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https://www.nchfa.org/LPPortal
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Click to edit the 
Settlement Data Sheet
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Enter soft cost 
amounts anticipated 
for this unit. Change 
“Funds Disbursed” to 
“Yes” only if you have 

requisitioned and 
received NCHFA funds 

for that item.
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Remember that the 
soft cost total can 

never exceed $10,000.
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If your soft cost 
exceeds the budgeted 
amount, an alert icon 
will appear. This does 
not prevent you from 
submitting, it is just a 
notice that you may 
need to offset costs.
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Enter the amount of 
the winning hard cost 
contract for this unit. 

“Funds Disbursed” 
should be left as “No”.

Contingency costs will 
automatically calculate 
at 20% of contract (up 

to maximum hard 
cost). Click “Save”.
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Click the appropriate 
icon to complete 
either the Closing 

Attorney or Closing 
Contact section.
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If you are using a 
closing attorney, you 

can search for and 
select them to 
automatically 

populate the fields.
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If you are using a 
closing attorney, you 

can search for and 
select them to 
automatically 

populate the fields.
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Enter attorney fees (even if 
zero) and Click “Save.” This 

should be only the 
attorney fees for the SFR 
loan and not include the 

document recording fees.
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Whether you are using a 
closing attorney or not, you 
must complete the Closing 

Contact section to designate 
the person to whom the 

closing documents will be 
emailed. Click “Save”.
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If you are using an 
attorney that was not in 

the search list, please 
upload their W-9 and 

click “Save”.
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Go to “Closing 
Location” in the menu 

and click to edit.
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You can click to 
automatically populate with 
either the attorney address 

or property address, or 
enter a different one. 

Click “Save”.



www.nchfa.comwww.nchfa.com

20

Select a closing date from the 
highlighted available dates on 

the calendar.
Click “Save”.  Must be at least 

6 Agency business days.
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then review and confirm the 
Anticipated Closing Date and click 

“Submit”.

Click to submit the 
Settlement Data 

Sheet…
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