
 
PURCHASE – REQUIRED DOCUMENTS CHECKLIST 
Required Documentation from the Workbook or on your Web-File. 

 Employer Contact Worksheet**- Complete Employer Contact Information for all employers within the last 2 years (for                 

Buyer and Co-buyer or Household Member 21 years or older) 

 Landlord Contact Worksheet**- Complete Landlord Contact Information for all landlords within the last 2 years (for Buyer   

and Co-buyer or Household Member 21 years or older) 

 Participation Pledge –Buyer, Co-buyer and Household Members, 21 years or older … must sign and date.  

 Participation Commitment - Please complete the form identifying at least 3 Activities that you are comfortable engaging in 

 Budget** - Complete the 5-page budget to include Daily Expense Diary. This is a monthly budget for the household.  You 

should use bank statements from the last 30-60 days in order to provide accurate figures 

**These items can also be completed online in your NACA Web-File 
 
Required Documents for All Borrowers, Co-Borrowers *Household Members 

 Photo Identification  Valid Driver’s License, State ID with your current address and date of birth. 

 Matricula Consular (ITIN 
Member only) 

Valid Matricula Consular with your current address and date of birth. 

 Passport (ITIN Member only) Valid Passport from your country of origin or a letter stating why you do not have a passport 
from your country of origin. 

 Form W-7(ITIN Member only) Provide the ITIN card or ITIN Letter issued by the IRS. 

 Resident Alien Card  Copy of the resident Alien Card issued by the U.S. Government. 

 Voter’s Registration If you are legally eligible to vote, provide a voter’s registration card or proof that you are 
registered to vote.  If you do not have the card, go to www.canivote.org and print proof 
from this website.  (Other reasons for not voting are acceptable.) 

 Membership Dues and Credit 
Report Fee 

Pay annual Membership dues.  Pay credit report fees online or during your counseling 
session, must have a bank account (check only). 

 

 

Membership Participation Prior to your session, it is important to read and understand the Member Participation 
Agreement.  If you choose to be a NACA Member, provide the signed agreement. 

 

 

Membership Authorization Read and sign the Member Authorization.   It is required in order to pull your credit and 
verify information.   

 
Income—Documents needed from All Borrowers and Co-Borrowers 

 Paystubs Most recent 30 days paystubs showing YTD figures.  Pay checks must be updated through-
out the process.  

 W-2’s Most recent 2 years W-2’s for all employers. 

 Tax Returns Last 2 years Federal Tax Returns—all pages and all schedules filed 

 Tax Returns and Tax 
Transcripts  
(ITIN & Self Employed) 

Last 2 years Tax Return Transcripts.  Contact the IRS at 800-829-1040 or www.irs.gov to 
order. 

 Form 1099 Last 2 years Form 1099 from all employers 

 Corporate Tax Returns Last 2 years Corporate Tax (IRS form 1120S or IRS form 1065) Returns and Individual Tax 
Returns along with the last 2 years Tax Return Transcripts for both Corporate and Individual.  
Contact the IRS at 800-829-1040 or www.irs.gov to order. 

 Bank Statements—Self 
Employed 

Last 12 months bank statements for ALL accounts (all pages).  Identify business deposits and 
business expenses; this creates the 12-month profit and loss statement. 

 Social Security 
(Retirement/Disability) 

Most recent year’s benefit letter, last 3 months bank statements (showing benefits are 
direct deposited / or copy of last 3 months cancelled checks if benefits are not direct 
deposited. 

 Social Security (Survivor’s  
Benefit) 

Most recent year’s benefit letter, last 3 months bank statement (showing money is direct 
deposited / or copy of last 3 months cancelled checks if benefits are not direct deposited).  If 
benefit is for a minor, provide birth certificate to determine age and continuance of benefit. 

 Pension/Retirement Most recent year’s benefit letter, last 3 months bank statement (showing benefit is direct 
deposited/ or copy of last 3 months cancelled checks if benefit is not direct deposited).  
Award Letter must address how long benefits will last.   

http://www.canivote.org/
http://www.irs.gov/
http://www.irs.gov/


 Child Support Court document or divorce decree showing required payment amount, last 12 months bank 
statements, agency-provided payment history or cancelled checks to prove benefits are 
being received.  Provide Birth Certificate for each child.  (Use of Child support income is 
optional) 

 Alimony Court documents showing required payment amount, last 12 months bank statements 
showing benefits are deposited or copy of 12 months checks to prove benefits are being 
received.   

 
Rental – Documents needed from All Buyer and Co-Buyers 

 Lease Agreement Provide a copy of your current (signed) lease agreement all pages. 

 Cancelled Checks Provide cancelled rent checks for the last 12 consecutive months, copy front and back.  If 
the landlord is an apartment complex, we can accept a 12 month tenant ledger that shows 
rental payment history. 

 Bank Statements If the landlord does not accept checks, we need to establish a system to show the rent is 
being paid. Provide 12 months of bank statements to show you withdraw the money to 
purchase a money order or cashier’s check.  Provide copies of 12 months cashier’s checks or 
money orders made payable to the landlord.  Identify monthly rent payments on bank 
statements moving forward if not your current practice.   

 Money orders, Cashier’s 
Check 

If you are paying rent by money order, identify the transaction where the money came from 
your bank account to buy the money order for the most recent 12 months.   

 

Funds – Documents Needed from All Borrowers and Co-Borrowers 

 Bank Statements Last 90 days bank statements for ALL accounts (all pages).  Identify monthly rent payment 
on bank statements 

 CD’s, Stocks and Bonds, 
Investments 

Provide most recent statements—all pages, to show funds available for your home purchase 

 401K, Retirement Accounts, 

and TSP 

Provide most recent statement—all pages, to show funds available for your home purchase. 

 
Other – Documents may be needed depending upon individual circumstances  

 Judgments/Liens Provide documentation showing all liens or judgments have been satisfied / released.  Must 
be the recorded/released documentation from the court/public records 

 Monthly Statement for 
Active Debts 

Provide most recent statement for all Active Accounts— auto loans, personal loans, student 
loans, mortgage loans, other loans, credit cards, furniture rental, and other items you are 
making payments on.  Please bring the statement for all of your debt even if someone else 
co-signed or put it in their name for you. 

 Divorce Decree Provide the divorce decree for previous marriage, including all pages, all articles. (If there 
are accounts in question … credit cards, a former marital property, etc… the divorce decree 
will clarify your responsibility.) 

 Separation Agreement If legally separated, provide separation agreement—all pages.  Many states require your 
spouse to sign at the time of closing on your new home when you are not divorced or legally 
separated. 

 Real Estate Previously 
Owned 

Provide proof of how each property was disposed of; if the property was sold provide the 
HUD-1, if there was more than one mortgage obtained to refinance the same property the 
letter of explanation and documentation must link the mortgages to the property.   If the 
property sold for less than the balance owed, document how the lender addressed the 
deficiency balance. If the property was foreclosed, provide the Sheriff Sale or Deed Under 
Power to verify the foreclosure date even if it was included in bankruptcy 

 Bankruptcy Chapter 7 or 13 -
Discharged 

Provide Bankruptcy Documents to include – Cover page, Summary of Schedules, Schedules 
A-J, Statement of Debtors Intent (if secured property included in the bankruptcy), Discharge 
Document, Letter of Explanation detailing what happened that lead to bankruptcy, why you 
felt BK was your only option, what you did to try to prevent it, and what have you done to 
try to ensure that you are not in the same situation again. 

 Bankruptcy  Chapter 7 or 13-
-Dismissed 

Provide Dismissal document and Letter of Explanation detailing what happened that lead to 
bankruptcy and why you were not able to complete it. 

 Charge-off/Collections Provide proof of $0 balance or proof of 12 month payments to address any charge 
off/collections that occurred within the last 24 months. 




