
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

..i¿'éå,r;*,...-,ltrçj: ;\r..i

You are now ready to start entering a package.



Entering A PREP Package

Documents enter the Office of the W'estchester 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 Auorney 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.

' j ; , j qEqqlf me \¡lesEhester county Clerk ltllaking
'. ,,. ' PREP $ystem

Welcome, JaneSmitlr
Documents enter the Westrhester County CleIk's office in ,pãckages'0r groups
of Mrngage. or, your package may consist 0f many dûcuments such as a oeeo, Nortgaúþ; Èdwäi

Packages I My Accounr Logout I Help

I Rejection I Finauce I Payment Frocessing

may c0ns¡st ofonly one d0curíent, such äs a Sat¡sfact¡on
taxf0rms all related to the same lend ttänsaction

once you have chosen a name thatwill helF you ¡dent¡fyour pâckage (surh as 'srnith chlsìng), you are re
use the blue affows to change thÈ order lhat d0cuments w¡th¡n youf package w¡ll be d¡splayed. lfy0u w¡sh tú learn the status
þecause lhey ha\¿e been subm¡tted, you

The gr¡d bel0w lists all 0f the pendiíg
peckaqe row and âdditional details atr0ut

Smith Fower of Al
'i i Fovoer of Att

Ê CoFytigtt 20tS WÈ>acheslÊr Co'rnty ÈlÊrk. .41 RiÐhrs R¿sètuad

Prir.aêV P6licy | þDb ADcÈssil¡bity Fúl¡c:/ | 0isÉlãimer

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 effor message.

First Choose'Create
A Package" by cFcking
on it

Second: Narneyour
package- Thename
should helpYOU iderúiff
yanrpackage and will not
b€ used by our ofrce.

A package is a group ofdocuments which must enterthe County Clerk's Ofüce
For example, a þackage may consist ofa Deed, TP-584, RP-5217 and

Choose a package name

Tip: ll pu eânt to fugin fu creeting yout tÐ( fo¡ms, c¡4oose the dæumenl
M, thal Wrta<fo¡ms are suffi.ftir{,.

Third: Selectyour
docürnenttype- lf yru want
to begin by creatingyour
.taxforms, choosefte
doflrnerú, such as a Deed,
thatyourtax forns are
supporlirÐ-

{prÊv I nert=



You can also navigate through the system by clicking on the various tabs for Putty,Properfy,
Taxes, Cross References, Fees, and Record &, Return. However, if you use the tabs to navigate,
vou will not receive error messages indicating that required information is missing.

Once you have progressed through all necessary screens you will retum 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 Parly tab
of the PREP System.

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

Ofikæ dtle l/ìJe6bheÆþr County Clerk ltlrking Govemmnt Eary
PREP Sysbm

Enter each Paiy to yow ftansaction one at a timë by frll¡ng in the rcqu¡red f¡elds a¡td cñoosrhg Add PêW" to dßptay yow pav deta,Ts h f¡¡e g/d
beluttl Choose'Copy PrcvÌous PaW"lo selecta pav previousþ entered a,spar¡offh,'.spackage.

My Packages | ftly Account Logout I H

Copy Prev¡ous Pany

Pady

Last Name

F¡duciaÌy Status ffi
IN*;M

The,€'dyly¡É I amenìeilng on ltF- fotlo{ri¡E t€'/.¡b¡¡nsj M Rp-521 I

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 pa5e, 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.

PartyTfTe

First Name il¡ddle Init¡al

Payment Packet 28090913077990010ff1 flest Closing) Land Document 492560852 (Deed (DED))

party are you enbring?
PaÍy $pes are customized to
documents- So if you are entering
a deed, you will need to cfroose
between "Grantorffransferol
Sellef or
'GranteelTrarsferee/Buyer".
Wrereas, if you are entering a
Pourcr of Aüorney, you wi[ need to
droose beftveen "Appointod and
"Appointee'-

What party type are you
entedng? You will need to
indicate whether your pafi is an
¡ndMdual, corporation, estate/trust
or othertype of party.

your party acfing as a
fiduciary or does your party
have a fiduciary acling on his
or her behalf? ffso, you can
choose a fiduciary stafus such as
"Referee' or "Trustee" frorn tte
fiduciary drop chwn [st123 Main Street . White Plains, NY



Continue to enter party information as follows:

Ofioe of tfre VtþsHìester Gounty Glerk tllek¡ng Giovemment Eery
PREP Eysúem My Packages I MyAccount

Payment Packet 2009091307799001000 (test Closing) Land Documer¡t 4925fr1852

Including a pafi on tar Íorms: tr
your docwrerú requires a TP-584
and/or a RP-5217, ttese boxes will be
cfrccked off. To retrxn e a partyfrom
one ofthesefonns, pþase uncheck
the relerrarú box.

Entet each pary b yout Uansact¡on one at a t¡me W f¡il¡ng in the rcq)ùú f¡elds and choos¡ng
betow. Choose Vopy Prcvious Parly" to select a patv prcv¡ousv er¡tercd as paú otthÌs package.

Grantor/Transferor/Seller

LaslName | 

- 

FlrstNarneMlddretn¡t¡al

The pav type I am eftetì| stÐulc! apþat on the þ$c/fütg lÐ( &¡/ns.' M np-SZt Z E

United States of America

ss# t] tr E (oR) Federat EtN ffi ffi flpendins privacystatemenr

Saving Party Inûonnation: Once
you tnrle completed allfields,
clpose 'Add Party" and your pafi
details willappear inthe party Srid
below-

If the document you are entering will never require a TP-584 or a RP-52I7, 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:

Office dthe !âreb|1etûer Co{nþ Clerft ilrk¡ng Gommrmnt Eety
PREP Syshm My Packages I My Account

Entet each padytoyouþansact¡on one ata t¡rne Wfifing Ìnthe rcquircdfrelds andct¡oos,hg Udd PaW"to diWWyour pav details ¡n the gild copy Prev¡ous Party
þelo$. Chooæ'Copy Ptãtious PaW" to æi€,cte paiy Nev¡ousy enterccl as pañoîth¡s peckege

Party lApp.¡"torTi#-l PartyType h"d¡ud*l*-ffi| Ftduciarystatus m
Lesl Nams

TlÊ paq W I am entüirg sltoutd awat on tl}Á- þtla*W tá,( lr¿¡¡rs: I Rp-SZt f I f f'-Sa+

sunh Fo* El

Address I

C¡ty

Counlry

SS#

Address 2

State zpffiffil

Payment Packet 200909íf1I/98001t1u0 (Smith Power ofAttorney) Land Document:49256U851 (Power ofAttomey (PAT))

ffi ffi ffi (oR) Federat err.r ffi-ffi [pendins Fr¡vac]statement Add Party



Firct Clickon "frpy
Previous Paftf'to getüte
poÈup box below.

Ente|each'pawtoyowtrcnÊact¡ononeãtat¡mebyfitting¡nthe|equ¡redf¡e/d.sändc,oo.s}hg.rrorr"¡|JU5Fãltf
þeio$r CÌroose 'Copy Prcviouô PaW" to selecta pêW prcv¡ousi/ entercd aspa¡¿ of fhLcp.eckage.

Pãrlv t9glgtgr-lr*@l Färtlrvt¡t lt"dñ'idurl iüi F¡duciary

The pa,,t'r,llpë I arn

ss# if-Il i ' | *.uirrart¡

Second: Choose"Copy"
to the rigtrt of the name of
the paÍy you wish to copy.

To copy previous pady ¡nformation, click on "Copy" in the Action column

123 Main Street , White Plains, NY 10601

123 Main Streel . Wh¡te Plains. NY 10601

Edit I Delete

Use "Copy Previous Parly" to save time entering parties with similar details.

OfrtÞ cf Uìe l &slcheser County Clerk l$ek¡ng Goyôûtrmnt Eary
PREP System

Payment Packet 2009091307799001000 flest Closing) La¡rd Documenr 492560852

@ Coey¡igh 200S 1Â4då6ú Coqûy Clqt. ¡ü RiglG R.wrd
Privacy Pol¡cy I Web AÈcessilibity Polioy I Oiscta¡ mer

Logout I Help

Vers¡ûn: 1 -0.0.0

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 effor message alerting you that a required piece of information is
missing. For example:

Ihe foilou'ng fieio's a¡e required for t¡hrs document

. Cúy
t Zip
r SS/IJ

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:

Otrce dtlÞ l¡t¡þ$þhê$ter County
PREP Sysbm

Payment Packet 2809091 $7799u01 000 (fesl

Enler eech Nopeñy atected þy yow ùanæction one at a
Prcvious Prcperv" to select I Noþeñy prcv¡ous¡y entercd es þart 01

Section-Elock-Lot Tax Man ldent¡f¡cal¡on

Street Number

c¡tyffown ffi

Just as you could copy apafi, you can also copy a property by choosing "Copy Previous
Address" in the upper right hand corner:

Logoul I Help

Logout I Help
Ofice cf the la&eht|ester County Clerk tllaking covômmÉnt Eesy
PREP System My Packages I MyAccounr

Entet each prcpev afrected W yow Uansac$on one at a t¡me W îitìng ìn the rcq)ircd tietds and then choosing Vdd Prope¡lf. Choo$e
Previous Prcpeif to ælect a prcpefty pqt¡ousv entercd as paft al thß pèckage

Section-Block-Lot

Be careful when entering property details. The properly 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 subrnitting for recording.

First Enter either a Sedion
Blockard LotORaTax
Designation wh¡ch is not in
Sedion Block ard Lotform.

Second: Enterthesfeet
number and the steet name.
lf there is no street nurùer.
erÍer "None".

Third: ChoosetleCig
orTou¡nfrom a
dropdovm, the vi[age if
necessary, and the zip
code when required.

Fourfü: Choose "Add
Propertyl orrce all required
fields have been completed-

Payment Packet 2U09091307799001000 Oest Closing) Land Docr¡ment 492560852 (Deed (DED)

Once you have entered all of your properties, choose "nexf' to navigate to the Taxes tab.



Entering Tax Form Details

On the "Taxes" screen, PREP will ask you for some details necessary
transfer taxes due in connection with the conveyance you will submit

in order to calculate any
for recording.

My Packages l My Account Logout I Help

First Entertlp date of
the dooment, such as a
Deed, thatyouwi[ be
presenling for recordng-

Second: Erúerthe corìieyance
amount, any lien dedudion andthen
he % of residentialrealproperty as
it will appear on your tax forms.

Third: lf you are goingto be claiming an exemption
on Schedule B, C, E, F orG ofyourTp-s84, you
need to seled the exemption from the drop dorrvn
provided by dicking on iL

Document Date @ Convel.ance Amounl

% of Residential Reat PropeÊy l-- j00¡0 %l (D ExemptiontTaxcred¡ts

Please select check box ifarry oflhe transferor/seller(s) are non-residents ofNewyofk Slate and do nol qual¡û'for an
exemption undertheTaxLawsectÍon 663(c) fll (D

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

Uen Deduct¡on

My Packages I My Account

Ofü,ce cf ûe lrrþsbhe¡Er County Clerk ilaking Govemfmnt Eesy
PREP Syetem Logoutl Help

Calculate Taxes

Fourür: Be sureto
checkthe box if a Form
IT-2663 is required-

Fitrr: Choose
"Calculate Taxes".

Payment Packet 2009u9130r/99001002 (fest ctosing) Land Documenr 492560852 (Deed (DED))

Yout document mu& æ su,.4E,ned W tlþ Þ< fonns l¡d€d æw. To crate tlEæ ta)< foms, pleeæ liL in ïre t6q.ßdt,d ¡nlormation, ¡nclud¡¡,g ø@,¡ftiong end chooæ
alculateTa<es".OnceyoutþxeshaYe æenca!culaÞd, ch@æ EÊate" intheActlonscotumntothe igforthetaxtotm. f auieþ eayeyoutaxfom beroe cbsrng E þy

&tolllng &wn to tlg very bolfjm olSE lom and chcose ttP- Ee!e.ò{Æorr.

DocumentDate 19122l2009-lgl (D conveyanceAmounl

% of Res¡dentiat Reat propedy l-----100¡0 d (s Ex€mptions/Tax Credits

I Sl 25o,ooo.ool LiBn Deducrion l------ $0^00'l @

Please selectcheckbox¡fanyofthelransferor/sellej(s) are nûn-residents ofNewYorkState and d0 notquali[rforan
exemplion undertheTaxLawsection oOS(c¡ EI (Þ

Select an E

Calculate Taxes

RP-5217 Real Estale TransferTax EdillDeletelPrint
TP-584 Combined Real Estate Transfer Tax Return

Taxable Consideration Tax Due Credit Clâ¡med Total TaÏ



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:

f NSTRUCTf ONS: htþ://wwif.orps.state.ny.us or PHONE (51 8'l 47T9791
COUNTY USE ONLY

C1. SWL9 Codc | , I

czD¡teD¡edRecorded / / |
hhtk

G¡.Book ¡ , , , ic¡l.P¡ge i , , , , I

REAL PROPERTY TRANSFER REPORT

STATE OF I¡EW YORK

statr eoÀno or nEÂL pRopERTy sERvrces

RP - 5217

''lffi ns Main Street

White Plains 't0601

ææ
L Buyer

l{¡re

re
JANE

|Æffi

Complete all required fields by clicking in the f,reld and then entering information. Once you
have completed the return, be sure to choose the "Save" button at the bottom of the return.
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- 
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I CERTIFICATIONI

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

My Packages I lrly Account Logout I Help

Youtdæunþnlmwîb guwofuîf W ü¡e l€xfoÍtrc /,sed æ!o*.TocæaþtheætÐ<Îwms, pleèæliil ¡nlhe ßq)e#d itttomatìo4 ¡rßludiI€øxerr¡I,t¡onr, andct¡oose
rcebul6d'e TÐ<es'. Ottcê Wu ta<es hwe ûÆ'en calculaæ, chææ r,r6df-' in tt ê Actions column to the dght ot the tÐ( fom. b sute lo æve you tÐ( fom þefore cfosirìg i! W
&totl¡ng dffit, to tlê very ffim oîttÈ fom ertd ctt€þæ the'is€Íe"ü¿.üon

Document Date 1922n009 lúì @ convevance Amount l- $1 ,rg0,000¡õì Lien Deductìon l-----= $ût0] @
% of Residentat Reat property l-- l0üS0 %l (Þ Exempl¡onsJTax credtts Select an E

Please seleclcheckboxifanyofthetransferor/seller(s) are non-fes¡dents 0fNewYorkState and do notqual¡fyforan
exemption underlheTaxLawsect¡on 663(c) EI {Ð

i TP-584 Combined Real Estate Transfer Tax Return

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.

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

Ofiþe cf hê ì &süÍrÁþr County Clerk tt¡lek¡ng covêmmont Eâüy
PREP System

Payment Packet 2uf1909130I/99001t02 ftest closing) Land Documenr 49zj608s2 (Deed (DED]

TlE Omce of ttt€ WætctEsl6 Cqr¡ty Ctsk Thb pðe b part of ttþ ißsümdç üE Co6ty Ctqt wltt
rdy o the ¡ìfqrìdin p.d¡tert q t¡s Þ4e tu FlDo56 of hdqirlq thb ¡Eûrqsû To the b€Ét of
s¡rniüels kno¡{edge, the ¡rúormatbn ffittahed 6 0úÊ R@('kR and EnftrstHt Cryq pæe b
qE¡sterit rtth lñe hfqrotb¡ mtalried l¡ tt€ attaclæd óoc|¡Mt- ilrffi rililffi ililt||fll ilil]ilililfliltflilfitilil ilflffiilffi ütu

Supporting Document Cover Page

Name: Smith Jane

Address 1: 123 Main Sfeet

Address 2:

City/Statezip White ptains i.ty lO6Ol

(914)5515555

(914)5515551

þne@emaíl.com

Reference for Submitþr: Test Clos¡ng

C,ontrrof Number: 4g2ffits2
Package lD: 2üX491302990O1002

Parent Document Details
DocumentType: Deed (DED)

Supporting Oocument Type: Rp-S217

My Packages I My Account

Payment Packet zl09t]91307799ttr10t10 flest closing) Land Documenr 492560852 (Deed (DED))



Return to PREP to Create a Cover Page for a Deed

After your documents have been executed, you can refurn 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.

Once you have chosen, "Edif' you will be retumed to the ParW Screen. If you have no cross
references, you can choose the Fee Calculation Tab by clicking on it:

Test
e Y Deed oEO)tå92ffi

RP-5217 #492560853

TP-584 #492560854

Name

Address 1

Address 2

City

Stale

Zip Code

Attn:

Ofice d üe l/t&6bhesþr County Clerk tl¡k¡ng Govemnænt Eary
PREP Syetem My Packages I My Account Logout I Help

PIeaæ entetthe numþetolpagestwyout documentandthenchoose'Valculate Feeê":cviewthe brcakclownof lees payaþletorccordyoutdocument. tf Wutdocumentîs
exempttrcm all tees, ptease place a checkmaû in the prcper box betorc choos¡ng'Ca/culafe Fees".

Document Page Count B ttr¡s document is exempt from all fees

Calculate Fees

Choose "nexf'to move to the Record & Return tab where you can enter the name and address
indicated for Record & Return on your document:

Returnee Addres

Jones, Esq.

Main Street

Plains

New York

0601

Seeond: Onceyour
packaç details appeaq
choose "Edit'.

Firsts Double click on
the package you want
to work on-

Payment Packet 2009[þ1307799U01000 fl-esl Closing) Land Document 49256U852 (Deed (DED)

Firet Countthe numberof
pages in the document you
are submiüing and er¡ter
tlpt number in this box-

Sccond: Choose
"Calculate Fees" and the
breakdown of yourfæs will
appear in tlte grid beloì¡r-



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:

:,;;\j\-i,..,'.,:*-i's,+ei:ìrì\'r¡1:''r'+r','.-i+r')t{*rì:*ù4.?f¡É¡qs_+LÞPl)tr$äjer¿.e.{ã¡ti1#f/¡Ð9e}>:¡-ÉÈrriËs$sl

ii j:l gEEg the ltrþsbhester County Cterk tttåking covemrænt Eary
.,:i1_,' PREP System ftly Packages I hly Account Logout I Help

Ùnce yor"'/ dûcu¡f'Ênf fies
Use youf Áddl"açs Book to

lf yau would þrefet to þJcR
i nd¡c at! n8 th at you w¡tl

¡ncÍb€led a's låe ".Qecú/d 'f Êel¿J,"n" addfes$ orl lñe doc¿l¡Ìent pfÊêse enter thât Ëotl¡e.ss bÈiovr'.
erfÈfÈâ.

otrice, þteãse stil¡ e¡r¡e¡ lle ád(r¡É.ið ,nrLrråted or lfie dúcurrerr¿ r)¿,'l ¡)e ,sure to c¡ler,t ilÌe Dcx

L1¡ien .r-,d,:ress Er:uk

Reft¡rnee Àddress

Narne

Address 1

Address 2

City

Stale

7iÞ Code

Attn:

@tr

D Sa'.,e t'¡ Addrees Errok

Then click "Finish" and you will return to your packages screen. Choose "Prinf' to print the
cover page for your Deed.

RP-5217 *¡49256U853

TP-584 #492560854

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

a v Deed oED) #492560852

RP-521¡ #492560853

TP-584 #492560854

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

Payment Packef:20[F091307799001000 (fest Closing) Land Document 4t]?56t852 (Deed (DED))

Firct Click on "Open
Address Book" andthe
potrup belür, will appear.

Please selecl a Record & Return address from the list below. To permanently Íemove an address from your
book, choose "Remove".

123 Main Street, White Plains. NY 1060f
5tÐ Main Street, White Plains, NY 10601

Second: Review the list fur the address
you wish to choose and then click on
"Select" once you have found it. lf you wish
to permanently reffþve an address from
yourAddress Book, click on "Remor¿e"-



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 anakeady 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:

Otrtce cf the \rúRsbhesþr County Clerk Mak¡ng Govomrnont Eery
PREP Systøm

Payment Packet 2009891307799001000 fiest Closing) La¡¡d Docu¡nent 492560855 (Mortgage (MTG))

Entet each pav to Ww transact¡on one at a t¡me W filling in the rcq)¡rcd ließs and choosing'Add Pañf'to d¡splayyow pav deta¡ls in the gild Copy
belwiÌ. Choose,c'opy Prcvious PaW"to setecta penyprcv¡ousù entercd asp€¿¿oflt,ispec¡|(age.

Parv Frrtg-g*/ú.-"tGl PartyType Fd¡'id*t -Cl F¡duciarystatus m
LãstName T F¡rstNamemiddtstn¡tia¡ F
The pany Vpe t em enfeahg sâou¡t appeat on tt s fo¡¡owittg taxforms I rrf-¡a t ¡ i-j tr-sil+

su6n I No* m

Addresslffi Address2

State Zp

rt
@-ffi-W (oR) Federal err'r ffi ffi L.lpen,l¡ns Fri?à{:\,stetÈr1Ént

Offioe düe l/tjesbhesþr County Clert Making Govemrrnt Easy
PREP System

Ptease enter Wut moÌtgage details þelow and c!¡ck on 'C.a/cufale faxes" to v¡eitthe morlgage lâxes dlie.

Taxabte Mortgage Amount [---- Sr50,000J01 /".Morrgage o"t, lg¿z¿oæ frxl Dweling Type Ft F.rily lffil -Catcutate Taxes

lf Wu are claiming afüdavlt you w¡!! be prcsentìng ¡n iuppott of
6nün apoÞw and Wdatethe pagte count. You
up to adc!

You mustcl¡ct on pick anexemption.

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

Nob: "Copy Prwious Party"
will rerreal paflies entered for this
document and also for other
docrments in your package-

Note: Youwillnotneed
to enfier addresses for
the parties to your
mortgage.

C¡ty

Country

ss#

After you enter all parties to the Mortgage, choose "nexf' to proceed to the Property Screen.

Once you have entered your property details, choose "nexf' to proceed to the Taxes Screen:

My Packages ll'Iy Account Logout I Help

Payment Packet2t10S1913U7799U01008 (fest Closing) Land Document 492560855 (Mortgage (tVlTG))

Fi¡st Enterthe mortgage
amount, the date of the rnortgage,
and tte clwelling type as indcated
intÌe rnortgage-

Second: Cl¡oose "Calculate
Taxes' and the mortgage taxes
will appearin a grid bdour-



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

tf you are c/armrtrg a 100% exemption based upon the f act lhat ll¡e mortgagor æ a government rnsl¡lution or because f/¡e
mgdqage being recoded rs a ¿everse modgqge ftì/YS lax Law$ 252J, p/ease enfer tàe number of pages of your Section Z5Z
Affidavit andthen cåoose Add fuemption.

Afüdavit Page Count l-- -l
Cancel I Add Exemption

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

UseForm 339eefo cleimanexemptionforthe firslsale of anindividualcondounit. Beginbyenferiùrg thenumberofpagesof
your Sectr:on 339ee Affidavit.

Afüdavit Page Count

P/ease enter the reduced a¡flounl of your moftgage lax as ca/cu/ated on your Section 339ee Affidavit and then cåoose '¡Add
fuempfion".
Basic

Additional

Special

$3,750 $1 ,875.Westchester

MTA

Yonkers

Cancel lAdd Exemption

Be sure to choose "Add Exemption" so
in the tax breakdown:

that your exemption appears in the grid and is reflected

fax Tvpe ESqiq We_stchester Additional MTA Special Yonkers NyC Total
Base Tax $3,750.00 $1 0

Afidav¡t 252 -$3,750.00 -$1,875.00 -92,220.00 :q1,875.0u $0.00 $0.00 $0.00 -$9,220.00
Total $t.00 C0.00 $0^00

Once you have entered any exemptions, choose "nexf' 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 "nexf'to enter your Record & Return address and finish
entering datafor this document.

$2

$0

252 Afüdavit for Government Institutions or Reverse



Creating a Payment Cover Page

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

RP-5217 #492560853

TP-584 #4925d1854

252 Afüda¡it for Government Institutions or Reverse #492560856
a +r Power of #4925/0858

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

Païment Packet: 110909 1 307799001 000 fÍest Closin g)

A payfntcovet page mustaccompaw yout pãymenf tr ttle !'lle,stcñe6te rCounty Cte*.To create th¡spayment cover page, pEase enteryour payment r'túormalion andthen
chooæA& Prymentffithatyour paymentdetails appear ¡nthe gr¡d below.

lf you arc pay¡ng rccodingfeesw¡th a ctditcard,you will needto chooæ Ptocestromthe paymentgñd inodetto procesãyou crcditcad prynentonline.

lf you aE notusingcred¡tca'd, choose Pr¡ntPaymentØvet Page once allyout pêymentshg.le beenentercd.

Document Transfer Taxes

Deed (DED) (4925tr1852) $200.00

Mortgage (MTG) (492560855) $ZO0.0O

Power ofAttorney (PAI (4925/0858) $70.00

Total Amount $470.00

Total Amount Due $470.00

s0.00 $17,500.00

$o.00

$0.00

$0.00 $17,500.00

$0.00

$0.00

$17,70û.00

$200.00

$70.00

$17870.00

EditlDeletelPrint

EdiflDeletelPrinl

My Packages I My Account

First Review
your receipt
wf¡ich shor¡¿s a
breakdou¡n ofthe
arnounts due for
eâch document
in your package-

Third: Choose the payment
purpose - fees, moftgage taxes
or trans{er taxes. Eacñ must
sfill be paid separately-

Seeond: Choose tle type of
payrnent you will be making
such as ca$r, check, ACH
debit or credit card-

Clear I Add Payment Fourfü : Once you havefilled in
all required fi ebs, droose'Add
Payrnent" ard your payment
dekils will appear in the
payrnent grid.

Print Paynrent Cover Page Draft | Return 1o Yclr Package Details

@ Copydgtt 200C Ul6chê*. Cq¡nty Clsft. Al R¡ghts Re*ûed
Privãcy Pol¡cy I Web Access¡libily Pot¡cy I Bisctaimer

Version: 1.0.0.0

Remember: Fees, Mortgage Taxes and Transfer Taxes must each be paid
separately in the Offrce 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 details and they appear in the payment grid, choose
"Print Payment Cover Page".

to Your Package Detaíls

Your Payment Cover Page provides a summary of all of your payment details:

Payrnent Cover Page

Name: JamSnEr

Irddres l: i¡B Attt sinel

åddress2:
CîfylstateEíp w|tle FErÍÊ t{y ilF{¡t

$¡bmitter lnformdio¡r
Fhse:
Far
Email:

(914FffiS56
(91/rF55-5551

Fmêg€firãü^c0fl1

Refe¡e¡¡ce frr SubEni$Êf: TeEt Ctlt¡tg 2

co|rtûlHcm
¡lE¡6íä¡9:10

4!t?õ2tt9:ìll

49g62tE¡4

flocT)¡pe
tleedû¡col
Hcrqåge{tfTG}
Fûrr€rdAüoriley (PATI

Pa¡nnent 0ue
FerE Tt5¡ralEtrlsx ttofhsgeT¡x

52Qllt0 s17.flt0.tË¡ Ío¡f¡
tlg5l¡E fg;l¡¡ $9"120-0fl
$?tll¡o $0.0o $01¡fl

TûtrlfÌt¡ô:

Tttel
$1?.?00.0t
f€3r5.0$

ftïl.fHÌ

*21;ÊES.Ër¡

F€E5

MÜEËETãæE

ïñraElE T.¡n¡

üledt * f23it

efi€dr * 1235

cã5h

PemflrE

F¡efïrfg

PefldffE

Totrl ¡¡aoEtr!:

Í.rE6.qt

s9,?g¡.fþ

$r?.500.f}r

Payment Oetails

*27.S8S.!û

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":



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:

Otrce cf üìe l/l&sbfte.sþr County Clerk ileking Govomrnont Eâry
PREP Systsm My Packages I hly Account

Payment Packet: 226654 fiest Closing)

Please complete the fol¡afi¡ng t¡elds and then chooêe Prcces.s Cfed,l Cârd. Yow uedìt cañ wit! be ¡mmediateu p/ocessed

First Name

Company

Address

tity

EMail

Credit Card

Card Number

Exp. Date

Amount

ry
m
ffi
ffi
@
F
F, -Gl lroo, llgl

Middle Name

ã fm Firinarrrequired 
Ë\-

5111, ãp Code h0601 
--_l

pt',on* [81¿)555rs55s---l r.* l----------l

CW Number

$470.00 Process Cred¡t Cùrd

@ Copy|i*r æ09 U/€l.fieáq Courry C1€rk..Al Rbtús
P.¡vãcy Policy I Web AôceEs¡l¡b¡ty Policy I D¡sclãi ñer

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.

Print Payrnent Cover P

e Co?yt$t æ00 Uåa<$esrÈ Coffiy dsk. ,t Rblrs Rqed.
Privacy Policy I web Áccess¡libity Polioy I Disclaimer

Version: 1.0.0.û

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



Submitting A Package to the Office of the \Mestchester 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 "submif'your package. You will not be able to submit
your package until you have done three things:

o 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

o You have printed your Payment Cover Page.

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

Å Y Deed OED) #192560852
RP-5217 #492560853

TP-584 #4æ56t854

#4925dF55
252 Afüdavit for Government Insl¡tutions or Reverse #492560856

À P Powerof #492570858

Once you have chosen submit, you will be warned that the package will be removed from your
active packages screen. Once you say 66OK" 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 Offrce of the'Westchester County Clerk.

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



::åîîff:å'.åÏJ,:äîiåïf;if*. but wourd rike another pREp user, such as a tineu'"'. rã ¿o'q-'ri.r 
"*"Mrä;"äTl:i:f:ihlï;î..ï=,:î,ï*;'package t;;;;l.,pREp

Assigning your package

Address i
.Address 2
u|ly

Contact Name

ffif$ff'*c*ä'ääi;'ffi
gs6oas2 (Deed @ED)) 

r,,y

Then choose "Assign packages" from the menu on the reft of the screen:

8ftf$Jff*";"il'ääffi
!¿ly Packages I My Acccunt

ÞlY Packages 
I My Accounr

Logout I Hel¡r

Logoot I Help

Iogour I Help

lfyou update ot change any ofy
user lD ,rn"",nol' 

t""ount ¡nfomat¡o4 p¡eâsê Þê 's¿¿e to c/¡c k on'vpdare"to savethis itxoma,icn.

z¡p code ho6of___-lFirsr Name rc* -------r Mr [r ."oil" rs,n¡r--------r suffix lñr*r
The Assign packages 

Screen will ¿lppear and you can proceed as follows:

Fffiiffffifl*"il;îääffi
Update profile

Change password

Create User Group
Join User Group
Assign packages

User preferences

'i;f !#f'*l'S-+fri*::,*tt:iffi"t

Update profile

Change password
Create User Group

Þa¡tslact¡on (JaneSmith)
r e* paneSmith)

Third: Oncethe packaoe

tr;,ffi"nffiHi::Firet Click on the
Pgqkage útnt you
ush to assign.

Second: Click on
üle anow which witt
mwethepackage.

Fourtü: Clickon

,#åTåJrXT,"n"'"
assrgnrnent



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 vou.

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

Offce of the Westchester Counly Clerk lilalring GovernmÊnt Easy

FREP System

Aseigned By:

AssignedTo:

Time:

Docr¡ments:

Assignment Confirrnation

DAG Test

JaneSmith (Jane Smith l!

e*ongerrnccarthy (Eileen S McCarfiy 1)

sfisJ20üs

4:39 PM

Deed Agreement {OAGS4926I 091 I

Why would you need the Assignment Confirmation? [n 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 industrv.



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:

o 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 givingit atry. \Me think once you have made an ACH payment, you
will see the benefits.



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

o

o

o

a

a

a

o

o

o

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 support 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

$ and Docs Returned to Submitter

$ and Docs Returned to Submitter

$ Retumed to Submitter
Docs to Scanning

\tr
X
X
w

ffi
\tr
X
w
X



PREP Scanning

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

Please be sure that the documents you submit to our offlrce are suitable for scanning. We
always make our best efforts to move the process forward, but if your documents aie 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:

Get Next (OR) Search in Oueues

Deed (DED) 149259Ì836

El oocumsnt oate
E8ß¿0tp

E Paft¡es
tr lSf : IIARBOUR LAl,lE ASSOCTA'IES [C / None (Corporar¡on)
E 2ND . MC|.|AMARA. JAMES ./ None

E Requ¡rod Elgmsnts
@ Signatüe(s)
g ADknowl€dgmenl ¡n proper form
E'lP-58,1
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\Marning: 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 rejecbd so please be
careful when entering information into the PREp System. 
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Recording and Return of l)ocuments

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:
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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
onlv return the document which has been reiected. 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 Rej ection Supervisor

W'e 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 reviewed 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 F inancial 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:

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

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

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 ovelpayments 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.

x



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 importanfto 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 Packages

To view the status of a package, choose "View Submitted Packages" from your Packages
Screen:
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You will then see a grid similar to this Packages Grid:
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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 Rej ection Letters

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

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 provide you with e-mail alerts about your package:

. Notification of Rejection or Payment Issues including:

Document Rejection

Payment Rejection

Underpayment of fees or taxes

o 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 Rej ected Documents

Once a rejected package has been returned to your active packages grid, you carttreatit like you
would any current package:

o 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 Overpayments

If you have overpaid 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:

Timotþ C. Idoni
Westchester County Clerk

110 Dr. Martin Luther King Jr. Blvd.
White Plains, NY 10601

(er4)ees-3081

Eileen Songer McCarthy
Assistant to the County Clerk

110 Dr. Martin Luther King Jr. Blvd.
'White Plains, NY 10601

(914)99s-4287
esm2@westchestergov.com

John J. Allen, Jr.
Deputy County Clerk

110 Dr. Martin Luther King Jr. Blvd.
White Plains, NY 10601

(er4)ees-42r7
ij ab@westchestergov.com


