
The Property Records Electronic Portal (PREP) System
Filing Land Records in the Office of the Westchester County Clerk
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PREP - The Basics

\ilhat is the PREP System?

The Properly Records Electronic Portal
(PREP) System is a web-based application
from which customers are required to create
cover pages and tax forms for documents
submitted to the Office of the \Mestchester
County Clerk after January I,2010.
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Are documents now going to be
eRecorded?

No. The process of eRecording is not
authorized in New York State. When it is
authorized, we look forward to providing the
ability to eRecord in the Offrce of the
Westchester County Clerk. However, at
present, your original documents must be
mailed or delivered to our office.

Why has Westchester created the PREP System?

The PREP System was created in order to increase operational efficiency, reduce the
number of rejected documents and shorten recording time for land records. It also allows
our customers to track their submissions in real time. There are no additional fees
associated with the use of the PREP Svstem.

\ryiil I have to use the PREP System?

Yes. If you wish to present a land document for recording by our office after January 1't,
it must be accompanied by cover pages and tax forms created on the internet through the
PREP System.



\ilil I be able to try out the PREP System before January?

Beginning October 1s, the PREP System will be available to users who wish to simply
test it out or begin using it to create cover pages andtaxforms for actual document
submissions. 'We encourage you to begin using the system for your submissions so that
you grow familiar with the entire process from creation to recording.

Will additional training be available?

The Office of the Westchester County Clerk will conduct over twenty free training
sessions in White Plains between late September and the end of the year and at least two
sessions a week for the first few months of 2010. To sign up for a tiaining session, please
contact Rosia B lackwell Lawrenc e at (9 | 4)99 5 -3 082.

What if I am having trouble submitting my document?

You can always visit our office and a staff member will guide you through the process on
one of our public computers. You will be able to create your cover pages on site in our
office. \Me will also have staff members available to answer questions about the process
over the telephone
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\üil the current Land Records Recording
Sheet still be required? No. The cover page
created on the PREP System will replace the
current Land Records Recording Sheet. You
will no longer need to fill out the Westchester
County Clerk Recording Sheet.

WitI the current Land Records Submitter
Summary Sheet still be required? No. The
PREP Payment cover page will replace the
current Land Records Submitter Summary
Sheet. You will no longer need to fill out the
Westchester County Clerk Submitter Summarv
Sheet.
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What tax forms need to be created using the PREP System?

The New York State Real Properly Transfer Report (RP-5217) and the New York State
Real Estate Transfer Tax Return (TP-584) must be created using the PREP System.

The Non-Resident Real Properly Estimated Income Tax Payment Form (IT-2663) does
not have to be created using the PREP System. However, you need to indicate in the
PREP System that an IT-2663 will be submitted and print a PREP Support Paper cover
page.

As a future enhancement, customers will have the option of creating either of the
following retums using the PREP System: Mount Vernon Real Property Transfer Tax
Return and Yonkers Real Property Transfer Tax Return.

For which documents can cover pages be created on PREP?

Cover sheets for the following land records submissions can be created:

Assignment of Lease & RentsDeed, Correction

Affidavit
Agreement

Affidavit of Service
Assignment

Deed
Deed, Cemetery

Deed, Sheniffs
Deed, Torrens

Homestead Exemption
Judgment
Lease Agreement
Letters Patent
Mortgage Agreement
Mortgage

Mortgage, Correction
Negative Pledge
Notice of Appropriation
Order
Power of Attorney
Power of Attomey, Revocation
Registered Agreement
Release of Mortgaged Premises
Release of Estate Tax
Satisfaction of Mo rtgage
\Maiver
will

CancellationofAgreement Easement
Commitment
Contract
Certificate
Declaration
Dedication
Deed Agreement

Do you need to use PREP to create cover pages for lien submissions such as Uniform
Commercial Code statements?

No. Unlike the ACRIS System used in New York City, Westchester County will not
require the creation of cover pages for lien submissions such as Uniform Commercial
Code statements on January 1". However, we hope that you will use our UCC e-filing
system to e-file your UCCs. For more information, visit www.WestchesterClerk.com.



Creating Your PREP Account

Creating a PREP account will only take you a few minutes. To start:

Go

our ofi¡ce for recording.

Rcgl3tcrcd U3or3

You will arrive at our Login Screen. Choose "Create Account" by clicking on the blue
text indicated below.

Ussr lD

Foroot You¡ User lD o¡ Pasword?
,:

N€wuÊcr.. ..., ,

;:: i j. ,.1 .

You niust create an account wilh the Ofüce ofthe
the PREP'Sriióin. : :

Creat¡ng an account ¡s easy and only lakes a

@ CoÞydCt 2009 Wddê* Cory qd. A Fþb tuodd.
Pdwæy Pdicy lW æsil¡UtyPolioyl O¡sclaire.

You will arrive atthe Create Account Screen where vou will be asked for some basic
information:

To rcgister to use the Weslchester County

Please take care in enteùng yow accounl

User lD

Password

Conlirm Passrryord

Seiurity Question

Security Answer

Address I
Address 2

City

Contact Name

Contact Phone

Contact Email

Confirm Email

First Name

S¡gn In
1! rr;
:¡;:iir.rriiì .iå,

+r¡. 
, iìlt:j.rl

vr l-----_l
Contact Fax

g CoÞydCr 2q¡û Wddff Cordy CtrL. ,U RgtG Rffiad.
Privaoy Policy I Web ¡ccessil¡bity Policy I Disclaimer

Sserching Land R€cords?
Our PREP StBlom helps our customeG prepar€ cd€r pages
and tax foms and ¡s not a tool for search¡ng land recofds. lf
J'ou would l¡ke to s6ârch for ¡and rscords frles ¡n the Oñice of
the Westchestor County Clerk. please v¡sit our Records

l :1+r.'l.aié:-çi.ii''i:r':!r":

Last

PREP SlEt€m ma¡ntenanêe schedule for
'l1lh ftoñ 12 am until 5 am.-. moíe 1.,

Record¡ng Fee increase updale-.. more

YourPassword: Choosea
password that is at leal S
dnraders in þngúh and tns
at least one leüer and at leasl
one nunber.

Your User lD: Choose a
UserlD wlridr youwill be
asked to enter each time you
bginto PREP-

one lelter)

Seeufity Question: Yq¡ must
answer at least one secr¡rity
quedion so we can identiff you
if you forgref your password-

Gontact e-mdl: The e-mail
address you enterwill betfte
e-rnail address to which alerts
wifl be sent
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Suümitter Information

Ftrsre: {Sf4FESE556

Fæ {sÍ4}5ã*5591
EnaÃ: þn$email.can
ñderenoefurSûr¡ifrec Smûür Pü€rof

CIqÈollfin5ec 4$25flffi51

FadtqelD: ãnsoer3r¡??e€rE1rþo Doc{menttragecounÈ s TcÉdpagecounËG

Please be careful when you create your account as this information will appear as your
Submitter Information on the Recording & Endorsement cover pages you will eventually create.

Once you have finished entering all of your account information, choose "Add User" and you
should receive a message confirming that your accormt has been created:

Congratulations. Your PREP Systsm accounl has been created. To get startsd by signing in, click lrere
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By clicking on the link provided, you will be redirected to the Login page and should enter your
User ID and Password and then choose "sign In".

Seuching Land Records?

Our PRIP Sylem helps our custsmers prcpare cover pages

and lax forms and is not a lool forsearching land records; lf

you would like to search for land records files in the ûffice of

the Weslchester County Clerk, please visit our Records

Viewer
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You are now ready to start entering a package.


