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New User Setup Survey
Note: This form is only intended as a working hard copy. All information should be entered online at https://www.tfaforms.com/4647695
A. Organization Information

1. Organization Name: 

2. Legal Name (if different than Organizational Name): 

3. Address: 

4. Primary HomeKeeper Implementation Contact: 

a. Title: 

b. Phone:

c. Email: 
B. Homeownership Program Training Assessment (see page 4 for Housing Counseling)
1. Does your organization use subsidies to finance the construction or acquisition of properties or developments in your program's portfolio? (NSP, CDBG, Public Agency financing, donated land, developer price etc.) Would you like to track these subsidies in HomeKeeper?

2. Does your program use loans to finance construction or acquisition of properties, then pay back said loans with the proceeds of a home sale? Would you like to track these financing sources and their repayment in HomeKeeper?

3. Does your organization provide buyers with loans, grants or other subsidies at the time of purchase?  Would you like to track these subsidies in HomeKeeper?
4. About Resales 

a. Have any of the homes in your portfolio been resold?

b. How many times have buyers in your program gone on to resell (do not include any who sold this calendar year)?
c. When a homeowner wishes to resell their home in your program, is the home generally resold directly to the next income qualified buyer?

5. Do any of the homebuyers in your program use USDA 502 mortgages with monthly payment assistance?
C. HomeKeeper Customizations 

As part of your setup, Grounded Solutions will assist you in setting up your customized picklists, default values and initial layouts.  Please answer the following questions so Grounded Solutions can properly customize HomeKeeper for your organization.  The goal is to get you up and running quickly. You will be able to add your own custom fields in the future. 
1. HomeKeeper will look up counties, cities, and states based on zip codes for Contacts, Accounts, and Properties. For this to work, we need to know the states that should be included in your lookup tables. Which state(s) does your program serve?
2. What are the Neighborhoods in your service area? You can associate a Neighborhood with each of your properties. You can also indicate an applicant’s neighborhood preference, regardless of whether or not you have a home in that neighborhood. 
3. You can associate a Development Name with each property. This might be the name of the building if it is a condo complex, or the name of a subdivision.  If the subdivision was built in several phases you may want to have more than one Development Name for each phase. It is entirely up to you.  What are the Development Names you want to associate with properties in your portfolio?
4. If you would like to, we can create lists of schools you can associate with your portfolio. If this would be useful for your program, please fill out following lists:

 What are the Elementary Schools near your Properties?

5. What are the Middle Schools near your Properties?

6. What are the High Schools near your properties? 

7. Each Homeownership or Service File is associated with a “Program”.  For example, if you manage programs for other cities or agencies, you may want to name each one by City (City of Oakland Inclusionary Program, City of Alameda Inclusionary Program, etc…) .  If you run several programs internally, and each participant can only be in one program, you would name each one of your programs (Buyer Initiated, Lease-Purchase Program, DREAM program, etc…)  
NOTE: If you only have one program, list the name of that program as the Default Program.   
·  Default Program:

8. You have the option of associating a Property with a Portfolio.  For example, if you have several portfolios that you manage, you will want a different program name for each portfolio.   If you are managing homes for other organizations or agencies, list those entities.  If these are the same as the list above in #8, do not use this field. Use this field only if there are grouping you want to be able to run reports and sort properties on. 
·  Default Portfolio (if any):

9. HomeKeeper will track which resale formula is associated with each Homeownership file. The formula names should describe the type of formula and may also include a program date or document version associated with this resale formula.   For example: 2010 Program Formula, 2004 Index-based formula, etc. 

What are the Resale Formula names that you want to use?  Please also indicate which one (if any) is your default name:  
· Default Formula: ______________

Note: This field will indicate which resale formula you are using for a particular Service File, but will not perform the calculations. Your instance could be customized to include resale formula calculations with additional work from a developer.


10. HomeKeeper allows you to set a default value for Qualifying Housing Ratio (front-end ration), and Qualifying Total Debt Ratio (back-end ratio) so that you don’t need to type it in every time. What is your:  
· Default Qualifying Housing Ratio (percentage): ___________
· Default Qualifying Total Debt Ratio (percentage): ___________
11. For each homeownership file, HomeKeeper tracks the Maximum Allowable % of AMI that is allowed. This allows you and the national performance database to track the affordability levels you are reaching relative to the maximum amount allowed.  
You can set a default value now, so that you don’t need to enter it every time you start a new homeownership file. If you have more than one, you can pick the most common. If you split your program between multiple income maximums, you may not want to have a default value. In this case, the maximum income allowed would be manually entered instead.  
· Default Maximum Allowable % of AMI Allowed (percentage):  
12. HomeKeeper comes with a standard Application Workflow. You may want to customize this section to match your own program workflow for applicants. Look at the standard workflow below, and describe in detail any changes you would make to the order and/or flow of the layout.  Be sure to describe what type of new field you would add (check box, date, picklist with values, number, etc).  Please note that this section is meant to capture the steps leading up to placement on a waitlist, and that other sections of HomeKeeper include information about income qualification and preparation for purchase.
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Remove these fields from the above Application workflow (note that some are National Rollup Fields, which cannot be deleted): 

Add these fields from the above workflow: 

	Field name
	Field Type (check box, picklist, date, number)
	Picklist Values (if applicable)
	Place this field: 

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	

	
	
	
	


D. Housing Counseling Training Assessment
1. How do you currently submit your quarterly HUD 9902 report? (CounselorMax, Home Counselor Online, hand-enter into HCS, don’t submit 9902 report, other, etc.)
2. Does your organization receive funds directly from HUD for Housing Counseling?
3. Does your organization need to submit your 9902 report to an intermediary?

a. If yes, please list Name of Intermediary, and next quarterly report due date:

4. Are your 1-1 counseling activities part of a larger housing counseling or homeownership program? Does your Housing Counseling Program have a name? If so, please include the name of your Housing counseling program below (ex. Housing Counseling, Pre-Purchase, etc.)
5. Do you want to track itemized Income/Assets/Debts in detail for individuals who attend a group workshop and do not attend 1-1 counseling?
6. Do you need to be able to certify income eligibility for 1-1 Housing Counseling clients?
7. Housing Counseling Defaults for most HUD Counseling clients (reduces data entry)

	Do most of your clients come from a particular state? If so, please include the state:
	

	Do the majority of your clients come from Rural vs. Not Rural Area as defined by the USDA? If so, please include whether your clients are Rural or Not Rural and we will default the field:
	

	Do most of your clients have the same level of Limited English Proficiency? If so, please indicate the default level for the field (Limited English Proficient; Not Limited English Proficient; Client Chooses Not to Respond)
	

	Are most of your clients Farmer Workers? If so, please indicate the default level for the field (Farm Work; Not a Farm Worker)
	

	Do most of your clients speak the same language (e.g English)? If so, please indicate which language most clients speak, and we will default to this language classification.
	


8. For each Housing Counselor, please list: Name, Email, and Phone Number (with extension:

Do you have any questions or concerns at this time? 

Once submitted, you’ll be asked to provide times you’re available for a Getting Started Meeting, where you’ll go over your Getting Started Survey. HomeKeeper installations will proceed in the order that these forms are finalized.
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