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Foreclosure Prevention Counseling
Sample of Case Notes



Level 1 Case Notes  -  Must Include The Following:

___Intake   ___Authorization   ___Disclosures   ___Financial Analysis   ___Written action plan completed and signed.
___A copy provided to borrower(s).                     ___Reason for default: Loss of income due to (specify reason in details) 
This is a ___________________ family home.  There _____________________ a second mortgage on this property.  

                  (Single – or- Multi -family)
                                                              (  Is  - or - Is Not  ) 
The mortgage loan/s are held by ________________________,  and second mortgage with ________________________.
                         


          (Name of Lending Institution)
                                                            (Name of Lending Institution - or - N/A)
The first mortgage loan # is ______________ and the second mortgage # is _____________, The monthly (PITI) of the first mortgage is $_____________ and the second mortgage is $ _______________.  The unpaid principal balance of the first mortgage is $______________ and the second mortgage is$_________________________. The first mortgage is a _______________ interest rate of ___%. The second mortgage is a  _________________interest rate of ______%.  
(fixed – or – adjustable)                                                                                                        (fixed – or – adjustable) 
The first mortgage past due amount is $___________, the second mortgage is past due for $__________ . The first mortgage loan is ______ months past due and the second mortgage is ___________months past due.
___ Continue with additional Case Notes including an action plan with specifics of what was discussed with the client.  

Level 2 Case Notes -  Must Include The Following:

I submitted a financial workout package to (name of bank or lender) via email or fax recommending the (specify home retention or non-retention option ) (i.e. Repayment Plan, Loan modification, Partial Claim, Special Forbearance, EMAP through CHFA, Short Sale, Deed in Lieu, etc.). 

If a recommendation is not any of the above:

For example:  Borrower is seeking legal counseling (bankruptcy or CT Fair Housing) 
___ Make sure you indicate this as a referral on both the Case Notes and written action plan. 
___ Ensure you follow through with a written confirmation via email or fax from the referral source that the borrower has
        pursued the recommendation.
___ Document on the Case Notes that the Housing Counselor has identified and discussed, at least three (3)

       alternatives or options available to the client. (You may bill this case as a Level 2). 

Consider the information above as part of CHFA’s ongoing technical training support. Your feedback is valuable on this subject matter.
10-16-17
Replaces HUD-9900-A, 9900-B, and 9900-C
Page 1 of 1
form HUD-9900 (03/2002)

which are obsolete 

Ref Handbook 7610.1


[image: image1.jpg]