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MORTGAGE RECORDING GUIDELINES

These guidelines set out minimum requirements for recording the mortgages. You may wish to check with your local attorney or the county clerk or register to be sure that you have met any additional requirements specific to your jurisdiction.

1. Fill in the blanks on the Note and Mortgage. Double check the document for accuracy and completeness, and that the following information is provided:
A. 

Borrower’s full name and address;

            B.
Location of the property (including street and number, city or town, county, state and zip code);


C.  
Block, lot and section numbers of the property and where applicable, the legal description;

D.       Amount borrowed;



E.
Date of the mortgage on which the AHC lien arises;



F.
Date on which the AHC lien expires;



G.
Grantee’s full name; and



H.
Grantee’s AHC project number.



I. 
Grantee’s name and address entered in ‘Record and Return to Grantee’ box
2. Make sure borrower signs the Note and Mortgage and that the signature is notarized. The county clerk or register will not record a mortgage that has not been notarized.

3. Present the original Note and Mortgage to your county clerk or register for recording. You will not have to pay a filing fee for recording the mortgage. AHC is exempt from these fees pursuant to Section 8017 and 8019(d) of the Civil Practice Law and Rules.

4. AHC is also exempt from the mortgage recording tax pursuant to Section 252 of the New York Tax law. To claim these exemptions, you must download and complete the Exemption from Mortgage Recording Tax and Filing Fees Affidavit, and submit them to the local officials. 

5. Make a copy of the recorded Note & Mortgage for your records and email a copy to AHC at nyhomes.mortgages@nyshcr.org. 
6. DO NOT send individual hard copies of Recorded Mortgages to AHC. DO NOT have the County Clerk send mortgages to AHC. Collect ALL ORIGINAL mortgages related to the project until the time of close-out.  
7. AHC must receive the ORIGINAL RECORDED Mortgage at the time of close-out so that we have the proper records to enable us to issue the borrower a Satisfaction of Mortgage document once its term has expired.

8. ALL ORIGINAL mortgages are to be provided to AHC as part of a close-out package for the project. A complete project close-out package contains the following:
1) A Close-Out Certification (Form F-6)
2) A check for any interest or remaining unused funds made out to ‘AHC’
3) A Unit Status Report marked ‘FINAL’ (Form F-4) with homeowner data (i.e. name(s), mortgage amounts and property information) that corresponds to the included mortgages. 
4) ALL ORIGINAL mortgages related to the project in the order they are listed on the Unit Status Report.
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