
    Loan Funds Escrow Procedure 
 

3751 Prospect Avenue, Cleveland, Ohio 44115         (216) 426-3116 phone       (216) 426-1975 fax   
hhp@heritagehomeprogram.org  

The bank requires the loan funds to be held in a CRS escrow account and released upon project progress and/or 
completion. For progress payments, CRS will hold a 10% retainer on labor. 

 

1) Homeowner and/or Contractor provide to CRS: 
a. Final project bid from Contractor. Including allowances if needed. 

b. Final and comprehensive plans if project requires plans. It is recommended that the Contractor get any 

needed building permits from the Building Department as early as possible to ensure that work being 

done is in compliance with City Code. 

2) Loan funds are deposited into the escrow account. (Steps 2 and 3 can be swapped) 

a. CRS holds the loan funds in escrow and will be the escrow administrator. 

3) Escrow/construction contracts will be written by CRS based on attached plans and estimates provided by in 

Step 1, which will include: 

a. Escrow Agreement – Signed by Homeowner, Contractor, and CRS. 

b. CRS Standard Construction – Signed by Homeowner and Contractor. 

c. Other Documents:  

i. Signed by Homeowner: Lead Based Pain Affidavit and Image Release Form. 

ii. Signed by Homeowner and Contractor: Proceed Order and Preconstruction Report. 

d. CRS construction specifications for exterior work – Available on our website at or emailed/mailed upon 

request. 

4) Escrow/construction contracts are to be signed by all parties: 

a. Contract documents are sent out by a Loan Associate to be signed by the required parties. 

i. Appointment to sign in person or have documents sent via mail can be requested if needed. 

b. CRS Loan Associate will email with required documents from Contractor at this stage for payment – See 

our Escrow Payment Policy for more details 

i. W-9, Workman’s Comp, Certificate of Insurance naming CRS and the homeowner as additional 

insured and preferred form of payment.  

5) CRS will sign the escrow contracts, including the Proceed Order, activating them and allowing work to begin.  

a. Copies of fully executed documents can be sent to any party upon request. 

6) Work can begin.   

a. It is required that all needed Building Permits are obtained by Contractor before work begins to ensure 

compliance. Copies of permits must be provided to CRS.  

7) In order to pay the Contractor, all appropriate and required building permits and inspections must have been 
done, with documentation to prove compliance. Homeowner must approve invoicing via email, indicating the 
work that the Contractor is being paid for has been done and the homeowner approves of quality.  

8) Example of payment schedule: 

• Work begins – Contractor performs two days of demo and purchases framing materials. 

• Contractor submits to Owner invoice for work and materials. 

• If approved, Owner emails approval and invoice to CRS/HHP staff member. 

• Heritage staff submits invoice to finance for processing.  

• Payment is made within five (5) business days, provided all of the “Conditions for 
Payment” are met.  

*See Escrow Payment Policy for more details on Payments and Conditions for Payment* 
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