
 MORTGAGE SUBORDINATION  
 
 
A. Subordination Policy 
 

1. The City of Menasha will, on a case-by-case basis, review and approve or deny requests from 
loan recipients for mortgage subordination agreements. 

 
2. The City of Menasha will consider subordination request for homeowners wishing to: 

 
a. Refinance an existing mortgage to obtain a reduced interest rate. 
 
b. Refinance an existing mortgage to obtain a comparable interest rate and extended payment 

terms. 
 

c. Obtain a home equity loan for the sole purpose of rehabilitating their primary residence. (An 
escrow account must be set up with the lender to monitor rehab/construction payouts.) 

 
d. Refinance an existing mortgage as necessary to halt foreclosure proceedings by a bank or to 

halt tax deed proceedings by the county. 
 

e. Obtain a home equity loan to pay for medical emergencies. 
 

3. The City of Menasha will not consider subordinating for consolidation of consumer debt, such as 
credit cards, automobiles or other “cash to homeowner” transactions or for any home equity 
loans other than for the sole purpose of rehabilitating one’s primary residence. The City of 
Menasha will not consider any request that places City of Menasha’s security interest in 
jeopardy, as determined by standard underwriting practices, unless requested to halt 
foreclosure or tax deed proceedings or to assist with medical emergencies. 

 
 
B. Subordination Requirements 
 

1. Homeowners will be required to meet the following guidelines for subordination: 
 

a. Lender must be a well-established federal and state regulated financial institution. 
 
b. Closing costs are not to exceed $1,000. (consult the city housing administrator, Mary Bach, 

at 470-3333 if costs exceed $1000) 
 

c. Loan terms must be a fixed rate mortgage for a minimum period of 15 years. 
 

d. Escrows cannot be used as payout and must be continued as part of new loan. 
 

2. Homeowners who do not meet these guidelines may be considered for subordination upon 
successful completion of a budget counseling program and a third party verification of the 
homeowner’s ability to maintain safe, decent, and affordable housing. (contact City of Menasha 
CDBG Program staff for a budget counselor in your area.) 

 
 



C. Request for Subordination 
 

1. Homeowners who anticipate refinancing an existing loan and requesting that City of Menasha 
subordinate its mortgage position, must submit in writing the following information to City of 
Menasha. 
 

a. The reason for the subordination request. 
 
b. The name, address, and contact person(s) at the cooperating financial institution. 

 
c. The new mortgage amount that would take precedence over the City of Menasha mortgage. 

 
d. Copy of the loan application and good faith estimate. 

 
e. The terms of the loan and all associated closing costs. 

 
f. Copies of estimates for any rehab/construction work being completed (if applicable). 
 

g. Copy of the appraisal if one is required by the lending institution.*  
 

h. Copy of the title report. 
 

2. Written request for subordination must be approved by the City of Menasha staff and/or Housing 
Authority Housing Committee.  
 
*A copy of an appraisal may be requested on a case-by-case basis. 

 
The subordination document must be drafted at the homeowner’s expense by the 
cooperating financial institution, title company or homeowner’s legal counsel.  
A sample subordination document which has been approved by the city’s legal counsel is 
available upon request.   
 
All fees including recording fees are the responsibility of the homeowner. Please enclose a 
self-addressed, stamped return envelope along with the subordination document that is to 
be signed and returned. Mail to: 
 
Mary Bach 
City of Menasha  
CDBG Administrator  
P.O. Box 412 
Menasha, WI 54952 
(920) 470-3333 
bach2chc@milwpc.com 

 
Please note that subordination requests may take 7-10 days to process depending upon the 
information required and the timing of the requests. Subordination requests that need to be 
presented to the Housing Authority Committee will be put on the agenda for review at the next 
scheduled committee meeting.  
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