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Overview 
The purpose of this manual is to help member financial institutions understand the online income 
calculation/enrollment and disbursement processes of the Federal Home Loan Bank of Boston’s 
Equity Builder Program. The EBP is a grant program designed to support residential lending by 
member financial institutions (members) to home-buying households earning no more than 80 
percent of the area median income, as determined and published annually by the U.S. 
Department of Housing and Urban Development.   
 
Approved members are eligible to enroll potential homebuyers into the EBP program while 
working with them to obtain home-mortgage financing. To be eligible for funding, homebuyers 
must complete a mandatory homebuyer education/counseling program through an approved, 
experienced homebuyer education/counseling agency.  
 
Members may use EBP grants, up to $15,000 per eligible household, to provide down-payment, 
closing-cost, or rehabilitation assistance, as well as matched-savings or Individual Development 
Accounts. 
 

Approved members access EBP funds through an enrollment pool. Each approved member 
institution is eligible to access up to an aggregate amount of $150,000. The maximum amount of 
$150,000 available to a member is not guaranteed to any one member, and funds will remain 
available in the pool for 12 months from start of enrollment or until they are fully exhausted 
whichever comes first.  
 
Members apply to participate in the EBP, enroll homebuyers, and request disbursements online. 
Members can manage their EBP applications and enroll homebuyers through the Housing & 
Economic Growth section of the Bank’s web site, www.fhlbboston.com or by logging on directly 
at https://housing.fhlbboston.com/. 
 
This manual illustrates the online steps to submit an income calculation/enrollment and 
disbursement.  For more detailed information, please consult: 

• Your EBP Program Agreement; 

• The current Affordable Housing Program Implementation plan 
(http://www.fhlbboston.com/communitydevelopment/ahp/03_01_06_implementation.jsp); 
and  

• The EBP section of the Bank’s website, which includes all the EBP forms and documents 
and the detailed 2016 EBP procedures 
(http://www.fhlbboston.com/communitydevelopment/ebp/index.jsp).  

 
Before you begin it is important to remember that: 

• Only members approved for the current year EBP can participate; and 

• Approved members can only enroll homebuyers after the current year EBP Agreement is 
fully executed.  
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Online Income Calculation/ Enrollment Instructions Overview 
 

Members can only access EBP funds online, either through the Housing & Economic Growth 
section of the Bank’s web site or https://housing.fhlbboston.com/. The system allows you to 
create and submit your EBP transactions in a secure online environment.  
 
Having been approved for the current year EBP, to secure EBP subsidy for eligible homebuyers, 
members must complete the online income calculation/enrollment and submit the borrower 
household.  
 
In the income calculation section, the member will enter information about the borrower 
household composition and income information and documentation regarding each household 
member who is 18 years of age or older. This will include a summary of the income sources, data 
needed to calculate the income earned by each contributing adult household member, as well as 
third party, back-up income documentation.  
 
Critical Elements to Remember 

Members must upload the entire seven-page FHLB Boston Equity Builder Program Homebuyer 
Information document. The Authorization to Release/Certification of Information, must be 
signed by all adult household members and the Household Members and Income Worksheet, 
must be completed by the homebuyer and signed by all three designated parties.   
 
Members must also upload a fully executed valid purchase and sales agreement for the specific 
property to be purchased.  
 
The income calculation/enrollment screens are designed solely to determine the household’s 
eligibility for the EBP. This includes identification of the first one-third of the member’s 
enrollments as first time homebuyers per the Bank’s definition of First Time Homebuyer 
included in the AHP Implementation Plan.  
 
Income eligibility is based on the prospective annual total household income of all adult 
household members following the Bank’s income calculation guidelines, which can be found in 
the EBP Procedures section of the Bank’s website. 
 
In order to be eligible for EBP funds, the household’s total annual income cannot exceed 80 
percent of the HUD area median income, adjusted for household size, based on the location of 
the property to be purchased. Statewide income limits are not used.  
 
The Bank retains the discretion to “unsign” an income calculation/enrollment based on 
incomplete, unclear, or missing information or documentation. “Unsigning” clears the member’s 
submission, changing the status from “Submitted” to “Member Action Required”. The Bank will 
send an email to the member discussing the reason and the member will be able to log back into 
the system and address the item(s) noted.  

 

Community Lending Login 

Same as with the online EBP application, each member financial institution will need a 
Community Lending Login Account to access the EBP. The online system will guide new users 
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through creating this Community Lending Login Account. Members can also access the EBP 
online system through FHLB Direct, the Bank’s online account-information and transaction 
service. A user account for FHLB Direct is required.  
 
If members have previously submitted an EBP application or have used the online Community 
Development advance or Affordable Housing Program applications, they will use the same 
Community Lending accounts to access the Equity Builder Program application. 

 

First Time User? 

If you are a first-time user or need to create an account, click on the link below the login to 
create a new account.  
 
Clicking on this link will bring the user to the EBP Account Request form. The user must 
complete and submit the form. The account will be set up within 1-2 business days and a 
password will be e-mailed back to the user. 
 
Forget Your Username and Password?  

Clicking on the second line below the login screen will prompt you to answer a security question 
for either a forgotten username or password. By answering the question correctly, a new 
electronically generated password will be sent to your email account.  

 

Community Lending Login Screen: 
 

 
 
 
Once the account has been set up, the user should log in again to https://housing.fhlbboston.com/ 
or the Bank’s web site and proceed to the Equity Builder Program.   

Sample 
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System Navigation 
Navigate the system by using the links at the left or bottom of the page. Here is a brief discussion 
of each link listed on the left. 
 

 
 

EBP Application Center. This is your base for online EBP applications. The Bank may also 
post relevant messages here. 
 
Create/Manage My Homebuyer Enrollments. Once your application has been approved, the 
EBP Agreement has been executed and you have completed the required training, you will have 
access to this section. In this section, you can create or edit income calculations/enrollments, edit 
enrolled homebuyers, and delete or withdraw enrolled homebuyers. It is also through this section 
that you can request disbursement/reimbursement for funding granted to enrolled homebuyers. 
 
Instructions. This section links back to the EBP section of the Bank’s website and contains 
documentation on how to use the system, including frequently asked questions (FAQs). It also 
contains contact information for personal support. 
 
Change Password. This section allows you to change your password for accessing the system. 
After entering your new password, you will be logged out. You must then log in using the new 
password. 
 
Log Out. This link closes your session on the system. It is important to close your session by 
clicking on this link or by closing your web browser. Otherwise, others may access your EBP 
applications from your computer. 
 

Sample 
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Submitting the Online Income Calculation/Enrollment 
 
To begin an income calculation, click “Create/Manage My Homebuyer Enrollments”,  
 
And then click “Add new household”  
 

 
 
You can create an income calculation/enrollment and save it as a draft until the final submission 
due date for the current year’s offering. Click on the link to add a new household (enrollment).  
 
After you have entered data on a screen, you can click on any of the navigation links and your 
data will be saved. However, if you use the “Log Out” option, the data on the current screen will 
not be saved. 
 

EBP Income Calculation/Enrollment Screen(s):  

Proceed through the income calculation following the instructions on the screens.  
 

 

Sample 

Sample 
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The income calculation/enrollment process has multiple sections: 
 

1. Property Information 

2. Household Members 

3. Household Information 

4. Employment Income  

a. Employment Type 

b. Other Income 

5. Calculations  

a. Exhibits 

b. Calculations 

c. Printable Version 

 

1. Property Information 

Please enter the address, census tract, number of household members and indicate if the property 
is new construction or manufactured housing. If applicable, upload the appraisal report for 
review.  
 

 
 
 

2. Household Members 

Please enter the information for each household member. The purpose of this section is to 
identify each adult household member and types of income e.g. employment, self-employment, 
social security or other income categories. Please only list children as “Child_1” etc. The 
information entered here will be used to step sequentially through each adult member and each 
source of income in order to enter the data and upload the income documentation needed to 
calculate the total household annual income.  
 

FYI: you must enter and click “Add Household Member” to enter each household member 

into the income calculation table. Each household member should show up in the table. 
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This affects the subsequent income calculation screens needed to enter this household 

member’s income and documentation.  

 
 

3. Household Information 

In this section, please identify whether you anticipate any changes to the household composition 
and/or explain any changes in income and employment/household size based on the submitted 
federal tax return.  
 

 
  

 

Sample 

Sample 
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Remember to upload the entire seven-page FHLB Boston Equity Builder Program Homebuyer 
Information disclosure.    

 

 
 

4. Employment Income/Other Income 

The screens in this section refer to each type of income identified for each adult household 
member. For example: 

 
 

Sample 
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Please enter all data requested.  

 

FYI: You must enter all data and click the appropriate link (e.g. “Add household 

income…” or “Add Paycheck Information” at the bottom of each page so that the income 

information is added to the income calculation table. When you have added all income 

information for each person/sources of income, you should have a table with the data in it. 

 

This is a screen print of the self-employment screen.  

 
 
 
This is an example of the income calculation table.  

 
 

Sample 

Sample 



 Updated: March 10, 2016 

11 

5. Calculations  

 

Exhibits 

If you have any exhibit or attachment files that you would like to include, please use the Exhibits 
page and follow the instructions.  

 

 
Calculations 

This section will summarize the calculation of income by income category e.g. total employment 
income from VOE, etc.  

 
 
Once the data has been submitted, the prospective annual household income will be 
automatically calculated. The member should check the final annual income calculated to be sure 
that it is correct before submitting the income calculation and backup documentation.  

 

 

Sample 
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Printable Version 

Once all of the fields have been completed and validated, you will have an opportunity to make 
one final review. This screen is also your last chance to print or save a copy of the income 
calculation in its entirety.  
 

You will now have one of two options. You can “Save and Exit” or continue and “Enroll 
Household” in the EBP. Remember funds are not reserved for the household until the enrollment 
has been submitted.  

 

 
 

Option one:  “Save and Exit”, will bring you back to the home page. The saved income 

calculation/enrollment will be listed and available for “Edit” once you are ready to proceed and 
enroll the household.  
 

 

Sample 
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Option two: “Enroll Household” will direct you to continue forward and complete the 
enrollment portion of the process. 
 
 

Overview 
In this section the member will enter in information describing the mortgage product the buyer is 
receiving, the total housing payment, the front end ratio, the amount of EBP subsidy funds being 
reserved, and any required explanations for deviations outside of FHLB Boston thresholds.  

 

Members are required to provide information on the mortgage products they are using for their 
program and enter data specific to each homebuyer’s mortgage to confirm that EBP is not 
unintentionally supporting subprime or predatory lending characteristics.  
 
The Bank reserves the right to request additional information or documentation, including 
income documentation, as part of the enrollment review.  
 
All documentation must be uploaded with the income calculation and enrollment. 
 
Enrollments have the following sections: 

1. Home Buyer Information 
2. First Mortgage Financing 
3. Exhibits 
4. Validate and Submit 
5. Printable Version  

a. Certifications 
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Home Buyer Information 

This section will be populated with information from the income calculation.  
 

 
 

 
 

  

Sample 
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First Mortgage Financing 

Members are required to provide specific information regarding the mortgage financing it is 
providing to confirm that this is an EBP-eligible mortgage product. For more information please 
consult the AHP Implementation Plan.  
 

 
 

Exhibits 

This section lists the exhibits uploaded and provides the opportunity to upload additional 
documents.  
 

 

Sample 

Sample 
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Validate and Submit 

This section will indicate any missing information and direct the member to the appropriate 
section. Once all required information is provided, the member can proceed to the final review of 
the enrollment, print a copy, and then submit the enrollment by completing the certification 
screen. 
 

 
 

Printable Version 

This section enables the member to print a copy of the enrollment for your records.  
 

 

Sample 
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Enrollment Certification

 
 

FYI: The signature should be typed exactly as it appears without the title.  

 

 

 

Sample 
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Please note that members can edit or withdraw saved enrollments. You will see “Edit” and 
“Withdraw” links to the right of each enrollment under the heading ‘Actions’ when you are in 
the “Create/Manage My Homebuyer Enrollments” page.  
 
Editing a homebuyer enrollment returns you to the input screens for enrollment. 
Withdrawing a homebuyer enrollment brings to the screen where you can choose to either 
“Withdraw this homebuyer” or “Cancel”. If withdrawn, the homebuyer will appear on the 
“:Create/Manage My Homebuyer Enrollments” screen with the status of “Withdraw” and an 
Action option of “Re-enroll”.  
 
 

 

 

 
 

 
Disbursement 
Overview 

EBP subsidy funds are provided to members on a reimbursement basis only. After the closing 
and with all the necessary documentation, the member will apply online for reimbursement of 
the EBP subsidy funds.  
 
The member must submit all required documentation with the online disbursement request. 
 
For more information concerning time limits and deadlines, please see the AHP Implementation 
Plan and the EBP procedures. The standard procedure would be to enroll the homebuyer, have 
the enrollment approved by a member of the HCI staff, and when all of the required 

Sample 
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disbursement information is ready and available, request reimbursement for the disbursement of 
the grant.  
 

 
 
The online disbursement has the following sections:  

 

1. Property Information 

2. First Mortgage Financing 

3. Closing Disclosure 

4. Actual Concessions 

5. Documentation Required 

6. Exhibits 

7. Validate and Submit 

a. Certification 

 

 

 

Property Information 

This section includes the property information.  
 

 
 

Sample 
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First Mortgage Financing 
This section includes the mortgage product information. It is populated with information 
submitted with the enrollment. This information can be updated. 
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Closing Disclosure 

In this section, the member will enter in all information needed regarding the home purchase 
based on the information included in the executed Closing Disclosure(s) for the first and/or 
second mortgages and any other relevant documentation.  
 
Please review this information against the relevant documentation to avoid any data entry errors. 
Please consult the EBP website, Implementation Plan, EBP Procedures, and other documentation 
for any data definitions, etc.  
 

 
 

  

Sample 

Sample 
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Actual Concessions 

As part of the EBP application, the member committed to making at least one EBP-eligible 
mortgage concession. This section allows the member to identify the concession and explain 
where/how it is documented e.g. on the Closing Disclosure.  
 

 
 

  

Sample 
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Documentation Required 

This section is where the member will upload all the needed documentation to process the 
disbursement request.  
 
All documentation must be uploaded. The Bank will no longer accept faxed copies of any 
documentation.  
 
Missing documentation will delay review and processing of your disbursement request. Missing 
documentation may also result in denial of a disbursement request.  
 

 
 

  

Sample 
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Exhibits 

This section reviews all the uploaded files and is a good check to see if any documentation is 
missing. Members have the opportunity to upload any additional necessary documentation.  
 

Validate and Submit 

Once you have entered data in each section, you will be brought to the “Validate and Submit” 
screen. This screen will show you any sections of the request that are not valid along with a 
specific error message telling you what you need to add or fix before your request can be 
submitted. You can click on a section name to go to that section to make edits. Once your edits 
are complete, click on “Validate and Submit.” 
 
If your request is successfully validated, you will not see any error messages. Instead, you can 
click on “Continue,” which will bring you to a printable page for a review of your entire request. 
This printable page is always accessible by clicking on the “Printable Version” link. Clicking on 
this link will bring you to the confirmation page, where you can submit your request. 
 

 

Sample 
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Disbursement Certification 

Once your disbursement request is fully validated, the member will proceed to the Certification 
screen. Please review and sign the certification.  
 

 
 
The Bank retains the discretion to “unsign” a disbursement based on incomplete, unclear, or 
missing information or documentation. “Unsigning” clears the member’s submission, changing 
the status from “Submitted” to “Member Action Required”. The Bank will send an email to the 
member discussing the reason and the member will be able to log back into the system and 
address the item(s) noted.  
  

Sample 
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Contact Information 
Contact Information 
 

 EBP 

Manager  

 

 

Housing and 

Community 

Investment 

(HCI) 

 

Susan Younis, 617-292-9606 

susan.younis@fhlbboston.com 
Equity Builder Program Manager   
 

1-888-424-3863 (toll-free) 

housing@fhlbboston.com      
 

Senior 

Community 

Investment 

Managers 

Tobi Goldberg, 617-292-9653 

tobi.goldberg@fhlbboston.com 

 

Tobi works with members and their community-development partners in 
Maine and Massachusetts’ Essex and Suffolk counties 
  

 Kathy Naczas, 617-292-9646 

kathy.naczas@fhlbboston.com 
 
Kathy works with members and their community-development partners 
in New Hampshire, Vermont, and Massachusetts’ Berkshire, Franklin, 
Hampden, Hampshire, and Suffolk counties as well as those outside 
New England 
 

 Christine Rogers, 617-292-9677 

christine.rogers@fhlbboston.com  
 
Christine works with members and their community-development 
partners in Rhode Island and Massachusetts’ Barnstable, Bristol, Dukes, 
Nantucket, Norfolk, Plymouth and Suffolk counties 
 

 Fatima Razzaq, 617-425-9564 

fatima.razzaq@fhlbboston.com 
 
Fatima works with members and their community-development partners 
in Connecticut and Massachusetts’ Middlesex and Worcester counties 
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Other HCI 

Staff 

Mary Ellen Jutras, vice president/deputy director,  

617-292-9607  

mary.ellen.jutras@fhlbboston.com 
 

Theo Noell, manager of programs and outreach, 617-292-9668 

theodore.noell@fhlbboston.com 
 

Paulette Vass, community development advance manager,  

617-292-9792  
paulette.vass@fhlbboston.com 
 

Ken Willis, first vice president/director, 617-292-9631 

kenneth.willis@fhlbboston.com  
 

Kathleen Amonte, HCI compliance analyst, 617-425-9413 
kathleen.amonte@fhlbboston.com 
 
 

Relationship 

Managers 

1-888-424-3863 (toll-free) 

 
The following is a general guide to the relationship and account 

managers. You can find out who your relationship or account manager 

is by calling the toll-free number (above) or by searching on your 

institution’s docket number or name in the Our Members section of the 

Bank’s web site, www.fhlbboston.com. When you click on your 

institution’s name, you will see the names of your Bank contacts. 

 

 Ana Dyer, 617-292-9762 

ana.dyer@fhlbboston.com 
 

 Steve McHugh, 617-292-9616 

stephen.mchugh@fhlbboston.com 
 

 Loughlin Cleary, 617-292-9667 

loughlin.cleary@fhlbboston.com 
 

 Maria Nichols, 617-292-9723 

maria.nichols@fhlbboston.com  
 

 Matt Stewart, 617-425-9528 

matt.stewart@fhlbboston.com  

 


