 

to your standard practices.

Closing

Post Closing

First mortgage closes in your 

name with your funds.  

Second mortgage closes in your 

name with your funds. 

One or two wires may be sent 

for both first and second.

CBC MORTGAGE AGENCYCHENOAFUND.ORG

The Flow of a Loan

Final Docs

Servicing

Security instruments and Final Title Policy 

sent to Docprobe

Goodbye letter sent

Collateral is sent to CBCMA

Docs uploaded to CBCMA portal CAP

File reviewed and cleared for Purchase

PA issued



The Program

One program, one set of guidelines, offered nationwide 

to help with the 3.5% or 5% down payment needed for 

FHA loans. 

The down payment assistance may be repayable or 

forgivable and comes in the form of a second mortgage 

loan on top of the FHA loan.

CBC MORTGAGE AGENCYCHENOAFUND.ORG



Term & Rate A 10-year term with a note rate matching the first 

mortgage note rate. This loan requires a monthly 

payment on the second mortgage.

30-year term, interest rate at 0%. Forgiveness is after 

36 consecutive, on-time payments on the first 

mortgage for both the 3.5% and 5%

30-year term, fixed rate, full amortization. The FHA 

loan must be sold to CBC Mortgage Agency.

FHA First Mortgage Loan:  

Forgivable:

Repayable:

5



Program Requirements



Program Requirements



Program Requirements



Chenoa Fund ID’s

FHA ID:  9413-00000-8

MERS ID: 1012881

NMLS ID: 1186381

Tax ID: 46-2780478



Delivery

For the most current 

checklist, please visit 

Chenoafund.org. under the 

lender tab and select 

documents and tools.

Sample



Things to know on 
Chenoa Fund Loans

11

• Please request a copy of the Seller's CD with signature.

• The LO is required to sign either the Initial or Final 1003.

Electronic signature is allowed.

• The 1003 must be completed with the present housing

expense section filled out. No exceptions.

• 1008/LT - secondary financing Govt box should be checked.

The source should read CBCMA 46-2780478 (not Chenoa).

• 92900a – page 1 & 2 is to be signed by the borrower, page 3

is to be signed by the UW, and page 4 needs to be signed by

the lender.

• Name affidavit must be included for all borrowers

• Warranty deed

• Mortgage/Deed of Trust must include Exhibit “A” for both

liens

• A copy of the Goodbye Letter is required on all first liens



Required on all Chenoa 
Fund Loans
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Second Lien Disclosures

• 2nd CD

• 2nd Note/Allonge

• 2nd Security Instrument

• 2nd Amortization

• Disclosure of Secondary Financing

• 2nd First Payment letter (if applicable)

• Funding Obligation Letter

• Notice of Servicing Transfer – dated day of closing

transferring to Midwest Loan Services

• Presidents Letter – signed by Miki Adams

• FACTS – CBCMA

• CBCMA Quality Control



Disclosure of Secondary 

Financing Example: 



Funding Obligation Letter

Funding Obligation Letter is required in the 

closed loan package for all programs.

The letter states:

• Where the down payment is coming from.

• CBC Mortgage Agency's promise to 

reimburse your company for the secondary 

financing. 

• When we purchase the first mortgage, CBC 

Mortgage Agency reimburses the funds you 

advanced for the borrower’s down payment.



Notice of Servicing 
Transfer



Presidents Letter



Quality Control Release

Example: 



Addendum Regarding Seller 

or Lender Contributions

Example: 



5d must be completed you can not 

include “DBA” or “ISAOA”. Also make 

sure you are using a current form. The 

signature attestation box and E-sign 

box must be checked

4506-C :



Secondary Financing on URLA (1st Mortgage)

In section 4 part b of the 1003, list the secondary financing.

Under “Creditor Name” put “CBCMA” or your company name

(Never “Chenoa” or “Chenoa Fund”)



Secondary Financing on URLA (1st Mortgage) (Cont.)

If you are having difficulties in Encompass, do the following:

- Go to “Tools”

- Go to “Piggyback”

- Enter your two loans (first and second)

- Link and Sync

- Your second loan should be populated in section 4b

If this doesn’t work:

- Unlink the two loans

- Make corrections

- Link again, but do not sync

Reflecting Secondary Financing in Encompass (1st Mortgage)

• In “Fannie Mae Additional Data,” select Secured 

Borrowed Funds

• This is also available in the 92900-LT

• The explanation is always CBCMA, not Chenoa Fund

Running an FHA loan—Fannie Mae Additional Data



Properly Identifying Down Payment Assistance Funds 

on the First CD

On the first mortgage CD, the down payment assistance 

funds from CBC Mortgage Agency must be identified as 

coming from CBC Mortgage Agency (not Chenoa Fund) 

and reflected as such in Section L, “Paid Already by Or on 

Behalf of Borrower at Closing,” or under “Other Credits,” 

using Lines 4 through 7.

Where the number of characters does not permit fully 

spelling out “CBC Mortgage Agency 2nd Lien” to identify 

the source of funds (second lien), the following 

abbreviations may also be used: (1) CBC Mortgage 2nd 

Lien, or (2) CBCMA 2nd Lien. Under no circumstances 

should the source of funds be identified as “Chenoa.”

You are pulling docs from our portal Client.Chenoafund.org 

then you will marry our closing package for the second with 

your URLA, CD, LT, and closing instructions to send to the 

title company or attorney's office. 

Sample: First Mortgage CD
Example of DPA funds used in full, no fees deducted from 

2nd CD. L04 shows Forgivable 2nd with full amount $11,170 

showing.

Example of DPA funds when net funding. Fees were 

deducted on 2nd CD. Please place full amount in parentheses 

in description. Net fund amount in column.



No lender fees should be charged on the 

second. The only fees allowed to be charged 

on the second are:

• Prepaid interest

• Recording fees for the Deed of Trust

• Reasonable settlement fees

• A courier fee to return the signed documents 

to the lender

At no time will CBC Mortgage Agency 

purchase a loan that exceeds the QM 3% 

points and fees test.

Displaying 2nd Lien Loan Fees on the 

2nd CD



FHA Secondary Financing

DPA should be added in FHA 

connection under Secondary 

Financing.



Your Loan is Now Closed, 

Time to Upload

Lock Desk and Client Support Manager: Stephanie Lamping



Uploading Help

For Uploading Help: 

Chenoa Fund Client Support: 

clientsupport@chenoafund.org

Phone Number : (801) 829-7838



How to Retrieve Your Password

• Confirm with your admin that you have 

been granted access as a user

• If your admin has granted you access, 

you will receive an email notification 

with a link

• Follow the email’s on-screen 

instructions regarding setting up a new 

password

• When registering a Chenoa Fund loan, 

or obtaining any relevant closing 

documents, use the Chenoa Fund 

portal in addition to your usual process

• It is recommended to use Google 

Chrome when using CAP



Uploading Closed Loan Documents

From the home screen, select 

"Upload Closed Loan Images"



Select the Correct Loan

Select the Orig, Loan #



Upload Credit and Closing Package

• To upload you can either select choose files or drag and drop to the upload box.

• Closed loan images can be uploaded in one batch or separate batches

• If all closed loan images are not included, it may delay the review.

• Please make sure you upload the loans to the correct location.

• The original closed loan package must be uploaded to the Closing Documents section underneath 

the Loan Delivery section. Otherwise, your review will be delayed.



Finalize the Upload Process

Once you receive this notification, you are 

finished!

Click on Upload Final MISMO and 

Submit Closing Docs button

Click “ok”, then upload your Final MISMO



Supported File Types

• Please submit a clean package (no duplicates)

• Please upload the first mortgage credit package, first mortgage 

closing package, and second mortgage closing package.

• The best file format is PDF.

• If necessary, our software will accept most other file types.

• Clearly label each file.



How to Review 

Conditions

Purchase Clearing Manager: Mollie Beers



Wait for a Review

• Review typically takes 2-4 business days to complete before 

conditions are released.

• A notification email will be sent to you by the purchase clearing 

specialist once the review has been completed.

• Your assigned specialist will provide contact info for any questions.



Log Back In

• Use the same login process to log in after file 

review.

• It is recommended to use Google Chrome 

when using CAP.



Conditions Out to Correspondent

You can view a list of any outstanding conditions that need to be cleared. 

Clear conditions by uploading the needed documents

Cleared conditions will be marked with a “cleared,” and a time/date stamp.

Make sure you are uploading your docs to the upload button that coincides with 

the condition







Upload Documents



Uploaded Documents

• Uploaded documents will be added and sorted alphabetically. 

• Each document will include a date and a time stamp.

• Do not send documents via email.



Email Your PC Specialist for Escalations

If you feel a condition is unclear, or if you disagree with the validity of the 

condition, you may escalate. Email your file’s assigned PC specialist to escalate.



Collateral Warnings



Post Purchase and Servicing 

Goodbye Letter



Final Docs

Final Docs Manager : Nicole Parker



Document Requirements – Collateral Documents

1st Lien Collateral Documents:

• Bailee Letter / Wiring Instructions

• First Lien Note (must be original wet signed)

• Allonge* to Note (must be original wet signed; must 

be endorsed as pay to the order of CBC Mortgage Agency)

2nd Lien Collateral Documents:

• Second Lien Note (must be original wet signed)

• Allonge* to Note (must be original wet signed; must be endorsed 

as pay to the order of CBC Mortgage Agency)

*Unless Note is stamped endorsed and original copy.

Collateral documents for both first and second-lien loans are required before the purchase of the loan:



Document Requirements - Collateral Documents

All information on the Allonges must match the 

Note exactly, or we will request a correction; this 

will delay funding.

Property Address on Allonge:

27067 Waterside Dr.

Allonges sent to us must be original and wet-

signed.

Please ensure the Allonge is signed in the 

position marked to the right:

Both First and Second notes and respective 

Allonges must always be shipped together.

Property Address on note:

27067 Waterside Drive

Example:

This is wrong! 

Everything must match.



Collateral Shipping Address

Collateral (Notes/Allonges) should be sent to:

CBC Mortgage Agency

Attn: Post-Closing

912 W. Baxter Dr.

Suite 150

South Jordan, UT 84095



Trailing Document Shipping Address

Trailing Documents are required within 85 days of 

loan purchase date to DocProbe.

• Original recorded First Lien Mortgage/Deed of 

Trust.

• Original recorded Second Lien Mortgage/De

ed of Trust.

• Final Title Policy to be uploaded to DocProbe

portal.



The Final Title Policy can be uploaded to DocProbe; all other trailing 

docs must be physically shipped to the relevant address.

Outstanding Trailing Docs

Click “Reports and Uploads” 

and “Outstanding Trailing 

Docs” to access the report.

Outstanding Trailing Docs



Document Requirements – Insuring Documents

Insuring Documents are required within 60 days of loan purchase.

The Mortgage Insurance Certificate (MIC) should be uploaded to CBC 

Mortgage Agency portal and is subject to repurchase if not received 

by 120 days.



Pulling an Outstanding 

Mortgage Insurance Certificate (MIC) Report

Upload outstanding MICs to the “Outstanding Mortgage Insurance Documents” tab to clear 

that condition.

Pulling an Outstanding 

Mortgage Insurance Certificate (MIC) Report



Document Requirements – Insuring Documents



Pulling an Outstanding Trailing Document 

Report or Mortgage Insurance Certificate (MIC) Report

Correspondents may pull outstanding document reports for the Trailing 

Documents and the Mortgage Insurance Certificates within our Client Portal 

without needing a username or password.

Use the following instructions to walk you through this process, and if there are 

any issues or questions, please reach out to finaldocs@chenoafund.org

mailto:finaldocs@chenoafund.org


Pulling an Outstanding Trailing Document 

Report or Mortgage Insurance Certificate (MIC) Report

Transfer both the Holder and Servicing rights within FHAC upon insuring the 

loan.

Mortgage record changes must be completed within 15 days of the purchase 

date.

CBC Mortgage Agency requires both the holder rights and the servicing rights to 

be transferred to us. CBC Mortgage Agency is an authorized servicer within 

FHAC.

If there is a delay on this for any reason, please email finaldocs@chenoafund.org

for assistance.

Holder ID: 94130

Servicer ID: 94130

mailto:finaldocs@chenoafund.org


MERS

MERS Manager : Taisha Evans



Generating & Registering MINS - MERS

MERS Org. ID 1012881

Generating MINS:

• CBC Mortgage Agency does not generate MINS internally

• MINS are required for all 1st and 2nd liens

• MINS should be provided when registering the loan

Registering MINS:

• Must be registered in MERS no more than 7 days of the note date/closing date

• All information should match between docs & MERS (Loan amount, social 

security #, Address, borrower info, etc.) Ex: Junior needs to be Junior, not Jr

• MINS Cannot be duplicated:

⚬ 1st Lien will have its own MIN

⚬ 2nd Lien will have its own MIN

• Select the appropriate lien type:

⚬ 1st Lien

⚬ Subordinate Lien (all DPA loans)



Document Requirements - MERS

MERS Org. ID 1012881

MINS Required on:

• Promissory Notes (1sts & 2nds)

• Security Instruments (1sts & 2nds)

• MERS verbiage required on Security Instrument

MERS Verbiage example:



MERS Guidelines - MERS

MERS Org. ID 1012881

CBC Mortgage Agency Guidelines:

• TOS/TOB transfers initiated to CBCMA no more than 2 days from 

purchase

• CBCMA should show as Servicer & Investor in MERS no more than 3 days 

from purchase (MERS only reflects Servicing and Investing rights)

• No transfers before purchase

• FHA Case number should only be entered in MERS (1st liens only)

• Investor Loan number in MERS should be CBCMA Loan #

• Warehouse Banks should not be added as an Interim Funder for 2nd Liens



Assignment Guidelines -MERS

Maine Assignments:

• Assignment to MERS should be used

• State required verbiage must be used on Assignment

• MIN must still be listed on the Note & Security Instrument

• MIN must be registered in MERS to match all docs

• MIN must be referenced on the Assignment

Maine Assignment to MERS can be obtained by contacting CBCMA's MERS Dept:

MERS@chenoafund.org

Assignments must be delivered to CBCMA's Corporate Office:

(please do not send these to Docprobe with other trailing documents).

CBC Mortgage Agency

Attn: Final Docs

912 W. Baxter Dr. Suite 150

South Jordan, UT 84095



Servicing

Servicing Director: Alicia Wood

Servicing Manager :Wendy Olsen



Servicing Department at CBC Mortgage Agency

The Servicing Department is responsible for:

• Interim servicing 1st liens purchased by CBCMA (prior to being sold and transferring to an Investor)

o Welcome Calls and Letters

o Payment Handling

o Customer Services Issues

o Transferring Loans to New Investor

• Timely transferring all repayable 2nd liens to our sub-Servicer, Midwest Loan Services

• Monitoring and customer service on soft second and CBCMA serviced portfolio

• First and Early Payment Default monitoring and reporting



In the Interim…

When CBCMA purchases the 1st lien, we service the loan for a period time as 

determined by the acquiring and selling Purchase Advice.

The Lender is required to update HUD once a 1st lien loan is sold to CBCMA. They are 

also required to send a Goodbye Letter to the borrower that provides certain 

information about the transfer, including the effective date of the transfer.

In this example, CBCMA 

purchased the loan with the 

04/01/24 due date but sold the loan 

with the same due date.



Repayable Down Payment Assistance Loans

The down payment assistance (DPA) loan is reimbursed to the Lender using the funding 

obligation letter. All payments on repayable 2nd liens are made to Midwest Loan Services (MLS) 

per the payment information on the Note and First Payment Letter (effective with loans that 

closed on or after 02/27/24). 

Side note: All loans that closed 

before 02/27/24 were transferred to 

MLS on 05/10/24. 



Forgivable Down Payment Assistance Loans

Forgivable DPA loans are serviced by CBCMA. 

• Effective March 11, 2024, all soft seconds have a forgivable period of 36 months

o DPA Type 5% soft seconds closed prior to 03/11/24 had a forgivable period of 120 

months

• The borrower is required to contact CBCMA to request the forgiveness of the 

soft second loan once the forgiveness period has passed

o The borrower must provide evidence that they’ve made the required number of on-

time payments to their 1st lien holder

▪ This can be evidenced by a credit report or payment history from the 1st lien 

holder

• If the borrower sells or refinances their property prior to the expiration of the 

forgiveness period, the full DPA amount must be repaid 

o There is no penalty for the borrower paying off the loan earlier



Subordination and DPA Loans

CBCMA does not approve subordination requests on DPA loans (repayable 

and soft second loans). 



So Happy Together: CBCMA and MMI

CBC MORTGAGE AGENCY

CBCMA partners with Money Management, Inc. (MMI) on 

homeowner education courses for loans purchased by 

CBCMA with FICO scores of 600 - 619

MMI also engages in call and text campaigns during certain 

months post-closing to discuss subjects required during that 

month. For example, month 1 may involve making sure the 

borrower understands where to make their payments where 

during month 7, they will discuss taxes and insurance with 

the borrower. 



For Your Information…
Other information for reference.

First and Early Payment Defaults:

• A payment is considered delinquent if a payment is not received within thirty (30) days of the 

due date designated on the mortgage note (first or second).

• Unless the LPA states otherwise, First and Early Payment defaults are defined as follows:

o the first payment that becomes thirty (30) days or more delinquent

o any of the second through sixth payments that become sixty (60) days or more delinquent

o if the mortgagor becomes a debtor in bankruptcy (or any similar type of proceeding)

• CBC Mortgage Agency will invoice the correspondent lender for any premium pricing paid to 

the correspondent at the time of loan purchase plus an admin fee in the event of a first or early 

payment default.

• When CBCMA is collecting a payment when interim servicing the loan, we will reach out to the 

Loan Officer if contact is not made with the borrower(s) by the 25th day of the month the 

payment is due.

Payment Handling:

• Any payment received on a second/DPA lien should be forwarded to Midwest Loan Services.

• If any payment due to CBCMA and/or it’s Investor and Sub-Servicer is received by the Lender, 

they should contact CBCMA immediately on how instructions on where and how to forward the 

payment.   



Additional Recourses

HUD AMI Website: 

https://www.huduser.gov/portal/datasets/il.html

Buyer Education Link:

FHA: https://www.borrowersuccess.org/prepurchase

MMI course only: 

https://www.borrowersuccess.org/prepurchase

https://www.huduser.gov/portal/datasets/il.html
https://www.huduser.gov/portal/datasets/il.html
https://www.huduser.gov/portal/datasets/il.html
https://www.huduser.gov/portal/datasets/il.html
https://www.huduser.gov/portal/datasets/il.html
https://www.huduser.gov/portal/datasets/il.html


Scenario and Exception Desk – Latrese Walker

E: scenariodesk@chenoafund.org

Customer Service- Stephanie Lamping

E: clientsupport@chenoafund.org

P: (801)-829-7838

Creating System Documents - Stephanie Lamping 

E: stephanie.lamping@chenoafund.org

P: (801)-829-7838

Loan Delivery- (Uploading help) Stephanie Lamping

E: stephanie.lamping@chenoafund.org

P: (801)-829-7838

Marketing - James Bethe

james.bethe@chenoafund.org

Note Delivery-- Nicole Parker

E: nicole.parker@chenoafund.org

E: finaldocs@chenoafund.org

P: 415-728-7221

Operations Director-- Dianah Hart

E: dianah.hart@chenoafund.org

P: (385) 240-0090

Training for all Departments-- See Your 

Account Executive

Bob Sweeney

P: (317)-625-3287

E: bob.sweeney@chenoafund.org

Christopher Johnson

P: (281)-669-7027

E: christopher.johnson@chenoafund.org

Clifford Evans

P: (214) –293 -6761

E : cliff.evans@chenoafund.org

Jahmal Anderson

P: (219)-228-0770

E:jahmal.anderson@chenoafund.org

Emenyo Segbefia

P: (347)-726-1822

E : emenyo.segbefia@chenoafund.org

Janel Wood

P: (623)-715-6499

E: janel.wood@chenoafund.org

Sales - Cari Zwick 

(630)-301-2222

cari.zwick@chenoafund.org

Purchase Clearing – Mollie Beers

P:(435)-254-0589

E: mollie.beers@chenoafund.org

E: Purchaseclearing@chenoafund.org

Lock Desk– Stephanie Lamping

E: stephanie.lamping@chenoafund.org

E: Locks@Chenaofund.org

P: (385) 429-3956

Servicing 

E: Servicing@Chenoafund.org

E: wendy.olson@chenoafund.org

P: (866) 563-3507

Final Docs —Nicole Parker

E: nicole.parker@chenoafund.org

E: Finaldocs@chenaofund.org

P:(415)-728-7221

Tax and Insurance Notice

E: Servicing@chenoafund.org , 

P: 866-563-7572

MERS – Taisha Evans

E: taisha.evans@chenoafund.org

E: MERS@chenoafund.org

P: (435) –260-3897

Contact List



ADDRESS

912 Baxter Drive South Jordan, UT 84095

PHONE

EMAIL

866.563.3507

info@chenoafund.org

WEBSITE

chenoafund.org

NMLS: 1186381

For licensing information go to: www.nmlsconsumeraccess.org 

Illinois Residential Mortgage License #MB.6761292. Illinois Department of Financial and Professional Regulation, Division of Banking, 100 

West Randolph, 9th Floor, Chicago, IL 60601 – 1-888-473-4858. Georgia Residential Mortgage Licensee, License # 1186381. 

This information is provided by CBC Mortgage Agency and intended for real estate and mortgage professionals only. It is not intended for 

public use or distribution. None of the information provided is intended to be legal advice in any context. Terms and conditions of programs 

and guidelines are subject to change at any time without notice. This is not a commitment to lend. 
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