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The Key is primarily designed to assist firms in writing standard mortgage business however it is possible 
to use the system to write Buy-to-Let business.  The Compliance requirements are the same as if you 
were processing the business on a paper basis and are as detailed in Compliance Adviser C08-007 
which should be referred to for further guidance.  In summary: 
 
· Regulated buy-to-let business  - the standard mortgage fact find must be used together with any 

relevant questionnaires e.g. interest-only or post retirement.  Therefore when using the Key the 
standard fact find should be completed using the various tabs within the Client Fact Find  section 

 
· Non-regulated buy-to-let business  – a specialised Buy-to-Let fact find can be used. 
 
The remainder of this User Guide details the process on how the Key can be used to complete Non-
Regulated Buy-to-Let business.  In summary the process is to complete certain sections of the standard 
Key Fact Find and then open the specific Buy-to-let Fact Find template from the Documents area.  
Additional information can then be added as required, e.g. tenancy details, existing portfolio etc.  When 
completing sourcing and recording product information in the Key the records can be clearly highlighted 
to reflect that the case being written is on a Buy-to-Let basis. 
 
How to complete Non-Regulated Buy-to-Let business o n the Key 
 
Standard Fact Find Completion 
 
The majority of information required to advise on a Buy-to-let case is similar to that required for a 
standard mortgage therefore the first stage will be to complete the standard fact find on the Key (this 
process is detailed in the User Guide entitled ”Completing the Mortgage Fact Find ”.  The following 
sections should be completed: 
 
· Client Cont. 
· Employment 
· Financials 
· Current Mortgage (only enter details of the current mortgage).  If the client has a portfolio these 

details should be entered in the Buy to Let template (see below) to avoid duplication 
· Preferences (NB: some of the options are not applicable for Buy-to-Let arrangements and can be left 

blank if required e.g. likelihood of moving) 
· New Mortgage 
· Notes (as relevant) 
 
There may be certain fields within each of the above sections that are felt to be not relevant for Buy-to-let 
business in which case these areas can be left blank. 
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New Mortgage Tab 
 
The New Mortgage  tab does provide the ability to identify the case as a Buy to Let within the Loan 
Purpose  box.  This in turn will create an additional question within the Property  tab to record the 
Expected/Received Rental Income   
 

 
 

 
 
 
Buy-to-Let Fact Find 
 
Once the standard fact find has been completed additional questions around the Buy-to-let process will 
need to be answered using the Buy-to-Let Fact Find template.  To access the template access the Client 
Documents  area and click on the drop down arrow in the Generate Document  area.  Click on the 
document entitled Fact Find Buy to Let  and then Create. 
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This will open up the template which will have been partly completed with information already input into 
the Key via the standard Fact Find 
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Additional information in relation to the sale can either be entered via the above screen or alternatively 
click on Edit in Word  to open up a standard Word session. 
 
The document should be checked for general completeness to ensure that all relevant information has 
been recorded however the following specific areas will need to be reviewed and relevant information 
recorded.  Any areas or sections requiring manual input have b een marked with a ¤ for ease of 
identification : 
 

· Applicant Details – Nationality, UK taxpayer and National Insurance Number 
· Buy To Let Property to be mortgaged – Loan to value, additional details if leasehold property, 

local authority or flats and details of rooms in property. 
· Reasons for Buy to Let 
· Details of Expected Tenancy 
· Key Information About the Type of Mortgage – details of quotations required for relevant 

insurances 
· Existing Property Portfolio 

 
Once all relevant information has been entered save the document, close the Word session (if relevant), 
click on Save and Close  within the Word Viewer  and the Buy-to-Let Fact Find will now be saved in the 
Clients Document  list. 
 
Products and Sourcing 
 
Full guidance on how to use the Products area can be found in the User Guide entitled Products and 
Sourcing .  The same process should be followed as for standard business however you will need to 
ensure that the case is highlighted as a Buy-to-Let case and that any sourcing is completed on the correct 
basis. 
 
In the Product area ensure that the Buy-to-Let option is ticked on the Mortgage Details Main  page 
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When entering sourcing the filters should reflect that the case is in relation to Buy-to-Let which will ensure 
appropriate products are returned. 
 
Mortgage Brain 

 
 
Trigold 

 
 
Appropriate research and a KFI (or equivalent quotation) for the recommended product from the lender 
should be retained.  This will automatically be returned into the Product Documents  area when exiting 
the sourcing system following production of a KFI – further guidance on sourcing can be found in the user 
guides Products and Sourcing . 
 
Recommendations to the Client 
 
A formal report to the customer should be issued.  This can be in letter format however Sesame 
Compliance do not specify any detailed requirements for Non-Regulated Buy-to-Let business. 


