


In this tutorial we will provide an overview on 

how to complete the HDP Reservation Request, 

as well as how to submit the completed HDP

Reservation Request via the Federal Home Loan 

Bank of New York’s File Transfer System (FTS).

Pursuant to applicable Federal 

and State laws, to protect 

household information that may 

be utilized to develop a credit 

profile if intercepted by an 

unauthorized third party, the 

FHLBNY requires that all HDP 

documentation be submitted 

through the FHLBNY’s File 

Transfer System (FTS).

The FHLBNY takes protecting our members’ 

information and data very seriously, and became 

ISO 27001 certified on October 15, 2022 to 

continue our commitment to enhance our 

cybersecurity and resiliency.

https://www.schellman.com/certificate-directory?certificateNumber=1578155-1


• Overview

• HDP Reservation Request

• HDP Request Form (HDP-005)

• File Transfer System (FTS)



The HDP Request Form, along with the 

required documentation, must be 

submitted to the FHLBNY via the File 

Transfer System (FTS) as one zip file per 

household.

HDP documentation is located on the 

FHLBNY’s website: www.fhlbny.com. 

Community > Housing Programs > Homebuyer Dream Program® 

http://www.fhlbny.com/


• Household Reservation Requests must be submitted via the FHLBNY’s 

File Transfer System (FTS) by an authorized user representative

• If applicable, the FHLBNY will email the member for additional details

• Failure to include all supporting documentation related to household 

eligibility may result in a denial of the submitted Reservation Request

• An email will be sent to the member to confirm the commitment of the 

HDP grant

• HDP Commitments:

– Valid for 120 days

– Not transferrable to another:

• Purchase property

• Member

• Homebuyer(s)

– May not increase after issuance

✓ Income documentation 

• For all sources of income 

✓ Homeownership Counseling Certificate

✓ HDP Homebuyer Certification (HDP-004)

✓ HDP Request Form (HDP-005)

• Select “New Household Reservation Request”

• 100% Completed

• MS Excel format, containing the “.xlsx” file 

extension

If applicable: 

• Zero Income Certification (AHP/HDP-001) 

• Legal separation agreement and/or divorce decrees



The HDP Request Form (in MS Excel format, containing the .xlsx 

file extension), along with the following required documentation 

(in PDF format), must be submitted to the FHLBNY via the FTS as 

one zip file per household:

• Income documentation for all sources of income for each 

income-earning adult in the household

• Fully executed HDP Homebuyer Certification (HDP-004) dated 

within 60 days of the reservation date

• Fully executed homeownership counseling certificate 



The member is responsible for verifying all 

sources of income for all individuals who will 

reside in the home.

The homebuyer(s) must demonstrate a reliable 

stream of income, which includes full time 

employment (defined as ≥ 32 hours a week), 

pension, disability award, Social Security, 

Individual Retirement Accounts, or other 

recurring sources.



The HDP Homebuyer Certification (HDP-004) is located on the 

FHLBNY’s website: www.fhlbny.com.

This document must be fully executed by the household, 

including a certification that the household meets one of the 

criteria of a first-time homebuyer, as defined by the U.S. 

Department of Housing and Urban Development (HUD) and 

described in the HDP Guidelines.

Certification of household size is also required and is based 

upon the number of people who will reside in the home 

being purchased.

http://www.fhlbny.com/


The member must ensure that one of the homebuyer(s) listed 

within the HDP Request Form has completed a homeownership 

counseling program within 18 months prior to the Reservation 

Request date, as evidenced by a completion certificate.

The counseling agency must be accredited by the

✓ U.S. Department of Housing and Urban Development (HUD)

✓ State Government or State Housing Finance Agency or 

✓ National Industry Standards for Homeownership Education and Counseling. 

The use of online homeownership counseling programs 

through either Framework or eHome America is permitted.



The HDP Request Form, along with 

other Forms, Guidelines and 

Agreements, are located on the 

FHLBNY website: www.fhlbny.com.

Community > Housing Programs > 

Homebuyer Dream Program® > 

(sidebar) Forms, Guidelines & 

Agreements

http://www.fhlbny.com/


The HDP-005 Request Form is a Microsoft 

Excel-based document that can accommodate 

three (3) different request types, depending on 

the selection:

• New Household Reservation Request

• Funding Request

• Other Documentation Request



Select the [New Household Reservation 

Request] option, then [Initiate New 

Household Reservation Request] to begin.

Once a request type has been selected and 

initiated, there is no opportunity to change the 

request type or start over. In this event, a new 

copy of the form can be downloaded from the 

FHLBNY website, or close and reopen the 

downloaded form.



• A status bar is located at the top of the form to assist as you 

complete each required section

• The HDP Request Form must be 100% completed prior to 

submission to the FHLBNY

• Each Section has a Field Symbol indicating whether the section 

is Required for completion, has been completed with a Valid 

Entry or contains an Invalid Entry. A Field Symbol Legend 

indicates the meaning of each symbol

• Incomplete sections within the HDP Request Form submission 

will result in delays during processing. For ease of use, a 

hyperlinked table of contents is provided at the top of the form 

to assist the user during navigation

• The table of contents includes progress indicators which are 

updated in real time as you complete the form

• The progress indicators confirm which sections are completed 

as well as those sections which require attention

2024



The member representative executing the 

HDP Request Form is one of the designated 

users authorized to submit household files via 

the FHLBNY’s FTS.

Submissions by unauthorized users will be 

denied.



• Household files are submitted to the FHLBNY as 

one zip file per household. 

• The user must submit an HDP Request Form (in 

MS Excel format, containing the .xlsx file 

extension).

• Supporting documentation must be included 

within the zip file in clear and legible PDF format.

• Once all the required documents have been 

saved in one zip file per household, the user is 

ready to submit the file to the FHLBNY via our 

FTS.



Navigate to the section to submit your 

HDP Reservation Request.

• The [SUBMIT YOUR HDP REQUEST] 

button brings you directly to the 

FHLBNY’s FTS login screen.



Only authorized users can access the FHLBNY’s 

FTS and upload zipped household files to the 

FHLBNY.

• Enter the user credentials provided by the FHLBNY to 

enter the FTS.

• Passwords assigned to authorized users can not be 

personalized. If you forget your password, please email 

us at HDP@fhlbny.com and we will resend your 

password to the authorized user on file.

mailto:HDP@fhlbny.com


• To upload a file, select the [Upload] icon at the top of the screen.

• Locate the zipped household file and select [Open] to upload the file to the FTS.



• The uploaded zip file will 

appear within the landing 

page of the FTS under the 

“In-Progress” section.

• This section will indicate 

to the user that the file 

upload was successful.

• An automatic email 

message is also sent to the 

member confirming a 

successful file submission.

Note: The submission of a new household reservation request through the FTS does not 

constitute a reservation or commitment of funds. 



• If additional documentation is requested by 

the FHLBNY, the member is required to 

submit an HDP Request Form (in MS Excel 

format, containing the .xlsx file extension) by 

selecting the [Other Documentation] form 

request type.

• The HDP Request Form, along with the 

requested documentation (in PDF format), 

must be submitted via the FTS as one zip file 

per household.



We encourage you to review the AHP Implementation 

Plan, the HDP Guidelines, and the HDP tutorials located 

on our website: www.fhlbny.com.

Thank you for viewing the tutorial on the Submission of 

an HDP Reservation Request. 

If you have any program or household specific 

questions, please contact us! 

✓

✓

✓

http://www.fhlbny.com/


mailto:Daniel.Randall@fhlbny.com
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