Housing Counseling Action Plan Checklist
· State briefly the client’s housing need
· Discuss and analyze client’s homeownership goals
· Determine the type of service client will receive for example pre-purchase counseling or mortgage default counseling.
· Complete a budget assessment summary of the client’s current financial situation including the Gross monthly income, housing ratios, and discretionary income.

· Discuss and list major obstacles to homeownership based on the intake form, credit report and affordability analysis.
· Discuss and list primary strategies that will be done on behalf of the client that would best address client’s obstacles, including the steps and circumstances involved.
· Discuss and list three specific tasks with timelines for the customer to complete by the next counseling session.
· Discuss and analyze the timeline to achieve a positive result as it relates to readiness for homeownership and explain rationale.
· Schedule client’s next appointment for their follow-up session.
· Provide detailed notes of the client’s situation.  Include the rent vs. buy calculation as well as an assessment of the home values in the community.
· Have customer and counselor sign and date the action plan upon agreement with its contents. (Note: Only the counselor is required to sign the action plan)
· Provide one copy of the action plan to the customer, and keep another copy of the plan in the customer’s file. (If telephone counseling is conducted mail copy within 24 hours of counseling session)
