The Property Records Electronic Portal (PREP) System
Filing Land Records in the Office of the Westchester County Clerk
http://prep.westchesterclerk.com

PREP — The Basics

What is the PREP System?
The Property Records Electronic Portal BETES
(PREP) System is a web-based application == t=——"— T
from which customers are required to create T
~ cover pages and tax forms for documents =~ g :
submitted to the Office of the Westchester
County Clerk after January 1,2010. S

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 Office 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 incréase 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 System.

Will I have to use the PREP Sysfem?

Yes. .If you wish to present a land document for recording by our office after J anuary 1%,

i 1 it must be accompanied by cover pages and tax forms created on the internet through the
i PREP System.




 Will I be able to tfy out the PREP System before January?

Beginning October 1%, the PREP System will be available to users who wish to simply
test it out or begin using it to create cover pages and tax forms 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 training session, please
contact Rosia Blackwell Lawrence at (914)995-3082.

What if I am having trouble submitting my document?
- You can always visit our office and a staff member will gulde you through the process on

one of our public computers. You will be able to create your cover pages on site in our
office. We will also have staff members available to answer questions about the process

~ over the telephone

WESTCHESTER COUNTY CLERK RECORDING SHEET

Will the current Land Records Recording =
Sheet still be required? No. The cover page Py

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.

Will the current Land Records Submitter
- Summary Sheet still be required? No. The

PREP Payment cover page will replace the R [T —
current Land Records Submitter Summary T =
Sheet. You will no longer need to fill out the BT

~ Westchester County Clerk Submitter Summary revsmmmman

Sheet.



What tax forms need to be created using the PREP System?

The New York State Real Property 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 Property 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 returns 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:

Affidavit Deed Mortgage, Correction

Agreement . Deed, Cemetery Negative Pledge

Assignment of Lease & RentsDeed, Correction Notice of Appropriation

Affidavit of Service Deed, Sherriff’s Order

Assignment Deed, Torrens Power of Attorney

Cancellation of Agreement Easement Power of Attorney, Revocation

Commitment Homestead Exemption Registered Agreement

Contract Judgment Release of Mortgaged Premises
- Certificate Lease Agreement Release of Estate Tax

Declaration Letters Patent Satisfaction of Mortgage

Dedication Mortgage Agreement Waiver

Deed Agreement Mortgage Will

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 to www.prep.westchesterclerk.com.

You will arrive at our Login Screen. Choose “Create Account” by chckmg on the blue
text indicated below.

our office for recording.

Registered Users Searching Land Records?
UseriD - | | QOur PREP System helps our customers prepare cover pages
o = and tax forms and is not a toal for searching land records. if
' you would like to search for land records files in the Office of
the Westchester County Clerk, please visit our Records
Viewer

jorder to u§e
the PREP Systom B .

11th from 12 am unhl 5 am . miore

Creatlng an account is easy and on[y 1akes a feilihinutes. Create Account

Recording Fee increase update... more

@ Copyright 2006 Westohester County Clerk. Al Rights Resarved.
Privacy Policy | Web Accessilibity Policy | Disclai mer

You will arrive at the Create Account Screen where you will be asked for some basic
information:

Your User ID Choose a

PREP System

Your Password: Choose a

) i User ID which you will be
To register to use the Westchester County Cld  asked to enter each time you password that is at least 8
Please take care in entering your account info,  loginto PREP. characters in length and has
at least one fetter and at least
User ID one number. 3
Password Il one letter.)
Confirm Péssword i
Security Question |please choose one .
Security Answer , I Security Question: You must
: answer at least one securnity
Address 1 . question so we can identify you
- if you forget your password.
Address 2 \
City | [ State: [New York i
Contact:Name First Name | | i | LastN /COntact e-mail: The e-mail
" Contact Phone | Contact Fax | address you enter will be the
Contact Email e-mail address to which alerts

will be sent.

Confirm Email |

@ Copyright 2000 Westchester County Clark. Al Rights Reserved.
Privacy Policy ‘ Web Accessilibity Policy I Disclaimer




- 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.

i i
5 (
[ i
1 1

) *492560851PATO€)14*

The Cifice of the Westchester Counly Cleric Tits page is part i the instrument; the County Clerk wit
rely on St informadion provided on fhes page Jor pumDees: of indexing Bus Inskumert. To the best of
submiters e onthis and Endorsement Cover Foge is

dend with the nte decument.

RG0S 19:06:00 AM
Submitter Information o
e Smith Jane Phone: {D14)555-5555

B Address 1: 123 Main Street Fax {914)565-5551
b 38 2 Emai: jane@email.com .
ite Plains NY 10601 Reference for Submiter: Smith Power of Attomausile

Control Number: 492560851 T T T nC P OWET OT Attomey (PAT)
Package 1D: 2009019130770800 1000 Document Page Count: s Total Page Count: €
tst PARTY Parties ' Znd PARTY

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

Congratulations. Your PREP Sy_sten’i account has been created. To get started by signing in, click here.

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”.

Searching Land Records?

~ Our PREP System helps aur customers prepare cover pages
and tax forms and is not a tool for searching land records: If -
you would like to search far land records fles in the Office of
the Westchester County Clerk, pledse visit our Records

Viewer

Sign In

You are now ready to start entering a package.



Entering A PREP Package

Documents enter the Office of the Westchester County Clerk in “packages” or groups of related
documents. Your package may consist of only one document, such as a Satisfaction of
Mortgage. Or, your package may consist of many documents such as a Deed, Mortgage, Power
of Attorney and tax forms all related to the same land transaction.

As soon as you login, you will arrive at your packages screen. As a new user, you will not have
any packages listed on the packages screen. You will need to create a new package. To do so,
' choose “Create A Package” and a pop-up will appear.

L1 Qffice of the Wesmhester County Clerk Makmg Govem p
* PREP System :

Welcome, JaneSmith
Documents enter the Westchester County Clerk's office in packages or groups 0 » - e may consist of only one document, such as a Satisfaction
of Mortgage. Or, your package may consist of many documents such as a Deed, Mongagp Power of A 'nd tax forms ail related to the same land transaction.

Once you have chosen a name that will help you identify your package (such as 'Smith Ciosing?), yau are read faior (‘reate A Package
Use the blue arrows to change the order that documents wcthm your package will be dlsplayed lfyou vwsh o leam the status p ‘
hecause they have heen submitted, you coff 9 : s o

The grid below lists afl of the pending p
package row and additional details about| A package is a group of documents which must enter the County Clerk's Office tog
For example, a package may consist of a Deed, TP-584, RP-5217 and Mortgage.

First: Choose "Create ) ly Packages | My Account Logeut| Help
A Package” by clicking

onit.

ftion | Rejection | Finance | Payment Processing

Second: Name your
package. The name
should help YOU idenify
your package and will not
be used by our office.

Current Package Description Choose a package name |
Smith Power of Attorney

'''' * Power of Attamey (PAT) #4928 Tip: #f you went to begin by cresting your tax forms, choose the document such SN
| Deed, that your tax forms are supporting.

Third: Selectyour .
document type. if you want
to begin by creafing your
y tax forms, choose the
document, such as a Deed,
that your tax forms are
~ supporting.

Chaose your document |Select a document type

@ Copyright 2009 Westchester County Clerk. 4l Rights Reserved.

. ! e T version: 1.0.0.0
Privacy Policy | Wab Acoessilibity Policy | Disslaimer

Once > you have chosen your package name, and selected your document type, you will enter the
~‘core PREP application. '

PREP Structure

The PREP System is structured so that you will progress through a series of screens. Each
screen will collect related pieces of information. You can navigate through the PREP System
one of two ways.

It is preferred that you navigate through the system using the commands in the lower right had -
corner which allow you to move to either the previous or next screen. When using these
buttons, the system will check to be sure that all necessary information has been entered and
you are ready to proceed to the next screen. If you have not entered all required information,

- you will receive an error message. :

< prey | next=



- You can also navigate through the system by clicking on the various tabs for Party, Property,
. Taxes, Cross References, Fees, and Record & Return. However, if you use the tabs to navigate,

yvou will not receive error messages mdlcatlng that required information is mlssmg.

S ua'JSa Refersnce FPHl alculat :on - Ren F’aium

Once you have progressed through all necessary screens you will return to the packages screen
where you can add another document to your package or checkout by indicating how you will
be paying for your package

. Entering Parties in the PREP System

Once you have named YOur package and chosen a document type, you will land on the Party tab
of the PREP System.

In PREP you must enter each party to a transaction separately When entering parties, you will
need to make the following choices:

) Office of the Westchester County Clerk Making Government Easy

: PREP System My Packages | My Account Legout|H
Paymem Packet: 2009091307799001000 (T est Closmg) Land Document: 492560852 (Deed (DED))
' : 7. e Croes Refersnce Fes L,a[” »la’mn ~ Record & Rﬂm N
Enter each panty to your fransaction one at a time by filling in the requited fields and choosing “Add Party" to display your pany details in the grid Copy Previous Party
below. Choose "Copy Previous Party" o select 2 parly previously entered as part of this package.
Party [ Granter/Transferor/Seller Party Type Fiduciary Status
LastName | : First Name Middle Initial

Tbepanymiamentefmgshoufd/ ar on the folfowing tax forms:  [PIRP-5217 [ \%

Ady” What party are you entering?
Party types are customized to
documents. So if you are entering
a deed, you will need to choose

‘E’ Is your party acting as a
.~ fiduciary or does your party
3 have a fiduciary acting on his

" What party type are you
entering? You will need to
indicate whether your party is an
individual, corporation, estateftrust

between “Grantot/Transferor/ or her behalf? if so, youcan
Seller” or or other type of party choose a fiduciary status such as
“Grantee/Transferee/Buyer". | Address “Referee” or “Trustee” from the

fiduciary drop down list.

Whereas, if you are enteringa 123 Main Street , White Plains, NY 10

Power of Attorney, you will need to
choose between "Appointor” and 5
\“Appointee”.

. I !
< prev | next>

Once you have made these choices, you should enter the name of your party.

Be careful when entering your party name as your entry will appear on the
cover page, on the TP-584 if required, on the RP-5217 if required, and in the
Westchester County Clerk’s index. And remember, the party name must be
exactly as it appears on the document you are submitting for recording.




Continue to enter party information as follows:

A Oiﬁce of the Westchester County Clerk Making Government Easy ) )
m/ PREP System My Packages | My Account Logout|H

Payment Packet: 2009091307795001000 (Test Closing)  Land Document: 492560852 (Deed

Property . Taxe 7 Cross Reference |

Including a party on tax forms: if
your document requires a TP-584

“andfor a RP-5217, these boxes will be
checked off. To remove a party from
one of these forms, please uncheck
the relevant box.

“Feg Caloulal

‘| Enter each pary to your transaction one at a time by filling in 2he required fields and choosing "Add
below. Choose "Copy Previous Parly" o select a parly previously entered as part of this package.

Individual '\,

Party lGrantor/Transferor/Seller Party Type
LastName | |  FirstName Middle initial

g Savmg Party Information: Once

The parly ipe | am entering shoukd appear on the foliowing tax forms:  [AARP-5217 [Z1TP-504500

you have completed all fields,
Address 1 | | Address 2 ! choose “Add Palty" and your pal‘ly
City [ | state [ New York details will appear in the party grid
Country l United States of America . below.
So# I::I [:] |:| (OR) Federal EIN Pending Privacy Statement s Add Party

o —

First Party Individual SMITH, JOHN 123 Main Street , White Plains, NY 10601 . X111 Edit | Delete

=prev | next=

_ .I‘f the document you are entering will never require a TP-584 or a RP-5217, address and tax
identification numbers will not be collected in the PREP System. You will know this
information will not be required because the fields will be grayed out as follows:

3 Office of the Westchester County Clerk Making Government Easy
?2/ PREP System : My Packages | My Account Logout|Help

Payment Packet: 2009091307798001000 (Smlth Power of Attomey) iLand Document: 492550851 (Power of Attomey (PAT))

Fea CE]CLJQ*IOH . Raccrd& Return

Enter each party to your transaction one at a ime by fifling in the required fi lelds and choosing ‘Add Party"to d:spiay your parly details in the grid Copy Previous Party

below Choose "‘Copy Prewous Pariy" to select a party previously entered as part of this package.
Party Party Type Individual m Fiduciary Status I None
LastName | |  FirstName Middle Initial |

The party type | am entering should appear on the folfowing taxtorms:  [IRP-5217 [ TP-584

Address 1
City
‘Country

Address 2

(OR) Federal EIN {IPending Prwacy Staternent Add Pam/

First Party | |Indbidual | SMITH, JANE
18econd Party |Individual SMITH, JOHN




- Use “Copy Previous Party” to save time entering parties with similar details.

Office of the Westchester County Clerk Making Government Easy
PREP System

Payment Packet: 2008091307799001000 (Test Closing)  Land Document: 492560852 (Dee

First: Click on "Copy
Previous Party" to get the
pop-up box below.

.nt Logout| Help

Party CProperty . Taxes i Cross Refersnce -~ Fae Caloulatic

Enter eachpatly (o your transaction one at a time by filling in the required fields and chaosing "Add Party” (0 Cisiay YOUF party Getais N e grid Copy Previous Party
'| below. Choose "Copy Frevious Pary" o select a parly previously entered as part of this package. —

Second: Choose "Copy"
to the right of the name of
the party you wish to copy.

Party I Grantot/Transferor/Seller 3

Party Type

Individual

Last Name

The pary et am entel
To copy previous party information, click on “Copy" in the Action column
Adtross 1 [ | To.copy previous partyinformation, olick on “Copy" in the Action colurmn____

City " {SMITH, JOHN 123 Main Street , White Plains, NY 10601 (4
Country | United Sta | SMITH, JANE 123 Main Street , White Plains, NY 10501 Copy 1

Add Party
“First Party Individ k- o e 1 |Edit | Delate
i Second Party | individ P72 | Edit | Delete
= e | ne,{t>

® Copyright 2000 Westchester County Clerk. All Rights Resarved.

X I o ' N Version: 1.0.0.0
Privacy Poticy | Web Accessilibity Policy | Disclaimer

Note that the party details will appear in the relevant fields so that you can edit them before
~‘choosing “Add Party”.

Once you have entered all of the relevant parties listed on your document, please choose next.
If you have not entered a required party (for instance you entered a Grantor for a deed, but not a
Grantee) or you have not entered a required piece of information, such as tax identification
number, you will receive an error message alerting you that a required piece of mformatlon is
missing. For example:

The following fieids are required for this document

o Chy
e Zip
+ SSN

Once you have entered all required information, click on “Add Party” to add the party to your
grid and then click on “next” to move to the Property Screen.



Entering Property in the PREP System

You must enter each separate tax parcel impacted by your submission as follows:

2

Office of the Westchester County Cle

N ¢ —/ First: Enter either a Secfion
- N3t/ PREP System

Block and Lot OR a Tax Second: Enterthe s1reet Logout|Help
Payment Packet: 2009091307799001000 (Test Closiy ~Designation which is notin umber and the street name.
Party _ Property “Taxes Section Block and Lot form. if there is no street number,
T J enter "None". 1
| Enler each properly affected by your transaction one at a time By thng | HoHeanelas ana mern ¢hoo : ffcopy Previous Address

- | Previous Properly"to select a property previously entered as pant of this

"/ Third: Choose the City

| (ORY TaxMap Identification 3.}~ gllP o or Townfroma X .
ol dropdown, the village if

Section-Block-Lot | ]| -1

necessary, andthezip
code when required.

StreetNumper [ |

CityTown l Bedford

Add Progerly

Strest Address
123 Main Street

Ta Map Identifier
[1-234-5

Whnte Plams Fourth: Choose "Add

Property” once ali required 1
_ fields have been completed. ¥

- Just as you could copy a party, you can also copy a property by choosing “Copy Previous
Address” in the upper right hand corner:

=l Office of the Westchester County Clerk Making Government Easy
PREP System My Packages | My Account : Logout|Help

Paymem Packet: 2009091307793001000 (T est Closmg) Land Document: 492560852 (Deed (DED))

Lo Cross Peft;ra lecy Feo L,a!ca.lahon Record & Ratufn .

Enler each properly affected by your transaction one at a time by filing in me required fields and then choosing "Aa‘d Propeny". Choose "Cop! { Copy Previous Address
Previous Properly” {0 select a properly previously entered as part of !ms package N .

Section-Block-Lot | || || | (OR} TaxMap Identification #

Be careful when entering property details. The property details you enter
will appear on the cover page, on the TP-584 if required, on the RP-5217 if
required, and the town will appear in the Westchester County Clerk’s index.
And remember, the property details must be entered as they appear on the
document you are submitting for recording.

- Once you have entered all of your properties, choose “next” to navigate to the Taxes tab.



- Entering Tax Form Details

On the “Taxes” screen, PREP will ask you for some details necessary in order to calculate any
transfer taxes due in connection with the conveyance you will submit for recording.

Office of the Westchester County Clerk Making Government Easy )
PREP Syrstam My Packages | My Account - Logout | Help

First: Enter the date of

the document, suchas a
Deed, that you will be
presenting for recording. . -

(831115 0 Ep o, v Tt the

AL

Second: Enter the conveyance
amount, any lien deduction and then
the % of residential real property as
I\ it will appear on your tax forms.

2y ORI ATy,

Third: If you are going to be claiming an exemption
on Schedule B, C, E, F or G of your TP-584, you
need to select the exemption from the drop down
provided by clicking on it.

Document Date A = @ e B $1250000.00]  Lien Deduction
% of Residential Real Property 100.00 % Exemptions/Tax Credits ISelect an Exemption

Please select check hox if any of the transferorseller(s) are non-residents of New York State and do not quality for an
exemption under the Tax Law section 663(c) @
— £ -S—

Fifth: Choose

" check the box if a Form "Calculate Taxes".

IT-2663 is required.

E | Print

Once you have chosen “Calculate Taxes” the transfer taxes due will appear in the lower left
hand corner of the screen:

) Office of the Westchester County Clerk Making Governmient Easy
; PREP System : My Packages | My Account Logout| Help
Payment Packet; 2009091307793001002 (Test Closing)  Land Document: 492560852 (Deed (DED))

S Parly L Property - - Tawes " Cross Reference - Fes Caloulation . Record & Retum

Your document must be supported by the tax forms listed below. To create these tax forms, please filf in the requested information, including exemptions, end choose

‘Calkcuiate Taxes". Qnce your taxes have been calcutated, choose "Create" in the Actions column io the right of the tax form. Be sure o save your tax form before closing # by
scrolling down to the very bottom of the form and choose the "Save® bution. ) :

Documnent Date 9/22/2009 @  conveyance Amount [ $1250,000.00]  LienDeduction [ $0.00]
% of Residential Real Property 10000 %] @ ExemptionsfTaxCredits  [Select an Exemption

Please select check box if any of the transferorfseller(s) are non-residents of New York State and do not qualify for an

Calculate Taxes

RP-5217 Ral Estate Transfer Tax Report ) : Saved |  Edit | Delete | Print
TP-684 Combined Real Estate Transfer Tax Return Saved Edit [ Delete | Print

Taxable Consideration TaxDue Credit Claimed Total Tax D "
§$ 1,250,000.00 $ 5,000.00 $.00 $ 5,000.00%
$ 1,250,000.00 $ 12,500.00 $.00

$ 17,500.00 $.00

<prev | next>




Completing Your Tax Forms
You are now ready to finalize your RP-5217 and your TP-584.

Be careful. You should not begin creating your tax forms unless you have
all of the information necessary to complete them. The PREP System will
not allow you to save your tax forms unless all required fields have been
completed. -

When you are ready to complete your tax forms, begin by clicking on “Create” in the Actions

column next to the return you would like to complete first. The return will appear as a pop-up.

You may wish to choose “Highlight Fields” in your pop-up so that fields to be-completed will
be highlighted: ‘

INSTRUCTIONS: hitp:/iwww.orps.state.ny.us or PHONE (518) 473-3791

FOR COUNTY USE ONLY REAL PROPERTY TRANSFER REPORT
Sl
C1. SWIS Code | I N R N | STATE OF NEW YORK
e STATE BOARD OF REAL PROPERTY SERVICES
: C2. Date Deed Racorded / / |
el v _ RP - 5217
€3. Book L i 11 |C4Page , -, . | RP-5217 Rev 1/29/08
PROPERTY INFORMATION |
1, Propeity N
tocaion 123 . Main Street
STREET NUMBER STREET NAME
White Plains 10601
CITY OR TOWN VILLAGE Z¥ CODE
2. Buyer SMITH JANE
Name Tt v FIRST NAME

Complete all required fields by clicking in the field and then entering information. Once you
have completed the return, be sure to choose the “Save” button at the bottom of the return.

[ L7 A0 0 L )

I CERTIFICATION l )

1 Certify that all of the items of information entered on this form are true and cosrect (to the best of my knowledge and belief) and | und: and that the maki of any wiltful
false statement of material fact herein subject me to the_provislons of the panal law relative to the making and filing of false Instruments.

CITY OR TOWN STATE aP CODE




. Once a return has been saved, the user will have the option to Edit, Delete or Print the return:

Office of the Westchester County Clerk Making Government Easy
Xz’ PREP System My Packages | My Account Logout | Help

Payment Packet: 2009091307793001002 (Test Closing)  Land Document: 492560852 (Deed (DED))

cuPady ol T Property L Taxes " Cross Reference ..

Fee Calculation . Record & Retira ™

Your document must be supported by the tex forms listed below. To create these tax forms, please fill in the requested information, incluting exermptions, and choose
‘Cakulate Taxes". Once your taxas have been caiculaled, choose "Craate” in the Actions column 1o the right of the tax form. Be sure 1o save your tax form before closing it by
scrofling down to the vety bottom of the form and choose the “Save” bution.

Document Date / 92212009 % @  conveyance Amount [ §1250,000.00]  LienDeduction - $0.00]
% of Residential Real Property 100.00 %| @  ExemptionsiTax Credits ISeIect an Exemption

Please select check box if any of the transferorseller(s) are nen-residents of New York State and do not qualify for an
exemption under the Tax Law section 663(c) @

ditif? I.EI ,'

Edit | Delete | Print

- If you choose to print the return, please note that it will print with a PREP Support Paper cover
page which must accompany the return when it is submitted to our office.

The Office of the Westchester County Clerk: This page is part of the instrument; the Countty Clerk wilt [ i
rely on the information provided on this page for of i ing this @ To the best of i { '; 1“ 1
submitter's the i on this R and Cover Page is i H’ il i
with the in the att | iR it
*492560853RPD0016*

Supporting Document Cover Page
Submitter Information

Name: Smith Jane . Phone: (914)555-5555

Address 1: 123 Main Street Fax: | (914)555-5551

Address 2: : Email: jane@email.com

City/State/Zip  White Plains NY 10601 Reference for Submitter: Test Closing
Parent Document Details

Control Number: 492560852 Document Type: Deed (DED)

Package ID: 2009091307799001002

Supporting Document Information

Supporting Document Type: RP-5217

If you are only creating your tax forms for your closing at this point, choose “Logout” in the
upper right hand corner to complete your PREP session.

3 Office of the Westchester County Clerk Makin,
PREP System

Péyment Packet: 2009091307799001000 (Test Closing)  Land Document: 492560852 (Deed (DED))

L Cross Referente

g Government Easy _ :
: My Packages | My Account

“Paty . Property Taxes " Fee Calculation " Record & Return




Return to PREP to Create a Cover Page for a Deed

- After your documents have been executed, you can return to PREP to create the cover page for
your Deed. To begin, login to PREP. Then review your package grid to find the package you
wish to work on. Double click on the package to reveal the details.

B Current Je.»:u::riptil:-n - 2 Actions
Test Closing Second Once your Ray | Submit | View Letter
4 ¥ Deed (DED) #492560852 package details appear, t| iete | Print Draft
RP-5217 #492560853 - choose "Edit". Print

First: Double click on
the package you want

L TF' 534 m92560854
P11 I«-aqe DD—' -cription

"b-aLk-aq _ Created By "~ Creatsd

Srmith Power of Attorey fo work on. 2009091307798001000 0913/2008
i & 2009091307 79%001000 0 05431700

Once you have chosen, “Edit” you will be returned to the Party Screen. If you have 1o Cross
references, you can choose the Fee Calculation Tab by clicking on it:

| [} ) Office of the Wesichester County Clerk Making Government Easy _
> g‘/ PREP Sysﬁem My Packages | My Account Logout|Help
Payment Packet: 2009091307799001000 (Test Closmg) Land Document: 492560852 (Deed (DED))

Cfﬁ‘ié Reference~  Fee Calcclation - Rét:efd Rﬂfu")

Flease enter the numbe! of pages for your document and then choose ‘Calculate Fees* to view the breakdown of foes payable to record your document. if your document is
exempt trom all fees, ptease place a chackmark in the proper box before choosing "Calcuiate Fees".

Document Page Count . First: Count the number of
- pages in the document you

e ________________1 aresubmitfing and enter
I8 Fee Type Description that number in this box.

This document is exempt from all fees

Calculate Fees

Second: Choose
"Calculate Fees" and the

Statutory Recording Fee breakdown of your fees will

Page Fee appear in the grid below.

Cross-Reference Fee . . \ i

Mortgage Affidavit Filing Fee o ————— $.00

RP-5217 Filing Fee $125.00,
$5.00

TP-584 Filing Fee .
Tt | om0

Choose “next” to move to the Record & Return tab where you can enter the name and address
indicated for Record & Return on your document:

Returnee Address

Name lohn Jones, Esq. |
Address 1 {500 Main Street
Address 2 N

City [White Plains
State ] New York

Zip Code 10801

Attn: L




- If you are entering an address that you think you might need to enter again, please be sure to
check off “Save to Address Book” so that this address is saved for the future.

Or, if you know you have an address in your address book you should:

NN Office of the Weshchester County Clerk Maklng Govemment Easy '
E \:’; / PREP System © My Packages | My Account ’ Logout|Help

'Paymem Packet 2009091307799001000 (T est Closmg) Land Document: 492560852 (Deed (DED))

i

 Cross Reference . Record & Retusa -

Jrass indicated as the Pecorcf & Return" address on the document. Please enter that aadress befow
Evicusly entered.

Once your docurnent has been
Use your Address Book fo iocd

First: Click on "Open
Address Book" and the
pop-up below will appear.

fyou would prafer to pick F
incticating that you wifl el o

‘s office, please stili enter the address indicated on the document, but be swre to check the box

Open Address Book

Please select a Record & Return address from the list below. To permanently remove an address from your
Returnee Address book, choose Remove
Mot T Cm - e T —
Address 1 O o Jane Smith 123 Main Street, White Plains, NY 10601 Select | Remove
) B
Hain John Jones, Esq. 500 Main Street, White Plains, NY 10601 - Select | Remove
Addrass 2 : .

. % :
City l Mhite Plai _ -
State [New Yark Second: Review the list for the address
Zip Code ' you wish to choose and then click on
At e L - "Select” once you have found it. If you wish

’ [:: to permanently remove an address from
[ Save to Address Bnok SR— your Address Book, click on "Remove”.

= prey | finish =

Then click “Finish” and you will return to your packages screen. Choose “Print” to print the
- cover page for your Deed.

- Test Closmg Pendmg
% ¥ Dped (DED) #492560852 : Pending
; RP-5217 #492560853 : Pending TI———r

! TP-584 #492560854 Pending i )

If you are going to add another docufnent such as a Mortgage, to your package, you should
choose “Add Doc” from this same screen. A pop- up will appear and you can choose your next
document.

% ¥ Deed (DED) #492560852 - Pending et | Delete | Print
RP-5217 #492560853 ' Pending Print -
TP-584 #492560854 Pending Print

If you do not have another document, you will want to choose “Pay Payments will be
discussed later in this outline.




Creating A Mortgage Cover Page

To create a cover page for a mortgage, you will need to Create a Package with a mortgage. Or
if you are adding a mortgage to an already existing package, you will need to choose “Add
Doc” from the package grid and then choose Mortgage from the document type drop down.

You will then begin on the Party Screen:

Note: "Copy Prévious Party"

L8 Office of the Weshchesﬁer County Clerk Makmg Govemmant Easy . o . .
. /] PREP System My paj Willreveal parties enteredforthis £ ),
document and also for other :
Payment Packet: 2009091 307799001 DDEI (T est Closmg) Land Document: 492560855 (Mortgage (MTG)) documents in your package
Parly Propnr’cy < Fe : Croqs Reference Fen Caiculat«on Record & Petum )
" -| Enter each pany to your transaction one at a time by filling in the required fields and choosing "Add Party" to display your parly details in the gric ‘ Copy P revio us Parly

below. Choose “Copy Previous Parly" to select a parly previously entered as pant of this package.

Party Mortgagor/Borrower Party Type m Fiduciaty Status | None @
LastName | |  FirstName Migdte Initial | | Sufix
The party lype | am enlering showld appear on the following tax forms: - LIRP-5217 [JTR-584

Note: You will not need

Address 1 |4 Address 2 to enter addresses for
City State o the parties to your
Country ., moga. ‘ _
- 85# Y (OR) Federal EIN [ - | iPending Privacy Staterment Add Party

After you enter all parties to the Mortgage, choose “next” to proceed to the Property Screen.

- Once you have entered your property details, choose “next” to proceed to the Taxes Screen:

Office of the Westchester County Clerk Making Government Easy
: PREP sVstem My Packages | My Account Logout{ Help
‘ 'Payment Packet: 2009091307799001000 (Test Closmg) Land Document: 492560855 (Mortgage (MTG)) :

- Cross Reféréh;ﬁk‘éj_‘,, ; Eee_Cachﬂaﬁc‘:hf, Record & Remm

Taxable Mortgage Amount |

Dwelling Type | 1-2 Family Calculate Taxes

i you are claiming gp Qthe affidavit you will be presenting in support of yo, .
shown a pop-up b First: Enter the mortgage Rnd required and update the page count. You . o

uptoaddthe exeml  amount, the date of the mortgage, § 4 , _?aexcéet;}‘:;go;ﬁncmcu:gf oS
Youmustelickon'l  and the dwelling type as indicated  Fov canpick an exemption. gage

will appear in a grid below.

Exemptions

E\. inthe mortgage.

If you are claiming an exemption from mortgage tax, you will need to choose the affidavit you |
will be presenting in support of your exemption request from a drop down list. After choosing
an affidavit a pop-up will appear.




- The mortgage tax exemption pop-ups sometimes only require you to enter the number of pages
for your affidavit and then choose “Add Exemption”:

- If you are claiming a 100% exemption based upon the fact that the mortgagor is a government institution or because the
mortgage being recorded is a reverse mongage (NYS Tax Law § 252), please enter the number of pages of your Section 252
Affidavit and then choose Add Exemption.

Affidavit Page Count

Cancel | Add Exemption

Other times, you will be asked to enter amounts from your affidavit:

Use Form 339¢ee to claim an exemption for the first sale of an md.'wa‘uaf condo unit. Begin by entering the number of pages of
your Section 339ee Affidavit,

Afidavit Page Count

Piease enter the reduced amount of your morigage tax as calculated on your Section 33%ee Affidavit and then choose "Add

Exemption”.

Basic [ $3.750.00] Westchester | 15750
Additional [ ~ $2.220.00]  MTA

- Bpecial

Yonkers L 55[]‘[]0]

Cancel | Add Exemption

Be sure to choose “Add Exemption” so that your exemption appears in the grid and is reflected
in the tax breakdown:

: pmmmn o _ e N N ...,.A

Edit | Delete

{252 Affidavit for Government Institutions or Reverse Mortgages

Tax Type Basic  Westchester Additional MTA Special Yonkers NYC Total
. Base Tax $3,750.00 $1.875.00 $2,220.00 $1.875.00 © $0.00 $0.00 $0.00 $9,720.00
Affidavit 252 -$3,750.00 -§1,875.00 -$2,220.00 -§1.875.00 $0.00 $0.00 $0.00 -$9,720.00

Total $0.00 £0.00 $0.00 $0.00 $0.00 $0.00 $0.00 . $0.00

Once you have entered any exemptions, choose “next” to proceed to the cross-reference screen.

If you do not have any cross-references, please choose “next” to proceed to the Fee Calculation
Screen where you will enter the page count for your mortgage.

After you have calculated fees, choose “next” to enter your Record & Return address and finish
entering data for this document.




Creating a Payment Cover Page

Once you have created all of your cover pages, you should return to the Packages Screen as it is
time to enter your payment details. To begin, choose “Pay” from the Actions menu to the right
of your Package name.

Test Closing ’ 2009081307799001000 Pending
# ¥ Deed (DED) #492560852 Pending e ote | Print
RP-5217 #492560853 Pending Print
TP-584 #492560854 Pending Print
A Y Mortgage (MTG) #482560855 Pending Edit | Delete | Print
: 252 Affidavit for Government Institutions or Reverse Maortgages #492560858 Pending Print
I & ¥ power of Attomey (PAT) #432570858 ' Pending Edit | Delete | Print

Once yoﬁ have clicked on “Pay”, you will be directed to the PREP payment screen.

, 5 Office of the Westchester County Clerk Making Government Easy .
PREP System My Packages | My Account Logout| Help
Payment Packet: 2009091307799001000 (Test Closing)

A payri’:ent cover page must accompany your payment to the Westchester County Clerk. To create this payment cover page, please enter your payment information abd then

choose Add Payment so that your payment detalls appear in the grid befow. _

Ifyou are paying recording fees with a credit card, you wilf need to choose Froces from the payment grid in order 10 process your credit ca(dpaymen{ online.

' ifyou are not using credit card, choose Print Payment Cover Page once all vour payments have been entered. . .
First: Review

Document ) Fees Mortgage Taxes Transfer Taxes Total your receipt
Deed (DED) (492560852) $200.00 $0.00 $17 500.00 $17 700.00 which shows a
Mottgage (MTG) (492560855) $200.00 $0.00 $0.00 $200.00< breakdown of the
Power of Attorney (PAT) {492570858) $70.00 $0.00 $0.00 - $70.00 amounts due for
: Total Amount $470.00 $0.00 $17 500.00 $17 970.00 each document
Total Amount Due $470.00 - 8000 . $17 500.00 $17 970.00 in your package.

Payment Type

Purpgse Selectfpayment purposel%l
- List

Third: Choose the payment
purpose - fees, mortgage taxes
or transfer taxes. Each must

| Select Guarantor

Fourth: Once you have filled in
all required fields, choose "Add

Second: Choose the type of
payment you will be making
such as cash, check, ACH

t  Clear | Add Payment

Tatal| £ 0

; ; P nt" and nt
debor s card. el e pad separi el
» , payment grid.

Print Payment Cover Page Draft ] Return to Yovllr'i"'a“;:kage Details

Copyright 2008 Wastchester County Clerk. Al Rights Reserved. Version: 1.0.0.0
Privacy Policy | Web Accessilibity Policy | Disctaimer : T

Remember: Fees, Mortgage Taxes and Transfer Taxes must each be paid
separately in the Office of the Westchester County Clerk. If you submit a
combined payment to our office, your payment will be rejected.




. 'Once you have entered all of your payment detalls and they appear in the payment grid, choose
“Print Payment Cover Page”.

F‘g'nry ) B 7 yme pose 7 : y Sta s | zﬂ\.tin-a
Check #1234 ’ Fees $470.00] Pending Edit | Delete | Pracess

Check #485489252 Transfer Taxes $17 500.00 Pending Edit | Delete | Process

R et to Your Package Details

|

IS ;
i i
Ll %

*2008691807904001001 1=
Payment Cover Page
Submitter information
Name: . dane Smin Fhone: {994)555-5556
Address §: 123 Main Sireet Fax  {9143555-5551
Address 2: ’ Email: Janegremati.com
City/StateiZip:  Whe Plains NY 1D&D1 Reference for Submitter: Test Ctosing 2
Payment Due
ControlNum DocTyge Fees Tranafertax MoctgageTax Totat
432620030 Deed (DED) £200.00 $17.500.00 $0.00 §17.700.00
492620033 Moetgage (MTG) $185.00 50.00 $8.720.00 £9.915.00
492620034 Power af Attarney (PATY §70.00 | s000 . $0.00 §70.00 .
Totsi Due . §27.685.00
Payment Details _
Feas Chieck # 1234 : Penving o $465.00
Moftgage Taxes Check # 1235 Penging : $9,720.00
“Transfer Taxes Cash Pending ' §17,500.00
Totat Amaunt - ' $27 685.60

You are able to pay fees only by credit card (American Express, MasterCard or Visa) ‘To do
so, indicate credit card as your payment type Once your payment details appear in the grid,
choose “Process”:

Payment Type Payment Furpose ' Total] Entry Status Actions
Check #485489252 Transfer Taxes $17 500.00 Pending Edit | Delete | Process
Card# NOT YET PROVIDED Fees $470.00) Pending Edit | Dele




- You will be redirected to the Credit Card Payment Processing screen where previously entered
information will pre-fill fields and you must complete the remaining fields:

5 ,% ] Office of the Wesfchester County Clerk Nlakmg Government Easy
\ \"‘ / PREP System My Packages | My Account Logout|Help

Return to Payments
Payment Packet: 226654 (Test Closing) . ¥
Flease complele the following fields and then choose Process Credit Card. Your credit card witl be immediately processed.

First Name [Jane | Middle Name I Last Name .
Company 1 1 First: Fill in alirequired
fields.

Address [123 Main Street I  ———————
City [White Plains | state [Mew York Il  zip code 10601

EMail jane@email.com |  Phone |(914)555-5555 | Fax | |
~ Credit Card g G ’

Card Number 1 | oW Number | | What is this?

" Exp.Date (03 [s] [2008

_ G . Second: Choose
Amount . $470.00 Process Credit Card .

"Process Credit Card".

@ Copyright 2000 Westchester County Cleric. Al Rights Reserved.
Privacy Policy | Web Accessilibity Policy | Disclai mer

Warning: Your credit card will be processed immediately. If you do not
want your credit card processed until you are ready to submit the documents,
please wait until just before you submit the documents to process this credit
card payment. |

Once you have printed your Payment Cover Page, you should return to your package details by
clicking on “Return to Package Details” below the payment grid.

Check #485489252 Transfer Taxes : " $17 500.00) Pendlng " Edit | Delete | Process

Card #0002 Fees $470.00; Paid Edit l Delete l Process

Print Payment Cover Pagé

© Copyright 2000 Westchester County Clerk. Al Rights Reserved.
Privacy Palicy | Web Accessilibity Policy | Disciaimer

You are now ready to submit your package to the Office of the Westchester County Clerk.

Version: 1.0.0.0 .

i



-' Submitting A Package to the Office of the Wesfchester County Clerk

Before you log out of PREP, you will need to tell us that we should be expecting your package
in our office. To do this, you need to “Submit” your package. You will not be able to submit
your package until you have done three things:

[ You have completed all required fields for your cover pages and any
required tax forms; and

° You have printed all of your cover pages and any required tax forms; and

° You have printed your Payment Cover Page.

The “Submit” button will remain grey until these three items have been .cor'npleted Upon
completion, the “Submit” button w111 become an active blue link and you can click on it to
submit your package:

Deed (DED) #492550852 Pending
RP-5217 #492560853 Pending Print
TP-584 #492660854 Pending . Print
A ¥ Mortgage (MTG) #492560855 -Pending Edit | Delete | Print
252 Affidavit for Government Institutions ar Reverse Mortgages #492560856 Pending : Print
A ¥ Payer of Attorney (PAT) #482570858 - Pending Edit | Delete | Print _

Once you have chosen submit, you will be warned that the package will be removed from your
active packages screen. Once you say “OK?” this package will not longer be listed in the current
packages grid. You can, however, choose “View Submitted Packages” to check on its status.

Warning: We cannot and will not begin processing your papers until we
have received them in our office. You must mail or deliver your
submissions along with the correct cover pages, supporting papers and
necessary payments to the Office of the Westchester County Clerk.

Note: We will no longer accept submissions.that contain staples. Your
documents must be placed in order and secured with a chp, not a staple
Documents containing staples will be rejected.




Assigning Your Package

If you have started Creating a package but woy]
company, to complete and

user. To do so, click on “My Account” at the top of any screen:

L Office of the Westchester County Clerk Making Government Easy
; PREP System

- Payment Packet: 20080913077

01002 (Test Closing)

Land Document: 492560852 (Deeg (DEDY)
G g L . . ‘

- CFee Caloulation

Office of the Westches
PREP System

My Packages | My Account

d like another PREP user, such as a title
submit your package, you can assign your package to another PREP

Logout| Help

Logout| Help

————

Update Profile

Change Password
Create User Group

] Security Answer

1 Contact Name

o

- The Assign Packages Screen will appear and you can proceed as follows:

Office of the Wesi
PREP System

! Hyou update or change any of Your account information, please be sure to click on “Update" to save this information,

JaneSmith
What is your mathers middle name? .
[Smith ]

Security Question

| User Group

i Address 1 123 Main Street :

1] Address 2 l ]
City White Plains State

First Name

tchester County Clerk Making Government Easf A

[Mew York . -Zip Code [10801

]
4
i
|
1
|
|
i
]
i

ML ] Last Name Suffx [None o] |

My Packages | My Account

Logout| Help

U

Update Profile
Change Password
Create User Group
Join User Group
Assign Packages
User Preferences

1 vou can assign Your packages to the othor users, ifyou wish. Please selectthe packages to assign by clicking on the << or =" finks. Once
| You have sefecteqt the Rackages, you can Sefect the user to whom the
| Fackage(s) To:arop down fist You can click on the "Packages to be Assignecr fink to assign the packages. -

| Current Packages

Test Satisfaction {(JaneSmith) i
DAG Test {JaneSmitk) :
Test Package {JaneSmith)

i

Second: Click o
the amrow which will
move the package.

First: Click on the
package that yoy
wish to assign.

w— Rssign Selected Package(s) Tor B8

se!ectedpackages heed o be assigned from the Assign Sefecteq

0 be Assigned

p

>> | <<

Third: Once the package

or packages to be assigned "'Z,sm'th:PCf:ik on . E
have been moved, choose 3 o ﬁrs;'agl;ige )?ourages
user to whom the package assignment -

will be assigned.

Assign F’vkages i




Warning: Once you have assigned a package, you will no longer be able to
view the package. If you need the package back for any reason, you will need
to contact the user you have assigned it to and request that he or she assign it
back to you.

Once you have successfully assigned your package, you will receive an Assignment
Confirmation which you should print out or save:

Office of the Westchester County Clerk Making Government Easy
PREP System

Assignment Confirmation

Package Name: DAG Tgst

Asgigned By: JaneSmith (Jane Smith 1)

Assigned To: esongqnnccamwy (Eileen S McCarthy 1)
Date: §/19/2009

Time: 433 PM

Documents: " Deed Agreement (DAG#492610911

Why would you need the Assignment Confirmation? In some situations,
title companies will need access to the PREP package created by a Seller’s
attorney in order to submit the returns and closing documents for recording.

- We will remain open to feedback from the bar and the title industry as to
whether this Assignment Confirmation will meet the needs of the bar and the
title industry.




A View of PREP from the County Clerk’s Office

With the launch of the PREP System, the way we handle your papers in our office is going to
change. We hope that providing you with an understanding of how we review your documents
will help you to avoid rejection of your submission.

PREP Intake

The first employees to review your submission are our intake staffers. They are going to review
both your documents and your payments. They are performing a careful but limited review
before sending your documents off to be scanned and your payments off to be processed by our

Finance Unit.

The PREP Intake Staffer will review your payment to be sure:

The details listed on your Payment Cover Page match the payment
submitted

For example, if you have indicated you are submitting a bank,
certified or official check, the intake staffer will be sure that
your check is in fact a bank, certified or official check.

All payments have been submitted

Your check is made payable to our office

Your check is not stale-dated

Your check is signed

If you have indicated a cash payment, a receipt indicating the correct
amount is attached

Tip: Payments via ACH debit or credit card do not require review and are
therefore a preferred payment method. Consider setting up an ACH account
and giving it a try. We think once you have made an ACH payment, you
will see the benefits.




The PREP Intake staffer will review your documents to be sure:

All required parties have signed the document
All signatures are original
Acknowledgements are in proper form
Notary Information is complete

There are no cross-outs on your tax forms
Any required seals are present

Required suppoft papers have been submitted
The document is suitable for scanning

All staples have been removed

What happens if there is a problem at the Intake stage?

Our goal is to move your documents forward if they pass intake. So even if your money is not
in order, we will begin processing your documents. Our intake staffers will route your money
and documents as follows: '

$ to Finance
Docs to Scanning

ekons

$ and Docs Returned to Submitter

$ and Docs Returned to Submitfer

$ Returned to Submitter
Docs to Scanning




PREP Scanning

If your documents are accepted at Intake, they will move from Intake to Scanning. We scan all
land records in our office so the move from Intake to Scanning should occur within a few hours.

Please be sure that the documents you submit to our office are suitable for scanning. We
always make our best efforts to move the process forward, but if your documents are illegible,
we will not forward them to scanning.

PREP Examination

A full review of your land records package takes place in examination. Our examiners will be
reviewing both the imaged document you have submitted and the details you have entered into
-the PREP System: '

My Packages

Get Next (OR) Search in Queues

i tru;

[Pendng_|

'A en Pau:t eall

70353y

Pending ‘ T .
Pending - View ‘. o
Power of Attorney (PAT) #492530839 Pending View . . ol DEED Ag;f :
Mortgage (MTG) #492530840 Pending View THIS INSTRUMENT made the gﬁ dayof ey, e
339 Affidavit for First Sale of an Individual CondominidPending View BWI mww plack ort 'I'BS.I l:f'u‘mm A'*ww';‘k?'m“'n ias, P
New York 16681, Grastor, . .
.. -JAMES MeNAMARA, residing at 1615 Edison Avesue, Broax, New Yerk 10461,
Deed (DED) #492530836 i : A : : Ve
( ) i WITNESSETH, tut the Grantor, in considezation of Tea Doflas and other valusble .
[(Prev | Next I ” by (e Grastoe, does berey d el the Granies, the heims
2 Document Date ﬂwmmmofﬂnmaxm, ‘ S
[18/3/2009 : The Unit designeted as Unit No. 28 (hercinafior éalicd “The Unit) in e Building
B Parties mnzmmﬁv«mmc«wﬂwmusmﬁm /

L3 18T : HARBOUR LANE ASSOCIATES LLC / None (Corporation} -
LI2ND : MCNAMARA, JAMES / None
& Requirad Elsments

York, desigusted and described as Unit No, 2B in the Declorafion and sny smendmants
thesetn establishing HARBOR VIEW CONDOMINTUM, (heteinaficr catled the “Property”);
arade by the Grandor undor the Condominivm Aét of the Seeic of New York (Article 9.5 of
the Roal Proprty Law of the Stst2 of New York); dated July 27, 2007, ind recoeded fn the. -

© Signature(s) Office of the Westchester County Clerk, Division of Land Records, on the 11th day of -
Acknowledgment in proper form Februmy, 2008, in Contral No. (heminafter calied the ion")
B TP.584 . umuwmﬁmm.mwumemmamw%/ ..
@ RP-5217 0 o the Floor Plans of the Building, cetified by Saivatore F. Vasi, ALA., Licensed
@ Notary Verification Aschitect, on the 31 g:yofm, 2007, 2ad filed siultxneorusly with the Declacation.

& Properties BEING ANDINTENDED TOBE a portion of the sane peeas byMajoReaky
0 New Rocheile 2-490-12 Corp., dated 6/23/04 and recorded 12/27/04 in Control No. 442670358, - .

= Amounts :

The land area of the propesty is describod #s follows: :
A[.Lﬂmemdnphgpxe?e«ml?fhnimmﬁgbuddmgsmdmpmmeus&um v

) Conveyance Amount: $351,400.00

Cross Referances
O Cuemnnst Nmaca

Warning: Any document with a substantive recording defect has been and
will continue to be rejected. However, incorrectly entering a document in
the PREP System can also lead to your document being rejected so please be
careful when entering information into the PREP System.

/




- Recording and Return of Documents

If your documents meet our recording requirements, the only difference in our process that you
will see is that the PREP Recording and Endorsement Page has a new format:

*492560852DEDIO15"
Westchaster County Recording & Endorsement Page maper soiosentazeu
Submitter Information
Name: £mih Jane Phone: (514)555-5285
Address 1. 423 Mtakn Strest Fax {914}555-5554
Address 2. Ema negemn cons
Cliy/SialeZIp:  viie Fisns NY 10601 Reference for Submitier Test Closing
Dacument Details
Control Number: 492560852 Document Type: Deed (DED) ]
Paciage Y  modGimrNwGiag Dacumient Page Courd: & Tetat Page Count: &
Parties i [ Addiisns Punies o Consinontion pags
10 PARTY 20k FARTY
T oMo - o 1 SN RRE - inuiset
P -
Property | BTy ——p—"
Street AGIFESS. 123 MAN STREET Tax Deeynalion: 12345 . :
CHYTOWR.  WHITE FLANG Vitage:
: Crass- References [] Additionsd Ercui-Fouta o Combramsicn page
4 x X 4:
Supporting Documents
1. RRS217 Z TPGB4 .
Recording Fees Mortgage Taxes
Statutory Recarding Fee: F40.00 Document Date: sR20008
Page Fee: $30:00 Martgage Amount: F0.00
Cross-Reference Fee: $0.00 .
- Basle: $0.20
Mortgage ATKiavt Filing Fee: o
RP-5217 Fllt . 9 Westchester: 0
ing Fee: §125.00 x
TP<584 Fling Fee: e ‘mmx ot ::'m
Total Recording Fees Paid: $200.00 Spectat: sn:m
Transter Taxes Yorkers: m
Congideraior: $4,250,000.00 Tots Morigage Tax $0.00 '
Transter Tax: £5,000:00 : o :
Mansion Tac F12,500.00 Dreiling Type: Exempt [] i
Transfer Tax Numbes: 765¢ _ Sen ¥
FECORDED B THE GHICE OF THE WESTCHESTER SOUNTY CLERK " Record and Retumn To
- [ Pick-up at Couny Clerk's office
John Jones, Eaq.
500 Malin Streat
White Plains, NY 10601

However, if your documents do not meet our recording requirements, our procedure will
change. Instead of returning all of your submitted documents and payments to you, we will
only return the document which has been rejected. The remaining documents will be held in
our office. Once the problem document is returned, all documents in the package will be
recorded and returned as requested. ’




PREP Rejection Supervisor

We are mindful that nothing frustrates our land records customers more than multiple rejections
of the same documents. As a result, all of our post-intake rejections will be rev1ewed by a
rejection supervisor to be sure that:

[ The rejection reason chosen by our examiner is correct.
° The rejection reason is conveyed clearly to the customer.
° Multiple reasons for rejection, if applicable, are listed.

PREP Financial Reconciliation

Unlike our current procedure where your entire package will be rejected if your payment is
incorrect, PREP payments by cash, check and credit card are initially processed without regard
to correctness. They are simply recorded and deposited. ‘

Once your package has passed through Intake, Scanning and Examination, the PREP System
will indicate to our Finance staff that your package falls into one of three categories:

v Proper Payment Made: Your documents will be recorded and returned. B

P

Overpayment: Your documents will be recorded and returned. You can apply
for a refund.

X  Underpayment: Your documents will be accepted, but not recorded and will be
held pending receipt of the additional payment due.

Remember: If you pay by ACH, underpayments and overpayments are
never an issue. Your payment will not be processed until the end of our
review when we know exactly what the fees and taxes will be.




-Further, if only your payment is problematic, only your payment will be returned to you. We
will hold your documents until proper payment is submitted. Once your payment is processed,
your documents will be recorded and returned as requested.

Warning: Our office is willing to hold “accepted” documents as we do not
want to re-examine re-submitted documents as this is inefficient. However,
we cannot hold documents indefinitely. Therefore “accepted” documents
which are left in our office for more than 30 days will be rejected and will
need to be resubmitted.

'PREP Package Status and Trouble-Shooting

It is important to our office that you can quickly, easily and accurately see the status of any
PREP Package. You will be able to see in real time whether your package is in Intake,
Scanning or Examination. You will also be able to view rejection reasons as soon as they are
issued. We hope that you will use features of the PREP System to track your package through
the recording process and we hope that alerting you quickly to rejections will help to speed up
overall recording time when a document needs to be re-submitted to our office.

Viewing the Status of Submitted Pabkages

To view the status of a package, choose “View Submitted Packages” from your Packages :
Screen:

Office of the Westchester County Clerk Making Goverment Easy
PREP System My Packages | My Account Logout| Help

Welcome, JaneSmith
Documents enter the Westchester County Clerk's office in ‘packages’ or groups of related documents. Your package may consist of only ohe document, such asa Sansfactlon
of Mortgage. Or, your package may consist of many documents such as a Deed, Mortgage, Power of Atorney and tax forms all related to the same land transaction.

Once you have chosen a name that will help ,. £ ackape uch as ‘Smith Closmg') you are readvto Create A Package

Use the blue arrows to change B rANaraOCUments wittin your )

e & H-“it’d ‘ : : d
Test Closmg 2009091307799001002 Pending JaneSmlth 091 3}'2009

Test Satisfaction 2009081307800001000 Pending JaneSmith 09/13/2009 :

Test Package 2009091907991001000 Pending JaneSmith 09/19/2009
i Test Judgment 2 2009091907993001001 Pending JaneSmith . 09/19£2009 E
{ Test Closing 2 2009091907994001001 Pending JaneSmith 09/19/2009

vi
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You will then see a grid similar to this Packages Grid:

& L"' < Office of the Westchester County Clerk Making Government Easy )
\\g_;\/ PREP System ’ My Packages | My Account Logout|Help

The grid below lists alf of the submitted packages crealed by you or any other member of your user group. To view additional details about a submitted package, double click on the
package row and additional details about your package wilf be displayed at the top of the grid.

To search for a submitted package, please fifl in one of the folfowing fields and click "Search"

Search for a package by
Package Description [ I (OR}  Package ID | description, package ID
(OR)  Date Created between |9/192009 lw| and lor1972009 x| Clear | Search or date range.

Actiong

‘ 9/19/2009

Once you have located
your package, you can
see where in our

workflow it is.

© Copyright 2000 Westchester County Clerk. Al Rights Resenved.
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You will not see rejected packages in this grid as rejected packages are returned to your active
packages grid for action.

Viewing Rejection Letters

- A rejected package will return to your current packages grid upon final rejection by our staff:

Office of the Wesichester County Clerk Making Government Easy
PREP System

Welcome, JaneSmith

My Packages | My Account Logout|Help

Documents enter the Westchester County Cleri’s office in ‘packages’or groups of related decuments. Your package may consist of only one document, such as a Satisfaction
of Mortgage. Or, your package may consist of many documents such as a Deed, Mortgage, Power of Attorney and tax forms all related to the same land transaction.

Once you have chosen a name that will help you identify your package (such as ‘Smith Closing), you are ready to... Create A Package
Use the blue arrows to change the order that documents within your package will be displayed. if you wish to leam the status of packages which are no ionger pending
because they have been submitted, you can View Submitted Packages

The grid below lists all of the pending packages created by you or any other member of your user group. To view additional details about a package, double click on the
package row and additional details about your package will he displayed at the top of the grid.

ackage Description : ] " FPackageld Status | Created E.u ] ' Hutd I

{ Test Closing ) 2009091307799001002 Pending JaneSmith 09/13/2009 f_'_[
! Test Satisfaction 2009091307800001000 Pending JaneSmith . 08M13/2009 |
{ Test Package 2008091807991001000 Pending JaneSmith - 09/19/2009 ;
Test Judgment 2 2009091807993001001 Pending JaneSmith . ene2009 |
Test Closing 2 200909190799400100 SORRaTg i, JaneSmith 09/19£2009 ;

i Test3 200909190799500100@ Rejected | JBaneSmith 09/19/2009 "
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- If you click on the package description to expand the details and then choose “View” you will
be able to view the rejection letter which will be mailed to you:

" Current Package Description " Packageld | . Status :
. Test3 2009091907995001001 Rejected Add Doc | Pay | Suf ]
— Powerof Attomey (PAT)#492620938 _Rejected |  Edit|Delete[¥

The rejection letter will list a specific reason or reasons for the rejection of your document or

payment. We hope that being able to view it as soon as it is issued will help improve recording
times. ‘

PREP E-mail Alerts

The PREP System will providé you with e-mail alerts aboﬁt your package:
° Notification of Rejection or Payment Issues including:
Document Rejection
Payment Rejection
Underpayment of fees or taxes
° Notification that your package has been recorded |

E-mail alerts will be sent to the e-mail address on file for the user who submitted the document.

Resubmitting Rejected Documents

Once a rejected package has been returned to your active packages grid, you can treat it like you
~would any current package:

® - Correct either the document itself or the information entered into PREP
° Reprint the necessary cover pages
° Submit your document through PREP

° Deliver your package to our office




- Correcting Underpayments

If you have underpaid for your package, we will not be able to record your documents until you
have submitted the remaining amount due. Once we have confirmed that you have underpaid,

‘the package will be returned to your active packages grid. Please enter the details for your
payment due, print your Payment Cover Page, submit your package and forward your Payment
Cover Page and payment to our office. |

Refunding Over\payments

If you have overi)aid for your package, we will record your documents and alert you that you
have overpaid. You will be able to submit a request for a refund of your overpayment. If this
request has not been received within thirty days, the overpayment will be turned over to the
county.

Questions or Concerns about PREP?

Let us know:

Timothy C. Idoni
Westchester County Clerk
110 Dr. Martin Luther King Jr. Blvd.
White Plains, NY 10601
(914)995-3081
tci2@westchestergov.com

Eileen Songer McCarthy
' Assistant to the County Clerk
110 Dr. Martin Luther King Jr. Blvd.
White Plains, NY 10601
(914)995-4287
esm2(@westchestergov.com

John J. Allen, Jr.
Deputy County Clerk
110 Dr. Martin Luther King Jr. Blvd.
White Plains, NY 10601
- (914)995-4217
jlab@westchestergov.com




