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Mortgage Servicing Request for HPD Subsidized Properties 
 
Frequently Asked Questions 
 

Request Processing and Timing 
1. How long does it take to process my request? 
2. Is it possible to expedite the process? 
3. When will my request be assigned? 
4. Why does it take weeks to prepare a payoff letter? 

Supporting Documentation, Fees and Payments 
1. Why do I need to submit documentation to prove my address? 
2. Why do I have to submit an original signed and notarized Affidavit? 
3. Why do I have to submit certain documents with my request(s)? 
4. How will I get my letter? 
5. Why do I have to pay the fee? 
6. My loan was satisfied over five years ago and I never received the 

Satisfaction.  Why am I paying a servicing fee? 
7. I have lived in the house for longer than the term of the mortgage.  Why do I 

have a balance? 
8. What is a HUD-1 Settlement Statement? 

Service Types 
1. Why do I need a Subordination of Mortgage? 
2. How is my Subordination Request processed? 
3. Why can’t I get a Subordination if I take out a home equity loan / credit line 

mortgage? 
4. Why do I need a Payoff Letter? 
5. I need to speak with a mortgage representative, why can’t I come into the 

office like other government agencies? 

Sample HUD-1 Settlement Statement 
 
 
Click here to return to the HPD Homeowner Mortgage Servicing home page

http://www.nyc.gov/html/hpd/html/homeowners/refinancing.shtml


 

Request Processing and Timing 
 
1. How long does it take to process my request?  
 

Requests complete with required supporting documentation are processed in the order in which 
they are received.  Processing time of requests complete with all required supporting 
documentation varies with the volume of requests received.  Please allow several weeks to 
process. 
 
After a request is received, it is logged in, matched to a file and assigned to an analyst.  Following 
its initial review, you will be mailed a letter stating that we have received your request and the 
name and contact information of the analyst assigned to your request.  Should any required 
documents appear to be missing following its initial review this will be communicated to you in the 
same mailing along with instructions for submitting a complete mortgage servicing request 
available on our website: 
 
www.nyc.gov/html/hpd/html/homeowners/refinancing.shtml
 
After reviewing your request, the assigned analyst may need to contact you with questions he/she 
may have or request additional documentation unique to your request or your situation.  Please 
be sure to include contact information with your initial request.   

 
2. Is it possible to expedite the process? 
 

Requests complete with required supporting documentation are processed in the order in which 
they are received.  Processing time varies with the volume of requests received.   

 
To ensure speedy processing, please provide all required documentation, including proof of 
residency, upon initial submission. 

 
Incomplete requests remain inactive and will be closed after 6 months.     
 

3. When will my request be assigned? 
 
Requests are assigned to an analyst as soon as the request is matched to the applicable 
mortgage file, generally, within one week of its receipt. 
    

4. Why does it take weeks to prepare a payoff letter?  
 

Processing time is dependent on the volume of pending requests and the completeness of your 
submission.  Each mortgage is unique and is researched to determine the correct payoff amount.  
Calculations are often subject to a homeowner’s compliance with owner-occupancy requirements. 
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Supporting Documentation, Fees and Payments  
 
1. Why do I need to submit documentation to prove my address? 

 
The use of your home as a primary residence is generally a requirement of the deed, note(s) and 
mortgage.  The list of required documents by request type can be found on our website at:  
http://www.nyc.gov/html/hpd/html/homeowners/refinancing.shtml  
 
Subsidies are provided to homeowners to enable them to own a home they would otherwise be 
unable to afford.  In exchange for the subsidy, a homeowner is required to utilize the home as his 
primary residence.  If the owner does not utilize it as his primary residence, a payoff will be 
offered for the term for which he provided proof of residency.   
 

2. Why do I have to submit an original signed and notarized Affidavit?  
 

A signed and notarized Affidavit affirms your identity and your current residency.  It affirms your 
knowledge of the owner-occupancy restrictions to which you have agreed when you purchased 
your home.   

 
3. Why do I have to submit certain documents with my request(s)? 
 

The required documents prove use of the home as your primary residence and support the 
selected mortgage servicing option.  Absence of supporting documents does not allow us to 
properly service your request, thus rendering your application inactive until all required 
documentation is received. 
 

4. How will I get my letter?  
 
A letter will be mailed to you to your home or as per instructions you’ve included with your written 
request. 

 
5. Why do I have to pay the fee? 

 
A servicing fee is paid to cover the costs of processing.  No servicing will be completed on a NYC 
Mortgage without payment of this non-refundable fee.  
 
Payment should be in the form of a Bank or Certified Check or US Postal Money Order in the 
amount of $400.00 made payable to New York City Department of Finance.  Payment in any 
other form will be returned for reissuance, and the application rendered inactive until proper 
payment is received. 
 

6. My loan was satisfied over five years ago and I never received the Satisfaction.  Why am I 
paying a servicing fee?  
 
A Satisfaction of NYC Mortgage is issued when you are found in compliance with the terms of the 
NYC Mortgage.  Effective May 13, 2013, the $400.00 non-refundable servicing fee is 
required to process all mortgage servicing requests.   
 

7. I have lived in the house for longer than the term of the mortgage.  Why do I have a 
balance?   
 
NYC Mortgages may vary by term and subsidy amounts given.  Some mortgages reduce over 
time; other mortgages are standing loans that do not reduce over time.   
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Some mortgages may include multiple subsidies with different terms.  For example, in one 
mortgage you may find several subsidies reducing over a period of 15 years and a land subsidy 
which remains payable for 99 years. 
 

8. What is a HUD-1 Settlement Statement?  
 
A HUD-1 Settlement Statement is a form used to itemize services and fees charged to the 
borrower in a real estate transaction.  Click here to view a sample HUD-1. 
 

Service Types 
 
1. Why do I need a Subordination of Mortgage?  

 
In a refinance, where an existing mortgage is paid off with the proceeds from a new loan, a 
Subordination of NYC Mortgage allows the new lender to take first lien position ahead of the 
existing NYC Mortgage which is and remains in second lien position. 
 
Homeowners who are not compliant with the terms of their agreements (deed / Notes / Mortgage 
/ Proprietary Lease / Regulatory Agreements) may not be found eligible for a Subordination of 
NYC Mortgage.  For example, if a homeowner is required to utilize his home as his primary 
residence and he has moved to another location, he may not refinance the subject property and 
be found eligible for a Subordination of Mortgage.  He would be found non-compliant with the 
owner-occupancy restriction.   

 
Subordinations of NYC Mortgage are only offered in a refinance of the primary mortgage, if 
eligible.  Subordinations of NYC Mortgage are not offered to home equity lenders.  Nor will 
Subordinations be provided to those homeowners who have open home equity loans.  Instead, a 
payoff will be provided. 
 
Subsidies were provided to homeowners to enable them to afford the purchase of their home.  As 
property appreciates in value, a homeowner has the ability to tap into the equity available in his 
home – often his greatest asset.  However, as his property appreciates, he also has a greater 
ability to repay a portion of the subsidy, allowing others to have the same opportunity to afford a 
home. 
 

2. How is my Subordination Request processed? 
 

A. If the refinance amount is less than or equal to the subsidized purchase price of the 
home, the Subordination is approved. 

B. If the refinance amount is greater than the subsidized purchase price of the home, HPD 
calculates the amount of funds to be recaptured from the gain using the following 
formula: 

(R-S)/2=X 
Where R = the refinance amount, S = the subsidized purchase price, and X = funds 
recaptured by the City. 

C. If the Subordination is requested in order to take out a home equity loan / credit line 
mortgage, the Subordination is denied. 

 
3. Why can’t I get a Subordination if I take out a home equity loan / credit line mortgage? 

 
The Subordination of Mortgage is denied where a homeowner has a lien which is in addition to 
the HPD mortgage and initial purchase mortgage – i.e. a Home equity loan or credit line 
mortgage – that will not be paid at the proposed closing, and which is not an initial piggyback loan 
taken out to avoid paying primary mortgage insurance.  In the case described above, the 
homeowner has realized a gain through obtaining the home equity / credit line mortgage of which 
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the City is not recapturing any of the original subsidy.  The owner would have to pay off additional 
liens at closing in order to be considered for a Subordination as per HPD policy. 
 

4. Why do I need a Payoff Letter? 
 
A payoff letter identifies the balance of subsidies which remain open at the time of its issuance.   
 
Payoff letters are often requested when one  
  (1)  sells one’s home; 
  (2)  receives a Lender’s Commitment for a Cash-out Refinance; or  
  (3)  moves to a different residence; or 
  (4)  wishes to remove the lien from his/her property. 

 
5. I need to speak with a mortgage representative, why can’t I come into the office like other 

government agencies?  
 
Homeowners who would like to discuss the terms of their NYC Note/s and Mortgage, deed and / 
or Regulatory Agreement, may call their assigned analyst.  Their contact information will be 
provided with the response mailed to you after the Unit’s initial receipt of your written request. 
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Sample HUD-1 Settlement Statement 

 


