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Entering Your First File: First Meeting Worksheet
As part of your HomeKeeper 1-1 orientation, we will enter one complete file from start to finish. 
· To complete this worksheet, select a property and homebuyer purchase transaction to enter in your first orientation meeting. Ideally, it would be an original purchase transaction on a property that has since been resold.
· You may not have some of the information listed on this worksheet, please highlight any blanks so we can go over what to do when information is missing historically
Properties and Subsidies
	Property Information:
	Enter below:
	Notes:

	Unit Address (street, City, State, Zip)
	
	

	Source of Home
	
	

	Price program paid 
	
	If applicable

	Date Placed in Portfolio
	
	How will you define this?  Default: Date of initial sale to buyer.


	Number of Bedrooms
	
	

	Square Footage
	
	

	Year Built
	
	

	Are there Green Building Features? If yes, describe
	
	

	Development Name (Optional)
	
	

	Neighborhood (Optional)
	
	

	Census Tract
	
	On the Appraisal or look it up.


	Was there an appraisal done when your program acquired this home? If yes, enter below.

	Program Appraisal Date 
	
	

	Appraised Leasehold Value
	
	If applicable

	Appraised Unrestricted Market Value
	
	

	Appraised Fee Simple Lot Value
	
	If applicable


	Enter Subsidy Information for this Property

	Organization(s) who provided Subsidies for the unit:


	Total Amount Received (Not just for this first unit)
	Date Committed/ Awarded
	Unit Subsidy (Property Allocation)

	1. 
	
	
	$

	2. 
	
	
	

	3. 
	
	
	

	4. 
	
	
	


Homebuyer Demographics and Eligibility
1. Enter AMI Data for this Buyer
	HUD Income Year
	

	4 person AMI (100%)

If you don’t know, look up at: http://www.huduser.org/portal/datasets/il.html 
	

	Date you started using this AMI
	


2. Enter information for the homebuyer household.  Include for all individuals in the household at the time of the original application: 

	Full Name
	Role
	Date of Birth
	Highest Education

	
	Primary Applicant/Co-Applicant
	
	

	
	Co-Applicant/Co-Owner
	
	

	
	Dependent
	
	

	
	Dependent
	
	

	
	Dependent
	
	

	
	Dependent
	
	


3. ​​​Enter information on the homebuyer transaction. These fields will populate a Homeownership Service File:  
	Homebuyer Transaction 
	
	Notes

	First-time Homebuyer
	
	Verified by program staff. If left blank, it will be recorded as NO

	Initial Purchase?
	
	Select YES if this service file is the first purchase by an eligible buyer, Select NO if this is a resale. 

	Marital Status
	
	For the primary applicant

	Race 
	
	For the household

	Ethnicity
	
	For the household

	Completed Homebuyer Ed? 
	YES or NO
	

	Maximum Allowable % of AMI 
	
	Maximum allowable % of AMI of an eligible buyer for this home. 

	Person w/ Special Needs in HH 
	
	If left blank, it will be recorded as NO, "Is there a person in the household with a disability of long duration?" This is not linked to a similar field on the Application Household Member Object. 

	Primary Language Spoken
	
	For the Household. Individual language data not stored in HomeKeeper.  Program can have an open ended answer on their application and program staff can select the corresponding language from this picklist. 

	Applicant Living Situation 
	
	 Rent? Own? Live with parents?

	Primary Reason For Purchasing Home
	
	

	Applicant Address (Street, city, state, zip) 
	
	Address at the time of application


4. Income Sources

	Gross Annual Income
	Eligibility Adjustments
	Wage Earner (Name)
	Occupation
	Occupation Details
	Method of Verification

	 
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	

	
	
	
	
	
	


Purchase
5. Buyer’s Funding Sources List items from lines200-219 plus line 303 on the buyer’s HUD-1.  You will probably not have each type listed below, but enter ones you do have under the appropriate category. You may need to refer to a promissory note or grant agreement for additional information.
	Loans 

	Lender
	Amount
	Lien Position
	Interest Rate (Also note if simple, fixed or variable) 
	Monthly Principal & interest
	Term (In months)
	Was this loan forgivable?

(After a certain # of years or conditions met)
	Were no payments required within the 1st five years of this loan?
	Could future buyers assume this loan?

	
	
	1st
	
	
	
	(
	(
	(

	
	
	2nd
	
	
	
	(
	(
	(

	
	
	3rd
	
	
	
	(
	(
	(

	Grants

	Lender/ Funder
	Type of Lender Funder
	Amount
	Could future buyers assume this grant?

	
	
	
	(

	
	
	
	(

	
	
	
	(

	Gifts

	Gift Description
	Source of Gift
	Amount
	Notes

	
	
	
	

	
	
	
	

	Credits

	Credit Description
	Credit from seller or lender?
	Amount

	
	
	

	Buyer’s Cash

	Buyer’s Cash Description
	Source of Cash
	Amount

	
	
	

	
	
	

	
	
	

	
	Add up Buyer’s Cash Sources
	

	Paid Outside Closing by Buyer (Optional)

	Description
	Source
	Amount

	
	
	


6. These fields will go onto an Appraisal Record.

	Buyer’s Appraisal
	
	Notes

	Buyer’s Lender Appraisal Date 
	
	

	Appraised Leasehold Value
	
	

	Appraised Unrestricted Market Value
	
	

	Appraised Fee Simple Lot Value
	
	


7. These fields will go on the Purchase Transaction Section of the Service File.
	Purchase Transaction
	
	Notes

	Purchase Price 
	
	Buyer’s Contract Sales Price, Line 101 on Buyer’s purchase HUD-1.

	Land Use Fee
	
	 Enter the program administrative fee at the time of purchase.

	Monthly Insurance Costs
	
	 Usually this can be found on page 2 of the HUD-1 under Loan Terms.

	Monthly Tax Liability
	
	Usually this can be found on page 2 of the HUD-1 under Loan Terms.

	HOA/Condo Dues 
	
	 Home Owner’s Association or Condo dues at the time of purchase.

	Replacement Reserves
	
	 Enter the program’s monthly replacement reserve fee at the time of purchase.

	Other Monthly Housing Expenses
	
	

	Resale Formula
	
	Enter which resale formula this buyer’s resale restriction document indicated.


8. These fields will go on the Settlement Statement (Part of the Service File)
	Purchase Transaction Field

	Close Date for Purchase
	
	

	Effective Purchase Price/Buyer's Original Value 
	
	Also called Buyer's Original Value. Should NOT include deferred mortgages, grants, public contributions or anything resembling a subsidy.  

	Gross Amount Due from Borrower
	
	Line 120 on the HUD

	Settlement Charges to Borrower
	
	Line 103 on the HUD-1. The sum of all fees paid by the borrower/buyer at closing. Sometimes called closing costs.

	Other Amounts Due from Buyer
	
	The sum of any amounts due from borrower beyond the Purchase Price and Settlement Charges to Borrower. The sum of lines 104-112 plus any amount in Line 102 (Personal Property) on the HUD-1.

	Pre-Paids/Reserves 
	
	From the HUD-1 Settlement Statement -Section 900. and 1000. Includes days of interest, days of taxes and any insurance payment.


Resale
1. Improvements
	Description
	Value
	Date Completed
	Notes

	
	
	
	

	
	
	
	

	
	
	
	


2. Resale: 
	Enter information about the Resale.

	Resale Type


	
	Select the resale type that best reflects this resale:

· Sold to Program

· Sold to eligible buyer 

· Sold to ineligible buyer 

· Sold to program to prevent foreclosure

· Sold to eligible buyer to prevent foreclosure

· Deed in lieu

· Short Sale 

· Foreclosure

· Foreclosure with Property Rescue

	Notice of intent to resell
	
	Linked to "Number of Days to Resell"

	Resale Close Date 
	
	Notes

	Purchase Option Price (before adjustments)
	
	The maximum allowable sales price before adjustments.

	Unrestricted Market Value at Resale
	
	You’ll enter this on the buyer’s file as an appraisal.

	Contract Sales Price (at resale)
	
	Actual Sales/Purchase Price from item 101/401.

	Resale Fee
	
	This may also be entered in Other Adjustments, but itemize here as well

	Total Payoff Amount of All Loans
	
	Total amount of loan payoffs at closing. (HUD-1 504 and higher).  This does NOT roll up from individual funding sources. If you would like to itemize, you can record individual loan pay-offs in the related Funding Sources

	Deferred Interest/Appreciation Repaid
	
	 Enter the portion of loan payoff amounts at closing that represent Deferred Interest or Shared Appreciation repaid. These show up in payoffs despite not being part of the original loans, so must be accounted for when calculating retired principal. 

	Sellers' Closing Costs
	
	HUD-1 Line 502. The sum of all of the settlement fees paid by the seller at closing. Also called Settlement Charges.

	Paid at Resale by Program
	
	Enter the total amount provided by the program to the next buyer AND listed as reductions to the amount due to seller (lines 501-509). 

	Seller Adjustments for Seller’s Unpaids
	
	Sum of Lines 510-519 on the HUD-1.

	Net Cash to Seller at Closing 
	
	Line 603. on the HUD-1. Enter negative amount if amount is owed from Seller.


	Exit Survey Information

	Next Home Tenure Type
	
	 Rent or Own

	Seller’s  new Address (street, city, state, zip)
	
	

	Subsidy for Next Residence
	
	If seller is purchasing another home, have they or will they receive financial assistance from a public agency to help with the purchase? 

	Reason for Sale 
	
	

	Overall Experience 
	
	Question: "How would you describe your overall experience with XXX's affordable homeownership program?" 
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