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Module 5 Facilitator Guide
The Homebuying Process, Start to Finish
For volunteers, housing counseling agency staff, credit union and nonprofit educators, and anyone teaching this module to a group. Pair this guide with the Module 5 slide deck and the Module 5 consumer workbook.
At a glance
	Audience
	Prospective and current homebuyers who want to understand this topic. No prior knowledge needed.

	Format
	Instructor-led group class with slides, discussion and individual worksheets. Can be split into two sessions.

	Length
	About 3 hours 15 minutes including a 10 minute break.

	Group size
	8 to 25 participants works well. Larger groups need a second facilitator for the worksheet portions.

	Materials
	Printed or digital workbooks, slide deck, projector, pens, sign-in sheet, evaluation forms, calculators or phones.

	Your prep time
	About 90 minutes: read this guide, review the slides and notes, verify the items in Appendix H, and print materials.

	Source content
	Module 5 at yourmortgagetoolbox.com/learn/homebuying-process/. Teach from the same numbers and wording so participants who read online hear the same message.



	Educational use only
Your Mortgage Toolbox is not a lender, broker or financial advisor. Rates, fees, program rules and tax rules change. Verify the items in Appendix H before every class and tell participants that numbers are general guidelines or examples.




Learning objectives
By the end of this module, participants will be able to explain:
1. The Players: Who Does What in a Real Estate Transaction
1. From Pre-Approval to Offer Accepted
1. Under Contract: Inspections, Appraisal, and Contingencies
1. The Loan Process: Processing, Underwriting, and Clear to Close
1. Closing Day: What Happens and What to Expect
1. How to turn what they learned into a written action plan.
Standards alignment
This module supports the National Industry Standards education topics noted in the Learn program gap analysis. It is aligned to those standards but is not itself an approval or certification.
Before class
Room and materials checklist
☐  Slide deck loaded and tested, with speaker notes open on your device
☐  One workbook per participant (print double-sided, or send the fillable PDF ahead)
☐  Sign-in sheet and evaluation forms (Appendices B and C)
☐  Pens, a flip chart or whiteboard, tent cards for names
☐  Calculators or phones for the calculator activities
☐  Certificates of completion, if your agency issues them (Appendix D)
☐  A list of local HUD-approved housing counseling agencies for referrals (see hud.gov)
Facilitator ground rules and ethics
Whether you are a staff educator or a volunteer, these rules protect participants and you.
1. You are an educator, not a lender or advisor. Teach the concepts. Do not tell a participant which loan to get, whether to buy, or whether they will be approved.
1. Do not steer. Do not recommend a specific lender, agent or product. If participants ask for referrals, point to HUD-approved housing counseling agencies and your agency's referral list.
1. Protect privacy. Never collect or ask to see Social Security numbers, account numbers, passwords or full credit reports. Keep sign-in sheets and intake forms secure.
1. Treat everyone the same. Offer the same service, courtesy and information to every participant regardless of race, color, national origin, religion, sex, familial status, disability or any other protected characteristic.
1. Do not promise outcomes. Say what is typical and that results vary.
1. Do not give tax or legal advice. Explain the concept and refer participants to a qualified professional.
1. Refer for one-on-one help. Offer individual counseling with a HUD-approved housing counselor for personal questions.
1. Say "I do not know" when you do not. Offer to find out and follow up.


Agenda at a glance
	Min
	Segment
	Slides
	Workbook

	10
	Welcome, ground rules, pre-class survey
	Slides 1 to 4
	Cover page

	30
	Lesson 5.1: The Players: Who Does What in a Real Estate Transaction
	Slides 5 to 9
	Page 2

	30
	Lesson 5.2: From Pre-Approval to Offer Accepted
	Slides 10 to 14
	Page 3

	30
	Lesson 5.3: Under Contract: Inspections, Appraisal, and Contingencies
	Slides 15 to 19
	Page 4

	30
	Lesson 5.4: The Loan Process: Processing, Underwriting, and Clear to Close
	Slides 20 to 23
	Page 5

	30
	Lesson 5.5: Closing Day: What Happens and What to Expect
	Slides 24 to 27
	Page 6

	10
	Break
	
	

	10
	Self-assessment quiz
	Slide 28
	Page 7

	15
	Action plan, wrap-up, evaluations, certificates
	Slides 29 to 30
	Page 8


Total: 195 minutes. Place the break after the lesson nearest the middle. If you only have two hours, teach the lessons that matter most to your group live and assign the rest as homework with the workbook.
Welcome and setup (10 minutes)
1. Greet participants at the door. Hand out the workbook, a name tent and the pre-class survey (Appendix A). Have them sign in.
1. Introduce yourself and explain your role. State plainly that you are an educator, not a lender, and you will not collect personal financial details.
1. Set ground rules: questions welcome, no personal account details on the table, what is said here stays here.
1. Show the objectives slide and the lesson list. Point out the workbook pages that match each lesson.


Lesson 5.1: The Players: Who Does What in a Real Estate Transaction
	Time
	30 minutes

	Slides
	Slides 5 to 9

	Workbook
	Page 2



Key points
A home purchase involves more people than most buyers expect. Some work for you. Some work for the other side. Knowing which is which, and what each person is actually responsible for, prevents a lot of confusion when things get complicated.
1. Your Real Estate Agent (Buyer's Agent). Your buyer's agent represents your interests in the transaction.
1. The Listing Agent (Seller's Agent). The listing agent represents the seller. They work to get the seller the highest price and best terms.
1. Your Mortgage Lender and Loan Officer. Your loan officer is your primary contact at the lending institution.
1. The Title Company or Settlement Agent. The title company (or attorney in attorney-state closings) conducts the title search, issues title insurance, holds escrow funds, coordinates the closing logistics.
1. The Appraiser. The appraiser is an independent licensed professional hired to provide an unbiased estimate of the property's market value.
1. The Home Inspector. The home inspector is hired by you to assess the physical condition of the property.
Talk track
"A home purchase involves more people than most buyers expect."
Activity: Teach it back (10 minutes)
1. Pairs take turns explaining each of the key ideas above in plain English, as if to a friend.
1. Listen for misunderstandings and correct them kindly.
1. Participants write each idea in their own words on workbook page 2.
1. Ask each pair to share the idea they found hardest to explain.
Discussion questions
1. "Which idea in this lesson surprised you most, and why?"
1. "How does this apply to your own plans: Your Real Estate Agent (Buyer's Agent)?"
1. "How does this apply to your own plans: The Listing Agent (Seller's Agent)?"


Lesson 5.2: From Pre-Approval to Offer Accepted
	Time
	30 minutes

	Slides
	Slides 10 to 14

	Workbook
	Page 3



Key points
The sequence from pre-approval to offer accepted is what most people picture when they think about buying a home. It's also where emotions run highest and the most expensive mistakes happen. Know the steps going in and you can stay strategic instead of just reactive.
1. Get Pre-Approved (Before House Hunting). Pre-approval before you start seriously touring homes isn't just helpful.
1. Define Your Criteria and Search. Work with your buyer's agent to identify your must-haves, nice-to-haves, and deal-breakers.
1. Assess Value and Make an Offer. Your buyer's agent will pull comparable sales ("comps") to help you assess what the home is worth relative to asking price.
1. Negotiate to Contract. The seller may accept your offer, reject it, or counter.
1. Crafting a Competitive Offer. In competitive markets, the offer with the highest price doesn't always win.
Talk track
"The sequence from pre-approval to offer accepted is what most people picture when they think about buying a home."
Activity: Teach it back (10 minutes)
1. Pairs take turns explaining each of the key ideas above in plain English, as if to a friend.
1. Listen for misunderstandings and correct them kindly.
1. Participants write each idea in their own words on workbook page 3.
1. Ask each pair to share the idea they found hardest to explain.
Discussion questions
1. "Which idea in this lesson surprised you most, and why?"
1. "How does this apply to your own plans: Get Pre-Approved (Before House Hunting)?"
1. "How does this apply to your own plans: Define Your Criteria and Search?"


Lesson 5.3: Under Contract: Inspections, Appraisal, and Contingencies
	Time
	30 minutes

	Slides
	Slides 15 to 19

	Workbook
	Page 4



Key points
Once you're under contract, you have several things happening simultaneously, all within deadlines specified in your purchase agreement. Missing a deadline can have real consequences, including loss of your earnest money.
1. The Home Inspection. Schedule your home inspection within the inspection contingency period, typically 7 to 15 days from contract date depending on your market.
25. Proceed as-is. You're satisfied with the condition and move forward.
25. Request repairs. Negotiate for the seller to fix specific items before closing.
25. Request a price reduction or credit. You accept the property as-is but get compensated for known defects.
25. Terminate. If problems are severe and you're not satisfied, you exit the contract within the contingency period with your earnest money returned.
1. The Appraisal. The lender orders the appraisal shortly after you're under contract, typically within the first week.
26. Pay the gap in cash (bring an additional $20,000 to closing in this example)
26. Negotiate with the seller to reduce the price to the appraised value
26. Challenge the appraisal with your lender by providing comparable sales the appraiser missed (called a "Reconsideration of Value")
26. Terminate the contract under the appraisal contingency and recover your earnest money
1. Understanding Contingencies. Contingencies are contractual exit rights, meaning conditions that must be met for the transaction to proceed.
27. Inspection contingency: Allows you to exit if you're unsatisfied with the inspection results, within the inspection period deadline
27. Financing contingency: Protects you if your loan is denied. Allows you to exit and recover your EMD if you can't obtain financing on specified terms.
27. Appraisal contingency: Allows you to exit if the appraisal comes in below the purchase price and you can't negotiate the gap
Talk track
"Once you're under contract, you have several things happening simultaneously, all within deadlines specified in your purchase agreement."
	Facts to emphasize
Title search and insurance: The title company conducts a search of public records during this period to verify the seller has clear title to convey. They're looking for unpaid liens, judgments, easements, and ownership disputes. Issues found here must be resolved before closing. That's what title insurance protects against for issues that the search misses.


Activity: Teach it back (10 minutes)
1. Pairs take turns explaining each of the key ideas above in plain English, as if to a friend.
1. Listen for misunderstandings and correct them kindly.
1. Participants write each idea in their own words on workbook page 4.
1. Ask each pair to share the idea they found hardest to explain.
Discussion questions
1. "Which idea in this lesson surprised you most, and why?"
1. "How does this apply to your own plans: The Home Inspection?"
1. "How does this apply to your own plans: The Appraisal?"


Lesson 5.4: The Loan Process: Processing, Underwriting, and Clear to Close
	Time
	30 minutes

	Slides
	Slides 20 to 23

	Workbook
	Page 5



Key points
Once you're under contract, your loan application enters formal processing. This phase runs concurrently with your inspection and appraisal period and typically takes 21–45 days. Here's what's happening inside the lender during this time.
1. Loan Application and Disclosures. You'll sign a formal loan application (the Uniform Residential Loan Application, "1003") and receive your Loan Estimate.
1. Loan Processing. Your loan processor compiles and organizes your documentation, verifying that pay stubs, W-2s, bank statements.
1. Underwriting. The underwriter is the lender's risk decision-maker. They review your full file, including credit, income, assets, employment, and the property.
33. Approval with conditions: The most common outcome. The loan is approvable, but you need to provide additional documentation (letter of explanation for a gap in employment, updated bank statements, etc.)
33. Suspension: More information is needed before a decision can be made
33. Denial: The loan doesn't meet guidelines in its current form
1. Clear to Close (CTC). "Clear to Close" is the moment all conditions have been satisfied and the underwriter has given final approval.
Talk track
"Once you're under contract, your loan application enters formal processing."
Activity: Teach it back (10 minutes)
1. Pairs take turns explaining each of the key ideas above in plain English, as if to a friend.
1. Listen for misunderstandings and correct them kindly.
1. Participants write each idea in their own words on workbook page 5.
1. Ask each pair to share the idea they found hardest to explain.
Discussion questions
1. "Which idea in this lesson surprised you most, and why?"
1. "How does this apply to your own plans: Loan Application and Disclosures?"
1. "How does this apply to your own plans: Loan Processing?"


Lesson 5.5: Closing Day: What Happens and What to Expect
	Time
	30 minutes

	Slides
	Slides 24 to 27

	Workbook
	Page 6



Key points
Closing day is the finish line of a 30–60 day sprint. It's also where buyers are often surprised by both the sheer volume of paperwork and how anticlimactically routine the actual process feels after weeks of stress.
1. Before You Arrive. The day before closing (or the morning of), do your final walkthrough, a last check of the property to confirm it's in the agreed condition.
1. What Closing Looks Like. Closing typically happens at the title company's office, though remote/digital closings have become more common.
39. Valid, government-issued photo ID (matching exactly the name on the mortgage documents)
39. Certified or cashier's check (or wire transfer) for your cash to close, confirmed with the title company in advance. Personal checks are not accepted.
39. Any last-minute items requested by the title company or lender
1. What You're Signing. The key documents at closing include:
40. Promissory note: Your written promise to repay the loan on the terms specified: interest rate, payment amount, schedule
40. Deed of trust (or mortgage): The document that gives the lender a security interest in the property until the loan is repaid
40. Closing Disclosure: Final accounting of all loan terms and costs. You should have reviewed this three days prior.
40. Various federal and state disclosures: Truth in Lending Act statement, Right of Rescission notice (on refinances), state-required forms
1. After Closing. After all documents are signed and funds disbursed, the deed and mortgage are sent for recording at the county clerk's office.
Talk track
"Closing day is the finish line of a 30–60 day sprint. It's also where buyers are often surprised by both the sheer volume of paperwork and how anticlimactically routine the actual process feels after weeks of stress."
Activity: Run it in the calculator (10 minutes)
1. Have participants open the Total Mortgage Payment & Cash to Close Calculator at yourmortgagetoolbox.com on a phone or laptop.
1. Run one shared example together, then let each person run a scenario of their own. They do not need to share personal numbers.
1. Ask them to change one input and watch which results move most.
1. Participants record results on workbook page 6. Ask two or three volunteers to share what surprised them.
Do not tell anyone which loan, price or option to choose. Use the calculator to show how the pieces connect.
Discussion questions
1. "Which idea in this lesson surprised you most, and why?"
1. "How does this apply to your own plans: Before You Arrive?"
1. "How does this apply to your own plans: What Closing Looks Like?"


Self-assessment quiz (10 minutes)
Participants answer on workbook page 7 without looking at notes. Review answers aloud. Use wrong answers as teaching moments, not as grades. Participants should not be ranked or embarrassed.
	Q
	Question
	Answer
	Correct answer

	1
	The listing agent in a real estate transaction represents:
	B
	The seller, and works to get the seller the best price and terms

	2
	The appraiser's job is to:
	B
	Provide an independent opinion of the property's market value for the lender

	3
	If the home appraises below your purchase price and you have an appraisal contingency, you can:
	A
	Negotiate with the seller to lower the price, pay the gap in cash, challenge the appraisal, or exit the contract and recover your EMD

	4
	"Clear to Close" (CTC) means:
	B
	All underwriting conditions have been satisfied and the loan has final approval

	5
	What should you NOT do between mortgage pre-approval and closing?
	B
	Open new credit accounts or take on new debt

	6
	Your earnest money deposit (EMD) is:
	B
	A good-faith deposit credited toward your down payment and closing costs at closing

	7
	At closing, you'll typically need to bring:
	B
	Valid photo ID and a wire transfer or certified/cashier's check for your cash to close



Action plan and wrap-up (15 minutes)
1. Have participants complete the action plan on workbook page 8. Ask each to pick the one action they will do this week and say it to a neighbor.
1. Offer individual counseling. Share local HUD-approved housing counseling agency contacts.
1. Hand out evaluation forms (Appendix C). Collect them before people leave.
1. Issue certificates of completion if your agency does so (Appendix D).
1. Preview the next module and point to the free calculators and Learn pages at yourmortgagetoolbox.com.
After class
1. Enter attendance and any outcome data into your agency's system as your policy requires.
1. Review evaluations the same day while you remember the room. Note which activities ran long.
1. Send a follow-up message within a week with the workbook link and the date of the next class.


Appendix A: Pre-class survey
Optional. Helps you tailor emphasis. Do not require names if participants prefer anonymity.
	Question
	Response options

	How soon do you hope to buy a home, or are you already a homeowner?
	☐ Within 6 months   ☐ 6 to 12 months   ☐ 1 to 2 years   ☐ Already own   ☐ Just learning

	How comfortable are you with mortgage terms?
	☐ Very   ☐ Somewhat   ☐ Not at all

	What do you most want to learn today?
	________________________________

	Do you need materials in another language?
	________________________________


Appendix B: Sample sign-in and intake sheet
Agencies decide what they collect and how they store it. Mark anything optional as optional and keep records secure.
	Field
	Required?
	Notes

	Name and contact information
	Per agency policy
	For follow-up and certificate

	Services sought or provided
	Per agency policy
	Homeownership education

	Household size and income
	Per agency policy
	Often reported as a range

	Race and ethnicity
	Optional
	Voluntary reporting

	Date, type, format and length of workshop attended
	Yes
	Module 5, instructor-led, 3 hr 15 min




Appendix C: Participant evaluation form
Rate each statement from 1 (strongly disagree) to 5 (strongly agree).
	Statement
	1   2   3   4   5

	The instructor explained the material clearly.
	☐  ☐  ☐  ☐  ☐

	The workbook helped me follow along.
	☐  ☐  ☐  ☐  ☐

	The activities helped me understand the topic.
	☐  ☐  ☐  ☐  ☐

	I know my next steps.
	☐  ☐  ☐  ☐  ☐

	The pace and length of the class were right for me.
	☐  ☐  ☐  ☐  ☐

	I would recommend this class to a friend.
	☐  ☐  ☐  ☐  ☐



What was most helpful? ____________________________________________________________
What should we change? ____________________________________________________________
I would like a follow-up from a housing counselor:  Yes  /  No   Contact: ______________________
Appendix D: Certificate of completion text
Place this on agency letterhead or a branded template.
	CERTIFICATE OF COMPLETION
This certifies that
______________________________
has completed Module 5: The Homebuying Process, Start to Finish
Homeownership education, 3 hours 15 minutes, instructor-led
Date: ____________      Instructor: ____________________




Appendix E: Volunteer orientation checklist
Review with every volunteer before their first class.
☐  Read this guide and the ground rules
☐  Sit in on a class or watch the slide deck with notes
☐  Understand you are an educator and cannot give individual loan, legal or tax advice
☐  Know how to refer participants to a HUD-approved housing counselor
☐  Know what personal information you must never collect
☐  Know your agency's complaint and incident procedure
☐  Sign your agency's code of conduct, including conflict of interest disclosure
Appendix H: Check before every class
These change. Confirm each before you teach and update your slides if needed.
☐  Local customs for earnest money, inspections, title and closing
☐  Current appraisal and Closing Disclosure timing rules
☐  Contingency deadlines and common contract forms in your state
☐  Local HUD-approved housing counseling agencies
☐  Any updates to the Learn module online (compare dates)

Source note: HUD-approved counseling agencies must follow HUD program requirements. This guide is aligned to the National Industry Standards for education content but is not itself an approval or certification.
Educational use only. Verify current requirements.  |  Page 
