
  

 

 
 

Date:    

 

 

Escrow Officer:          

Title Company:          

Address:              

     City:             State:      Zip:     

 

Re: MCC Closing for Buyer:          

 Escrow No:       

 

 

Dear Ms/Mr.     : (Title Officer Last Name) 

    

This letter constitutes escrow instructions of       (the “Buyer”),   

regarding requirements of the Alameda County Housing and Community Development 

Department (the “County”) to receive a Mortgage Credit Certificate (the “MCC”).  The MCC 

program is a part of the IRS tax code and provides a tax credit to first-time homebuyers.  

These escrow instructions should be read in conjunction with any other instructions provided 

by the Buyer and those of        (the “Lender”) which will be 

submitted to you. 

 

I. Transaction 

 

A. The Buyer is purchasing a home located at: 

              

                                               Property Address 

 

The purchase price is $   and the Buyer has been approved by the Lender for a loan 

of $    .  Through the Lender, the Buyer applied for a MCC and has been 

approved by the County for this transaction.    

 

B. To complete the MCC process, specific documents must be executed and received by the 

County after close of escrow.  Once received, the Buyer will receive a MCC which can be 

used to reduce the Buyer’s tax liability.  

 

II. Deposit of Documents into Escrow.  

 

  The Lender will deposit the following documents into escrow: 

 

1. Lender Promissory Note (the “Promissory Note”) to be executed by the Buyer. 

 

2. Lender Deed of Trust (the “Deed of Trust”) to be executed by the Buyer. 

 

3. Seller Affidavit (the “MCC 5”) to be executed by the Seller and notarized. 



 

4.  Closing Affidavit (the “MCC 8”) to be executed by the Buyer and notarized. 

 

5.  Lender’s Closing Certificate (the “MCC 9) to be executed by the Lender 

                         notarized.  The escrow officer must insert the date of closing on the MCC 9. 

 

 6. Assignment Letter, if needed to be executed by the Lender.   

 

 

III. Conditions of Closing. 

 

You may close this escrow only when all items referred to in Section II above, are duly executed 

and notarized where required and after you have had the Buyer sign these escrow instructions. 

 

 

IV. Delivery of the MCC Documents to Loan Officer: 
 

You are instructed to deliver the following documents, which, where applicable, are to include 

recording information certified as correct within 72 hours of the close of escrow: 

 

 Copy of the Promissory Note 

 Copy of the Deed of Trust 

 Original Seller’s Affidavit (MCC 5) notarized 

 Original Closing Affidavit (MCC 8) notarized 

 Original Lenders’ Closing Certificate (MCC 9) notarized 

 Copy of Homebuyer Closing Disclosure 

 Copy of Final Settlement Statement, stamped certified by the escrow officer  

 Assignment Letter, if applicable 

 Executed copy of the escrow instructions signed by the escrow officer and buyer to: 

 

The Loan Officer who originated the MCC Application 
 

V. Deliver of the MCC Documents to Alameda County: 

 

The Loan Officer will overnight the above MCC Documents with the Closing Transmittal 

(MCC14) placed on top to: 

 

MCC Coordinator 

Alameda County Housing and Community Development Department 

Mortgage Credit Certificate Program 

224 W. Winton Avenue, Room 108 

Hayward, CA  94544 

 

 

 

 



 

VI. Amendment, Modification or Revocation. 

 

These instructions may be revoked, amended or modified in a writing executed by all parties 

hereto at any time prior to the close of escrow.   

 

Pease acknowledge your agreement to and acceptance of these instructions by signing the 

enclosed copies of this letter and returning one copy to the MCC Coordinator at the County.  

 

Thank you for your assistance. 

 

Sincerely, 

          

               Buyer’s Name  

 

 

        

                         Buyers Signature 

 

 

 

The undersigned acknowledges receipt of the above instructions and agrees to proceed in 

strict accordance therewith. 

 

 

          

                                  Title Insurance Company 

 

 

Escrow Officer:         

    Signature 

 

Escrow Officer:         

                                                Name  

 

Email:           

 

 

Tel: #:        
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