CONDUIT LOAN CLOSING DOCUMENTS CHECKLIST & POST CLOSE PROCESS                  (REVISED 3-16-2015)
The applicable checklist items are to be saved in SharePoint. 

Project Name: _____________________________ CalHFA #: __________________ 

Borrower Name: ___________________________ Closing Date: _______________
	
CONDUIT INFORMATION: 

CalHFA 1st Bond Amt: $____________________ Term: ______ Bond Issue: _____________ 
CalHFA 2nd Bond Amt: $ ___________________ Term: ______ Bond Issue: _____________ 
 

1. ____ Contact List
[bookmark: _GoBack] ____ Correspondence ____ Fees _____ Refunds (if applicable)

2. _____ Board/Senior Staff Resolution/Dec of Intent
____ Loan Modification Approval 
____ Local Review
_____ TEFRA Confirmation
_____ CDLAC Resolution 
____ Issuer Certification 

3.	_____ Settlement Statement _____ Invoice for Fees due at Closing                                             	
 FOR PORTFOLIO PROJECTS: _____ Escrow Instructions _____ CalHFA Demand 
 	_____ Reserve Disbursement Memo for Accounting 

4.	Orrick will provide:
_____ Closing Memorandum _____ Transcript of Proceedings
_____ Note _____ CalHFA Regulatory Agreement 
_____ Deed of Trust _____ Assignment of Deed of Trust
_____ Funding Loan Agreement _____ Borrower Loan Agreement
_____ Opinion of Tax Counsel _____ Tax Certificate 
_____ Continuing Disclosure Agreement

5.	_____ Unrelated Parties Determination Letter 
_____ Organizational Documents for Borrower (LPA/Article of Inc. etc.)Please list
_______________________________________
_______________________________________
_____ Property Management Agreement

7.	Other Lender Docs (if applicable)
	Lender Commitment Letter
	
	Investor LOI
	
_____ Note(s) _____ Deed of Trust(s)


8.	HUD Documents (if applicable)
_____ HAP Assignment _____ HAP Agreement _____ Consent 


9.	MISC Items: 




POST CLOSING PROCESS:

Immediately:

___  1.  Upon notice of recordation change Data Base screens and other blank fields to reflect closing information.

____ 2.   Prepare Disbursement Request for the refund of the applicable amount of the CDLAC Performance Deposit and include instructions for Accounting to call you to pick up the check.
        _____ Overnight mail check to Borrower once the Authorization Letter is received from CDLAC.


Immediately Upon Receipt:

____ 3. Email to Asset Management SharePoint links(Chris Penny and Tauna Bradell)
	Regulatory Agreement (request recorded copy from Orrick at Closing),
Property Management Agreement
FA Summary w/project info
Contact Info: Developer, Borrower, Property Manager


____ 4.  Upload required closing documents into SharePoint.   

30-60 days post close:

____ 5.   Complete all database entry fields and verify that existing information is correct.

_____ 6.  Audit SharePoint to ensure required documents have been filed.   

Follow Up:
If you do not receive documents from Orrick 30 after closing, email current contact to follow up.   Make any notes below, if necessary.  ___________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________________


 
