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Lender  File Retention Requirements

Item
To be Obtained From

Borrower Structure and Experience

1.
Description of the type of entity for each Borrower and Principal
Borrower

2.
Organizational documents (e.g., partnership agreement, certificate of limited partnership, articles of incorporation and bylaws, articles of organization and operating agreement, trust documents) of 

· Borrower

· each entity Principal of Borrower

· each entity which owns an interest in a Principal 
Borrower

Borrower Credit

3.
Federal income tax returns as required by Section 812 of Part Three of the 5-50 Manual
Borrower

4.
Signed financial statements, if available
Borrower

5.
Credit reports.  The credit reports must include a search of the public records (see Section 808 of Part Three of the 5-50 Manual)
Lender to obtain from outside credit reporting agency

6.
2 months bank statements
Borrower

7.
The Borrower's mortgage loan payment record for the last two years, if the Property is being refinanced and if the loan being paid off was owned or serviced by the Lender


Property Management

8.
A management plan, if any, for the Property (see Chapter 4 of the 5-50 Manual)
Borrower

9.
A statement indicating what costs, if any, are shared with other properties
Borrower

Property Location and Condition

10.
Certificate of building code compliance or the results of recent code inspections
Lender

11.
Evidence of compliance with zoning and land use laws and regulations; or 

If the Property represents a legal non‑conforming use under current zoning or land use laws and regulations, a letter from the zoning authority for the applicable jurisdiction stating that the subject improvements may be rebuilt to current density if they are damaged or destroyed
Borrower

12.
List of major repairs and capital replacements for the Property for the previous 12 months
Borrower

13.
Termite inspection report or a termite bond or other evidence of adequate coverage
Borrower

14.
For Recently Completed Properties, an architect's or engineer's report
Engineer or Architect

15.
Certificates of occupancy.  If certificates of occupancy cannot be obtained, the Lender must demonstrate that there is no adverse impact from the lack of certificates of occupancy and that this absence will not adversely impact foreclosures and real estate-owned sales
Borrower

Underwriting Documents

16.
Certified Project Rent Roll (See Form 4243 for an example of a form Rent Roll) dated no earlier than 30 days before the date the Borrower submits a formal application to the Lender or, if such statement is older than 30 days, a signed statement that there has been no material adverse change in the Property's occupancy or income or in the extent or type of any concessions offered at the Property since the date of the Borrower's certification.  

To be considered a "Certified Project Rent Roll," a rent roll must be certified by the Borrower, the management agent (if any) and the Lender.   The Lender must certify the rent roll as provided in F. 1,2, and 3 of Form 4243
Borrower

17.
Fannie Mae's completed short form Appraisal (Form 1050A) with all attachments (see Chapter 5 of the  5-50™ Manual)
Lender to provide to Appraiser for completion

18.
Original operating statements (not restructured by Lender), including profit and loss statements and balance sheets for the last two full years must be provided and certified by the Borrower for any Property to be refinanced.  To the extent obtainable, such statements must also be provided for acquisitions.  Year‑to‑date operating statements and a budget for the current year must be provided for all Properties
Borrower

19.
Copies of historical bills or assessments (e.g., tax assessments and insurance and utility bills), as required by the Lender
Borrower

20.
Copies of any reciprocal use agreements relating to recreational facilities, parking areas, or private streets, etc.
Borrower

21.
If the Property is subject to any federal, state, or local rent, occupancy, and/or resale restrictions (e.g., rent control or inclusionary zoning), a copy of the applicable laws, regulation or agreement
Lender

22.
Ground Lease Analysis (Form 4325) and copies of any Ground Lease, if applicable
Lender (Form 4325)

Borrower (copy of Ground lease)

23.
The Lender's commitment to the Borrower
Lender

24.
The Underwriter's Narrative
Lender

25.
The underwriter's recommendation to the Lender's loan committee
Lender

26.
Evidence that the Mortgage was approved by the Lender's loan committee
Lender

Other Documents

27.
The Lender's form application from the Borrower
Lender

28.
(a) Title insurance policy for this transaction, (b) if obtained, any historical title insurance policies, and (c) copies of all documents shown as exceptions in the title policy
Title Insurance Company [Items (a) and (b)]

Borrower [Item (c)]

29.
Copy of the Property sales contract, including all addenda, if the Property was acquired during the 12-month period preceding the date of the Borrower's loan application
Borrower

30.
Environmental Survey or ASTM Environmental Screen
Borrower/Lender

31.
Physical Needs Assessment (Form 4327)
Lender

32.
Operating and Maintenance Plan (if applicable)
Borrower/Lender

33.
All Mortgage Loan Documents
Lender to provide for execution by Borrower
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