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1. Introduction  
This guidance is written for Providers who are bidding for Mortgage Rescue funding 

from the National Affordable Housing Programme.  It provides step-by-step 

guidance on how Providers input and submit Mortgage Rescue bids using the 

Homes and Communities Agency’s Investment Management System (IMS). 

The basic steps from bid through to payment are: 

1. Providers submit National Affordable Housing programme (NAHP) bids directly to 
the HCA via the Investment Management System (IMS) which is available online. 
 
2. Providers who have qualified to bid for NAHP funding will have a Partnership and 
Agreement within IMS through which to submit bids. Providers bidding for 
Mortgage Rescue should already have a Partnership and Agreement set-up.  Please 
contact queriesnahp@hca.gsx.gov.uk if you are a Provider who does not already 
have a Partnership and Agreement in IMS. 
 
3. NAHP bids submitted via IMS consist of two main parts for each bid: i) the 
Project and ii) the Sub Product. 
 
4. Providers must first create a Project. When all relevant data has been input 
correctly, the Project can be created.  
 
5. Once the Project is created the provider must then add Sub Projects to that 
Project.  Sub Products contain more detailed information in relation to the bid.   
Please note: it is possible to submit a bid for multiple Mortgage Rescue units via a 
single Project and Sub Product.  
 
6. Once all the Sub Product data is entered, the Provider validates and submits 
the Sub Product. This marks the official submission of the bid to the HCA.  
 
7. The bid will then be assessed by the local HCA Regional Investment team.  If the 
bid is successful it is then transferred to become an Allocation within IMS. 
 
8. Allocations containing multiple units must then be scheduled into individual 
single Mortgage Rescue units at allocation stage using the submission schedule 
function at the point where the Provider is ready to process the scheme and 
payment for a particular Mortgage Rescue application.. 
 
9. The Provider then opens a new scheme record in IMS for the individual Mortgage 
Rescue scheme and inputs data specific to that individual Mortgage Rescue 
application and scheme.  At this scheme stage, the Provider must match the 
scheme back to the individual allocation schedule created for that scheme in step 8 
above.  Once all data is entered and saved, the Provider then submits the scheme 
to the HCA for approval. 
 
10. If the scheme data is valid the HCA will sign-off the scheme by giving HCA 
approval of the grant confirmation event for the scheme. 
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11. The HCA will then make a payment of the HCA Grant specified in the scheme to 
the Provider in time for the completion date specified by the Provider in the scheme 
grant confirmation event.   
 

This guidance deals exclusively with system processing.  For further information 

about Mortgage Rescue, please consult the Mortgage Rescue section of the 

Affordable Housing Capital Funding Guide.  

 
Mortgage Rescue – Entering Bids v1.0 Page 4 of 27 

http://cfg.housingcorp.gov.uk/server.php?show=nav.2868&PHPSESSID=ba1b26df0b439e92ce3630c06ea020e6


 

 
Mortgage Rescue – Entering Bids v1.0 Page 5 of 27 

2. Entering Mortgage Rescue Bids Part I - Creating 
A Project 
2.1 Navigating to the Project screen 
In the main System Manager screen select Bids > Partnership/Specialists > 
Partnership > Select> double-click on the row of your 2008/11 Partnership > 
double-click on the row of your 2008/11 Agreement.   
 
You should then be able to see the following Projects screen listing all projects 
within the agreement: 
 

 
 
2.2 Creating a New Mortgage Rescue Project 
From the Projects Screen select the Create New Project icon .  The following N
Project screen will be displayed.  The screen contains Scheme and Location tabs 
that need to be completed. 

ew 

 

 
New Project Screen showing Scheme tab (not completed) 



 

Name 
Please select a name for your Mortgage Rescue Project.  Please select a project 
name that will make this project identifiable within your list of projects. 
 
 
 
 
Location LA (Local Authority). Enter the 
three digit code for the Local Authority. 
 
If you don’t know the Local Authority code 
then right-click in the Location LA field in the 
project and the LA Search screen opposite 
will open 
 
You can enter partial Local Authority Code or 
Name information, select Find and the 
search screen will return all records 
matching those partial characteristics. 
 
 
 
          LA Search screen (unpopulated) 

 
 
Once you have found the Local Authority you 
want, highlight the row and select OK.  The 
LA Search screen will close and you will 
return to the Project screen where the 
Location LA field will be populated with the 
code for the LA you selected 
 
 
 
 
 
 
 
 
 
 

               LA Search screen (populated) 
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2.3 New Project screen – Scheme Tab 

 
 
Development Type 
Select Incentive 
 
Sponsor LA 
Enter the three digit code for the Local Authority.  See Location LA section above 
for details on how to right-click in field and use LA search screen. 
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2.4 New Project Screen – Location Tab 

 
OS Co-ordinates 
Only relevant if bids are being submitted on an individual basis. 
 
Postcode 
Only relevant if bids are being submitted on an individual basis.  
 
Rural Unit – Only relevant if bids are being submitted on an individual basis.  If 
‘Yes’ then Rural Unit Type must be entered:  Either population 0-3000 or 
population 3001- 10000.  The Rural Exception Site  

 
Growth Zone 
Please select ‘Not in a growth zone’. 
 
Once screen complete, press Save.  After Saving press Cancel and the system will 
take you to the sub-product screen for this project. 
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3. Mortgage Rescue Bids Part II - Inputting Sub 
Products 
Sub Products are linked to a Project and represent the second part of the two parts 
of the bid.  This is where the majority of the data is entered for the bid. 
 
It is expected that each Project will contain one sub-product, but multiple units can 
be bid for in each Sub Product. 
 
3.1 Navigating to the Sub Product screen 
From the System Manager screen select Bids > Partnership/Specialists > 
Partnership > Select> double-click on your Mortgage Rescue Partnership row 
> Double-click on your Mortgage Rescue Agreement row > Double-click on the 
row of the Project that you want to add the Sub Product to.  The following Sub 
Product screen will be displayed which will display all Sub Products input for that 
Project: 

 

Sub Products Screen (with no sub products listed) 

In the above Sub-Product screen select the new sub product  icon to view the 
Sub-Product screen 
 
3.2 The Sub Product Screen  

Description 
This is a mandatory field and the description entered will be carried forward to 
allocation if the bid is successful. Please try to ensure that the description you enter 
for each sub-product is one which will make it easily identifiable for you in any 
subsequent list of allocations.  For example, please try to avoid generic descriptions 
such as ‘Mortgage Rescue Units’. 
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Individual Sub Product screen (initial view) 
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3.3 Sub Product Screen – Product Tab 

 
Sub Product Screen showing Product tab (completed) 
 
Mandatory fields: 

Sub Product 
Select Mortgage Rescue from the drop-down list. 
 
HC Grant Requested 
Total grant required for the unit (s) 
 
Number of Units 
Providers can either input a bid for an individual Mortgage Rescue unit (this 
approach is envisaged where a Mortgage Rescue property has been identified) or 

 
Mortgage Rescue – Entering Bids v1.0 Page 12 of 27 



 

for multiple units (envisaged where the Provider is bidding for Mortgage Rescue 
funding but the actual Mortgage Rescue Properties have not been identified). 
 
No. of Persons 
If this is a bid for multiple units then it is recognised that this figure can only be an 
estimate. 
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3.4 Sub Product Screen – Sub Product RouteTab 

 
Sub Product Screen showing Sub-Product Route tab (not completed) 
 
Available Sub-Product source 
You must select the default option Continuous Market Engagement 
 
Has this bid had comments via the National Clearing House? 
Please select No 
 
Please tick here if the project has previously been submitted as a bid and 
rejected by the HC 
Please do not tick this check-box.  
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3.5 Sub Product Screen –Cost and Contribution Tab 

 
Sub Product Screen showing cost and contribution tab (not completed) 
 
Capital Contribution 
Must be>= 0 
 
Borrowing 
Must be>= 0 
 
Own Asset 
Must be>= 0 
 
Other  
Must be>= 0.  If Other amount is more than 0 then a description of the Other 
contribution must be entered in the Other Desc field. 
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3.6 Sub Product Screen –Analysis Tab 

 
Sub Product Screen showing Analysis tab (not completed) 
 
Specific ethnic community? 
Please select No 
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3.7  Maintain Forecast 
Forecast and milestone information needs to be entered for each of your Mortgage 
Rescue sub-products.  

To access the forecast screen, highlight the sub-product in the Sub-Products screen 
and right-click to see the sub product menu.   

 
Sub Product menu with Maintain Forecast option highlighted 
 
 
Select Maintain Forecast from the above menu.  The following Sub Product – 
Maintain Forecast and Milestones screen will open: 
 

 
The Sub Product - Maintain Forecast and Milestones screen 
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Select the New Forecast icon  and the following Enter Sub-Product Milestone 
Event screen will open: 

 
Enter Sub-Product Milestone Event screen (not completed) 
 
Description 
Can be the same as the sub-product description covered by 3.2 above. 
 
Exchange of Contracts 
Date Field. Right click in the field to access the IMS calendar. Estimated Exchange 
of Contracts date.  For multiple unit bids this should be the date by which it is 
estimated that exchange of contracts will have taken place for all units in the bid. 
 
Practical Completion 
Date Field. Right click in the field to access the IMS calendar. Estimated Exchange 
of Contracts date.  For multiple unit bids this should be the date by which it is 
estimated that exchange of contracts will have taken place for all units in the bid. 
 
No. of Units - As per the Product tab (3.3 above) 
 
No. of Persons - As per the Product Tab (3.3 above) 
 
Net Grant Claimed 
(Net Grant + Admin Fee must equal total HC Grant Claimed in bid) 
 
Admin Fee 
Fee per unit times number of units.   Fee per unit = £3,900 for Shared Equity, 
£3,900 for GMtR 
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Save the screen once you have entered all of the data.  As there are still stages to 
be completed to validate Sub Product, the following list of Errors will then be 
displayed with details of what remaining information needs to be added to complete 
the sub-product so it can be validated. 

 
Errors screen after saving data in the Enter Sub-Product Milestone Event screen 

 

A further message will also be displayed stating that the Sub-Product Data Status 
is now set to “Invalid” 
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3.8 Selecting Active Developing, Managing and Owning Organisations 

Having saved the forecast data in the Sub-Product Milestone Event screen (section 
6.7) you will now have an entry within the Maintain Forecast screen  (accessed by 
right-clicking on the sub-product and selecting Maintain Forecast) 

 
Sub Product – Maintain Forecast and Milestones screen 

 

Highlight the row and right-click to see the menu 
opposite.  Select Update Active Organisation 

 

The update active 
organisations screen 
will be displayed.  This 
lists all Developing, 
Managing and Owning 
Organisation within 
your partnership.  

If you have more than 
one of each then you 
need to specify who will 
be the Developing 
Organisation (who will 
process the individual 
schemes and payments 
in IMS.   

You also need to specify 
who will be the 
Managing and Owning 
Organisations.  

Update Active organisations Screen 
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To select Developing Organisation – tick the Active column for the Developing 
Organisation. Do not enter units and grant. 

To select Managing Organisation - tick the Active column for the Managing 
Organisation. Then enter the number of units and amount of grant specified in the 
Sub Product in the Units and Grant Columns. 

To select Owning Organisation - tick the Active column for the Owning 
Organisation. Enter the number of units and amount of grant specified in the Sub 
Product in the Units and Grant Columns. 
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4. Validating and Submitting the Sub Product 
4.1 Validating the Sub-Product 

In order to check that the all the sub-product data has been entered correctly, 
highlight the sub-product in the Sub Products screen and right-click to see the sub-
product menu: 
 

 
Validate Sub-Product menu item 

 
From the menu select Validate Sub-Product 
 
If there are no errors in the Sub Product then the following message will be 
displayed: 

 
Sub product set to valid message 

 
If there are errors the system will display them in a validation errors screen: 
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Validation Errors screen 

 
For example, ‘No forecast data present’ indicates that you need to return to the 
forecast screen (covered in 3.7 Maintain Forecast) and input some forecast data. 
 
Once you have corrected whatever errors are indentified in the above screen, you 
should then Validate Sub Product again and the Sub Product status should then 
be set to Valid. 
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4.2 Submitting Sub Products 
Right-click on the Sub Product in the Sub Products screen.  Then select Submit 
Sub Product. 
 

 
 

The following Update Status screen will be displayed: 
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Change Status to Submitted (New) and input a comment and any additional 
information relating to the Sub Product.  Then select Save.  

 
 

 

Your Sub Product will now be submitted.  If you return to the Sub Products screen 
the Status for the Sub Product will change to New. 
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Annex 1   Data Capture 

The following table lists the data which is to be captured for each Mortgage Rescue 
Scheme (some fields are only applicable to a specific variant and this is indicated in 
the comments). 

Data Item Comments 

Scheme Title Typically the first line of the address 

Address of property  

Location local authority  

Provider (RSL)  

HCA contact and team  

Provider contact details  

Type of property Flat, terraced house etc 

Property Value  

Tenure Freehold or leasehold 

No of bedrooms  

No of persons  

Lead applicant’s name  

Household size Number of adults and children 

Applicants’ incomes  

Applicants’ savings  

Reason household facing re-possession Defined list (values to be decided) 

Vulnerability classification Defined list (values to be decided) 

Is applicant disabled?  

Date of referral to RSL  

Present mortgage amount  

Present mortgage interest rate  

Present mortgage monthly payment  

Other secured debt   

Other secured debt interest rate  

Other secured debt monthly payment  

Unsecured debt  

Total debt Derived value: mortgage + other 
secured debt + unsecured debt 

Total monthly payment  

Net equity Derived value: Property value – 
(mortgage + secured debt) 
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Data Item Comments 

Future mortgage amount 

Future mortgage interest rate 

Future mortgage monthly payment 

Equity loan fee rate 

Equity loan monthly payment 

Shared Equity option only 

Mortgage multiple Derived value:  
proposed mortgage amount / 
household income 
Only applicable to the Shared 
Equity option 

Repair costs  

RSL’s equity loan amount 

HCA’s equity loan amount 
Shared Equity option only 

Household equity contribution Also known as “haircut” 

HBA administration allowance £3,900 per unit for Shared Equity, 
£3,900 per unit for GMtR 

Market Rent 

Actual rent proposed 

Service charge eligible for housing benefit 

Service charge ineligible for housing 
benefit 

For GMtR only 

Total HCA payment  

Valuation date  

Exchange of contracts date 

Completion date 
For GMtR only 

Date of RSL equity transfer (first 
mortgage) 

Date of RSL equity transfer (second 
mortgage) 

For Shared Equity option only 
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