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Basic Information 

1. Why We’re Doing This. We’re undertaking this research effort to understand the scope 
and nature of various legal and ethical problems that have taken place in foreclosures all 
over the state and specifically in Guilford County, North Carolina. While we will be 
looking at individual foreclosure files, we are concerned with building an accurate 
aggregate picture of practices of lenders, loan servicers, law firms, and others 
associated with the wave of foreclosures. We intend to use the data to complete rigorous 
analyses to identify patterns of fraud and ethical problems, and also to identify some of 
the main entities that have engaged in unlawful or unethical practices. We expect to be 
able to use the information in two main ways: 1) to provide evidence for class, mass, or 
individual civil lawsuits, or even criminal cases that can potentially bring wrong-doers to 
account, and 2) report the results in mass media as part of larger public pressure 
campaigns to end unfair foreclosures.  
 

2. We’re targeting particular files. In this project, we’re looking at a random sample of 
Special Proceeding (SP) files, roughly 15% of the 2011 SP files. That sample has been 
carefully chosen so it will represent a valid cross-section of files. This means that we are 
interested in particular files only.  

3. Get data only on the files you’ve been assigned! You will be assigned a particular 
group of SP files, some of which will be foreclosure files and some of which will not. It’s 
your job to get the data on each and every one of your assigned files. Please do not 
collect data on files that are not on your assigned list. They are either not part of our 
sample, or someone else is assigned to look at them.  

4. You’ll be assigned sets of files, in consecutive order. Your assigned files will span 
sets of consecutive numbers, which will make them somewhat easier to find. You should 
review files in sequence.  

5. Closed files first, then Open files. We will begin our work in the CLOSED SP file 
room. Once we’ve looked at all the closed files in our sample, we’ll then start looking at 
OPEN files, which are stored behind the Clerk’s counter. The files in both places are 
stored in consecutive order.  

6. What to take with you:  
a. 10+ blank copies of the data collection form  
b. 2 black or blue-black pens 
c. Your assigned list of cases to review 
d. Pack of post-it notes 
e. Digital scanner, with batteries charged up – there is no power access in the room 

you’ll be working in 
 

7. Right before you go, log into the Detectives website to see if there are any 
updated instructions. Go to the website below, and enter the detectives password:  
 

http://occupyforeclosure.org/mortgage-fraud-detection/detectives/ 
 

8. Location: New Guilford County Courthouse, located at 201 South Eugene Street, 
Greensboro, NC 27401. The New County Courthouse is in downtown Greensboro, on the 
west side of Governmental Plaza, which is bounded by Greene Street to the East, 
Eugene Street to the West, Washington Street to the South, and Market Street to the 
North. 
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9. Parking: Most of the parking near the courthouse is metered, and the meters are 
monitored. So ride a bike, walk, or be prepared to pay for parking (25 cents for 30 
minutes). The closest lot is the municipal lot at the corner of Eugene and Washington 
Street. There are also parking lots and decks across Washington Street and Green 
Street. 

 
10. Entering the Building: The only public entrance to the New Courthouse is on the Plaza 

side of the building. You will go through a security screening that requires you to remove 
any belts, empty your pockets, and sometimes take off your shoes. Leave at home 
things like pocket-knives or eating utensils, or you will either lose them or have to pay 
to rent a storage locker. 

 
11. Hours of operation: 8:30 am to 5:00 pm, Monday through Friday. Warning – there is a 

mad crush of folks who have court appearances trying to enter through the one public 
entrance every morning. The line-up starts as early as 7:30 am and continues until 9 am 
or later. Try to schedule your visits after the morning court rush has dissipated. 

 
12. Location of the Special Proceedings Files: room UG-15, which stands for “Upper 

Ground Level, room 15,” sometimes called just U-15. Take the central staircase down 
one level; go through the double doors to exit the stair well. Take a left, like you’re 
heading to room U-10, but instead, turn right and go down the hallway toward room U-
13. Then take a left and head down that hallway to U-15. After you enter U-15, turn to 
the left, and then make an immediate right. You’ll see a counter straight ahead. (NOTE: 
public bathrooms are located one floor up and down from the UG level.) 

 
13. Introduce yourself to the clerks. Approach the counter, introduce yourself by name, 

and show your “I’m a Mortgage Fraud Detective” button, which is your “ticket” for entry. 
Do this every time you come, to ensure they know who you are and what you’re doing. 

 
14. Enter the file room for Special Proceedings: The CLOSED Special Proceedings files 

are kept in a room just before and to the right of the counter. There is a table there for 
you to work on. (NOTE: The OPEN Special Proceedings files are kept behind the counter, 
and require assistance from the clerks. We’re going to begin our research in the closed 
files—we’ll provide information later about how to access the open files, when we’re 
ready to move to that part of the project.) 

 
15. Respect respect respect: for the people, the files, and the place. We have been 

given permission to access the closed files on our own, without assistance from the 
clerks. This saves us and the clerks a lot of time and hassle. But the law allows the Clerk 
of Court to establish much more onerous rules, and Clerks in other counties have done 
so. So it is VITAL that every detective treat the people, the files, and the place in which 
they are kept with utmost respect and courtesy. If one detective is rude, or one file 
mishandled, it can lead to the imposition of rules that slow down the process so much 
that it is virtually impossible to do the project. This means: 

• Be friendly but not so friendly you’re annoying 
• Never go in groups larger than two people 
• Don’t take up any more space than you have to; always leave room for others at 

the table 
• NEVER remove pages from the files 
• ALWAYS refile your files, and put them back in the right sequence 
• Don’t ask for special treatment and don’t bug the clerks with questions 
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16. What to do while you’re there:  
 

a. Locate the first file in your assigned list that is in the CLOSED file room. Once 
you’ve found it, pull down the next five in sequence so you have them easily at 
hand.   

b. Review files in sequential order, using legible handwriting on one data 
sheet per SP number. 

c. If an SP file is missing (i.e., there’s a jump in SP numbers), fill out a data form 
anyway, noting that the file is missing. The file is most likely in the open files 
section, but DO NOT ask the clerks for it. We’ll get to those files later.  

d. Review the file from the “bottom up,” since the pages in the file are usually 
inserted into the file in reverse chronological order, and our data collection form 
is organized in regular chronological order.  

17. When you’re ready to leave the courthouse for the day for the day: 
 

a.  Re-file your files – in the right place and sequence 
 
b. Update your list of assigned files, noting which files were present and reviewed, 

and which were missing.  
 

c. Make sure everything is back in place in the Special Proceedings file room 
 

d. Tell the clerks you’re leaving 
 
18. As soon as you can after you leave the building: Follow the instructions on the next 

page to turn your data in. 
 

19. Remember, if at any time, you are unclear about what to do, call your assigned 
contact in the Senior Detectives 

 
Senior Detectives Contact List 

Lynn Johnson 336-419-7497 lynn.johnson.cpa@gmail.com 

Julia Kimmel 336-340-5036 juliamkimmel@gmail.com 

Julie Knight 336-379-1222 knightpics123@gmail.com 

Nathan Pius 732-570-8847 npius20@gmail.com 

Todd Warren 336-554-5370 toddafwarren@gmail.com 

 



MFD Procedures Manual May 5, 2012 Version                                     6	  

What to Do With Your Data 

The data you are collecting is sacred—think about all the hours you spent getting trained to 
collect it, and the time you spent reviewing the files from which it comes. We need to 
safeguard that data by making sure it never gets lost and create duplicate copies as soon as 
we can. There are two forms of data associated with each file you review: 

• The information on the data collection form 
• The images you scanned into the scanner 

BOTH should be turned over to the MFD leadership team within 24 hours of 
finishing a foreclosure file review. 

Data Collection Forms 

You have two choices about what to do with your paper data collection forms: 

Drop off your completed data collection forms at Todd Warren’s house (1043 South Aycock 
Street, between Lee and Florida Streets). There is a clearly marked waterproof five-gallon 
paint bucket on Todd’s front porch into which you should deposit your completed forms. 

OR 

Personally hand over your completed data collection forms to one of the Senior Detectives, 
at a time when they are able to take them from you. 

Scanned Images 

As soon as you get to a computer with a USB port and internet access, you should do two 
things, in this order: 

1. Copy the images you just scanned to the hard drive of your computer 
2. Email the image files to two email addresses: 

a. photos@occupyforeclosure.org 
b. The email address of your assigned “mentor” detective 

You should send one email for each SP number, and include the SP number and scanner 
number in the subject line of the email, as in this example: 

Subject: Scans from 2011 SP 415, scanner 6 

Attach ALL the scans associated with that SP number to the email before you send it off. 
Since we are only scanning two signature sets, we would not expect to see more than 2-4 
image files attached to each email. 

If you reviewed more than one file that day, then you will send more than one email, 
because each email should contain ONLY the scans related to one SP number. 

Do NOT re-send image files that you have already sent. You can identify your most recent 
image files (the ones you just completed) by their dates, which will match the date you last 
worked in the Courthouse. 

Please keep a copy of the images on your computer until you receive a 
confirmation email stating that the images have been received! 

IMPORTANT: NEVER delete, erase, rename, or move images from the scanner. This 
is one of the fail-safes we are building into the process. If your scanner is full, turn it over to 
a senior detective, who will clean off the images and return the scanner to you.  
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Data Collection Guidelines and Rules 

1. SP Numbers are vital! Write the SP number of the file you’re working on at the top of 
EVERY page of the data collection form. This is in case pages get separated and also 
helps the data entry folks. 

2. What to do about “missing data.” With the exception of a small number of items that 
you may be instructed to skip in some cases, do NOT leave items blank when data isn’t 
found. Instead, write, “missing.” This signals that you have searched for the data but it 
did not appear in the document. (If you leave an item blank, the data entry folks 
assume you accidentally skipped the item.) The only items that should ever be left blank 
are these: 

o Page 3, Items 7 and 8 (leave blank if not an HOA foreclosure) 

o Page 5, item 9 (leave blank if no date info for when signor signed) 

o Page 5, Items 11-14 (leave blank if the Signor is not an Attorney in Fact or POA) 

o Page 8, Items 7-11 (leave blank if not an adjustable rate mortgage) 

o Page 8, Item 12 (leave blank if no interest only period) 

o Page 8, Items 14-15, 17-18, 20-21, 23-14 (leave blank if associated 
endorsement is not present. Note: you MUST complete bolded Items 13, 16, 19, 
and 22, which tell us whether the endorsement is present or not) 

o All items on Page 9 except Item 1 may be left blank in some circumstances. It 
depends on how the Foreclosure was resolved. Carefully follow the skip 
sequences identified in ALL CAPS.  

3. Circle only one choice. When answering a “circle one” item do NOT circle more than 
one answer to indicate that you’re unsure. Instead, write “unsure” in the space to the 
right of the choices. Then make a note about what was confusing on page 10. 

4. Spell it out. When writing down text – names of people, note holders, addresses, etc. – 
spell everything out in full in exactly the same way that it was printed or written in the 
document. The only time to use abbreviations is when an abbreviation appears in the 
document as an abbreviation. 

5. Follow skip sequences carefully. From time to time, you’ll be directed to skip certain 
items, based on your answers to certain questions. For example, on page 8, which 
concerns the Note, if you circled “Fixed” with regard to Question 6 (Type of loan), you 
will be directed to “Skip to endorsements section below – Question 13.” All such 
instructions to skip to a certain question are in ALL CAPS.  

6. Answer every item! Every data item you are asked to collect has an item number that 
is unique on the page it resides on. Before you turn to the next page, scan through the 
item numbers to make sure you have entered something for every item (except those 
you have been explicitly instructed to skip, as in number (5), above). 

7. Write legibly! If the data entry team cannot read your writing accurately and 
completely, without having to guess, your time in the courthouse is wasted!  

8. Do not guess at anything that is not clear!  Call your contact on the spot. If you 
cannot reach them, write “unclear” in the space for the data item, and make thorough 
notes on page 10 of the relevant information and possible answers. 
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9. Use Page 10 for notes. Any time you are unsure about something, or if you see 
anything that seems unusual in the data we ask you to collect (for example, the person 
signing a document does not seem to be affiliated with the authorized entity), make a 
note of it on page 10, the last page of the data collection form. Be sure to identify the 
page of the data collection form and item number with which the note is associated. 

10. Date format: Record all dates in this format: mm/dd/yy, e.g., 01/13/11 means January 
13, 2011. 

11. More with regard to dates: Accuracy is critical when entering dates for specific actions 
like notarizing, recording and filing. If you have a hard time making out a date, do not 
just guess. If you really are not certain of a hard-to-read date (or other hard-to-read 
data item, for that matter), write “illegible” in the space on the data collection form. If 
you can make out part of a date (the day, month, or year), write the part you can make 
out, and then use question marks for the part you cannot make out. Then write 
“[month/day/year] is illegible.” For example: “05/??/??   day and year are illegible.” 

12. Why we care about Notarizations. Several of the documents we look at in this review 
include a notarization. A Notary attests that the Signor has proven to the Notary that the 
Signor is the person whose name they have signed, in personal view of the Notary on a 
specific date and in a specific place. The Notary attests to this fact by affixing their seal 
on the document. The Notary’s name appears in the seal and is usually hand written in a 
paragraph above the Notary’s signature. It is often the case that the notary is also an 
employee of the note holder, or the law firm representing the note holder. In cases 
where mortgage or foreclosure documents are being cranked out in huge numbers, it 
may be the case that the notary and the signor are taking turns signing and notarizing 
stacks of documents. That’s not in itself illegal, provided they are both notaries as well 
as properly authorized employees of the firm. But it might be a sign that the operation is 
a “foreclosure mill” in which robo-signing or other kinds of fraud are being perpetrated. 
That’s one reason we are asking you to scan notaries’ signatures along with signor’s 
signatures. In “foreclosure mills,” it may also be the case that the notary is not actually 
witnessing the signature, and that is illegal. These are some of the reasons we are 
seeking all the information about notarizations. 
 

13. Don’t assume the Notary’s location is the same as the Signor’s. On a notarized 
form such as a Notice of Hearing, STATE and COUNTY listed in capital letters always 
refers to the notary’s state and county.  If there is no state and county listed for the 
signor, do not assume that they are the same. 

 
14. Basic drill for recording data on notarizations 
 

• Notary name: Enter the Notary’s name in full as it appears in the seal. 
 

• Notarization date: Most frequently appears in a sentence above the Notary’s 
signature, hand written, in the format: “this _________ day of ___________, 
20__________, indicating day, month and year.” Write this date using the 
standard date format (see point (9), above). 

 
• Notary County: This appears on the document near the Notary’s signature and 

seal and provides the County where the document was signed by the Signor and 
the signature was witnessed by the Notary.  

 
• Notary State: This appears on the document near the Notary’s signature and 

seal and provides the State where the document was signed by the Signor and 
the signature was witnessed by the Notary.  
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15. Basic drill for scanning signatures:  
 

• Signor AND Notary: Scan the signatures and associated information of BOTH 
the Signor and the Notary.  

• One scan if you can: If possible, get both signatures in the same scan – this 
should be possible if the two signatures appear on the same page, which is the 
way notarizations are supposed to work.  

• Include the SP Number on a Post-It: Before you scan, write the SP number 
on a post-it note and place it right next to the signature area. Then, when you 
scan, be sure to include the SP number in the image you take.  

• Record the Scan number: After each scan, you need to record the scan 
number associated with the image you took. The scan number is read off the 
window on the scanning device just after you complete the scan. If you were able 
to get both signatures in a single scan, then list the same number in both spaces. 
If you have to do it in two scans, list the different scan numbers.  

• Limit your scanning to the essentials: The only scans we need are the 
signatures of the Signor and Notary on the Appointment of Substitute Trustee 
(page 5) and the same on the Affidavit of Indebtedness/Default (page 7). This 
means you should be turning in no more than 2-4 scans per file you review 
(unless you make an error in scanning and have to do a repeat scan). 

 



MFD Procedures Manual May 5, 2012 Version                                     10	  

 

	  
	  
	  
	  
	  
	  
	  
	  
	  

Item-by-Item Reference 
	  



MFD Procedures Manual May 5, 2012 Version                                     11	  

	  
 

Page 1: MFD Cover Sheet 

NOTE: The two pages that make up the MFD cover Sheet are completed AFTER the file has 
been reviewed, using information you collected during the review.  

ITEM 1. Reviewer name Write your first and last name. 
 
ITEM 2. Today's Date Write the date you looked at the file. 
 
ITEM 3. File present? This is a “circle one” item. If the file was present in the stacks on 
the day you looked for it, circle Yes. Otherwise, circle No. If you circle No, make sure you fill 
in the SP number. You should not fill in any other information on the MFD Cover Sheet, if 
you have circled No. 
 
ITEM 4. File Status This is a “circle one” item, with three choices: Open, Closed, and 
Unsure. The basic rule of thumb is this: If the file is kept in the CLOSED SP File room, the 
file is closed. If the file is kept behind the Clerk’s desk, it is open. At the start of the project, 
we are only looking at Closed files, so this is the only option you should circle, until you’ve 
gotten instructions to move to Open files. 
 
ITEM 5. # of scans taken in this file This item helps us keep track of the scans 
associated with each file. As you go through the file, keep a running total of scans you take, 
including any that you repeat due to errors in scanning. The total number is the number to 
enter here. You can also keep track of this number by noting the scan number showing in 
the window of the scanner BEFORE you take your first scan within the file. The answer to 
Item 5 is the number on the scanner at the END of your review of this file, minus the 
number you noted earlier. 
 
ITEM 6. First scan number Write down the number of the first scan you took in this file.   
 
ITEM 7. Last Scan number Write down the number of the last scan you took in this file. 
 
  NOTE: Item 7 minus Item 6 plus 1 should equal Item 5 
 
ITEM 8. Type of Special Proceeding This is a “circle one” item, with two choices: 
Foreclosure and Other. This information should be transferred from Page 3, Item 2. 
 
ITEM 9. Type of Foreclosure This is a “circle one” item, with three choices: Residential, 
Commercial, and HOA. (HOA stands for “Home Owners’ Association.”) This information 
comes from the series of questions you answered on Page 3, “Identifying the Type of Case.” 
Basically, cases that are not Commercial or HOA are Residential.  
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Page 2: Documents Checklist (second page of the MFD Cover Sheet) 

There’s a great deal of variation in the types of documents you might find in a foreclosure 
file, and we’re only interested in some of them. This checklist lists every type of document 
that we ARE interested in.  
 
PLEASE DO NOT LOOK FOR OR REVIEW OTHER KINDS OF DOCUMENTS THAT YOU FIND IN 
THE FILES. We’ve arrived at the list of documents and data on those documents that we are 
interested in through close consultation with a foreclosure attorney. Our data management 
system cannot “make sense” of information from other kinds of documents. 
 
If you have thoroughly reviewed the file and have not found one or more of the documents 
in the checklist, that’s okay – we just need to know that you looked for it and it wasn’t 
there. It might be absent because the case is still underway and they haven’t gotten to that 
part of the process yet, or it might be missing because of an oversight on the part of 
someone involved with the case.  
 
The checklist groups documents into three rough time-spans in a case: the Opening, the 
Middle, and the Resolution. For a closed case, you’ll find the sole Opening document at the 
“bottom” of the file, the Middle documents somewhere in the middle, and the Resolution 
documents somewhere near the top of the file.  
 
Normally, we expect that every document you check as Present will also be checked as 
Reviewed. If not, we assume you will return to the file to complete the review BEFORE we 
receive the data form.  
 
NOTE: The presence of a Voluntary Dismissal in a file means that the homeowner “won” the 
case and gets to keep their house. That means that none of these three documents, which 
are associated with the lender “winning” the foreclosure, should be in the file: Trustee’s 
Deed, Final Report/Account of Sale, or Assignment of Bid. However, if the lender won the 
foreclosure, one, two, or three of those three documents might be present.  
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Page 3: Identifying the Type of Case 
 
ITEM 1. SP Cover Sheet present? “SP Cover Sheet” is shorthand for “Special Proceeding 
Action Cover Sheet.” This is a “circle one” item with two choices: Yes and No. The SP Cover 
Sheet should always be present, but we have this item in here just to cover the contingency 
that an SP Cover Sheet is missing. If the cover sheet is missing, do your best to determine 
whether the file is a foreclosure case by looking at the other documents in the file. If it is a 
foreclosure case, continue through the review as best you can. 
 
ITEM 2. Type of Special Proceeding SP files concern a wide range of topics in addition to 
foreclosure. We only want to collect data on foreclosures, so we have to weed out the files 
that are of no interest to us. The Clerk of Court’s office does not keep a listing of “just 
foreclosures,” so we have to look at every SP file to identify all the foreclosure files. That’s 
easily done by looking at the Special Proceeding Action Cover Sheet, where the type of 
Special Proceeding is clearly marked by checkbox at the bottom half of the page. The 
Foreclosure checkbox is usually in the left hand column, about halfway down. This is a 
“circle one” item, with two options: Foreclosure and Other. If the Foreclosure checkbox is 
ticked, select Foreclosure and proceed with the next questions on page 3. If a different box 
is checked, select Other, stop the review, and complete the MFD Cover Sheet (pages 1 & 2). 
 
NOTE: Items 3 and 4, described below, jointly ascertain whether a case concerns a 
Commercial foreclosure, examining data from two different documents (the SP Cover Sheet 
and the Notice of Hearing). If EITHER item is answered Yes, then the case is deemed a 
Commercial foreclosure. In this is the case, stop the review, and complete the MFD Cover 
Sheet (pages 1 and 2). 
 
ITEM 3. Is the Respondent the name of a business? Look at the SP Cover Sheet and 
take note of the name of the entity listed on the line labeled “Respondent.” The Respondent 
is listed on the upper left quadrant of the cover sheet, right below the word “Versus.” Use 
your judgment to decide if the Respondent’s name is the name of a business. If it is, circle 
Yes for Item 3. 
 
ITEM 4. Is the Record Owner a business? Look at the caption in the upper left quadrant 
of the Notice of Hearing. Near the bottom of the caption the Record Owner will be listed. 
Use your judgment to decide if the Record Owner’s name is the name of a business. If it is, 
circle Yes for Item 4. 
 
NOTE: Items 5 and 6, described below, jointly ascertain whether a case concerns an HOA 
foreclosure, examining data from two different documents (the SP Cover Sheet and the 
Notice of Hearing). If EITHER item is answered Yes, then the case is deemed an HOA 
foreclosure. In this is the case, you need to collect two more pieces of data (Items 7 and 8) 
before you stop the review and complete the MFD Cover Sheet (pages 1 and 2). 
 
ITEM 5. Is the Petitioner a Homeowner’s Association? Look at the SP Cover Sheet 
and take note of the name of the entity listed on the line labeled “Petitioner.” The Petitioner 
is listed in the upper left quadrant of the cover sheet, right near the top. Use your judgment 
to decide if the Petitioner’s name is the name of a Homeowner’s Association, such as “Lynn 
Hollow Homeowner’s Association.” If it is, circle Yes for Item 5. 
 
ITEM 6. Does the caption list a Homeowner’s Association? For this item, look at the 
caption in the upper left quadrant of the Notice of Hearing. Near the start of the caption, 
the entity bringing action will be listed, perhaps following the phrase “In the matter of 
foreclosure of a lien.” Use your judgment to decide if the entity listed is the name of a 
Homeowner’s Association. If it is, circle Yes for Item 6. 
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NOTE: Our project mostly concerns foreclosures by lenders, but we do have an interest in 
how often Homeowner’s Associations are using foreclosure to collect debts owed to them, 
and the size of the monies owed. That’s why we are seeking two additional pieces of 
information in HOA cases before you wrap up the review – these are captured in Items 7 
and 8, and can be found in the Notice of Hearing. 
 
ITEM 7. If HOA, amount owing We are seeking the amount of monies owed to the 
Homeowner’s Association, not the larger amount that includes attorney’s fees, court costs, 
and other charges related to the lawsuit. This information should appear in the Notice of 
Hearing, perhaps near a phrase like, “current amount of the indebtedness remaining 
unpaid.” Write the exact dollar amount listed. 
 
ITEM 8. If HOA, total amount owing We are seeking the most recent total amount the 
homeowner is being asked to pay, which includes the original debt plus attorney fees, court 
costs, and other fees and fines accruing. This information should also appear in the Notice 
of Hearing, likely following the statement that described the original debt. If a total is not 
provided, but rather individual costs are listed (such as “$400 in attorney fees and court 
costs of $165”) add the figures together with the original amount owing to get the total. The 
answer to item 8, therefore, should be larger than Item 7. Write the exact dollar amount 
that the total comes to. If you cannot find any information about additional charges, write, 
“missing.” 
 
If you have completed Items 7 and 8, then the case is an HOA case. You should end the 
review, and complete the MFD cover sheet (pages 1 and 2). 
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Page 4: Special Proceeding Action Cover Sheet 
 

ITEM 1. Name of Petitioner The name we capture here is one that is likely seen all 
through the foreclosure file. In most foreclosure cases, it is the name of the Substitute 
Trustee, though not in all (for example, in HOA cases, there is no legal requirement for a 
Substitute Trustee to be appointed). The main thing is to write down the name of the 
Petitioner in full, with no abbreviations, unless abbreviations appear in the document. 
 
ITEM 2. Is the petitioner identified as a Substitute Trustee? This is a “circle one” item 
with two choices: Yes or No. Look in the upper left quadrant, where the Petitioner is named. 
Most often the words “Substitute Trustee” appear either right before or right after the name 
of the Petitioner. If these words appear, circle Yes. If they do not, circle No. 
 
ITEM 3. Name of Petitioner’s Attorney or Agent Look in the upper right quadrant of the 
SP Cover Sheet. There is a box labeled “Name and address of attorney or party not 
represented.” The name in this box is always the Petitioner’s Attorney or Agent. Write the 
name in full, with no abbreviations, unless abbreviations appear in the document. 
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Page 5: Appointment of Substitute Trustee 
 
This document may have any of several names: “Notice of Substitute Trustee,” 
“Substitution of Trustee” or “Appointment of Substitute Trustee.”  
 
ITEM 1. Appointment of Substitute Trustee present? This is a “circle one” item, with 
two choices: Yes and No. If the document, under any of the names listed above, was 
present in the file on the day you reviewed it, circle Yes. Otherwise, circle No. If you circle 
No, make sure you fill in the SP number in the upper right corner of the page. Do not fill in 
any other information on this page if you have circled No. 
 
ITEM 2. Date document was recorded  This is the date from the Register of Deeds stamp 
usually located in the upper right corner. Write the date, using standard date format. 
 
ITEM 3. Entity appointing the Substitute Trustee Read the document to find where the 
Holder (the person or entity that has physical possession of the original note) is named. You 
can often find this information in a statement that starts with a WHEREAS, such as, 
“WHEREAS Wells Fargo Bank, NA is the holder of the note …” It is most often a lending 
institution, but it may also be a lawyer or law firm acting on behalf of the Holder. Only the 
Holder or their agent has authority to remove and/or appoint a Substitute Trustee. Write the 
name in full, with no abbreviations, unless abbreviations appear in the document. 
 
ITEM 4. Name of Substitute Trustee  Most often, this information will be found in a 
sentence that begins, “NOW THEREFORE …” In many cases, this sentence will go on to 
remove a previously appointed Trustee and then state who the new Trustee is. The name 
we are interested in is the name of the new Trustee (the one who has or will act in the 
foreclosure process you are reviewing). Substitute Trustees may be one or more individuals. 
If more than one person is named, enter all names listed as newly appointed Substitute 
Trustees. Write the name(s) in full, with no abbreviations, unless abbreviations appear in 
the document. 
 
Information about the Signor 
 
ITEM 5. Signor name. This is the name of the person who signed the document. It is 
usually an employee of the Holder or a lawyer acting on behalf of the Holder. This 
information is found near the end of the document, just before the notary’s section. Write 
the name in full, with no abbreviations, unless abbreviations appear in the document. 
 
ITEM 6. Title of Signor The Signor, if an employee of the Holder, will usually have a title 
like “AVP, Assistant Vice President or Vice President” or any number of similar titles. The 
title “Attorney in Fact” indicates that the Signor is a lawyer authorized to sign for the 
Holder. Write the title in full, with no abbreviations, unless abbreviations appear in the 
document. 
 
ITEM 7. Entity (company or firm) listed with Signor’s name This may be the name of 
a law firm or servicing firm with which the Signor is affiliated. We need the full name of that 
law firm or Service Company entered on this line. Write the information in full, with no 
abbreviations, unless abbreviations appear in the document. 
 
ITEM 8. Is there information provided regarding the date the Signor signed the 
document? Sometimes, the document will include a space where the date of signing is to 
be filled in by the signor, sometimes the date of signing is typed into the note, and 
sometimes, there is no designated place for specifying the date of signing at all. If there is 
any information as to when the signor signed (apart from the date associated with the 
notary’s signature), circle Yes. Otherwise, circle No and skip Item 9.  
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ITEM 9. Date the signor signed.  Record the date of the Signor’s signature on this line if 
you answered Yes to Item 8, using standard date format. Otherwise, leave it blank.  
 
ITEM 10. Is Signor signing on behalf of the Holder, through a Power of Attorney 
(POA, or “Attorney In Fact”)? If “Power of Attorney”, “POA” or “Attorney in Fact” appear 
with the Signor’s signature circle YES and go on to Item 11. Otherwise, circle No, and leave 
Items 11-14 blank. 
 
Information regarding the recording of the POA (Items 11-14) 
 
Complete Items 11-14 only if you answered Yes to Item 10. The Power of Attorney (POA) is 
a legal document that must be recorded at the County level and referenced in order to 
confirm that the Signor is indeed authorized to act for the Holder. A Power of Attorney 
recorded in a particular state or county may not be valid in another jurisdiction. Search near 
the name and title of the Signor for this information. Read the document for a statement 
noting ITEM 11: Book, ITEM 12: Page number, ITEM 13: County, and ITEM 14: State 
where the Power of Attorney was recorded.  
 
Information about the Notary (items 15-18) 
 
Complete ITEMS 15-18 in accordance with the “Basic drill for recording information about 
notarizations (page 8 of this Procedures Manual).  
 
Scanning the signatures (Items 19-20) 
 
Follow the Basic drill for scanning Signor and Notary signatures, as outlined on page 9 of 
this Procedures Manual. ITEMS 19 and 20 are where you record the scan numbers 
associated with each of the signatures.  
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Page 6: Notice of Hearing 
 
This document may have any of several names: “Notice of Hearing on Foreclosure of Deed 
of Trust,” “Notice of Hearing,” or “Petition and Notice of Foreclosure Hearing.” 
 
The order and type of information listed in a Notice of Hearing can vary quite a bit, so you’ll 
have to search through the numbered points of the document to find the information 
needed to fill in many of the Items below.  
 
ITEM 1. Notice of Hearing present in file? This is a “circle one” item, with two choices: 
Yes and No. If the document, under any of the names listed above, was present in the file 
on the day you reviewed it, circle Yes. Otherwise, circle No. If you circle No, make sure you 
fill in the SP number in the upper right corner of the page. Do not fill in any other 
information on this page if you have circled No. 
 
ITEM 2. Date foreclosure filed Record the date that appears in the Clerk of Court’s 
stamp, using standard date format. This is usually found in the upper right quadrant of the 
page, and has the word “FILED” prominently displayed. 
 
Information about the Deed of Trust (Items 3-5) 
 
Use the caption in the upper left quadrant of the first page to capture information about the 
Deed of Trust. This is where information about where the underlying Deed of Trust is 
recorded: ITEM 3. Book #, ITEM 4. Page #, and ITEM 5. County.  
 
ITEM 6. Substitute Trustee named in Notice We collect this information on the Notice of 
Hearing to see if it is in accord with the information in other parts of the foreclosure file. The 
Substitute Trustee’s name should appear in or just below the caption that lists where the 
Deed of Trust is recorded. Write the name in full, with no abbreviations, unless 
abbreviations appear in the document. (NOTE: If there is no Substitute Trustee named, that 
is a sign that this is probably an HOA foreclosure, for which we do not need to collect 
extensive data.) 
 
Information about the Original Loan (Items 7-11) 
 
ITEM 7. Date of original loan There will be lots of dates listed in a Notice of Hearing, so 
make sure you locate the date the original loan was made. The date of the loan is often 
listed in the first or second point, or it may appear in the caption. It may be associated with 
the words “promissory note” or “deed of trust.” Write the date using standard date format. 
 
ITEM 8. Amount of loan The amount is likely listed in the first or second point of the 
Notice, or it may appear in the caption. Write the amount in full, down to the penny. 
 
Information about the Note Holder 
 
ITEM 9. Name of Current Note Holder Though the term “Holder” may be referenced 
many times in the Notice of Hearing, the actual identity of the Holder is usually named only 
once, often its own numbered point in the document. This point might appear anywhere in 
the numbered points of the document. On occasion, you may see a referebce to the Holder 
of the Deed of Trust, which is the same thing. Write the name in full, with no abbreviations, 
unless abbreviations appear in the document. 
 
ITEM 10. Street Address of Note Holder This usually appears in the same numbered 
point as the identity of the Holder. Write the information in full, with no abbreviations, 
unless abbreviations appear in the document. 
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ITEM 11. City, State, and Zip of Note Holder See item 10. Write the information in full, 
with no abbreviations, unless abbreviations appear in the document. 
 
Information about the person who signed the Notice of Hearing (Items 12-15) 
 
Information about the Signor is found at the very end of the Notice of Hearing, in the 
signature area. This is where you can find ITEM 12. Name of Signor, ITEM 13. Title of 
Signor, ITEM 14. Employer, or firm they’re signing for, and ITEM 15. Date 
Signed/Submitted. 
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Page 7: Affidavit of Indebtedness/Default 
 

The “Affidavit of Indebtedness,” sometimes called the “Affidavit of Default,” or simply 
“Affidavit,” is an important document because it is equivalent to court testimony. When 
someone signs an affidavit, they are attesting to their full and complete knowledge of the 
contents and that, to their knowledge, the information is accurate. The Affidavit of 
Indebtedness may be tricky to recognize or distinguish from other affidavits in the file. Read 
affidavits carefully and use good judgment in deciding whether the affidavit you’re reading 
is the Affidavit of Indebtedness. It should address, in some way, the issues of default, 
holder status, or both. It may list the date of default and current principal balance (data we 
are collecting), but it may not always. The information will appear in numbered or 
unnumbered paragraphs, in almost any order. 
 
ITEM 1. Affidavit present in the file? This is a “circle one” item, with two choices: Yes 
and No. If the document, under any of the names listed above, was present in the file on 
the day you reviewed it, circle Yes. Otherwise, circle No. If you circle No, make sure you fill 
in the SP number in the upper right corner of the page. Do not fill in any other information 
on this page if you have circled No. 
 
ITEM 2. Exact Title of Affidavit Write the full title of the Affidavit. 
 
Information about the loan and the alleged default 
 
ITEM 3. Date of default This information may be anywhere in the Affidavit, or it may not 
appear at all. Search carefully. Write the date using standard date format. Write “missing” if 
you are unable to locate the date of default.  
 
ITEM 4. Current principal balance This information may be anywhere in the Affidavit, or 
it may not appear at all. Search carefully. Write the amount in full, down to the penny. 
Write “missing” if you are unable to locate the principal balance. 
 
ITEM 5. Name of the Holder of the note The name should be present, in a form similar 
to this: “The holder of the note and indebtedness is … “ It may appear anywhere in the 
Affidavit. Write the name in full as it appears in the document.  
 
Information about the Affiant (the person signing the affidavit) (Items 6-11) 
 
Much of the information about the Affiant (also the Signor of this document) is usually found 
near the beginning of the Affidavit. This is where you can find ITEM 6. Affiant Employer, 
ITEM 7. Affiant Name, and ITEM 8. Affiant Title. Write the information in full, with no 
abbreviations, unless abbreviations appear in the document. 
 
Look to the end of the document, in or near the signature area, for ITEM 9. Date Affiant 
Signed the Affidavit, ITEM 10. Affiant County, and ITEM 11. Affiant State.  
 
Don’t assume the Notary’s location is the same as the Signor’s. On a notarized form, 
STATE and COUNTY listed in capital letters always refers to the notary’s state and 
county. If there is no state and county listed for the Affiant/Signor, do not assume that 
they are the same. Write “missing” in Items 10 and 11 if the data just isn’t there. 
 
Information about the Notary (Items 12-15) 
 
Complete ITEMS 12-15 in accordance with the “Basic drill for recording information about 
notarizations (page 8 of this Procedures Manual).  
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Scanning the signatures (Items 16-17) 
 
Follow the Basic drill for scanning Signor and Notary signatures, as outlined on page 9 of 
this Procedures Manual. ITEMS 16 and 27 are where you record the scan numbers 
associated with each of the signatures.  
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Page 8: The Note 
 

The document we’re interested in here is typically called the “Note,” though it may have 
other titles, such as, “Deed of Trust Note” or “Adjustable Rate Note.” It is usually about four 
pages long, unless it is for an Adjustable Rate Mortgage and/or has riders. The note is an 
IOU. It is a shorter document than the Deed of Trust and summarizes the essentials: name 
of borrower, name of lender, amount of loan, interest rate, length of time for the loan to be 
paid back. The information about the original loan may appear in almost any sequence in 
the Note, so read the document carefully to locate the data we’re looking for. 
 
ITEM 1. Is a copy of the Note present in the file? This is a “circle one” item, with two 
choices: Yes and No. If the document, under any of the names listed above, was present in 
the file on the day you reviewed it, circle Yes. Otherwise, circle No. If you circle No, make 
sure you fill in the SP number in the upper right corner of the page. Do not fill in any other 
information on this page if you have circled No. 
 
Information about the loan 
 
ITEM 2. Date original loan was made May appear anywhere in the Note, though it is 
often in the first few points. Write the date down, using the standard date format. 
 
ITEM 3. Amount of loan May appear anywhere in the Note, though it is often in the first 
few points.  
 
ITEM 4. Name of original lender May appear anywhere in the Note, though it is often in 
the first few points. Write the name of the lender in full, with no abbreviations, unless 
abbreviations appear in the original document. 
 
ITEM 5. Interest rate May be set apart under a heading labeled “interest rate.” May be 
spelled out in words or numbers. Write the full interest rate, through every decimal place. 
 
ITEM 6. Type of Loan This is a “circle one” item, with two choices: Fixed and Adjustable. If 
you do not see the word “Adjustable” in regard to the interest rate, then circle Fixed. Most 
adjustable rate loans include many extra pages and a prominent display of the fact that the 
note is adjustable. If you circled Fixed, skip Items 7-12, and go directly to Question 13. If 
the loan is adjustable, you must search for the information requested in Items 7-12.  
 
Information about the loan if it’s an adjustable rate mortgage (Items 7-12) 
 
It may take some searching and careful reading to identify the data needed for Items 7-12. 
The information needed for these items is likely to be in a clearly designated part of the 
note, labeled “Adjustable Rate Mortgage” or something like that. 
 
ITEM 7. Name of index associated with the loan The basic way adjustable rate loans 
work is that the interest rate varies over time, in relationship to a named index. That index 
is explicitly identified in the Adjustable Rate section of the note. The most typical index is 
LIBOR, which stands for London Interbank Offered Rate, but other indices might be named. 
Sometimes the index is named, and then the note says that hereafter it will be referred to 
as the “Current Index.” Do not be fooled into thinking that “Current Index” is the name of 
an actual recognized index. It’s kind of like the word “Holder” used in documents to stand in 
for the full name of the Note Holder. Once you’ve located the name of the index, write it in 
full, with no abbreviations, unless abbreviations appear in the original document. 
 
ITEM 8. Increment to be added to index The interest rate at any given time is 
expressed as the named index PLUS an increment, a set amount by which the borrower’s 
rate will exceed the named Index. The sentence in the adjustable rate part of the note 
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might read something like this: “Before each change date, the Note Holder will calculate the 
new interest rate by adding ____________ percentage points to the named index.” The 
blank in the sentence above would be filled in with both words and numbers, perhaps 
something like this: “TWO AND 75 HUNDREDTHS PERCENT (2.750%)” or some other 
mathematical expression of a percentage. It’s that exact percentage that we are looking for 
when we ask for the “increment to be added to the index.” Write it down with all its decimal 
places. In the example above, that’s three decimal places to the right of the decimal point. 
 
ITEM 9. Freq of changes to rate The adjustable rate portion of the note will specify how 
soon and how often the lender can change the interest rate. There might be a sentence like 
this: “The interest rate may change on the first day of ____________, and on that day and 
every _____ month thereafter.” We’re interested in the number that’s written into the 
second blank in a sentence like that. If, for example, the adjustable rate section says, “The 
interest rate may change on the first day of April, 2012 and on that day and every 6th 
month thereafter,” then you write “6” in answer to Item 9. Note that the presumption is 
that the frequency will be expressed in terms of months. If it is expressed in terms of years, 
then convert the years to months when you write down your answer. 
 
ITEM 10. Ceiling interest rate Adjustable rate loans also must specify the highest 
possible interest rate that can be charged, also called the “limit” or “ceiling” rate. Again, this 
will often be information written into a blank in a sentence, for example, “The interest rate 
will never be greater than _____________.” Be careful to locate the absolute highest rate 
that can be charged over the life of the loan, which may be higher than some rates that 
might be named for certain points along the way, such as the first change date. 
 
ITEM 11. Interest-only period? Some notes have a section or addendum in which a 
period of time is specified during which the borrower is to pay only interest, no principal. 
This “interest only period” keeps payments lower for a while, but it means that the borrower 
will be making no headway on actually owning their home or having any equity in their 
home. This is a circle one item with two choices, Yes or No. If you find any language about 
an “interest-only period,” circle Yes and proceed to answer Item 12. Otherwise, circle No, 
and skip Item 12.  
 
ITEM 12. If Yes, for how many payments? Answer this item only if you answered Yes to 
item 11, above. The length of the interest-only period may be specified in months, but it is 
more likely expressed in terms of number of payments, as in “Borrower will pay interest by 
making payments every month for the first 120 payments (the ‘Interest only Period’).” The 
item asks you to express the answer in terms of number of payments, so if the note says 
something like the previous sentence, write “120” in the space on the data collection form. 
If the note says something like “Borrower will make interest-only payments for the first five 
years,” then you’ll need to convert the years to the number of payments (12 months per 
year times five years equals 60 payments, so you’d write “60 in the space provided). 
 
Information about the Endorsements (enter in order, beginning with the original lender) 
 
In addition to the original note, there are likely to be one or more “Endorsements” added to 
it, through which the note was “made payable” from one note holder to the next. This is a 
signal that the loan was sold after it was originated. There may be many endorsements, 
indicating that the note was sold many times.  
 
The original holder’s name should appear in the first endorsement, and then from that point 
forward, there should be a clear chain by which you can see note holders assigning the note 
to the next in line. The Endorser is the entity named right before the signature line. Who it 
was paid to is the entity named right after the words “Pay to the order of.”  
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It is sometimes the case that there will be NO ONE named in the space after “Pay to the 
order of.” That means that the endorsement was completed “in blank,” and it permits 
whoever has possession of the note to claim ownership of the note. This was sometimes 
done to facilitate ease of transfer between interlocking entities, including Fannie Mae and 
Freddie Mac.  
 
NOTE: The Endorser’s name almost always follows the name of who it was paid to, which is 
sort of counter-intuitive.  
 
IMPORTANT—ORDER OF ENDORSEMENTS: There is space in our data collection form to 
record up to four endorsements. We’ve labeled them Endorsement 1, Endorsement 2, 
Endorsement 3, and Endorsement 4. However, the endorsements themselves will NOT be so 
labeled – this label is just to keep it straight in our heads. You will have to read through the 
endorsements, to get them in the right order. That’s the order to write them up in Items 
13- 24. 
 
The way to establish the order of endorsements is to find the endorsement that has the 
name of the Original Note Holder (what you wrote down for item 4) in the space for the 
Endorser. That is always Endorsement 1. If there is more than one endorsement, look for 
the next one, in which the Endorser will be the same as the entity named in Endorsement 
1’s “pay to the order of” statement. Continue down the line of all endorsements until you’re 
clear about the order in which they occurred. There may be problems or gaps in this order, 
which is one of the things we’re looking for, but do your best to get the endorsements in 
sequential order. 
 
You MUST enter Yes or No for ITEMS 13, 16, 19, and 22, which tell us how many 
endorsements were present. For example, if there are zero endorsements, enter No for all 
these items. Or, for example, if there are three endorsements, enter Yes for items 13, 16, 
and 19; then enter No for item 22. Once you’ve entered No in response to one of these 
items, you should not enter Yes for the ones that follow. Also, once you’ve entered No to 
one of these items, you do not need to answer the next two items below it, since they 
concern an endorsement that does not exist. 
 
ITEM 13. Endorsement 1 Present? This is a “circle one” item, with two choices: Yes and 
No. If there is an Endorsement present, circle Yes. Otherwise, circle No. If you circle No, 
skip to Item 16. If you circle Yes, answer items 14 and 15. 
 
ITEM 14. Original Holder Name Enter the name of the Endorser, exactly as it appears in 
the endorsement. The Endorser is the entity named right before the signature line, NOT the 
name of the person who signed the endorsement. Write the entity’s name in full, with no 
abbreviations, unless abbreviations appear in the original document. 
 
ITEM 15. Who it was paid to Enter the name of the entity that appears after the words 
“Pay to the order of.” Write the entity’s name in full, with no abbreviations, unless they 
appear in the original document that way. If there is no entity named after the words, “Pay 
to the order of,” write “in blank” in the space provided. 
 
ITEM 16. Endorsement 2 Present? This is a “circle one” item, with two choices: Yes and 
No. If there is an Endorsement present, circle Yes. Otherwise, circle No. If you circle No, 
skip to Item 19. If you circle Yes, answer items 17 and 18. 
 
ITEM 17. Who Endorsed Enter the name of the Endorser, exactly as it appears in the 
endorsement. The Endorser is the entity named right before the signature line, NOT the 
name of the person who signed the endorsement. Write the entity’s name in full, with no 
abbreviations, unless abbreviations appear in the original document. 
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ITEM 18. Who it was paid to Enter the name of the entity that appears after the words 
“Pay to the order of.” Write the entity’s name in full, with no abbreviations, unless they 
appear in the original document that way. If there is no entity named after the words, “Pay 
to the order of,” write “in blank” in the space provided. 
 
ITEM 19. Endorsement 3 Present? This is a “circle one” item, with two choices: Yes and 
No. If there is an Endorsement present, circle Yes. Otherwise, circle No. If you circle No, 
skip to Item 22. If you circle Yes, answer items 20 and 21. 
 
ITEM 20. Who Endorsed Enter the name of the Endorser, exactly as it appears in the 
endorsement. The Endorser is the entity named right before the signature line, NOT the 
name of the person who signed the endorsement. Write the entity’s name in full, with no 
abbreviations, unless abbreviations appear in the original document. 
 
ITEM 21. Who it was paid to Enter the name of the entity that appears after the words 
“Pay to the order of.” Write the entity’s name in full, with no abbreviations, unless they 
appear in the original document that way. If there is no entity named after the words, “Pay 
to the order of,” write “in blank” in the space provided. 
 
ITEM 22. Endorsement 4 Present? This is a “circle one” item, with two choices: Yes and 
No. If there is an Endorsement present, circle Yes. Otherwise, circle No. If you circle No, 
skip to Item 25. If you circle Yes, answer items 23 and 24. 
 
ITEM 23. Who Endorsed Enter the name of the Endorser, exactly as it appears in the 
endorsement. The Endorser is the entity named right before the signature line, NOT the 
name of the person who signed the endorsement. Write the entity’s name in full, with no 
abbreviations, unless abbreviations appear in the original document. 
 
ITEM 24. Who it was paid to Enter the name of the entity that appears after the words 
“Pay to the order of.” Write the entity’s name in full, with no abbreviations, unless they 
appear in the original document that way. If there is no entity named after the words, “Pay 
to the order of,” write “in blank” in the space provided. 
 
ITEM 25. More than 4 endorsements? Some notes were sold more than four times, and 
thus there will be more than four endorsements on the note. This is a “circle one” item, with 
two choices: Yes and No. If there are more than 4 endorsements, circle Yes and follow the 
instructions in the next paragraph. Otherwise, circle No.  
 
If you circle Yes for Item 25: We need the data on all of the endorsements to examine 
the chain of ownership of the note. If there are more than four endorsements, use the 
bottom of page 10 of the data collection form to write down the data in the same pattern as 
you followed for the first four endorsements. Clearly identify the following for each 
endorsement beyond number 4: 
 
 Endorsement number (e.g., Endorsement 5, Endorsement 6, and so on…) 
 Who Endorsed 
 Who it was Paid to 
  
ITEM 26. Is there an Allonge present? Sometimes, note holders ran out of space on the 
original note for recording endorsements. If there were so many endorsements that they 
could not fit on the note itself, then a document called an “Allonge” would be tacked onto 
the note. The Allonge then records the next steps in the endorsement cycle. We don’t need 
to know which endorsements were on the Allonge, but we do need to know whether an 
Allonge has been attached to the note. The Allonge will be clearly identified with the word 
“Allonge” in the title. This is a circle one item, with two choices: Yes or No. Circle Yes, if an 
Allonge is in the file. Circle No, if there is none. 
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Page 9: Resolution of Foreclosure 
 

This page concerns the disposition of the foreclosure. Either the homeowner won the 
proceeding (and gets to keep their home), or the note holder won (and the foreclosure 
continues through to a sale of the home). The presence of a Notice of Voluntary Dismissal in 
a closed file means that the homeowner won. In an open file, the absence of a Voluntary 
Dismissal form doesn’t mean anything, because the proceeding hasn’t reached resolution 
yet. If you find a Voluntary Dismissal, complete the top part of page 9 only, and wrap up 
the review of this file. 
 
If the case is closed and you don’t find a Voluntary Dismissal, you should find one or all of 
the next three documents: Trustee’s Deed, Final Report/Account of Sale, and Assignment of 
Bid. Answer Yes or No to the Items that ask about the presence of these documents, and 
carefully follow the skip directions in the data collection form. 
 
ITEM 1. Voluntary Dismissal present? This is a circle one item, with two choices: Yes or 
No. Circle Yes if a Notice of Voluntary Dismissal is in the file. Circle No if there is none, and 
skip to Item 4. 
 
ITEM 2. Date Voluntary Dismissal was signed This signing date can be found in the 
body of the Notice, just above the signature of the Substitute Trustee. Write the date in the 
standard format. 

  
ITEM 3. Date Voluntary dismissal was filed The filing date can be found in the stamp, 
usually located in the upper right quadrant. Write the date in the standard format.  
 
NOTE: The two dates may not be the same. The filing date MUST be the same or later than 
the signing date.  
 
IF YOU COMPLETED ITEMS 1-3, DO NOT COMPLETE THE REST OF PAGE 9.  
 
ITEM 4. Trustee's Deed present? The Trustee’s Deed, which can also be called the 
“Substitute Trustee’s Deed,” conveys the property to a new buyer. It is drawn up at the end 
of the foreclosure process when the house has been sold at auction. It transfers the legal 
title to the purchaser of the foreclosed property. It is usually only 2 pages long. Do NOT 
confuse the Trustee’s Deed with the Deed of Trust, which is a very long document that is 
drawn up at the time a home is purchased with a mortgage loan. This is a circle one item, 
with two choices: Yes or No. Circle Yes if a Trustee’s Deed is in the file. Circle No if there is 
none, and skip to Item 7. 
 
ITEM 5. Date Trustee’s Deed was signed This date may appear in the body of the 
Trustee’s deed, near the signature of the Substitute Trustee, or it may not. In this case, we 
are not looking for evidence of error in notarization, so it is okay to use the date of 
notarization as the date of signing.  

  
ITEM 6. Date Trustee’s Deed was filed The filing date can be found in the stamp, usually 
located in the upper right quadrant. Write the date in the standard format. 
 
NOTE: The two dates may not be the same. The filing date MUST be the same or later than 
the signing date.  
 
ITEM 7. Final Report/Account of Sale present? The Final Report and Account of Sale 
lists disbursements and receipts related to the sale of a foreclosed property. This is a circle 
one item, with two choices: Yes or No. Circle Yes if a Final Report and Account of Sale is in 
the file. Circle No if there is none, and skip to Item 13. 
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ITEM 8. Date of report The date of report can be found on the lower right hand side of the 
document, above or near the signature of the Substitute Trustee. It’s not necessarily the 
same as the date the report was audited or the date it was recorded. It should be the 
earliest of these three dates, if any of these events did not occur on the same day. Record 
the date using standard date format. 

 
ITEM 9. Date Recorded The recording date for the Final report can be found in the 
recorder’s stamp, which should appear in the top third of the document. This date must 
necessarily be the same or later than the date of report and the date of audit. Record the 
date using standard date format. 
 
ITEM 10. Proceeds of Sale This will be a dollar figure that appears at the top of the list of 
disbursements and receipts, on the receipts side. It’s what the house was sold for at the 
foreclosure sale. Write the number down, to the penny. 
 
ITEM 11. Name of Mortgagee-Trustee This can be found on the upper left side of the 
Report, clearly labeled “Mortgagee-Trustee.” It’s usually the name of the Substitute Trustee. 
Do NOT confuse with “Mortgagors-Grantors,” who are the homeowners who just lost their 
house. Write the name in full, exactly as it appears on the document. 
 
ITEM 12. Name of Purchaser This can be found about one third of the way down the 
report, just above the table of receipts and disbursements. Write the name in full, exactly as 
it appears on the document. 
 
ITEM 13. Assignment of Bid present? This document transfers ownership from an entity 
who bought a house at a foreclosure sale to another entity. It is often used when the buyer 
was acting as agent for another party. For example, the Federal Home Loan Mortgage 
Corporation—Freddie Mac—is often the “behind the scenes” holder of the note, and the 
Assignment of Bid would be the process by which Freddie regains possession of the 
property. This is a circle one item, with two choices: Yes or No. Circle Yes if an Assignment 
of Bid is in the file. Circle No if there is none, wrap up the file review. 
 
ITEM 14. Date Assignment of Bid was signed Look for this date just above or near the 
Substitute trustee’s signature. Write the date using standard date format. 

 
ITEM 15. Signor’s name The name should be typed out below the actual signature. Write 
it out in full with no abbreviations, unless abbreviations appear in the document. 

   
ITEM 16. Entity that requested the Assignment This is the entity that “won” the bid 
and is now assigning the bid to another entity. Look in the body of the Assignment of Bid for 
a sentence like this one: “The undersigned hereby transfers and assigns the bid of 
CitiMortgage, Inc in the amount of $213,724.00, at its request, to Federal Home Loan 
Mortgage Corporation.” In this example, the Entity requesting the Assignment is 
CitiMortgage, Inc. Write the name in full, exactly as it appears in the document. 

 
ITEM 17. Entity property was assigned to This is the entity to whom the bid was 
assigned. In the example above, it’s the Federal Home Loan Mortgage Corporation. Write 
the name in full, exactly as it appears in the document. 

       
ITEM 18. Bid Amount The amount of the bid is in that same sentence. In the example 
above, it’s $213,724.00. Write the full amount, down to the penny.  
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Page 10: Notes and Extra Endorsements 
 

Notes	  

Use the space in the top table on page 10 to record notes about data in the foreclosure file 
that require further explanation. Be sure to ascribe each note to a particular item and page 
of the data collection form.  
 
Extra Endorsements 
 
Page 8 of the data collection form provides space to record up to four loan endorsements. If 
there are more than four endorsements, use the table at the bottom of page 10 to record 
the following information about each “extra” endorsement: 
 
 Endorsement number (e.g., Endorsement 5, Endorsement 6, and so on…) 
 Who Endorsed 
 Who it was Paid to 
 
The table has space for up to four more endorsements, meaning that there is room for up to 
eight endorsements on the data collection form. If there are more than eight endorsements, 
staple a sheet of paper to the back of the data collection form. Continue recording the 
information about each endorsement on that additional sheet. 
 
 
	  

	  


