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Individual Financial Counseling
Sample of Case Notes



CHFA is aware that all counseling sessions would be at different stages of mortgage readiness.

Case Notes - Must Include The Following:
___Intake___Authorization___Disclosures___Financial Analysis___Written action plan completed and signed. 
___ A copy provided to client(s).
 
___ If client chose to purchase a two-family home. (Note your referral for client to attend Landlord Education)
___ Specify affordability and debt to income ratio, and what is on the action plan, i.e. credit report reviewed. 
___ Detail the specifics of action plan, i.e. credit report reviewed and other recommendations for client to  

  
 follow.

___ If the client states that they are not receiving a CHFA Loan, it is important to indicate on Case Notes the 
  
  
 reason why. 

___ The Housing Counselor must document on case notes that they identified and discussed at least three (3) 
 
 alternatives or options available including CHFA’s loan products and FHA loan products with the client.
Consider the information above as part of CHFA’s ongoing technical training support. Your feedback is valuable on this subject matter.
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