. REAL ESTATE TRANSACTIONS—
Il RESIDENTIAL

NYSBA

Getting Started
RE001 Blank Worksheet for Estimating Closing Costs

RE0Q2 Attorney’s Checklist— Action Prior to, at Time of, and Subsequent to
Closing

REOQ02A Residential Contract of Sale (Microsoft Word Format)
(NYSBA/NYSLTA/ABCNY/NYCLA)

REO02A * Residential Contract of Sale (PDF Format)
(NYSBA/NYSLTA/ABCNY/NYCLA)

RE003 Contract of Sale (NYBTU Form 8041)

REOO3A Property Condition Disclosure Statement

RE004 Lead Paint Disclosure Form for Housing Sales
RE0Q5 Lead Paint Disclosure Form for Housing Rentals and Leases
RE006 Rider Clauses to Contract of Sale—Purchaser

REO0Q7 Holdover Agreement (Short Form)

RE008 Holdover Agreement (Long Form)

RE0Q9 Occupancy Agreement

REO010 Acceleration Affidavit—To Postpone Condition Requiring Borrower
to Sell Current Residence

REO11 Attorney’s Affidavit of Compliance

REO012 Warranty Deed with Full Covenants

REO013 Bargain and Sale Deed, with Covenant Against Grantor’s Acts
(Individual or Corporation)
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RE014 Bargain and Sale Deed, Without Covenant Against Grantor’s Acts
REO015 Quitclaim Deed (IRS-8009)
RE016 Executor’s Deed (NYBTU-8010)
REO16A Administrator’s Deed
RE017 Referee’s Deed in Foreclosure
RE018 F.I.LR.P.T.A. Non-Foreign Certification by Individual Transferor

REO019 F.I.LR.P.T.A. Affidavit of Facts Relating to the Withholding of Tax
upon the Disposition of United States Real Property Interests
Pursuant to 26 U.S.C. 1445(B)(2)

RE020 Undertaking/Indemnity for Transfer Tax by Transferee and Its
Designated Title Agency

RE021 Rider Clauses to Contract of Sale—New Construction

REQ22 Rider Clauses to Contract of Sale—Condominium Unit
RE022A * Contract of Sale—Cooperative Apartment
RE022B Contract of Sale — Condominium Unit (Microsoft Word Format)

RE022C Explanatory Notes—Condominium Contract of Sale Rider
REQ23 Clauses to Contract of Sale—Cooperative Apartment
RE024 Brokerage Agreement—Seller

REQ25 Blank Worksheet Form for Calculating Seller’s Closing Costs
RE026 Rider Clauses to Contract of Sale—Seller
REO027 Seller’s Attorney’s Transmittal Letter

RE028 Phraseology of Typical Title Report Exceptions

RE029 Certification for No Information Reporting on the Sale or Exchange
of a Principal Residence
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RE030 Sample of “No Other Name” and “No Judgments” Affidavit
Submitted for Clearance of Title—Exceptions Raised
RE031 Natural Person Mortgagee—Affidavit of Exemption § 253(1-a)
RE032 Power of Attorney — New York Statutory Short Form, New York
Statutory Gifts Rider and Suggested Modifications
REO35A New York State Disclosure Form—Buyer and Seller
RE035B New York State Disclosure Form—Landlord and Tenant
RE036 Addendum to Contract for Purchase and Sale
RE037 Help for Homeowners in Foreclosure
RE038 Buyer Retainer Letter
RE039 Seller Retainer Letter
RE040 Disclosure Statement
RE041 Privacy Policy Notice

RE043 Authorization to Release Information

RE044 Title Insurance and You

REO045 Is Title Insurance Worth the Extra Cost?

RE046 What Does a Survey Do For Me?

RE048 Investor Addendum

RE049 Uniform Acknowledgement In State

RE050 Uniform Acknowledgement Out of State

RE051 Subscribing Witness Acknowledgement In State

RE052 Subscribing Witness Acknowledgement Out of State
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RE053 * Columbia County Supplemental Real Estate Transfer Tax Return

RE054 * Peconic Bay Region Community Preservation Fund

RE055 * Town of Warwick Community Preservation Fund (CPF) Transfer
Tax

RE056 * Town of Red Hook Transfer Tax - Community Preservation Fund

REQ57 Affidavit of Title

RE058 Judgment Affidavit

RE059 Fence and Boundary Affidavit

RE060 Survey Affidavit

RE061 Affidavit as to Power of Attorney Being in Full Force

RE062 Occupancy Agreement for Seller in Possession After Closing

REO063 Mortgage Note (Fixed Rate)

RE064 Mortgage Note (NYBTU Form 8011)

REOQ65 Mortgage

RE066 Mortgage (Statutory Short Form M)

REO067 Combined Note and Mortgage

RE068 Affidavit of Exemption (Tax Law §253(1-A))

RE069 * Cayuga County Clerk’s Recording Page

REQ70 * Fulton County Recording Page
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REOQ71 * Hamilton County Recording Page

REQ72 * Orange County Clerk’s Office Recording Page
REOQ73 * Oswego County Recording Page

REQ74 * Otsego County Recording Page

REQ75 * Putnam County Recording Page

REQ76 * Schenectady County Recording Page

REQ77 * Suffolk County Recording Page

REQ78 * Tioga County Recording Page

REQ79 * Westchester County Clerk Recording Sheet

RE080 * Sample Closing Statement

RE081 Recording Fees, Mortgage Tax Rate and County Cover Sheet
REQ82 * City of Yonkers Transfer Tax Form

RE083 * City of Mount Vernon Transfer Tax Form and Instructions
RE084 * City of Peekskill Real Property Transfer Tax and Instructions

RE085 * General Offices, Addresses and Telephone N umbers for Assistance
Disposing of Matters Raised in the Title Report

RE086 * Statutes of Limitations Chart
RE413 Broker’s Offer Memorandum — Fact Sheet

RE415 Estimate for Closing Costs — Purchaser
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RE417 Resource Guide to Addresses and Numbers for Credit Report
Information

RE418 Resource Guide to Agencies and Numbers for Home Environmental
Health and Safety Information

RE421 Estimate of Closing Costs — Seller

RE423 Contents of Affidavit Seeking to Discharge Mortgage Where Lender
Failed to Provide Satisfaction

RE425 Transitional Rules and Procedures Until Torrens System Abolished

RE427 Resources for Senior Citizen Homeowners
RE429 Sample Schedule A — Condominium Unit Description

RE433 Acceptance of Statutory Short-Form Power of Attorney — Sample
Letter

RE435-A Uniform Form Certificate of Acknowledgement (within New York
State)

RE435-B Uniform Form Certificate of Proof of Execution by Subscribing
Witness(es) for Instruments Relating to Property in New York
RE437 Sample Retainer Letters
RE461 Privacy Policy Notice

RE-fact * EPA/HUD Lead Paint Fact Sheet

sheet
RE-lead * Protect Your Family from Lead in Your Home pamphlet RE-
brochure SMOKEALARM Smoke Alarm and Carbon Monoxide Detector
Affidavit
RE-TAX- * Westchester County Property Tax Payment Dates
Dates
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Back to Table of Forms

PRACTICAL SKILLS SERIES
GENERALLY

Adobe, Inc. has added significant new features in its Acrobat family of programs which greatly enhance the
usefulness of these Practical Skills Series (PSS) forms in Portable Document Format (PDF). With these features
you can:

Use the new screen design to view information more precisely and efficiently by choosing the
reading mode to fit more content on the screen or the two-up mode to view page spreads
without excess space in the middle. Zoom in, pan over, or use the loupe feature in Reader to
take a closer look.

Complete forms online as well as offline, including the ability to save partially completed
forms with client data for completion later.

Fill in and save forms on your PC.

Please note that Adobe Reader Version X7 (aka 11) or newer,
or equivalent is required to enable efficient processing of these forms.

The Practical Skills Series CD that you purchased from NYSBA has the authorized ability to install the current
version of Reader onto your PC without connecting to the Internet or Adobe, Inc’s website. If you did not exercise the
option to install Reader when you installed this product, you can still perform the installation from the NYSBA CD
by exiting this document, re-inserting the CD , and choosing to “INSTALL READER” when asked. No need to
repeat the installation of the forms, so click CANCEL after installing the Reader program and navigate back to your
Desktop.

Be sure to check for updates to Reader that may have been issued after this CD was created.

Below is a very brief introduction to general operations with Adobe Reader. Following that, a much more
extensive discussion is provided where these and other enhanced features are explained in greater detail.

FILLING IN A NON-INTERACTIVE FORM

Non-interactive PDF forms can be printed and filled in by hand or can have text inserted directly into them by
way of the keyboard. At this time, Adobe is in transition regarding the entry of text into an existing PDF
document and therefore provides two alternative methods, the old way as well as the new to maintain
compatibility with older documents that cannot support the newer techniques.

When utilizing Reader for inserting text, one of two different situations will occur:

1. After opening a PDF document with Reader XI, you may see a colored ribbon across the top of the
document with an icon (small picture) of a Typewriter in the center. This icon is labeled
“TYPEWRITER”. When you see the typewriter icon, merely click on it and the cursor will change to an |
beam symbol: 1. ...Position this I-beam at the place where text is to be inserted, (left) click your mouse
and then begin keying the material to be inserted. (Note that the other text in the original document will
not expand or contract to make room for the new entry.)



2. The second option you may see is when you open a PDF document with Reader and the “Typewriter” and

the colored ribbon do not appear at the top of the document. To enter data into the document, take the
following steps:

Click on the word “COMMENT” in the upper right of the screen and then on the Annotations tab, select
the “T” figure from the drop-down menu by (left) clicking in it:

v Tools Sign Comment | «——

« Annotations <«—

@ g T één ':Qi-% &v

¥ Nrawina Markune

The cursor will change to an i-beam symbol: I. ...Position this i-beam at the point where text is to
be inserted, left click your mouse and begin keying the material. (Note that other text in the original
document will not expand to make room for the new entry.)

You may also change the font and size of the new entry along with other limited options in the
secondary window that automatically opens:

Add Text Comment

T Add Tet Comment Hehvetica 12

Some of the PDF forms in this product may contain interactive form fields that are shaded a light color. You can
fill in the form with one of the tools on the Select & Zoom toolbar: the Hand 7 tool or the Select & tool. When
you place the pointer over an interactive form field, the pointer icon changes to one of the following:

e Pointing Finger ‘i"'? or Pointing Hand Plus icon , appears when the pointer is over a button, radio
button, check box, or item on a list.

o Arrowhk. Appears when you can select an item in a list of options.
e I-beamicon I appears when you can type text into the form field. If

the form fields are not interactive, the basic pointer icon does not change.
EILLING IN AN INTERACTIVE FORM

1. Select either the Hand tool <% or the Select & tool. (Optional) To make form fields easier to identify,
click the Highlight Fields button on the document message bar. Form fields appear with a colored
background (light blue by default).

2. Click on the first field you want to fill in, either to select that option or to place an I-beam pointer in the
field so you can start typing.

3. After making a selection or entering text, do any of the following:



o Press Tab or Shift + Tab to accept the field change and go to the next or previous field.

o Press the Up or Left arrow key to select the previous radio button in a group of radio buttons, or
press the Down or Right arrow key to select the next radio button.

o Press Esc to reject the field change and deselect the current field. If you’re viewing the form in
Full Screen mode, pressing Esc a second time causes you to exit Full Screen mode.

Note: If the current field is a single-line text box, you can press Enter (Windows) or
Return (Mac OS) to accept your typing and deselect the field. If the current field is a
check box, pressing Enter or Return turns the check box on or off. In a multiline text
form field, pressing Enter or Return creates a paragraph return in the same form field. In
all cases, you can press Enter on the keypad to accept the change and deselect the current
form field.

4. After you fill in the fields, do the following:
o Choose File > Save As, and specify a name (and location if desired) to save the completed

document.

Note: Adobe Acrobat Reader users now have extended rights in all these documents that enable
the saved copy to include the entries you made in the form.

o Print the form.

CLEAR UNSAVED FORM ENTRIES

Choose File > Revert.

Note that these new features do not allow you to modify the text of the form itself, a strong advantage for PDF use
where appropriate.

The following pages provide a more detailed discussion from the Reader Help File of the new features made
available within the current version. Please take the time to familiarize yourself with the new procedures so that
you can achieve the best possible level of time-saving and efficiency.

Additional new features supporting an open, collaborative work environment are also available. See
www.adobe.com/products/reader for details.



http://www.adobe.com/products/reader

Reader Help /

Fill in forms

Is the form fillable?

Not all forms are fillable. Sometimes form creators don’t convert their PDFs to interactive fillable forms. Or, they intentionally
design a form that you must print and fill in by hand. These non-interactive forms are called flat forms.

Purple bar across the top?
The purple message bar indicates that the form is fillable. Depending on how the form was created, it could be “interactive” or
“flat”.

Interactive form

An interactive form contains fields that you can select or fill in. You can turn on the Auto-Complete option to help you fill in
forms more quickly.

Flat form with Add Text Comment tool

A flat form does not have interactive fields. However, if available, you can use the Add Text Comment (Typewriter) tool to type
over blank form fields. You can add text anywhere on the form, not only within specific boxes.
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Fillable forms

A. Interactive forms highlight where you should type B. Forms with the Add Text Comment tool let you add text anywhere on the form
Note:
The purple bar displays only if the creator of the form enabled it.

Add Text Comment tool visible?
Forms that display the Add Text Comment tool, let you add text anywhere on the form. If you don’t see theAdd Text
Comment tool palette as shown below, look in the Tools or Sign pane (depending on your version of Reader) for the Add Text
Comment option.


http://helpx.adobe.com/reader/topics.html
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If the Add Text Comment tool is available, you can add text anywhere on the form.

Note:
The Add Text Comment tool is available only if the creator of the form enabled it.

Yellow bar across the top?
A yellow message bar may appear when you open a form in Reader. Protected View limits what you can do in a PDF to protect
your computer from potentially malicious content. If you trust the source of the file, click Enable All Features. Once enabled,

you can look for the purple message bar or Typewriter tool.

% 1Lagreement e 2 View -

Bt View Wndow Help x
Beoee- | D EH S 2| @ PR w,
v @@ 0D [in] | n.ﬁ{-\.:-:; Teals Comment | Share
Prestested epmr: This fle sngenated frem s potentisly unsle iocstion. |gan More, @

ATEF 0 L omplete contact imdormation

(ORGARITATION s
ADORES 5 M or SUITE
Ty STATEPRCANCEC OUNTY

DFPOGTAL CODE: COUNTRT

PEMARY COMTALT: TELEPHOME:

A yellow message bar protects you from potentially risky files.



No purple bar or Typewriter tool?
If you don’t see a purple bar across the top or the Typewriter tool, your form is not fillable in Reader. You must print the form and fill it in
by hand.
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Form with neither the purple bar across the top nor the Typewriter tool

Quick tip tutorials on filling in and saving forms
For some quick tutorials on filling in forms, see these videos on Adobe TV:

e  How to enter form data using Adobe Reader
e  How to type into a form
e  How to save form data

Sample forms: flat and interactive

Patti Sokol, of Sokol Consulting, created two sample forms to show the differences between a flat form and an interactive form. Click here
to see a flat form. Notice that you cannot type in the fields of a flat form.Click here to see an interactive form. You can highlight the fields
and type in them.

Be sure to read the information in the top text box of each sample form. Then move your cursor over the fields to see what actions are
available. You can also print and save the forms to your computer.

Fill in an interactive form
In an interactive form, the pointer changes to a different icon, depending the field. For example, the Hand "ﬂ* tool changes to an I-
beam I when you can type text into the form field.
1. If necessary, right-click the document, and select either the Hand tool “”@-" or the Select tool Ih from the
pop-up menu.

2. To make form fields easier to identify, click the Highlight Fields button on the purple document
message bar. Form fields appear with a colored background (light blue by default). A colored outline (red by
default) identifies required form fields.

Click inside a text field to type. For check boxes or selection buttons, click the option you want to select.

Press Tab to move forward or Shift + Tab to move backward.

When finished, click the submit button to send the form data. The submit button can appear in the purple message bar at the
top of the form or in the form itself.

For troubleshooting tips on completing forms, see Troubleshooting forms.

Options for moving among form fields

Key Result

Tab or Shift + Tab Accepts typing and moves to
next field

Up/Left Arrow Selects previous radio button in
a group

Down/Right Arrow Selects next radio button

Esc Reject and deselect form field.

Esc (press twice) Exits Full Screen mode

Enter or Return (single- Accepts typing and deselects

line text field) field

Enter or Return (multiline Creates paragraph return in
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text field) same form field

Enter or Return (check Turns check box on or off
box)
Enter (keypad) Accepts typing and deselects

current form field

Enable the Auto-complete options (interactive forms only)

The Auto-Complete feature stores entries that you type in interactive form fields. Auto-Complete then suggests or even automatically
enters responses that match your typing in other form fields. The suggestions appear in a pop-up menu, from which you can select a
match.
The Auto-Complete feature is off by default, so you must enable it in the Forms preferences if you want to use it.

1. Choose Edit > Preferences (Windows) or Reader > Preferences (Mac OS) to open the Preferencesdialog box.

2. In the Preferences dialog box, click Forms from the list at left.

3. Under Auto-Complete, choose Basic or Advanced from the menu. (A description of each mode appears at the

bottom of the dialog box.)
4.  Select Remember Numerical Data if you want to store numbers that you type into forms.

Remove entries from the Auto-Complete memory
If Auto-Complete includes unwanted entries, such as inadvertent misspellings, you can remove them.
1. Choose Edit > Preferences (Windows) or Reader > Preferences (Mac OS) to open the Preferencesdialog box.
2. Inthe Preferences dialog box, click Forms from the list at left.
3. Under Auto-Complete, select Edit Entry List, and then remove or change the unwanted words.

To the top

Fill in forms with Add Text Comment tool

If the form creator enabled the Add Text Comment tool, use that tool to fill out flat forms. The text you add with the Add Text
Comment tool appears in the Comments List (Comment > Comments List).
1. In either the purple message bar or floating toolbar, click Add Text Comment.
Note:
If the Add Text Comment option is unavailable, you must print the form to fill it out.

2. Click a blank form field and type.

3. (Optional) Adjust options in the purple message bar or floating toolbar to change the text size, position, or
font.

4. When finished, print a copy of the completed form.

Note:
You cannot electronically submit a form filled out using the Add Text Comment tool. You must print the
completed form.

Save forms
Not all forms can be saved. Completed forms can be saved only if the author of the form allows it. If the PDF author has enabled local

L]
saving, click the disk icon in the toolbar at the upper left of the window or in the floating toolbar if viewing the form on the web. Then
rename the file and save the form with your information.
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The purple bar displays information, if you can save data typed into this form.

Floating toolbar in form viewed on the web.
When you open a form in Adobe Reader, you can view the usage rights in the notification bar above the form. Contact the author of the form
to change your usage rights.
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To the top

Print forms

1. Inthe upper left of the window, click the Print button @

Choose a printer from the menu at the top of the Print dialog box.

3. Inthe Comments And Forms menu in the upper-right area of the Print dialog box, choose one of the following:
A.To print the form and the typed entries, choose Document.
B. To print the form, the typed entries, and any comments on the form, choose Document
And Markups.

N

To the top

Clear forms

Clear a form in a browser
e Do either of the following:

e Select the reset form button, if one exists. You cannot undo this action.
e Quit the browser, and start again.
Note:

Clicking the web browser’s Reload or Refresh button, the Back or Go Back button, or following a link to another page may
not completely clear the form.

Clear a form in the Reader application
e Choose File > Revert.

Import or export form data (Reader application only, not browser)

In some workflows, individuals submit filled-in forms as data-only files in a format such as FDF or XML. In Reader, you can import the
data to view it in the context of the complete PDF:

e In the upper right of the window, click Extended, and then click Import Data.
Likewise, you can save the information in a completed PDF form as a data file in another format:

e In the upper right of the window, click Extended, and then click Export Data.
For more information, see Manage form data files in Acrobat Help.
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