
 

In these pages you will find information to assist you with submitting a draw request on your FannieMae 

HomeStyle Limited loan.  We are also including the documents/forms you may need during the process.   

Completing the steps as outlined is your responsibility, with assistance from Plaza and your 
contractor.  Plaza will be responsible for issuing the final draw funds.   

Things to Know and Understand About the Draw Process 

 Plaza must receive the Draw Request Package no later than six (6) months after closing the loan.  

Work must start within 30 days of closing and must not cease for more than 30 consecutive days. 
 Plaza must approve additional work, prior to installation in order for your contractor to be paid 

from contingency funds. 
 Once you and your contractor have determined all the work has been completed, the Draw 

Request Package should be submitted to Plaza. 
 Draw Request Packages are processed within 5 days of receipt.  Processing includes the ordering 

and review of inspections and a title search.  Therefore, you should allow up to 15 business days 

for receipt of payment. 
 Payment will be issued to you and your contractor and mailed to the property address, unless a 

mailing address is on file. 
 Forms included in this package: 

- Request for Advance 
- FannieMae HomeStyle Change Order Request (if applicable) 
- Conditional Waiver and Release Upon Final Payment 

Important Steps 

You are responsible for steps 1* (if applicable) and 2.  Plaza is responsible for completing steps 3 

and 4. 

*Your contractor should work with you to submit Change Order Request, if applicable. 
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Step 1 – Submit a Change Order Request (if applicable) 

Changes to Project 

Prior approval by Plaza is required for any cost overruns or changes involving the contractor, type of 

work, quality or amount of materials and additional completion time.  In the event of such a change, you 
must complete a Change Order Request (Form 1200).  This form must be signed and dated by you and 

the contractor and then sent to Plaza for approval. 

Change of Contractor 

Notify Plaza, prior to changing contractors.  If you change contractors, a property inspection may be 
completed.  This inspection will determine if work was properly completed as well as document how 

much work the original contractor completed and the payment amount owed.  In addition to a Change 
Order Request, you must submit a new Contractor Profile (Form 1202) and Construction Contract (Form 

3734), contractor W-9, license and bid before approval can be given for any future draw request from a 
new contractor.  Plaza will only pay the contractor who has signed a Construction Contract.  

Step 2 – Submit Draw Request Package 

Once the renovation and/or improvements, as outlined in the Construction Contract, are 100% complete, 

in a workmanlike manner and to your satisfaction and your contractor requires payment for finished 

work, submit a complete Draw Request Package. 

Draw Request Package must contain the following documentation: 

Request For Advance – The Request For Advance form must be completed and signed by you and 

your contractor. 

Conditional Waiver and Release Upon Final Payment – One signed by each general contractor and 

all subcontractors.  Please be aware that Plaza may request a lien release during the construction process 
as subcontractors and contractors work is completed. 

Borrower Receipts and/or Other Forms of Payment – If you have paid funds out-of-pocket to a 

contractor an Unconditional Waiver and Release Upon Final Payment must be signed by the contractor 
and submitted with receipts, cancelled check, credit card receipt, etc. supporting amounts paid out-of-

pocket. 

Step 3 – Release of Repair Escrow Account Funds 

Before issuing a check for the balance of your Repair Escrow Account, Plaza must conduct a final 
inspection and title search.  Plaza will order a final inspection, however, the inspector will contact you to 

schedule an appointment.  If the inspector is not available to schedule the appointment within a 

reasonable timeframe, contact Plaza’s Loan Servicing Department and we will assign another inspector. 

If a title search indicates a lien has been placed on your property, Plaza will notify you so you can begin 

the process of having the lien removed.  Upon receipt of satisfactory inspection results and clear title, we 

will issue a check payable to you and your contractor and mail it to the property address, unless a mailing 
address is on file. 

Step – 4 Payment of Interest from the Repair Escrow Account 

Once Plaza has released the final balance of funds, any amount remaining in the Repair Escrow Account 

will be applied to the principal balance of the loan.  This includes any unused contingency funds, 



inspection fees or mortgage payments, along with the earned interest on the Repair Escrow Account 

funds. 

Important Reminders 

 Work must start within 30 days of the loan closing.  Draw requests are to be submitted timely to 

keep the project on track.  Work must not cease for more than 30 consecutive days.  
 

 Renovation project must be complete within six (6) months from the date the loan closed. 

 
 

 Plaza will only pay the contactor who has signed the Construction Contract.  You should contact 

Plaza for instruction, if a change in contractor is required. 

 

 Do not use or plan to use your contingency reserve fund without prior approval from Plaza. 

 

 Do not perform any of the work yourself.  All work must be performed by the general contractor 

and/or sub-contractors previously authorized to perform said work. 

 

 All repairs and renovation work performed on your home must be approved by Plaza.  Do not 

perform work on your home outside of the planned scope of work approved by Plaza.  If your 
scope of work changes, please see step 1. 

 

Loan Servicing Department Contact Information 
 

 Contact Plaza’s Loan Servicing Department at 1-888-807-2620, option 2 or by email at 

renoservicing@plazahomemortgage.com, if you have any questions or need assistance. 

 

 Fax us at 858-332-1861 

 

 
 By mail at: 

 

Plaza Home Mortgage, Inc. 
Loan Servicing Department 

4820 Eastgate Mall, Suite 100 

San Diego, CA 92121 

 
 
 
 
 
 



Frequently Asked Questions 
 

1. Where can I locate the required forms?   

 

Copies of this package along with the required forms can be printed from our website at: 
https://www.plazahomemortgage.com/customerservice/#renovate 

 
2. What if I need to change contractors? 

 

It is very important that you notify Plaza before changing contractors.  The original contractor 
must be notified in writing (proof of delivery required) and must be given ten (10) days to 

respond.  A property inspection may need to be ordered to document the amount of work 
completed by the original contractor and the payment amount owed.  The new contractor must 

be approved by Plaza and a Construction Contract, Contract Profile, new contractor bid, license, 
insurance, and IRS W-9 form must be completed before approval will be granted on final draw 

requests. 

 

3. What if there is additional work to be completed and I need to use contingency funds 
to pay for it? 

 

Plaza must approve all extra work prior to installation in order for your contractor to be paid from 
contingency funds.  You and your contractor must provide a detailed description of the work with 

the material and labor costs noted and submit a Change Order Request form.  All additional work 
must meet loan eligibility guidelines and must be inspected. 

 

4. When can I expect to receive funds? 

 
Draw Request Packages are processed within 5 days of receipt.  Processing includes the ordering 

and review of inspections and a title search.  Therefore, you should allow at least 15 business 

days for receipt of payment.  Payment will be issued to you and your contractor and mailed to 
the property address, unless a mailing address is on file. 

 

 



 

This form is to be used by contractor when a request for final payment is being made. 

 

Borrower(s):  ___________________________________________________________________ 

Property Address:  _______________________________________________________________ 

Property City, State, Zip code:  ______________________________________________________ 

 Total Bid/Invoice:   $_______________________________________ 

 Total Received:    $_______________________________________ 

 Total Due:    $_______________________________________ 

Upon receipt by the undersigned of a check from Plaza Home Mortgage, Inc., in the amount of  

$___________________, and when the check has been properly endorsed and has been paid by the 

bank upon which it is drawn, this document shall become effective to release any mechanic’s lien, 

stop notice, or bond right the undersigned has on the above referenced property owned by the 

above referenced borrower(s). 

 

This release covers the final payment to the undersigned for all labor, services, equipment, or 

material furnished on the job. 

 

Date: ___________________________  Company: ______________________________ 

Signed: _________________________  Title: __________________________________ 

Conditional Waiver and Release Upon Final 

Payment 
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