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IHCDA LENDER MANUAL 
This manual is prepared by the IHCDA Homeownership Department as a tool for our Participating 
Lenders to help them achieve a good clean file upon submission.   
 
DEFINITIONS 
“ALL Document” means the IHCDA Informational document 
“Commitment Expiration Date” means the date on which IHCDA’s commitment under the Program 
expires 
“DPA” means down payment assistance 
“First time homebuyer” is someone who has not, at any time during the three (3) years preceding the 
date of the loan closing, had a present ownership interest in his or her principal residence 
“IHSF” means the Indiana Housing Single Family online system used by IHCDA to manage the Programs  
 
GENERAL GUIDELINES FOR ALL IHCDA PROGRAMS 

• Paystubs are not needed but may be requested if there is a discrepancy 
• Income is based off Mortgagor and Co-Mortgagor qualifying income only 
• Properties may be single family, condos, or multi-family (see program guides for specifics on 

property eligibility) 
• Reservation fee must be received prior to review of IHCDA Homeownership Affidavit 
• IHCDA reserves their right to request any additional documentation to make an accurate 

determination on any given file 
• All loans must meet all GSE requirements and those of the Master Servicer  
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SPECIFICS ABOUT EACH PROGRAM 
MORTGAGE CREDIT CERTIFICATE (MCC) 

• First time homebuyer unless purchasing in a targeted area (see Program Guide for targeted 
areas) 

• Income and Acquisition limits apply 
• 30 year fixed rate (lender sets rate) 
• Federal Tax benefit 
• FHA, Conv, VA or USDA Rural Housing financing eligible 
• Tax Transcripts are required 
• Only 1 parcel allowed 
• Reservation fee $500 
• Lender retains loan 

NEXT HOME (NH) 

• Does not have to be a first time homebuyer 
• Income limits apply 
• 30 year fixed rate (set by IHCDA) 
• Minimum credit score of 660 for FHA or minimum of 680 for Conv  
• FHA or Conv financing eligible 
• Tax Transcripts not needed 
• Multiple parcels allowed 
• 2 year affordability period 
• DPA – 4% of purchase price or appraised value, whichever is less for FHA or 3% of purchase price 

or appraised value, whichever is less for Conv 
• No cash back at closing except for what the Mortgagor paid into the loan 
• Reservation fee $100 
• Loan sold to Master Servicer 

NEXT HOME WITH MORTGAGE CREDIT CERTIFICATE (NH/MCC) 

• First time homebuyer unless purchasing in a targeted area (see Program Guide for targeted 
areas) 

• Income and Acquisition limits apply 
• 30 year fixed rate (set by IHCDA) 
• Minimum credit score of 660 for FHA or minimum of 680 for Conv 
• Federal Tax benefit 
• FHA or Conv financing eligible 
• Tax Transcripts are required 
• Only 1 parcel allowed 
• 2 year affordability period 
• DPA – 4% of purchase price or appraised value, whichever is less for FHA or 3% of purchase price 

or appraised value, whichever is less for Conv 
• No cash back at closing except for what the Mortgagor paid into the loan 
• Reservation fee $100 
• Loan sold to Master Servicer 



4 
 

 
 
AFFORDABLE HOME (AH) 

• First time homebuyer unless purchasing in a targeted area (see Program Guide for targeted 
areas) 

• Income limits apply 
• 30 year fixed rate (set by IHCDA) 
• Minimum credit score 660 
• FHA financing eligible 
• Tax Transcripts are required 
• Only 1 parcel allowed 
• Maximum 1% Origination fee and $1,000 in normal/customary lender fees 
• Mortgage Rider is required 
• Reservation fee $100 
• Loan sold to Master Servicer 

MY HOME (MH) 

• Does not have to be a first time homebuyer 
• Income limits apply 
• 30 year fixed rate (set by IHCDA) 
• Minimum credit score 660 for loans having LTVs equal to or less than 95%. LTVs greater than 

95% the credit score that is required may vary   
• Conv financing eligible 
• Master Servicer must underwrite all loans having LTVs greater than 95% 
• Tax Transcripts not needed 
• Multiple parcels allowed 
• Reservation fee $100 
• Loan sold to Master Servicer 

MY HOME WITH MORTGAGE CREDIT CERTIFICATE (MH/MCC) 

• First time homebuyer unless purchasing in a targeted area (see Program Guide for targeted 
areas) 

• Income and Acquisition limits apply 
• 30 year fixed rate (set by IHCDA) 
• Minimum credit score 660 for loans having LTVs equal to or less than 95%. LTVs greater than 

95% the credit score that is required may vary   
• Federal Tax benefit 
• Conv financing eligible 
• Master Servicer must underwrite all loans having LTVs greater than 95% 
• Tax Transcripts are required 
• Only 1 parcel allowed 
• Reservation fee $100  
• Loan sold to Master Servicer 
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HOW TO DOWNLOAD THE IHCDA SOFTWARE (IHSF) 

1) Please be aware or make your IT aware that the system needs to be installed in a location that 
the updater can write to. This will allow it to automatically update to the latest version. 

2) You will need to obtain a user name and password from your organization’s contact person. The 
contact person is the individual listed on the contact sheet submitted to IHCDA upon registering 
for IHCDA’s program. You may contact IHCDA if you are unsure of who to contact for this 
information.   

3) Go to https://ihcdaonline.com.  
4) Click on “Authority Online” and the below screen will pop up. 

 

5) Enter your username (case sensitive). 
6) Enter your password (at least 8 characters long and case sensitive). 

a. If you do not have a username and password; do not click on “New User?” You must 
obtain username and password from the contact person as mentioned above. 

7) Click on “Single Family Software Download”. 

https://ihcdaonline.com/
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8) Then click on “Download”. 
9) The white and orange IHSF icon will download and be placed on your desktop. 

   

10) Click on the icon and the IHSF login screen will appear. 
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HOW TO MAKE A RESERVATION IN THE IHSF SYSTEM 

1) Log into the IHSF system. 
2) Click on “New Reservation”. 

 

3) Click on “Add Mortgage Product” and a smaller window (box) will open and you will select your 
mortgage product from this drop down box. 

 

4) After selecting your mortgage product; you will enter your data for the required fields and then 
click on “Save”. If doing a combo loan; you will complete this step twice. 
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5) The system will ask you 2 questions; one about the interest rate and one about the mortgage 
amount. Click “OK” for both questions. 

 

6) Click “Save”. 

 

7) After doing the above steps; you will complete all of the below highlighted fields. Once you are 
ready to lock the loan; click on “Submit”. 
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8) Please note. If you are unable to complete the reservation for some reason you may click on 
“Save” and the information will be saved for later. HOWEVER, saving the reservation is not the 
same as submitting the reservation. The interest rate is also not locked in at that point. 
 

9) After submitting the reservation; you will be asked to accept the interest rate. Click “Yes”. 
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10) After you accept the rate; the system will go thru and check to make sure everything is complete 
and in compliance. If there is something out of compliance, it will list the items in a “Submission 
Errors” box and tell you what needs to be corrected. If you double click on the item listed it will take 
you to that location that needs to be corrected. 
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11) After correcting the errors, you will receive IHCDA’s Disclaimer. If you select “Accept” then your 
loan will be locked and you can begin printing the documents needed to create a package for 
submission. If you “Decline” the disclaimer, your loan will be saved but the rate will not be 
locked. At this point you will have an IHCDA reservation number which you can see at the top of 
the screen. 

 

  
 
    
 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 

 
 



13 
 

PROCESS FOR RESERVING AND SUBMITTING LENDER FILES 

1) Lender makes reservation in IHSF. 
2) Lender submits reservation fee via ACH (ACH account number and routing number is given to 

Lender only after a signed MOSA is approved) or mails Certified check/Lender check/money 
order to IHCDA. If sending checks/money orders you must submit the IHCDA Invoice along with 
the fee. The IHCDA Invoice is located in the Loan Documents section of the IHSF system 
(personal checks are not accepted). 

3) Lender emails the IHCDA Homeownership Affidavit and the Frame Work homeownership 
training certificate (if applicable, $75 Frame Work fee only refunded if doing NH or NH/MCC) via 
Homeownershipdocs@ihcda.in.gov. 

4) Lender to check IHSF system for status of loan within 24 business hours. 
5) Upon “Committed Approval” status; Lender requests DPA funds to be wired (if applicable). 

Requests should be made no more than 3 business days before closing but must allow 48 
business hours for wire to be received. 

6) Lender closes the loan. 
7) Lender submits closing package (follow closing package checklist found in the IHSF system). Loan 

must have final approval from IHCDA AND purchased by US Bank before commitment expiration 
date. MCC stand-alone loans must be submitted within 30 days from closing and receive final 
approval from IHCDA by the date of commitment expiration. 
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PROCESS FOR REQUESTING DPA 

1) Double click on the reservation you wish to request funds for. 
2) You will see the Loan Status screen. 
3) Once your loan has an “Approved” status under the “Committed” stage the “DPA Funding. 

Request” box will appear. 

 

4) Click the “DPA Funding Request” button. 
5) Complete the title company and bank information along with contact name , email and phone 

number. 
6) Click the “Submit Request” button. 
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7) Once the wire has been sent; you will see the date sent in the “Loan Status” screen. 
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FORMS 
 
IHCDA HOMEOWNERSHIP AFFIDAVIT 
Once reservation is made; this document may be generated from the IHSF system (some information 
will be pre-filled for you). All questions must be completed before approval may be granted. Lender 
Underwriter must sign and date document. Scan document and submit to IHCDA via 
Homeownershipdocs@ihcda.in.gov. See Exhibit A at end of manual. 
 
FRAME WORK CERTIFICATE 
IHCDA offers homeownership training thru Frame Work which can be accessed via our IHCDA website at 
www.in.gov/ihcda.com.  The training is not required but recommended. The cost of the training is $75 
that must be paid at the time of taking the training. IHCDA will reimburse the cost to Mortgagor if using 
the NH or NH/MCC program only. In order to receive reimbursement the Frame Work certificate must 
be submitted with the IHCDA Homeownership Affidavit. Reimbursement is not possible if submitted 
later. See Exhibit B at end of manual. 
 
IHCDA HOMEOWNERSHIP RESERVATION FEE INVOICE 
Once reservation is made, this document may be generated from the IHSF system (some information 
will be pre-filled for you). This document is to be used when paying the reservation fee by check. See 
Exhibit C at the end of manual. 
 
IHCDA CLOSING PACKAGE CHECKLIST 
Once reservation is made, this document may be generated from the IHSF system (some information 
will be pre-filled for you). This document is to be used to make sure you submit all documentation 
needed for final approval of your loans. The IHCDA closing package must be mailed. See Exhibit D at end 
of manual. 
 
IHCDA-ALL DOCUMENT 
Once reservation is made, this document may be generated from the IHSF system (some information 
will be pre-filled for you). The document must be done correctly and completely with ORIGINAL 
signatures from the Mortgagor(s), Seller(s) and Lender. See Exhibit E at end of manual. 
 
IHCDA SECOND MORTGAGE 
Once reservation is made, this document may be generated from the IHSF system (some information 
will be pre-filled for you). The document must be done correctly and completely. IHCDA is to receive a 
copy in the closing package. The Master Servicer is to receive original signatures. See Exhibit F at end of 
manual. 
 
IHCDA SECOND PROMISSORY NOTE 
Once reservation is made, this document may be generated from the IHSF system (some information 
will be pre-filled for you). The document must be done correctly and completely. IHCDA is to receive a 
copy in the closing package. The Master Servicer is to receive original signatures. See Exhibit G at end of 
manual. 
 
IHCDA MORTGAGE RIDER 
Once reservation is made, this document may be generated from the IHSF system. The document must 
be done correctly and completely. IHCDA is to receive a copy in the closing package. The Master Servicer 
is to receive original signatures. This document applies to AH loans only. See Exhibit H at end of manual.  
 

mailto:Homeownershipdocs@ihcda.in.gov
http://www.in.gov/ihcda.com
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EXHIBIT A: 
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EXHIBIT B: 
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EXHIBIT C: 
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EXHIBIT D: 
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EXHIBIT E: 
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EXHIBIT F: 
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EXHIBIT G: 
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EXHIBIT H: 

 

 

 

 



44 
 

 

 

 


