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1.0 Introduction to the Active Partners Performance System (APPS)

The Active Partners Performance System (APPS) was developed to automate the
submission and review of the HUD Previous Participation Certification Process (Form
2530). This User guide provides the basic steps to perform necessary functions within
APPS. The HUD-2530 form initiates the approval process for Industry entities who
would participate in a HUD project. The HUD-2530 contains data concerning principal
participants in Multifamily Housing projects, including their previous participation with
HUD and other housing agencies. An approved Previous Participation Certification is a
prerequisite for approval of various applications to do business with HUD. Data
originating with the Previous Participation Certification process will support Housing
Asset Management, Project Development activities, the Real Estate Assessment Center

and Enforcement Center activities.

1.1 Background

In order for individuals or corporate entities to “participate” or play a role in a
Multifamily Housing property, they must obtain HUD’s approval. Applicants may
request HUD’s approval by submitting a HUD-2530 (Previous Participation
Certification) form to the Field Office responsible for overseeing the specific property.

Applicants must submit a 2530 when one of these conditions is met:

e Anissue relevant to their participation in a property changes. For example, the entity
has applied to refinance or rehabilitate the property, or has a change in their

organization structure that must be disclosed to HUD.

e An entity that currently participates in a property and wants to assume an additional

role.

e An entity wants to participate in a property in which they do not currently have a

participating role.
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The HUD-2530 form requires applicants to provide detailed information
concerning their current organization makeup, their past participation, and their
performance in housing projects. When describing their current organization makeup,
applicants must describe the current organization structure, (i.e., the principal
organizations and individuals; the applicant tier and principal tiers — those tiers that
define the structure of organizations in the applicant tier,) as well as each principal’s per
cent ownership and organization role in its parent entity. In the “History of
Participation” portion of the HUD-2530, applicants must identify the HUD Multifamily
and other projects that the principals have previously or are currently participating in, and
note significant problems (e.g., mortgage default) as well as the results of the latest
management and physical inspection reviews during their project tenure. All
organizations and individuals listed on a HUD-2530, or their designee, must certify to the

authenticity of the information on the form.

HUD reviews each HUD-2530 that is submitted and determines the applicant’s
suitability to participate in light of their record in carrying out past financial, legal and
contractual obligations in a satisfactory and timely manner. HUD receives approximately
10,000 submissions annually. Most are decided at the local Field Office. The Field
Office forwards HUD-2530s with significant prior participation problems, numbering

about 1,000 submissions annually, to Headquarters for review and disposition.

In 1998, a housing re-engineering task group met with major Industry partners to
discuss their suggestions for improving the prior 2530 process. The Active Partners
Performance System is the result of these joint HUD and Industry sessions. APPS re-
engineers the HUD-2530 process and is the replacement for the current Previous
Participation Review System (PPRS)F19. APPS automates both the process Industry
participants use to submit HUD-2530 information and the process HUD staff use to
review and approve the submissions. Using the internet as the communications vehicle,
the principal participants will enter their data directly into APPS. APPS will then present

any possible findings to HUD staff for review.
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Housing has designed APPS to satisfy four major objectives:

e Automate the HUD-2530 processes — APPS allows Industry Business Partners to
enter submissions and to check on the status of submissions via the internet, and

enables HUD staff to review these submissions on-line.

¢ Reduce the significant paperwork burden and preparation time for HUD-2530s -
APPS maintains the repetitive Industry information, such as principals in each
organization, and incorporates it automatically into the 2530 submissions, enabling

Industry to create a submission in significantly less time.

e Standardize the HUD-2530 processes nationwide - APPS tracks submissions
through each stage of the life cycle, checks the 2530 applicants and their principals
against relevant information sources, and presents the findings automatically to the

HUD reviewer.

e Enable HUD to track Industry Business Partners that are currently
participating or have sought a role in Multifamily properties - APPS maintains a

history of HUD-2530 submissions and the principals in each Industry entity.

APPS Provides:

e Information Tracking - facilitates tracking of submissions and the changes

Users make to information in APPS.
e User Security - security requirements are defined for HUD and Industry users.

e Participant and Organization Structure Information - information is
maintained that Industry Business Partners must supply about each entity, and

the structure of their organizations.
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1.2 Submissions
There are four types of HUD-2530 submissions:

o Baseline - allows an organization to identify their principals and Previous

Participation.

. Property - allows an entity to seek HUD’s approval to play a specific role in a

particular property.

. Organization Change - enables an organization to add, edit, or remove
principals, or to change a principal’s role, ownership percentage, starting date

within an entity.

. Identity Change - enables an individual to change their SSN, or an organization

to change its TIN, legal structure, and type of ownership.

Several of the submission types have specific sub-types that constitute the reason for the

submission:

e Property Submissions
- New Application for Mortgage Insurance
- Refinance Application for Mortgage Insurance
- New Application for Capital Advance Grants
- New Application for Other Subsidies
- New Role for Property
- Transfer of Physical Assets

- Mark-to-Market
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e Organization Change Submissions
- Corporate Buyout

- Major Organization Change (adding a principal, changing a principal’s role

within an organization, changing the percentage of ownership)
- Court Order\Inheritance

- Minor Organization Change (Removing a principal)

1.3 Submission Review

Certain submissions require review by HUD staff, whereas others do not.

e Baseline Submissions do not require a review and therefore would not go
through the review process. Until a True Submission is submitted. True
Submissions are proper Organization Changes, Identity Changes, Corporate

Buyouts and Major Organization Changes and Property Submissions.)

e Property Submissions do require a review in order to be approved. The Field

Office must first review Property Submissions.

e Organization Change Submissions Major Organization Change and Corporate
Buyout require a Headquarters review. Other Organization Change Submissions
(Court Order\ Inheritance and Minor Organization Changes) do not require a

review. The system identifies whether the organization change is major or minor.

e ldentity Change Submissions require a Headquarters review in order to be

approved.
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2.0  Getting Started Introduction

Industry access to the Active Partners Performance System (APPS) is obtained
via the internet, through the website of the Department of Housing and Urban
Development (HUD). APPS is an automated management tool that utilizes the
advantages of internet technology so that HUD may improve communication on policy
and procedural matters throughout the Department, increases its management and
oversight activities with its Industry business partners, and serves as a clearinghouse for
Participant information.

APPS is accessed through the Secure Connections function. All internet systems
within Multifamily Housing contain sensitive information and require User IDs and
passwords to be authorized to change information.

Registration is required prior to gaining access to APPS internet application. Only
after registering in HUD’s Secure Systems, receiving a Coordinator/User ID by mail, and
being assigned a system role, can an internet User access the APPS application.

Detailed steps and explanation of the Secure Systems procedures can be found in
Chapter 3: Registration Process. The following steps outline the registration process:

Step 1 - Establishing Your Organization in APPS

&5 Note: A good rule of thumb is if your company has filed a financial statement, then
your company should be registered and all that is needed is a Coordinator or User
ID.

&S If your company has never done business with HUD you need to register by
clicking on the APPS Registration Link on the APPS Home Page at
http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm

e After completing this screen, you will be able to access your information the next
business day before applying for your Coordinator or User ID.

Step 2 - Registering for a Coordinator/User ID for a Company or Individual

&S Note: If you do not have a Participant Record in APPS, you must establish your
identity within APPS before registering for a Coordinator or User ID. Please refer
to Step 1

&S If you have a participant record for all Address changes some proof of the new
address must be sent to HUD. This could be in the form of a memo on the company
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letterhead, a lease agreement or any other documentation that shows the correct
address for the participant. Once your fax or email is received, HUD can correct
the address. The information can be sent via email to the apps mailbox listed on
the APPS home page or faxed, Attn PPSD Division along with a cover letter stating
the details of the request to 202-708-0684.

Types of Users in Secure Systems:

e Coordinator: Controls access to the system and performs system administration
functions, such as retrieving 1Ds, and assigning rights to users. For more
information please refer to Chapter 3 of the Online User Guide.

&5 Note: The system limits each Business Partner to two Coordinators. It is
recommended that the Business Partner Executive Director designate two
Coordinators to ensure backup of daily system administration needs.

e User: A User can be an employee of the Business Partner or a third party (e.g.,
CPA) authorized by the Business Partner’s Coordinator to submit data for the
Business Partner.

&5 Note: Please use your parent company Tax ID when registering for
Coordinatorship

&5 Note: Initial Coordinator Registration will only register one company/individual.

/&5 Note: To request Coordinatorship for multiple companies/individuals, you must
have first completed Steps 2 through 5 for your first Coordinatorship. You may
then go directly to Step 6 to request additional Coordinatorships.

e Register for Coordinator/User ID by selecting
http://www.hud.gov/offices/hsg/mfh/apps/appsmthm.cfm
e Receiving Your Coordinator/User ID:
- Allow two week to process the Coordinator 1D request.
- User registration applications are processed nightly. (Can only be
retrieved by Coordinator)

Step 3 - Assigning yourself as a Coordinator

Once you have registered and have received your Coordinator ID, you will need to assign
yourself as a Coordinator for the company/individual

e On the APPS Web Page http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm
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e Click Secure Systems Login

e Enter User name (which is your M ID) and Password (The password you selected
during registration.)

e Click “OK”

e On the User Login Legal prompt screen, Click “Continue”

e Select “User Maintenance”

e Enter your Coordinator ID (M ID)

e Click on “Search for User”

e Select “Maintain User Profile — Actions” from the “Choose a Function” drop
down menu

e Click “Submit”

e Check “COR - Coordinator” checkbox and “UPD- Update” checkbox

e Click “Assign/Unassign Actions”

e Select “OK”. You have now assigned yourself as a Coordinator

Step 4 - Assigning yourself role and User roles

e On the “Secure Systems Main Menu”, select “User Maintenance”

e Enter your “Coordinator ID” or “User ID” (M ID)

e Select “Maintain User Roles” from the “ Choose a Function” drop down menu
e Click “Submit”

e Check “AUP- APPS Update” checkbox

e Click “Assign/Unassigned Action”

e Select “OK”. You have now assigned yourself roles

/&5 Note: Please reboot your system at this point for your new assignments and roles
to be activated.

Step 5 - Assigning yourself rights to Company/Companies/Individuals

e From the Secure Systems Main Menu page, select “Participant Assignment
Maintenance”

e Enter your User ID (M ID)

e Select “Assign Participant” from the “Choose a Function” drop down menu

e Select “AUP - APPS Update” from the Choose a Role section

e Select the company/companies/individuals you want to assign rights to from the
Participant section ( You can select multiple participants by using the Control key
on your keyboard)

e Click “Submit”

e Verify the list of company/companies/individuals you are requesting relationships
for
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Click “Confirm”
Click “OK”

Step 6 - Registering Coordinatorship for multiple Companies/Individuals

&5 Note: You must complete Steps 2 through 5 before you can request
Coordinatorship for multiple companies/individuals.

From The “Secure Systems Main Menu”, select “Business Partners Maintenance”
Enter your User ID

Select “Request New/Delete Existing Relationships” from the “Please enter a
Function” drop down menu

Enter the Taxpayer Identification Number (TIN)/Social Security Number (SSN)

for the companies/individuals you would like to assign rights to

Click “Submit”

Verify names and addresses (To ensure activation keys are mailed to the proper

address)
Click “Confirm”
Click “OK”

&5 Note: You will need to wait at least two weeks to receive your activation keys from
HUD.

To activate your relationships:

- From the Secure Systems Main Menu page, select “Business Partners
Maintenance”

- Select “Activate Relationships” from the “Please enter a Function” drop down
menu.

- Enter Activation Keys

- Click “Submit”

- Verify information

- Click “Confirm”

- Click “OK”

Step 7- Assigning yourself rights to Company/Companies/Individuals

Repeat Step 5

Step 8 - Assigning the User System Roles by the Coordinator

For the Coordinator to retrieve the User ID:
- From the Secure Systems Main Menu page, select “User Maintenance

7
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- Enter “First Name” and “Last Name” of the User

- Select “Search Users”

- Retrieve User ID
e To assign the User System Roles:

- From the Secure Systems Main Menu, select “Participant Assignment
Maintenance”
Enter the retrieved User ID (M ID), select Assign Participant from the
“Choose a Function” drop down menu
Select “AUP/APPS Update”
Select the company/individual you want to assign user roles to ( You can
select multiple companies/individuals by using the Control key on your
keyboard)
Click “Submit”
Verify information
Click “Confirm”

- Click “OK”
e The User will now be able to submit data for the company/individual.

2.1 Accessing the HUD Home Page

1. Open your Internet browser. The instructions in this guide reflect the HUD standard

browser, Netscape Communicator 4.7.5. As such, some screens may appear
differently if you are accessing APPS via another web browser.

2. Type http://www.hud.gov in the Netsite or Address field and press the Enter key.

The HUD home page displays.
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Figure 2-1: HUD Internet Home Page
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2.2 Accessing APPS

2.2.1 To Access the APPS Login page:

1. Select the Multifamily Industry link under the Information for Housing Industry

heading on the right-hand side of the HUD home page. The Multifamily Industry
screen displays.
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Figure 2-2: Multifamily Industry Screen

2. Inthe lower right-hand of the page under the Systems Just for you, select the Work
Online/audience group matrix link, which will bring up the Systems for the Housing
Industry screen.

3. Select the Active Partners Performance System (APPS) link. The Active Partners
Performance System (APPS) home page displays.
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2.2.2 Accessing the APPS Home Page

Click on the Active Partners Performance System link on the Secure Systems home
page. The APPS home page displays.

Active Partners Performance System

APPS Hormte Page

Submission Processing:
Yiew My Submigsions In Process

Participant Processing:
Housing

HUD Home

Reports:

HUD LDP=
—

Public reporting hurden fior thiz collection of information is estimated to average 30 minutes per
tesponse, including the time for reviewing instructions, searching exsting data sourees,
gathering, and maintaining the data needed, and submitting the information. This information is
User ID: tequited to obtatn benefits and is mandatory. HUD may not collect this information, and you are
MXAXX not required to complete this form, unless it displays a currently valid OME control oamber,

Online Help The regulations at 24 CFR Section 200210 to 200245 authotizes the .3, Department of Housing
Glossary atid Urhan Development (HUDN to request information from all principals spplying to participate
ity tltifamdly housing programs. The information will enable HUD to evaluate whether or not
principal participants will honor thedr legal financial, and contractusl obligations and deterrine of
they pose an unsatisfactory vnderwriting risk.

Figure 2-4: Active Partners Performance System Home Page
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The Navigation Pane (sidebar) contains several useful links:

By clicking the EBEEZH button from any screen within APPS returns you to the Home Page.

By clicking the | button, you can send an e-mail to the HUD Representative/ APPS
System Administrator with feedback about the system.

Secure Systems — this link returns you to the Secure Systems logon page.

Housing — this link takes you to the Office of Housing website.
HUD Home - this link takes you to HUD’s home page.

HUD LDPs — the link allows you to view Limited Denial of Participation. Details on viewing
LDPs can be found in Chapter 18.

GSA EPLS - the link allows you to view the GSA Excluded Party List Search. Details on
viewing GSA EPLS can be found in Chapter 18.

2530 Contacts — the link allows you to view the HUD contact name for your servicing Field
Office.

Online Help — Provides you help when working on a specific function.

Glossary - Provides you a glossary of terms.
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3.0 Registration Process

3.1 Establishing Your Organization in APPS

To make it easy for Industry entities to establish their identity in the HUD
Multifamily system, APPS will have an internet function that will allow Industry to

create the required Participant record within APPS.

25 Agood rule of thumb is if your company has filed a financial statement then your
company is registered and all that is needed is a Coordinator or User 1D

25 If your company has never done business with HUD you need to register by
clicking on the APPS Registration Link on the APPS Home Page at
http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm

25 All companies must have their own EIN/TAX ID’s. No Company should use their
individual SSN as their Tax ID.

25 Sole proprietors cannot use their Individual SSN # in APPS. They need to have a
EIN/Tax ID for their sole proprietorship.

2<  For all Address changes some proof of the new address must be sent to HUD.
This could be in the form of a memo on the company letterhead, a lease agreement or
any other documentation that shows the correct address for the participant. Once
your fax or email is received, HUD can correct the address.
The information can be sent via email to the apps mailbox listed on the APPS home
page or faxed, Attn PPSD Division along with a cover letter stating the details of the
request to 202-708-0684.

1. Onthe APPS Web Page, click the APPS Participant Registration link. The APPS
Participant Registration screen displays.
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Help Active Partners Performance System

APPS Participant Registration

Ifthe participant you are about to register has done busmess wath HUD before, you do
not need to complete the APPS Eegistration below. Go to the Secure Svstems
Eemstration page to obtain a Coordinator or User ID i wou have not already done so.

TIN: I (no dashes)
or
SSN: I (no dashes)
Submit |

Legal Warning

Mlisuse of Federal Information through the HUD web site falls under the provisions of
title 18, United States Code, Section 1030, This law specifies penalties for exceeding
authorized access, alterations, damage, or destruction of information residing on
Federal Computers.

Public Reporting Burden

Public reporting burden for this collection of information is estimated to average 30
mitmates pet response, including the time for reviewing instnactions, seatching exsting
data sources, gathering, and maintaining the data needed, and submitting the
infortmation. This information is required to obtain benefits and is mandatosy. HUD
may tiot collect this information, and wou are not required to complete this form,
unless it displays a currently walid OB control maumber.

The regulations at 24 CFR Bection 200.210 to 200245 authorizes the U5 Department
of Housitig and Urban Development (HUD) to request information from all prinecipals
applying to participate in multifaraly housing progratms. The information will enable
HUD to evaluate whether or not principal participants will honor their legal, financial,
atid contractual obligations and determine if they pose an unsatisfactory undeneriting
risk.

HUD Home Page

Last Updated: December 12, 2003

Figure 3-1: APPS Participant Registration Screen

2. Enter the participant’s TIN or SSN (no dashes).

3. Click . The Register APPS Participant screen displays.
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Help Active Partners Performance System

Register APPS Participant

* Name: |
TIN: 111111333
*Legal Structure: | =~
* Type of Ownership: | ;I
Physical delivery address
* Address: |
!
* City: |
* State: | ;I
* Zip Code: I— - I—
* Country: |United States of America ]
If country not United States
Territory: |
* Postal Code: |
* Phone: |
Fax: |
E-mail: |
Pager: |

Save |

Reqgistration Search |

HUD Home Page

Last Updated: December 12, 2003

Figure 3-2: Register APPS Participant Screen (for Organization)

2<  Note: The screen for Organization Participants differs slightly from that for
Individuals. See the following data chart for details.
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4. Using the following chart as a guide, enter the participant’s information. (Fields
marked with an asterisk are required)

Data Element

Description

CREATE PARTICIPANT (Organization)

* Name

Current name of the organization.

TIN

The organization’s Tax Identification Number.

* Legal Structure

A drop-down list displays a list of legal structure types.

* Type of Ownership

A drop-down list displays a list of ownership types.

* Address The participant’s street address

* City The participant’s city

* State A drop-down list displays a list of states

* Zip Code The participant’s zip code

* Country A drop-down list displays a list of countries.

Foreign Territory

Enter the foreign territory if applicable.

* Foreign Postal Code

Enter the foreign postal code if applicable.

* Phone The organization’s telephone number
Fax The organization’s fax number

E-mail The organization’s e-mail address

Pager An organization’s contact pager number

CREATE PARTICIPANT (I

ndividual)

Prefix

Select a prefix from the drop-down list, if applicable.

* First Name Participant’s first name

Middle Participant’s middle name

* Last Name Participant’s last name

Suffix Select a suffix from the drop-down list, if applicable.

SSN Participant’s Social Security Number
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Data Element

Description

* Address The participant’s street address

* City The participant’s city

* State A drop-down list displays a list of states

* Zip Code The participant’s zip code

* Country A drop-down list displays a list of countries

Foreign Territory

The foreign territory, if applicable.

* Foreign Postal Code

The foreign postal code, if applicable.

* Phone The participant’s telephone number
Fax The participant’s fax number

E-mail The participant’s e-mail address
Pager An participant’s contact pager number

5. Click L=#2 | The Confirm Participant screen displays.
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Help Active Partners Performance System

Confirm Participant

Ready to create participant record.

Name: [Barrington Homes |
TIN: 111111333
Legal Structure:  [Trust |
E)?:e::mp: [Brofi Motivated |
Physical delivery address
Address: 990988 Meadow Brook Lane |
| |
City: Dayton |
State: |OHIO |
Zip Code: (99388 |
Country: Urited States of America |
If country not United States
Territory: | ‘
Postal Code: | ‘
Phone: |809-094-4344 |
Fax: | |
E-mail: | |
Pager: | |

Click Save to create the participant or click Edit to continue editing.

Save | ﬂl

Registration Search |

HUD Home Page

Last Updated: December 12, 2003

Figure 3-3 Confirm Participant Screen
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6. Click L=®® | again. The Participant Successfully Registered screen displays.

Active Partners Performance System

Participant Successfitlly Registered

The participant registration will be processed overnight.

If the newly registered patticipant has never done business with HUD, you st apply with HUD
Secute Systems to obtain a Coordinator or User ID. Go to the Secure Systems Registration page.

If you already have registered as a uger or coordinator for this participant you may go the the
Secure Systems page to access APPI

Eegistration Search

HUD Home Page

Last Updated: December 12, 2003

Figure 3-4 Participant Successfully Registered Screen

425 Note: After completing this screen, wait at least overnight before applying for your

Coordinator or User ID
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3.2 Registering for a Coordinator/User ID for a Company or Individual

25 Note: If you do not have a Participant Record in APPS, you must establish your
identity within APPS before registering for a Coordinator or User ID.

3.2.1 Types of Users

There are two types of Users in the Secure Systems: “Coordinators” and “Users”.
A business entity or a representative of the business entity must register as a Coordinator.
The Coordinator serves as the Business Partner’s Executive Director’s representative in
controlling access to the system and performing other system administration functions
such as retrieving IDs, and assigning rights to Users. The Coordinator then establishes
other representatives as Standard Users. The Coordinator controls which Users have
access to enter, view, or submit data. Although a User can enter or submit data to HUD,
they cannot control access to the system. A User depends on the Coordinator for the

necessary system rights to enter, view, or submit data.

A Coordinator is also responsible for forwarding information received

electronically from HUD to the Business Partner Executive Director.

In order for a standard User to act on behalf of an entity in APPS, the Coordinator
must associate the User to that entity through the Participant Assignment Maintenance
screen of the Secure Systems.(This is how a business entity User receives access to
APPS)

3.2.1.1 Coordinator

Because Coordinator/Users access HUD-sensitive information over the internet, security
registration for a Coordinator/User ID is required. An internet User can access system
information only after registering and receiving their Coordinator/User ID.

Each Business Partner must designate a Coordinator, typically an employee, to

act as their representative in providing system access to Users. The Coordinator is then
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responsible for retrieving a User ID for the User, establishing the User’s role in the

system.

A Coordinator can also serve as a User for the Business Partner. Therefore, if an
individual will be responsible for system administration (Coordinator) and will also

submit data (User), the individual should register as a Coordinator.

3.2.1.2 User

A User can be an employee of the Business Partner or a third party (e.g., CPA)

authorized by the Business Partner’s Coordinator to submit data for the Business Partner.

Unlike a Coordinator, registered Users cannot control system access or perform
system maintenance functions. The User is dependent on the Coordinator for system

access as well as updating User information (e.g., email address).

2<  NOTE: The term “User” is a generic term for individuals following the
instructions of this guide. If “User” (with a capital ‘U’) is discussed, it refers to a

specific type of internet User (User v. Coordinator).

All Coordinators and Users must submit a completed registration application to
HUD to obtain a User ID. Required registration information includes name and social
security number, the Business Partner’s name and TIN/SSN, email address, desired
password, and mother’s maiden name. The registration form is available on the APPS

Home Page http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm by clicking on the

Multifamily Coordinator and User Registration link.
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3.2.2 Coordinator Registration
To register as a Coordinator use the following steps:

425 Note: If you do not have a Participant Record in APPS, you must establish your
identity within APPS before registering for a Secure Systems Coordinator or User
ID. Please refer to Section 3.1, Establishing Your Organization in APPS

425 Note: Please use your parent company Tax ID when registering for Coordinatorship.
/Z$Note: Initial Coordinator Registration will only register one company/individual.

25 Note: To request Coordinatorship for multiple companies/individuals, you must
have first completed Section 3.2 through 3.5 for your first Coordinatorship. You
may then go directly to Section 3.6 to request additional Coordinatorships.

425 Note: The system limits each Business Partner to two Coordinators. It is
recommended that the Business Partner Executive Director designate two
Coordinators to ensure backup for daily system administration needs.

1. Enter the following URL http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm
in the address/location of your browser. The APPS Home Page will display. Select

the Multifamily Coordinator and User Registration link.

2. The Multifamily Coordinator and User Registration screen will display.
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e

Secure Systems

Secure Systems Registration
MULTIFAMILY Coordinator and User Registration

To apply for a System Coavdinator IIY, check the "Coordmater” radio button, Bl out the form below,

and click Fend Applicaton when you are through Upen serficaton of the mformation below, an I will

e assigned and mailed to the CEO of the HUD -registered ennty specified below. The password will not
ke disclosed, so make sure you remembeer k111

To apply for a regular User ID}, check the “User® radio button, & cut the ferm below and click Send
Apphoaton when you are through Upeon verficaton of the mformation below, a uzer [0 wndl be
signed, and the System Coordinator of the HUD -registered entity speciied below wall retrieve the user
IT». The password will not be disclosed, so make sure you remember it!! |

And remembeer
pormaron af this Web sire falls under the p
ifies panalfies for exceeding authorized ace
Iriormatico residing on Federal Compuaters

d Srates Code,
ion, damage or destrasction of

application Type Coordinator user [

First Mame:
Middle Initial:
Last Mane:

Social Security Mumber:

Organization Information:

« Prowvide the name of the HUD-registered Organization or Individual you represent

+ Prowvide the Tax Identification Number or Social Security Number of the HUD-registered
organization or Individual you represent. Do not enter dashes,

= Specify whether the HUD-registered entity you represent is an Organization or an Individual
Organization f Individual Hame::

TIMFSSM:

Organization 0 Individual
Provide your e-mail address

» Inchide your e-madl user name, the (@ sign and [sermcename. comedw/orgfnetietc | For example
ysmuthi@aol com, jolmdoei@adyv.org, Widb84a@prodigy com

E-mail Address: |

Choose a Password

o Touwill enter your password each e you use thas sermce. Tour password should be 6
characters m length and should be compnsed of letters and nmembers (for example, Brad23). Do
not use punctiaton o specal characters. Inportant r rd wrll be recorded

Fassword:

Re-enter Password for Yerification:

Nother's Maiden Mane.

Flease prowde ths information for futere venfication wwhen processing password reset requests

Mother's Maiden Mame:

Send Application | | ClearFields |
Content updated April ¥, 2008
.@. U.5. Departrient of Housing and Urban Daveloprment Homwe | Privacy Statement
451 Tth Street 5.W., Washington, DC 20410

Figure 3-5: Multifamily Coordinator and User Registration Screen
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3. Select the option to designate a Coordinator.

ipplication Type Coardinator User |

4. Enter all information into the registration form.

5. When completed, click the Print icon from your browser = . You will need to save

this information for future reference.

6. If you make a single error, simply click in the field and make the correction. If you

. A Clear Fields
would like to start over, click .

NOTE: Be sure to review all the information for accuracy, before sending the
application.

. Send Application
7. Click when completed.

8. The System Coordinator Registration Confirmation information page displays.
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System Coordinator Registration

SYSTEM COORDINATOR REGISTRATION CONFIRMATION:

First Name: JOHN

Middle Dnitial: X

Last Name: DOE

Social Security Number: 111111111
Organtzation Name: FGH Corporation
Crgantzation 1D

E-mail Address: John® ermail. com
Meothers Maiden Name: SMITH

You are registering as a Participant Coordinator for the Patticipant FGH CORPORATION
Please confirm the followng address for FGH CORPORATION

P O Box
100 Drive, XYZ
Fall Church, VA 22222

Your requested Coordnator ID or activation code number will be maded to the above address associated with the property owner, PHA or other HU
program participant you seek to represent as a coordinator. You will need to obtain vour IDVeode number from the program participant’s CEQ or
Executive Director at this address. If you do not recograze this as a current, complete or correct address associated wath the HUD program participant
seek to represent, please cancel this application and have the program paricipant contact the appropnate HUD field office representative to obtan a
clanfication or correchon of the address. If you do not know the HUD Geld office contact for this program parbeipant, communicate your address con
to the REAC Customer Seraice Center, via the below e-mail chick box at REAC_CSC. Flease prowde your name and dayhme phone number

Confirm / Submit I Cancel Application

Figure 3-6: System Coordinator Registration Screen

9. Ifall information is correct, click

3.2.2.1 Receiving Your Coordinator ID

Once the HUD Secure Systems receives the Coordinators Registration a letter will be
generated with the Coordinator ID and sent to the CEO/Owner of Company for which
Coordination rights is requested. If CEO/Owner agrees to the request, they will forward

the letter to the Coordinator.

Allow two weeks to receive Coordinator ID letter.
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3.2.3 User Registration

To Register as a User:

25 Note: If you do not have a Participant Record in APPS, you must establish your
identity within APPS before registering for a Secure Syetems Coordinator or

User ID. Please refer to Section 3.1, Establishing Your Organization in APPS.

1. Click the User radio button located next to the Application Type on the Multifamily

Coordinator and User Registration screen.

ipplication Type Coardinator User |

2. Enter your First Name, Middle Initial, Last Name, and Social Security Number in the

appropriate fields.

First Mame;
HMiddle Initial:
Last Mane:

Social Security MNumber:

25 NOTE: You can use the Tab key to move to the next field.

3. Enter the name of the Business Partner in the Organization Name field. Enter the
Business

Partner’s TIN in the Organization ID field.

5 NOTE: This must be the TIN for the Business Partner of the associated

Coordinator.
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Drganization Information:

* PFrowide the name of the HUD-registered Organization or Individual you represent

* Prowvide the Tax Identification Number or Social Security Number of the HUD-registered
Organization or Individual you represent. Do not enter dashes,

# Specify whether the HUD-registered entity you represent is an Drganization or an Indisidual
Organization fIndividual Mame::

TIMfS5M:

Organization ' Individual

2<  NOTE: You must provide this information to receive your User ID.

4. Type your e-mail address in the E-mail Address field.

Provide vour e-mal address

» Inchude your e-mad wser name, the @& sign and [servcename, comledworghetiete, | For example

jemithiaol, com, jolmdoei@adv.org, Widbi4a@prodizy . com.

E-mail Address: |

25 NOTE: Itisimportant to provide your e-mail address so that HUD can

communicate with you.

5. Enter your password. Your password must be six characters, and can consist of letters

and/or Numbers.
C'hoose a Password.

o Vo wnll enter vour password each tene you uge thag serace. Tour password should be 6
characters m length and should be comprised of letters and members (for example, Brad23). Do
not use punctoation of special characters. Important Your password wall be recorded

EAACTLY as wou type i, 30 make a note f you enter i upper and lower case

Password:

Re-enter Password for Yerfication:

25 Note: Important: Your password is recorded EXACTLY as you type it, so
remember how you enter any letters—uppercase or lowercase. Also, this

password will be used each time you access the HUD’s Secure System.

April 2007 FINAL 3-16



APPS Users’ Guide—Industry Chapter 3
National Release Registration Process

6. Enter your Mother’s Maiden Name. This information is used for future verification

(e.g., if you forget your password)

Wlother's hlaiden M ame,
& Flease prowmde this mformation for fistures venficabon when processing password reset requests

Hother's Maiden Name:

7. Check to ensure the information in each field is correct.

8. Click on the L

A confirmation page displays.

| button to submit the application information.

25 Note: If you do not have a Participant Record in APPS, you will be unable to
register for a User ID. Please refer to Section 3.1, Establishing Your

Organization in APPS.

Alternative Option

To correct a single entry, double-click in the field and enter the correct information. To

Clear Fields

clear all the fields, click on the button and re-enter all the information.
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STANDARD USER REGISTRATION CONFIRMATION

First Name: JOHN

Middle [nitial: X

Last Nawe: DOE

Social Security Mumber: 111111111
Orgamzation Name: FGH Corporation
Organtzation [D:

E-mail Address: Johni email. com
Mothers Maiden Nawe: SMITH

You are registering as a Participant User for the Participant FGH Corporation

Please confirm that you are registering as a Participant User and not as a Coordinator. After your registation is processed, the

coordinater for
FGH Corporation will disclose your ID io you

Confirm / Submit I Cancel Application

Figure 3-7: Standard User Registration Screen

25 NOTE: The mailing address appears only for Coordinators (not Users). Do not
proceed with the application if this mailing address is inaccurate or you will not
receive your User ID. If the Business Partner’s mailing address is incorrect,

contact your local HUD Field Office to have it corrected and click on the

Cancel Application button

9. If the information is accurate, click on the L_EenfiméSmit | hytton to submit the

application to HUD. A message displays acknowledging acceptance of the

registration application for further processing.

25 Note: Review all the information for accuracy, especially the application type

and Business Partner information.
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User Registration

j‘f Megrage: STANDARD USER REGISTRATION ACCEPTED FOR FURTHER FROCESSING

First Nawe! JOHIN
Middle Imitial: X
Last Nawe: DOE
Soctal Securily Number: 111111111
Organization Name: FGH Corporation
Organization 1D:
E-man! Address: JohmiEemmail, com
Mothers Maiden Name: SMITH

At Crnaiina

& |

Figure -3-8: User Registration Confirmation Screen

10. If the information is accurate, click on the [_Confim/Submt_| pytton to submit the
application to HUD. A message displays acknowledging acceptance of the

registration application for further processing.

3.2.3.1 Receiving Your User ID

User registration applications are processed nightly. The Business Partner’s

information is verified and a User ID is generated.

To obtain their User 1D, the User must notify the Coordinator that they have
registered for a User ID. Allow at least 24 hours after registering before your User ID is
posted. The Coordinator can retrieve the User’s ID from the system and provide this
information to the User. A User can access the system after they receive their User ID

from the Coordinator and after the Coordinator assigns them system roles.
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3.3 Assigning yourself as a Coordinator

2 Note: Some information on the screenshots like name, User ID have been

blocked and may look different from your screen.

Once you have registered and have received your Coordinator ID you need to assign
yourself as a Coordinator for the company

1. To assign yourself as a Coordinator login to Secure Systems from the APPS main
page using your new Coordinator ID.

2. The User Login Page will display. Click on Accept.

3. The Secure Systems Main Menu page will display

ﬂ' ’_'_: Main Menu mall | help | search | home | logout
|

Secure Systems

Systems
o Actrve Partners Pedormance System (AFPEY

Wwelcome

system O o

administration System Administration
+ Business Partners

Maintenance

Participant Assignment - . .
* Maintenance + Participant Assignment haintenance

+ Password Change » Password Ch@ge
» Prope Assiqgnment

Maintenance » Property Assignment Mantenance
+ User Maintenance + Uzer Maintenance

+ Pusiness Partners IMaintenance

» Active Parimers
Performance Systen

(APPS)
Content updated February 23, 2007 o Back to Top
@ .S, Department of Housing and Urban Development Home | Privacy Statement
451 7th Street 5w, Washington, DC 20410

Telephone: (202) 708-1112 TTv: (202) 708-1455

Figure 3-9: Secure Systems Main Menu Screen

4. Select the User Maintenance link from the System Administration section

5. The User Maintenance screen will display
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mall | help | search | home | logout

ﬁ_ o System Administration
[

Secure Systems )
User Maintenance

0On this form, ¥you can either search for a User
by User ID, or search for Users by entering your search criteria.

come

system
administration Search by User ID

+ Assistance Contract To search for a User by User ID,

n:'s";el;':r"‘:‘;’:r':e“a“‘e enter a User ID and then click the "Search for User” button.

nance User ID I
«» Participant Assignment

Maintenance
+ Password Change

» Property Assignment

Maintenance

Search for User

+ User Maintenance Search Users

To search for a User, enter a search criteria (optional}
and then click the “Search Users™ button.

First Name

+ Active Partners Last Name
Performance System
APPS [ |Check here to limit search to Independent Users

» Financial Assessment

Subsysten - Multifamily Search Lsers Cancel
Housing (FASSUB

» Physical Assessment
Subsystem (PASS)

+ Physical Inspections

+ Resident Assessment

Subsystem (RASS)

» Tenant Assessment

Subsystem (TASS)
» Tenant Rental Assistance

Certification System
(TRACS)

» Unigque IPA Identifier (UIT)

Registration System
[(QASS)

_ Content updated April 19, 2002 o Back to Top
. LI T T R Ty A | P [ TR ¥ W R ——

Figure 3-10: Secure Systems User Maintenance Screen

6. Enter your Coordinator ID under the Search by User ID section.

7. The Maintain User ID page will display.
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SYﬂtem Admil‘liﬁtrﬂtiﬂ“ miadll | Bslp | seatehs | Boms | lysul

Secure Systems

rdaintain User

Uzer Information
User 1D
First homg
Middle Initlal
Last hlame
Usar Status | Acknee
Lo0rd namer |Tes
User Type |Bosmess Fariner
Choose & Function
Maintsira iser Frafile - dcfions A

Figure 3-11: Secure Systems Maintain User ID Screen

8. Select Maintain User Profile — Actions from the Choose a Function drop down menu.

9. Clickon Ml.

10. The Assign/Unassign Actions for User ID page will display
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A

Secure Systems

m

system
administration

+ Participant Assignment
Maintenance

+ Password Change

« Property Assignment

Maintenance

* User Maintenance

+ Active Partners
Performance System
(APPSY

+ Einancial Assessment
Subsystem - Multifamily
Housing (FASSUE

« Physical Assessment
Subsystem (PASS)

« Physical Inspections

+ Resident Assessment
Subsystem (RASS)

+ Tenant Assessment
Subsystem (TASS)

+ Tenant Rental Assistance
Certification System

TRACS

« Unique IPA Identifier (UIT)}
Registration System
(QASS)

System Administration

Assign/Unassign Actions for User

mail | help | search | home | logout

User Information

User ID

First Name

Middle Initial

Last Name

User Staus | Active

Coordinator Yes

User Type Business Parther

Please checkfuncheck boxes to assignfunassign actions to the user

APPS - Active Partners Performance System

| ¥ COR - Coordinator

[P UPD - Update

FASSUB - Financial Assessment Subsyst. Submission

| T ATIC - Auditor Certification

| M COR - Coordinator

| W EXT - Extension Request Submission

| W RES - Resubmission Eequest Submission

| W STB - Rewiew Request Status

| ¥ SUB - Submit an AFS

| M VPS - View Previous Year AFS Data Subm

| W WAV - Waiver Eequest Submission

LOCCS - Line of Credit Control System

| I COR - Coordinator

M QRY - Query
|

|7 RES - Requisition

| " YES - Year End Settlement

M2M - Mark-to-Market

| T COR - Coordinator

| T ME2M - Systern User

| MNASSMF - Multifamily Integrated Analysis

| T COR - Coordinator

| PASS - Physical Assessment Subsystem

| ¥ COR - Coordinator

| T TV - Inspection View - Mortgagee

| W BEVW - Review Inspection

| W BPT - Rewiew Reports

[F 80T - Scheduling

| QASS - Quality Assurance Subsystem

| T COR - Coordinator

| 8OP - Submit QASS Profils

| REMS - Real Estate Management System

| I COR - Coordinator

| TASS - Tenant Assessment Subsystem

| ¥ COR - Coordinator

| RDO - Read Onty

| T TUF1 - Update Tenant Discrep. Resohition Info

| [T UTE. - Usage Tracking Reports

| TRACS - Tenant Rental Assistance Certification P

| ¥ COR - Coordinator

| I TVE. - Ower/TInder Payment Resolution

YMS - Youcher Management Subsystem

| I COR - Coordinator

[T ENT - Data Entry Authority

| SUE - Submit Data Authority

Figure 3-12: Secure Systems Assign/Unassign Actions for User Screen
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11. Check the COR - Coordinator checkbox and the UPD- Update checkbox under APPS
— Active Partners Performance System section.

12. Click on AgzignflUnassign Actions button.

13. The Successful Transaction page will display.

mail | help | search | home | Togout

m_ une] System Administration
|
secure Systems ‘

You have successfully assignedfunassigned action(s) to user!

me %l

system

administration
4 Assistance Contract
Assignment Maintenance

inbel
«+ Participant Assignment
Maintenance
* Password Change
+ Property Assignment

Maintenance

* User Maintenance

+ Active Partmers
Performance System
[(APPS)

» Financial Assessment
Subsystem - Multifamily
Housing (FASSUB)

«+ Physical Assessment
Subsystem (PASS)

» Physical Inspections

» Resident Assessment
Subsystem (RASS)

+ Tenant Assessment
Subsystem (TASS5)

+ Tenant Rental Assistance
Certification System
(TRACS)

« Unigue IPA Tdentifier (UIT}
Registration System
(DASS)

Figure 3-13: Secure Systems Successful Transaction Screen

14. Select OK. You have now assigned yourself as a Coordinator
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3.4  Assigning yourself role and User roles

2 Note: Some information on the screenshots like name, User ID have been

blocked and may look different from your screen.

1. To assign yourself a role, login to Secure Systems from the APPS main page using
your new Coordinator ID.

2. The Secure Systems Main Menu page will display.

meail | help | search | home | legeut

Main Menu

Secure Systems

Systems

¢ Financial Assessment Subsystemn - Bulbfarmiby Housmg (FASSTIE)

system

administration
¢ Asshcbandis Combyact . ol speche

e Physical Inspections

o Physical Assessment Subsystem (PAST)

¢ Bendent Assessment Subsvatern (EASS)

¢ Tenant Assessment Subsystem (TASS)

Maintenance

* Password Chamge
« Properly Acchgnmant
i ann Lish shd &

* Uses Masntensnge

« Tenant Rental Aematance Certfication Systern (TEACSE)
¢ Unigue IPA Tdensfier (UID Remstrabon System (QASS)

System Administration

s Assistance Contract Assignment Maintenance

] T -
« Busmess Partners Mantenance

» Active Pariners
Parformance Systam
(APPS}

» Fimamei sl s Password Changs
: " i amil

Hauzimg (FASSUE)
« Physical Assessment

Smbaysben (PASE) o User Mantenance

* Physical Tnspetinns

+ Besident Assessment
Swbspstens [RASS)

+ Tenant Azsessment
Sabsystem [TASS)

« Tenant Rental Ascictance
Cartificatiom Siystom
(TRALSY

. Unigue IFA Tdentifier fUITY

(DASE)

Figure 3-14: Secure Systems Main Menu Screen
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3. Select the User Maintenance link from the System Administration section.

4. The User Maintenance screen will display.

ﬁ' ’_ System Administration mall | help | search | home | logout
I

Secure Systems )
User Maintenance

On this form, you can either search for a User
by User ID, or search for Users by entering your search criteria.

Welcome

system
administration Search by User ID
b %ance To search for a User by User ID,
Assiqnment Malntenance A " "
enter a User ID and then click the “Search for User” button.

Haintenance User ID I
» Participant Assignment

Maintenance Search for User
+ Password Change

« Property Assignment
Maintenance

* User Maintenance Search Users

To search for a User, enter a search criteria (optional)
and then click the "Search Users" button.

First Name

« Active Partners Last Name
Performance System
(APPS]) [ |Check here to limit search to Independent Users

« Financial Assessment
Subsystem - Multifamily Search Users Cancel
Housing (FASSUB)

« Physical Assessment
Subsystem (PASS)

+ Physical Inspections

» Resident Assessment
Subsystem (RASS)

« Tenant Assessment
Subsystem (TASS)

« Tenant Rental Assistance
Certification System

(TRACS)

+ Unigue IPA Identifier (UIT)
Registration System
(OASS)

_ Content updated April 13, 2002 Osack toTop
) LT o - s P R Ry [T SppE [  S ——

Figure 3-15: Secure Systems User Maintenance Screen

5. Enter your Coordinator ID under the Search by User ID section.

6. The Maintain User ID page will display.
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miail | help | search | home | logout

ﬂ_ mh System Administration
[

Secure Systems
Maintain User

User Information

User ID

s',rstgn.l . First Name

administration —_—m —
» Assistance Contract Middle Initial

Assignment Maintenance — J—
+ Business Pariners Last MName

Maintenance
+ Participant Assignment User Status | & ctive

Maintenance
* Password Change
+ Property Assignment

Maintenance

Coordinator |Yes

User Type |Busmess Partner

* User Maintenance

Choose a Function

+ Active Partners Cancel |

Performance System
(APPS)

+ Financial Assessment

Subsystem - Multifamily
Housing (FASSUB

+ Physical Assessment
Subsystem (PASS)

+ Physical Inspections

+ Resident Assessment

Subsystem (RASS)

« Tenant Assessment

Subsystem (TASS)
= -

8. Click on _Submit |

9. The Assign/Unassign Roles for User ID page will display.
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mail | help | search | home | logout

ﬁ_  yme] System Administration
[

Secure Systems
Assign/Unassign Roles for User

User Information

User ID
system -
administration First Name

Middle Initial

. pant Assignment
nance

User Status |Active

* Password Change
+ Property Assignment
Maintenance

Coordinator |Yes

User Type |Busi.ness Fartner

* User Maintenance

|
|
|
|
| Last Name
|
|
|
|

Please checkfuncheck boxes to assignfunassign roles to the user

[ aPPS - Active Partners Performance System
| ¥ ATP - APPS Update
| FASSUB - Financial Assessment Subsyst. Submission

. Active Partners
e |FIcp - CPA Certifier
+ Financial Assessment ||7 STUR - AFS Submitter

Subsystem - Multifamily
::":::d ::,22:‘:,“ | PASS - Physical Assessment Subsystem
+ Physical Assessment

. ﬁm—%’is | ¥ FIV - Physical Inspection Viewer
+ Resident Assessment | TASS - Tenant Assessment Subsystem
P [P TCA - Ta3S Contract Administrator
. mﬁ%shnm | ¥ TEX - Tenant Income Discrepancy Tracker
. er - | ¥ VIE. - View Internet Eeport

Registration System [TRACS - Tenant Rental Assistance Certification P
(DASS)

|FITTG - TRACS Tenant Query
| TVQ - TRACS Vousher Query

Assion/Unassign Roles | Cancel |

Figure 3-17: Secure Systems Assign/Unassign Roles for User ID Screen

10. Check the AUP — APPS Update checkbox under APPS — Active Partners
Performance System section.

11. Click the AszsignflUnassign Actions button.

12. The Successful Transaction page will display.
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mail | help | search | home | Togout

m_ wne] System Administration
|

SGc“re sHslems Successful Transaction ‘

You have successfully assignedfunassigned action(s) to user!

Welcorme %l

system
administration
» Assistance Contract
Assignment Maintenance
+ Business Pariners
Maintenance

+ Participant Assignment
Maintenance

+ Password Change
+ Prope Assignment
Maintenance

*+ User Maintenance

+ Active Partmers
Performance System
[(APPS)

» Financial Assessment
Subsystem - Multifamily
Housing (FASSUB)

+ Physical Assessment
Subsystem (PASS)

» Physical Inspections

» Resident Assessment
Subsystem (RASS)

+ Tenant Assessment
Subsystem (TASS)

+ Tenant Rental Assistance
Certification System
(TRACS)

» Unigue IPA Identifier (UL}
Registration System
[(QASS)

Figure 3-18: Secure Systems Successful Transaction Screen

13. Select OK. You have now assigned yourself roles.

14. Please reboot your system at this point for your new assignments
and roles to be activated.

Note: When you logon to the Secure Systems Main Menu screen, the
Active Partners Performance System (APPS) under the Systems section
and Participant Assignment Maintenance and Property Assignment
Maintenance under the System Administration section will now be
accessible.
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3.5 Assigning yourself rights to Company/Companies/Individuals

After you have registered as a coordinator for multiple companies you need to assign

yourself rights to those companies.

1. From the Secure Systems Main Menu page Select the Participant Assignment

Maintenance link under the System Administration sectic

miail | help | search | home | logout

ﬂ_ 2zt Main Menu
[
Secure Systems

Systems
s Active Partners Performance System (APPEY
« Financial Assessment Subsystem - Mulbfamily Housing (FASSTTR)
zz?rtlﬁ:]ilstratiun « Physical Assessment Subsystem (PASE)
+ Assistance Contract s Physical Inspections
Assignment Maintenance
- ::llfir;:ssw « Fesident Assessment Subsystem (BAZS)
¢ Tenant Assessment Subsystem (TASS
« Tenant Eental Aszsistance Certification System (TEACS)
o Unigque IPA Tdentifier (U1 Eegistration System (QAZS)

Mme

» Participant Assignment
Maintenance

+ Password Change

» Property Assignment

Maintenance

* User Maintenance

System Administration
e Agsistance Contract Assiznment Mamntenance

¢ Business Partners Mamtenance

» Active Partners

Performance System o Participant Aszsignment Maintenance
(APPS)
» Financial Assessment o Password Chgﬂge
Subsystem - Multifamily K .
Housing (FASSUB e Property Assionment IMantenance
+ Physical Assessment |
Subsystem (PASS) o zer Mantenance

+ Physical Inspections
» Resident Assessment

Subsystem (RASS)

» Ienant Assessment
Subsystemn (TASS)

+ Tenant Rental Assistance
Certification System
[TRACSY

» Unigue IPA Identifier (UIT)
Registration System
[DASE)

Figure 3-19: Secure Systems Main Menu Screen
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2. The Participant Assignment Maintenance screen will display

muil | help | search | homae | legest

m_ System Administration
]

Secure Systems e ; .
Farticipant Assignment Maintenance
Bleass pnber o Deer L

Hser 1D

Choose s Fanction:
syshem
adeninistration

« fgsiitande Conlract
Arsignimen

s g Paticpan

Cancal

Harlonaner
* Nane Mainbensnon

Peilsimnania b
(APPs)

+ Financial Assessmmnt
[  miultiF
Heusing [FASSIA)

» Physicsl Avpessment
Tty te (PASER

= Pl b ol Do b

» Brshdent Aspesyment
Subsyvtem (RASEN

& TenantAsteiiment
Subwpitem (TARR)L !

» Tnnank Bescbal Aesbsbamen |
i aties Syt !
[HEETE] |

» binigres TRA. Ldemtifier (V1LY
Eeguisirabion Syalem i
[RASS) |

Gonterd updated Spril 29, 00 n Bk b Top
@ W5, Depaament of Housing and Urban Desvalopsment Heerri | Pty Statentent
481 Ph Bdvewt 5.W. . Wackinafan, B A8

Figure 3-20: Secure Systems Participant Assignment Maintenance Screen

3. Enter your User ID and select Assign Participant from the Choose a Function drop
down menu

4. The Assign Participant for User screen will display

April 2007 FINAL 331



APPS Users’ Guide—Industry Chapter 3
National Release Registration Process

System Administration madl | Bedn | Searth | Nome | lagust

. "|
secure Systems

Assign Participant for User!

I Choote o Roker
Raole Code - Hole Description

S - AFS Subsenifier e
system AL - AFFE Update

adeinistration CFC - CFA Cemfier
« AEEiitandis Cantiash Piv - Phossical Imspachon Wieawer
u%"m"ﬂ i TRE - Tenam ncome Discrepancy Tracker =
[ Chonse at least one Participant:

%
: Hﬂ:é;&wj | Parti clpank Manwe - TIN - Participant Type

* Papiiviatd Chings

+ Bioparty Assignmpst !
Halntenance

* Wemt Madstnnitis

T = =l

| " Subaystoss - SealbtiFamdy

| Memiing (FASSIA0Y Sskamit Cancel
|« Ehepival Amsepament ‘“‘“‘“J “"““‘J
| koo [PAGSED

| = Ebnerital Antastivng
| o Bepident Agsepimsnt
| Gubeayatess (RARSD

|« Ienant Avsessmant

| Gubsyytems (TASED

| o Tensnt Fepbal Assdstance

| Lartificaties Sistem

| [IRAERY

| o Ueirer T, Tidom i fiar £ULY
| Mﬁnﬂun.h&hm

Figure 3-21: Secure Systems Assign Participant for User Screen

5. Select AUP — APPS Update from the Role Code — Role Description section and select
the participant you want to assign rights to, from the Participant Name — TIN —
Participant Type Section.

6. Click on _Submit |

7. The Assign Participant Confirmation for User screen will display
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mall | hedn: | pearch | BEE | baguout

System Administration

P

Secure Systems
assign Particpant Confirmation for User

s e Iindrormafion

User 1D
sy stem First Mame
aidministration

» Aamirbance Deabrack Middle Indtial
Agmegameant Haintanane
v Uwgmesy ¥ arinecy Last Name

Yabnlphiidie

b kg el £

* Pamrrenrd Chisey
Hpinfgnenig

* Uy Halninnancs

Participants ta Assign to User PG TE4 for Role ALP,
Particip ant Mame L] Participant Type
Crgani ation

agms3n-c
[AEP)

« Fim pngial Saysmsimant
Sl Urinn - Ml Famsby
Hesising (F ATSUBRE

« Phigsigal Aaansimmnt
i Rmees {PAN )

. Hh;l,rul_lm-_ﬁ!,vn!
« Hesident fisesmant
‘e b (A5

« [emanl Assnismant
Salerwstem (TASS])

» Unistin KPP Ndmnifinr (U1
Rasjislyaling System
(DA55)

Contmnt updated Apail 19, 2003 o Dok b Top

=y WE Dapettrent of Heusing and Urban Developrmant Worns | Privacy Statennsnt

Figure 3-22: Secure Systems Assign Participant Confirmation for User Screen
. Confirm . . . . .
8. Click on —l You will receive a successful transaction confirmation for your
assignment.

9. You have now assigned yourself Coordinator rights to the companies you have
selected.
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3.6 Registering Coordinatorship for multiple Companies/Individuals

&5 Note: You must complete Steps 3.2 through 3.5 before you can request
Coordinatorship for multiple companies/individuals.

1. Registering for a Coordinator lets you register for only one company. To register
Coordinatorship for multiple companies: Login to Secure Systems from the APPS

main page using your new Coordinator ID.

2. The Secure Systems Main Menu page will display.

mail | help | search | home | logout

ﬂ_ |7 Main Menu
|
Secure Systems

Systems
« Active Partners Performance System (AFPPS)
« Financial Assessment Subsystem - Mulbfamily Housing (FASSTTR)
fa'lﬁfrtlli?;:?strati on s Physical Azzsessment Subsystemn (PASS)
+ Assistance Contract o Physical Tnspections
Assignment Maintenance
. ::ufitssﬂ « Fesident Assessment Subsystem (BASS)
+ Participant Assignment e Tenant Assessment Subsystem (TASE
s Tenant Fental Azsistance Certffication Svstem (TEACS)

Maintenance
o Unique IPA Tdentifier (U1 Eegtstration System (QASS)

Welcome

+ Password Change
+ Property Assignment

Maintenance

+ User Maintenance

System Administration
o Agsistance Contract Assionment Mantenance

s PBusiness Partners Mantenance

» Active Partners
Performance System s Participant Assignment Iaintenance

[(APPS)

» Financial Assessment e Password Ch@;ge
Subsystem - Multifamily K .
Housing (FASSUB e Property Assionment IMantenance

+ Physical Assessment i
Subsystem (PASS) o User Mamtenance

+ Physical Inspections

+ Resident Assessment
Subsystem (RASS)

» Tenant Assessment
Subsysten [TASS)

« Tenant Rental Assistance
Certification System
[TRACS)

» Unigue IPA Identifier (UIT)
Registration System
(OASS)

Figure 3-23: Secure Systems Main Menu Screen

April 2007 FINAL 334



APPS Users’ Guide—Industry Chapter 3
National Release Registration Process

3. Select Business Partners Maintenance from the System Administration section

4. The Business Partner Maintenance screen will display.

mall | help: | search | hoase | bguut

ﬁ' System Administration

Secure Systems . ;
Business Partners Maintenanoe

Plensn anter o User Ed:

User 1D E

o e
L STEr Pleage enter a Function:

adiministration = :
» Miniants Cestract ;HE--'_H. et Mew Dizlate Existing Falationships j

Pispmie il i Lehanis
Sukmil Carncal

« Buminsis P gitners
MadntEnay

» Cactiche st A rinresend
Hgintensee

* Pamyergrd Chasgs

& ETSRATTY PREEHImERT
Habntenues

* Uipe Malatananis

.
{AEPE)

+ Lingagial Asaesiment
fiakerora e - Pl Py
Hasisteq [EASSURD

» Phisii Adiasimant
Sl i [ PASS )

* Phasical Immpetions
« Remibenl Sicmsimant
ety e LA TS D)

» Temant Apaqmimant
ibeentem (1445

« Tempnt Rental Aisdeiams

JRLTTEY]
« Uniaue EPA Identifiar (ULL)
Hagistration Hestem

k]

Figure 3-24: Secure Systems Business Partners Maintenance Screen

5. Enter your User ID and select Request New/Delete Existing Relationships from the

Please enter a Function drop down menu.

6. The Request/Delete Relationships screen will display
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makl | helE | tRErEl | home | lagoot

P : System Administration
] Eia

Secare Systems

Reguest)/ Delete Relationships

Fai
systim
administration Select relationships to deiete
» Anslatinge Leniraqt >
Assiopmenk Malntenasnce Status Tax ID Nama Type
» Basiinesd Partveny
Hamismance

» Participent Ariiemensnt
Hptstangnce

* Passveacd Chanas

EEEEE B

(8

v b Relationships bo regue sk
......................... : TIN5 5N PHA 1D Bisinnss Parthir Typs

» Bakive Farknams i

Esrfrmansy Sutem TN {Partzipart (Orgasizston) 2]
. a@ﬁ;m*:‘ﬂ%fﬁ;h I— |{:'.'!l:-..||.‘:h.“|! |_::lrf:1-$r:|?!!!=l:l|-j i
» Bhopsical Axressment } { Partcipant (Orgarnizaton) 7]
" Ei:‘i:ﬁi’?ﬁ, I— |!1'.-!u' cipant (g meipedon) __'_l
: E@tﬁf“;{_@%&i:! [ | ;.:'m‘ cipan I'?.ll'.jﬁr"n"k':i'lﬂ A

Subgers e [TASS) ! | Partcipant (Organization) %]
* Emm’m l— | Partcipant (Organzaton) __‘J
. mwﬂ |  Parteipant (Orgasiestion) 2]

F—ﬁ%&%&-ﬂ_‘dﬁkm [— | Parscipart (Orgamzaton) _‘_J

. { Parscipant (Organizaton) =]

Figure 3-25: Secure Systems Request/Delete Relationships Screen

7. Enter TIN for the Companies you would like to assign rights in the Relationships to

request subsection.

8. Select Ml

9. The Request / Delete Relationships Confirmation screen will display.
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m_ 1 System Administration mail | belg | $sareh | home | logont

Secure Syslems ] ) ) ) .
Requesty Delete Relationships Confirmation

For

.'i::it!!rlll .

aduminiEEration Eelstinnships To Delate
» Ayiintimcn Comtret &

Astianmant aintenants There are no relationships to deleted

P laial Rplatinnships To Requast
Habsbomanms Tirpe Tax ID Blamm

* Paisrraed Dhaspe

» Eregety Asiigamiant
- DT ]

* Wy Malntenance

A dbie

Contim Concel i

« Attive Parinets
Perl "

(APP
» Linancial Aypesmment
nbrrinm MalliEamity
Flmming OF 33000
& Physical Assossmant
"

» Elrrsin ol Jmopy Gueie
« Bidant Assessmenl
Shaybem (RALE])

" Hiw 1

Yspean) freaepespel i
Subapsbum [TALSY I
» Tanant Fegksl Auesbonte
Bl a s 15 i

LTRALSY }
- Bnskevme TP Tiembd Fier 0IT T

Figure 3-26: Secure Systems Request/Delete Relationships Confirmation Screen

. Canfirm . . . . .
10. Click on—I. You will receive a successful transaction confirmation for your

request.

25 Note: You will need to wait for two weeks to receive your activation keys from HUD.
11. Once you have received your activation keys you must activate your relationships.

12. From the Secure Systems Main Menu page select Business Partners Maintenance

from the System Administration section
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ﬂ_ - Main Menu mail | heln | search | home | Togout
|

Secure Systems

Systems
« Active Partners Performance System (AFPPS)
« Financial Assessment Subsystem - Mulbfamily Housing (FASSTTR)
fa'lﬁfrtlli?;:?strati on s Physical Azzsessment Subsystemn (PASS)
+ Assistance Contract o Physical Tnspections

Assignment Maintenance -
+ Business Partners « Fesident Assessment Subsystem (BASS)

Maintenance
+ Participant Assignment e Tenant Assessment Subsystem (TASE

Maintenance
s Tenant Fental Azsistance Certffication Svstem (TEACS)

* Password Change
+ Property Assignment o Unique IPA Tdentifier (U1 Eegtstration System (QASS)

Maintenance

Welcome

+ User Maintenance

System Administration
o Agsistance Contract Assionment Mantenance

s PBusiness Partners Mantenance

» Active Partners
Performance System s Participant Assignment Iaintenance

(APPS)

» Financial Assessment s FPassword Ch@gge
Subsystem - Multifamily K .
Housing (FASSUB e Property Assionment IMantenance

+ Physical Assessment i
Subsystem (PASS) s User Maintenance

+ Physical Inspections

+ Resident Assessment
Subsystem (RASS)

» Tenant Assessment
Subsysten [TASS)

« Tenant Rental Assistance
Certification System
[TRACS)

» Unigue IPA Identifier (UIT)
Registration System
(OASS)

Figure 3-27: Secure Systems Main Menu Screen

13. The Business Partner Maintenance screen will display.
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mail | help | search |

ﬁ_ ]_ System Administration
|

Secure SHSIEI'IIS ] ]
Business Partners Maintenance

ame Please enter a User Id:
User ID
system

. . . Please enter a Function:
administration .

» Assistance Contract
Assignment Maintenance

» Business Partners
Maintenance

» Participant Assignment
Maintenance

* Password Change
» Property Assignment

Maintenance

yctivate Belationships

Subrmit I Cancel

* User Maintenance

» Auctive Parlners

Performance System
[APPS)

+ Financial Assessment

Subsystem - Multifamily
Housing (FASSUB

« Physical Assessment
Subsystem (PASS)

+ Physical Inspections

+ Resident Assessment

Subsystem (RASS)

« Tenant Assessment

Subsystem (TASS)
+ Tenant Rental Assistance

Certification System
[TRALCS)

« Unique IPA Identifier (UII}
Registration System

[(OASS)
Conternt updated April 19, 2002 o Back to Top
(:1- U, 5, Department of Housing and Urban Developrment Home | Privacy Statement

Figure 3-28: Business Partners Maintenance Screen

14. Select Activate Relationships from the Please enter a Function drop down menu.

15. The Activate Relationships screen will display.
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Secure Systems

Activate Relationships

Fnr
I
system
administration | Activate relationships by entering corresponding activation key. |
+ Assistance Contract [ TIN/SSMN/PHA ID - Name [ Activation Key |

Assignment Maintenance
» Business Partners
Maintenance
+ Participant Assignment .
Maintenance Submit | Cancel |
+ Password Change
+ Prope Assignment
Maintenance

* User Maintenance

+ Active Pariners
Performance System
(APPS])

+ Financial Assessment
Subsystem - Multifamily
Housing (FASSUB)

+ Physical Ascessment
Subsystem (PASS)

Figure 3-29: Secure Systems Activate Relationships for User ID Screen

16. Enter the Activation Keys you have just received and click on Submit.

17. The Successful Transaction Screen will display.
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= System Administration U
Secure Systems | Suceesslul Transactian |
You have vetcewsfully compieted the function.
|

pyriem

administratinn

= P laman Toatract
Appnmmaed Sininesnoy

= Wmamnmn Parleary
P o s

= Fian i A pmiin |
P

= Eapirrird b mrite

= EBrnpariy Assmeeal
i i

B ks s

= P fiwn P arbnarn
Purfrmann b bos
LAPFS]

o Femamial Aywe e
Tenliermyimim - il 1 | iy
Ewmpinn. LLAS YN

N ol Aziswisriil
Teerainin (P AN H

» Pl Isspa s

& Bmpedmal Appni et
Tl imm {RANY B

& Prmesl Saramreeesl
Tenlrmachoim 1433

u il Pl Gl Ak s
o tbd ik v U
(IEALd)

» imtirw P Rk bifer DIELD

Figure 3-30: Secure Systems Successful Transaction Screen

18. Click on OK. You have now assigned Coordinatorship.

3.7 Assigning yourself rights to Company/Companies/Individuals

e Repeat Step 3.5

3.8 Assigning the User System Roles by the Coordinator

3.8.1 Retrieving Your User ID by Coordinator

1. From the Secure Systems Main Menu page select the User Maintenance link under

the System Administration section
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Figure 3-31: Secure Systems Main Menu Screen

2. The User Maintenance Screen will display
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Figure 3-32: Secure Systems User Maintenance Screen

3. Enter the First Name and Last Name of the User in the Search Users Section. And

select

Search Users I

4. The User List Screen will display with the User ID.
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Figure 3-33: Secure Systems User List Screen

Once the Coordinator has retrieved your User ID he can assign the User System roles

1. From the Secure Systems Main Menu page select the Participant Assignment

Maintenance link under the System Administration section
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Figure 3-34: Secure Systems Main Menu Screen

2. The Participant Assignment Maintenance Screen will display
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Figure 3-35: Secure Systems Participant Assignment Maintenance Screen

3. Use your User ID just retrieved and select Assign Participant from the Choose a
Function drop down menu.

4. The Assign Participant for User screen will display
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Figure 3-36: Secure Systems Assign Participant for User Screen

5. Select AUP — APPS Update from the Role Code — Role Description section and the
participant you want to assign user roles to from the Participant Name — TIN —
Participant Type Section

6. Click on _Submit |

7. The Assign Participant Confirmation for User screen will display.
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Figure 3-37: Secure Systems Assign Participant for Confirmation User Screen

. Corfirem . . . . .
8. Click on—I. You will receive a successful transaction confirmation for your
assignment.

9. The User can now submit data for the company/individual
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4.0 Making a Secure Connection

To make a secure connection to HUD’s secure systems, you must log in with your
User ID and password. Because the password is case-sensitive, it must be entered exactly
as you requested it on the online registration application. For example, a password
entered in lowercase letters during registration must always be entered in lowercase

letters upon login to successfully log in to secure systems.

4.1 Accessing the System
There are two methods of accessing APPS:
Method 1

1. Type https://hudapps.hud.gov/HUD_Systems into the Address of your web
browser. Press the Enter key.

2. A Security Alert will display (This window may or may not display based on your

]

Security Alert gl

rio Y'ou are about to view pages over a secure connection.
]

Arw information you exchange with thiz zite cannot be
viewed by anyone elze on the Web.

[ 11 the future, do not show this warming

£ ok, |I Mare Infa I

3. The Connect to hudapps.hud.gov login box will display.

April 2007 FINAL 4.2



APPS Users’ Guide—Industry Chapter 4
National Release Making a Secure Connection

Connect to udapps.hud; Jov

User narne: |ﬂ M11125 ;I

Passward: |u-uu

™ Remember my password

Ik Cancel

4. Enter your User ID and Password. Click

5. The Secure Systems screen will display.
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Iliﬁi“ S ! ! H1 |Dwe‘h —

US, rept. of Honsing
and Urban Development

Systems

Tenant Eental Assistance Certification System (TEACS)
Financial Assessment Subsystem - Mulbfarmly Housing (FASS)
Eeal Estate Ianagement Svystem (EERS)

Ilark-to-Ilarket (M2

Active Partners Performance System (APPS)

System Administration - Guide

o zer Group Mantenance

s [Tzer ID WMamtenance

Participant Azsignment MWMamtenance
Business Partners hMamtenance
Password Change

E = A AN

- =" L
Housing ??? Q HUDweh Back to TDLI
HUDweb Sand hail Help Search Home

Last Modified: Septeamber 11, 2000

Figure -4-1: Secure Systems Screen

6. Click the link Active Partners Performance System. The APPS Home Page will

display.
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Active Partners Performance System

APPS Home Page

Submission Processing:
“Wiewr by Submissions In Process

Participant Processing:

HUD Home

Reports:

HUD LDFP=
—

FPublic reporting burden for this collection of information is estimated to average 30 mimites per
response, including the time for reviewing instractions, searching existing data sources,
gatheting, and maintaining the data needed, and submitting the information. This information is
User ID: tequited to obtain benefits and is mandatory. HUD may not collect this information, and you are
MXX XK not requited to complete this form, unless it displays a currently walid OB control number.

Online Help The regulations at 24 CFR Section 200210 to 200 245 authorizes the 113, Department of Housing
Glossary and Urban Development (HUDN to regquest information from all principals applying to participate
in mdtifamily housing programs. The information will enable HUD to evaluate whether or not
principal participants will honor their legal, financial, and contractual obligations and determine if
they pose an unsatisfactory wnderwriting risk.

Figure -4-2: APPS Home Page Screen

Method 2

1. From the APPS web page, click the link Secure Systems Login.
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Let's talk

Viebcasts
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Help

FIRSTGO

Yaur First Chel taEh 115, G

Hiusing Textonly | Search/index

Home > About HUD > Housing > Multifamily > Multifarnily data

Active Partners Performance System
(Apps)

The active Partners Performance System (APPS)
is a new HUD system that allows HUD's business
partners to submit their Previous Participation
Certification {form 2530) request to HUD for
processing wi

3y Local information
& Printversion
=(Z E-mail this to a friend

Secure System Login

Secure Docs

APPS Quick Reference Guide

Headquarters 2530 Contacts

Questions? Email James E. Collins, Project Manger or call (202) 708-0614 %3279,

ryvorowow

a the Internet.
Facts about APPS

APPS will;

5

replace the current 2530 paper process
provide a more efficient approval process

secure and protect all data sent in by industry through an 1D and password
process

automate the Field Office review process by searching for all flags after the
2530 has been submitted to the Field Office by the business partners

allow Field Offices to view all flags found on an entity, or individual
reduce paper work.

allow entities to keep their personal information updated, i.e. Address, Phone
MNumber, Fax Mumber, etc.

- -

-

v v ¥

Content updated August 29, 2001 © Back to top

Figure -4-3: APPS login page Screen

2. A Security Alert will display (This window may or may not display based on your

browser setting.) Click

Security Alert

i

rio Y'ou are about to view pages over a secure connection.

Ary information you exchange with thiz zite cannot be
viewed by anyone elze on the Wehb.

[ 11 the future, do not show this warming

[ ok, |I Mare Infa I

3. The Connect to hudapps.hud.gov login box will display
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2| x]

User name: |ﬂ M11125 ﬂ

Passward: Iu-uu

™ Remember my password

Ik Cancel |

4. Enter your User ID and Password. Click |

5. The APPS Home Page will display.

Active Partners Performance System

APPS Home Page

Submnission Processing:
Yiew My Submissions In Process

Participant Processing:
Housing

HUD Home

Reports:

HUD LDPs
S

Public reporting hurden for this collection of information is estimated to average 30 minutes per
tesponse, including the time for reviewing insttuctions, searching existing data soutces,
gathering, and maintaining the data needed, and submitting the information. This information iz
tequired to obtain benefits and iz mandatory. HUD may not collect this information, and you are
MXXXX not required to complete this form, unless it displays a currently walid OME control sumber.

Online Help The regulations at 24 CFR Section 200.210 to 200 245 authorizes the 1.3, Department of Housing
Glossary and Urban Development (HUD) to request information from all principals applying to participate
ity traltifarmily housing programs. The information will enable HOD to evaluate whether or not
priticipal participants will honot theit legal financial and contractual obligations and determine if
they pose an unsatisfactory underatiting risk

Figure 4-4: Apps Home Page
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NOTE: To return to the APPS Home Page from any screen within APPS, simply click

f
the button from the Navigation pane on the left.

4.2 Exiting the System

You can exit and return to the Secure Systems screen at any time. Because it is a secure
system containing sensitive information, you should always exit the system when leaving
the computer to ensure that data security is maintained.

To exit the Secure Systems Web page:
1. Save any changes on a screen using the appropriate buttons.

2. Click on the Close L%l control icon in the top right corner of the screen. The
application closes and the desktop displays.

4.3 Your Password

On the Secure Systems page, under System Administration, the Password Change option
allows Users and Coordinators to change their own passwords.

25 NOTE: Unlike User IDs, User passwords are not accessible to Coordinators.

4.3.1 Resetting your password

1. From the Secure Systems screen, click on the FASSWORDRESET] b itton. The Reset
Password screen displays:

April 2007 FINAL 4.8



APPS Users’ Guide—Industry Chapter 4
National Release Making a Secure Connection

iyl Seenre-Systems =«
il

U5, Dept. of Housing

and Urhan Development RESET PASSWORD

*Please note that all of the following fields are required.

User ID I

First Name I

*I

Last Name I
Social Security Number I_— I_- I

Mother's Maiden Name I

Reset Password |

AN

.-/I\r\ 1
L Ezck to TopI
Home

Last Modified: fusgust 16, 2001

Figure 4-5: Reset Password Screen

Change Password

Fleasze enter a new Password
User ID M11125

Old Password: Il
New Password: I
Retype New Password: I ﬂl
{BAack ]

4-6: Change Password Screen

2. Enter your old password as indicated by the appropriate field.

3. Enter your new password as indicated by the appropriate field.
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4. Retype the new password to verify it.

5. Click on the button. The old password is changed to the new password and the
Secure Systems screen displays.

H'HI ) Seenre-Systems =<
I

U5, Drept. of Housing

and Urban Development Systems

*I

FPhysical Assessment Subsystem (PASS)
Active Partners Performance System (APPS)
Tenant Assessment Subsystem (TASS)

Physical Inspections

System Administration - Guide

Uszer Group Maintenance

Uszer ID Mamtenance

Property Assiznment Maintenance

Participant Aszsionment Mamtenance

Business Partners Maintenance

Asgsistance Contract Assionment Mamtenance

Password Change

Figure -4-7: Secure Systems Screen
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||iﬁi|| Sems!%:ﬁﬂ

US, rept. of Honsing
and Urban Development

Systems

Tenant Eental Assistance Certification System (TEACS)
Financial Assessment Subsystem - Mulbfarmly Housing (FASS)
Eeal Estate Ianagement Svystem (EERS)

Ilark-to-Ilarket (M2

Active Partners Performance System (APPS)

System Administration - Guide

o zer Group Mantenance

s [Tzer ID WMamtenance

Participant Azsignment MWMamtenance
Business Partners hMamtenance
Password Change

E = o~ A\

i =" *
Housing ??? D HUDweh Back to TDLI
HUDweb Sand hail Help Search Home

Last Modified: Septeamber 11, 2000

Figure -4-8: Secure Systems Screen

25 NOTE: The password change is not instantaneous; it may take up to 15 to 30
minutes to take effect. Your old password is valid until the new password takes
effect.
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4.3.2 Password Expiration

User passwords expire every 21 calendar days. The system automatically
prompts you to change your password. You must remember how you saved your new

password (i.e., uppercase or lowercase).

If you have gone beyond the 21 calendar days, you will not be able to reset your
password. Password resets can only be performed by Secure Systems Helpdesk, because
it involves security verification of the User’s SSN and mother's maiden name. For

password assistance call the Secure Systems Helpdesk 202-708-0614 x3279.

The hours of operation are: 7am to 5pm EST
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Baseline Submissions

5.0 Baseline Submissions INtroduction:..........ccccccevviviinieiiienie e 5-2
5.1 Creating a Baseline SUDMISSION .........cccvevieiii i 5-3
5.1.1 Adding Principles to Organization Structure.......................... 5-8
5.1.2 Editing PrinCipals.........cccoooiiiiiiiiiesie s 5-14
5.1.3 Removing PrinCipal ........ccccoviiiiiiiieie e 5-18

5.2 Previous PartiCipation..........ccccccveiveiieiiie e e sie e 5-21
5.2.1 Establishing Previous Participation.............cccccceevvevieeiinennnnn, 5-21
5.2.2  Editing Previous Participation.........ccccceeveviieiienniinniiennnns 5-29

5.3 Adding COMMEBNTS......ccciiiieiiieeesee e 5-33
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5.0 Baseline Submissions Introduction:

A Baseline Submission will be the first submission that an organization enters in
APPS. Through this submission an organization will establish its Baseline Organization
Structure and Previous Participation. Baseline Submissions will not require HUD review
- they are simply a means for Industry to set up their 2530-related information in APPS.

In order to submit a Baseline:

e The Applicant must be an organization and must have a Participant record in
APPS or REMS. (If you need to submit information as an individual use the
Edit Previous Participation option from the APPS Home Page to update your
Previous Participation information if any. Then proceed to create a
submission which will take you to the What submission would you like to
create screen, select the appropriate submission and follow the wizard

process to submit your submission to HUD)

e |f the principal being added into the applicant’s organization is an
organization, that organization being added must have completed a Baseline
submission in APPS. If the principal being added is an individual, that

individual must be registered in the system.

e There are currently four types of submission: Baseline, Property, Organization
Change, and Identity Change.

25 Note: You must add at least one individual principal to the Organization
Structure in order to submit a Baseline. Note: You can only modify principals

within the applicant’s first tier.

25 Note: Organizations added as principals must have previously submitted a

Baseline Submission in APPS.
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5.1 Creating a Baseline Submission

1. The Baseline Submission Process is a Wizard process that will take you through each
of the steps. On the APPS home page select “Create Baseline” from the Submission

Processing drop-down list.

Active Partners Performance System

APPS Home Page

Subinission Processing:
View My Submissions In Process |4

Create Submissior

Edit Submission

Viewr My Submissions In Process

HUD Home View My Submissions In Review

Verity Submission History
et

HUD LDFs
—

Public reporting burden for this collection of mformation 15 estumated to average 30 nunutes per
response, inchuding the time for reviewing instructions, searching existing data sources,
gathening, and maintaining the data needed, and submitting the information. This information is
User ID: required to obtain benefits and is mandatory. HUD may not collect this information, and you are
MXXXX not required to complete thus form, unless it displays a cumently valid OMB control number.

Online Help The regulations at 24 CFR Section 200 210 to 200245 authorizes the U3, Department of Housing
Glossary and Urban Development (HULDD to request information from all principals applying to participate
in multifamily housing programs. The information will enable HUD to evaluste whether or not
principal participants will honor their legal, financial, and contractual obligations and determine if
they pose an unsatisfactory undernting risk.

Figure 5-1: APPS Home Page

2. Click L°2]. The “Create Submission” screen displays.
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Active Partners Performance System

Create Submission

TTINV: {no dashes)
or
SSI: {no dashes)
HUD Home
HUD LOPs [AFPPE Home Page

GoA EPLS Last Updated: IIay 12, 2004

User 1D:
M11125

Online Help
Glossary

Figure 5-2: Create Submission Screen

3. Enter the applicant’s TIN.

Subimnit

4. Click
display.

The 2530 Submission, Step 1. Edit Contact Information screen will
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Active Partners Performance System

2530 Submission
Step 1. Edit Contact Information

Submission IT: 11623 | Reason: Bazelme Crganeaton Defirbion

Applic st Test Orpamzation (444355666)
Housing
Chrent Status: In Process, 0471002006

UL Higeres

HUD LDPs

Contact Indormation
* Name: |Jane Do

User ID: * Phome: |777-777-7777
MM Fax:
Online Help Email: |
Gloseary
Pager:

lNEJ-:IEhEp H Seve & Exit | [ Cancel Submission

Figure 5-3: 2530 Submission Step 1 Edit Contact Information Screen

Data Element Description
2530 SUBMISSION
Submission 1D A system generated number used to track submissions throughout APPS
Current Status Describes the current status of the submission
APPLICANT
Select Radio buttons by which Users select an applicant and/or participant
Name Organization Name
TIN/SSN The applicant’s and/or participant’s TIN or SSN
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Data Element

Description

Direct Previous

Participation

Indicates whether the applicant has had any direct previous participation with

a property

Certified

Indicates whether the applicant has completed previous participation

certification

25

APPS will not process a submission until all applicants have

certified.

Select Participant

Processing

A drop-down list containing participant process options

CONTACT INFORMATI

ON

* Name

Contact name

* Phone Contact telephone number
Fax Contact fax number

Email Contact e-mail address
Pager Contact pager number

Applicant Comments

A field in which the applicant can enter comments

Current Submission Status

Describes the current status of the submission

Select Query

A drop-down list containing various queries and reports that the applicant can

request about the submission.

5. Enter the Contact Information. (Note that the Fields marked with an asterisk are

mandatory.) Click on_hextStep |

6. The 2530 Submission, Step 2. Edit Organization Structure screen will display
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Active Partners Performance System

2530 Submission
Step 2. Edit Organization Structure

Submission ID: 11633 Reason: Baseline Organization
Definition
Applicant: Test Organization Cwrrent Status: In Process, 04/10/2006
HUD Home (444555666)
Parent Participant: Test Organization (444555668)), Fairfax, VIR GINIA
HUD LDP=
E5A EPLS
FERZ/F10 Ownership . . L.
Select Mame Type Role Percent Begin Date in Organization
User ID: No principals within this organization.
MXXKXX
Add Principal
Online Help —=
Glossary Frevious Step [ Sawve & Exit l [ Cancel Submission

Tou must add an individual to your organization straction before moving to the next step.

APPS Home Page

Figure 5-4: 2530 Submission Step 2 Edit Organization Structure Screen
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5.1.1 Adding Principles to Organization Structure

1. On the 2530 Submission, Step 2. Edit Organization Structure screen you can add

Add Frincipal

button.

Principals to your organization structure by selecting the

(You can go back to the previous screen at any time by selecting "= ¥1942 St&p |

if you need to change any information during the baseline submission process.)

2. The Participant Search Screen will display.

Active Partners Performance System

Participant Search

TTIN: ino dashes)
or

SSN: ino dashes)

Housing

HUD Home
Search

[ Crganization Structure ]

HUD LDPs

AFPE Home Page
Last Updated: Auwgust 17, 2004

Figure 5-5: Participant Search Screen

3. Enter the principals TIN or SSN.

&S Please note that the TIN or SSN numbers should have a record in APPS before
you can add a participant to the organization structure. If the participant does not
exist you would need to register the participant in APPS and complete requesting
necessary authorizations. Please refer to Chapter 3 for information on the

Registration Process.
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4. Select Search, the Add Principal within Organization screen will display

User I0:
AR RAN

Online Help
Glossary

Active Partners Performance System

Add Principal to Organization

Frefix: w
* Furst Mame: -

Iilicdlle:
* Last Name: Doz

Sl -
*REM: 111222666

Physical debrvery address
* Addrese: 234234 King weay

* oy Alexandia

* Brate: WIRGIMLA, w
* Zip Code: 22312

* Covmitry Uga  »

Ii commiry mot United Seates

Temmitory: -
* Pastal Code:
* Floae: 23423422 34
Fax:
E-mmanl:
Pager:
FPavent Participaot: Test Organizabon
* Flole m Entuiy: Marnber
Bale Comument:
* Pevcent Cramership in Ewtity: [ L {100 0
* Bravnmg Dhave in Entiry: 12 B1E  EA0is {uitm- dld- g
| Senve
[ Fararl Organizalion Sruchaee |

2630 SubmisEion J

Figure 5-6: Add Principal to Organization Screen
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Data Element Description

INDIVIDUAL

Prefix Select a prefix from the drop-down list, if applicable.

* First Name Principal’s first name

Middle Principal’s middle name

* Last Name Principal’s last name

Suffix Select a suffix from the drop-down list, if applicable

SSN Principal’s Social Security Number (pre-populated from the Participant
Search screen)

* Address The parent organization’s street address (pre-populated from the organization’s
data in APPS; this information can be edited)

* City The participant’s city (pre-populated from the organization’s data in APPS this
information can be edited)

* State A drop-down list displays a list of states (pre-populated from the
organization’s data in APPS this information can be edited)

* Zip Code The participant’s zip code (pre-populated from the organization’s data in
APPS this information can be edited)

* Country A drop-down list displays a list of counties (pre-populated from the

organization’s data in APPS this information can be edited)

Foreign Territory

The foreign territory, if applicable (pre-populated from the organization’s data

in APPS this information can be edited)

* Foreign Postal Code

The foreign postal code, if applicable (pre-populated from the organization’s

data in APPS this information can be edited)

* Phone The organization’s telephone number (pre-populated from the organization’s
data in APPS this information can be edited)
Fax The organization’s fax number (pre-populated from the organization’s data in

APPS this information can be edited)

April 2007
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Data Element Description
E-mail The organization’s e-mail address (pre-populated from the organization’s data

in APPS this information can be edited)

Pager An organization’s contact pager number (pre-populated from the

organization’s data in APPS this information can be edited)

Parent Participant A pre-populated field displaying the name of the parent participant
* Role in Entity A drop-down list displaying roles
Role Comment A field for any comments about the role

* Percent Ownership in Percent of the organization that the participant owns
Entity

* Starting Date in Entity | Date the participant became associate with the organization

ORGANIZATION

* Name Current name of the organization.

TIN The organization’s Tax Identification Number (pre-populated from the

Participant Search screen)

Legal Structure A drop-down list displays a list of legal structure types.
Type of Ownership A drop-down list displays a list of ownership types.
* Address The participant’s street address

* City The participant’s city

* State A drop-down list displays a list of states

* Zip Code The participant’s zip code

* Country A drop-down list displays a list of countries.
Foreign Territory Enter the foreign territory if applicable.

* Foreign Postal Code Enter the foreign postal code if applicable.

* Phone The organization’s telephone number

Fax The organization’s fax number

E-mail The organization’s e-mail address
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Data Element

Description

Pager

An organization’s contact pager number

Parent Participant

A pre-populated field displaying the name of the parent participant

* Role in Entity

A drop-down list displaying roles

Role Comment

A field for any comments about the role

* Percent Ownership in

Entity

Percent of the organization that the participant owns

* Starting Date in Entity

Date the participant became associate with the organization

5. Enter the following principal’s information: Role in Entity, Percent ownership in

entity and Starting Date in Entity. (Fields marked with an asterisk are required).

25 Ifthe role is ““Other” you must enter comments.

6. Click L= | The screen refreshes with the message, “Principal has been added

successfully.”

April 2007
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Active Partners Performance System

2530 Submission
Step 2. Edit Organization Structure

Principal has been added successfully

MU Home Submission ID: 11653 Reason: Baseﬁpe Chrgatization

= Deefinition

HUD LOP: Applicant: Test Orgamzation Cwirent Status: In Process, 04/10/2006
(A44555668)

GSA EPLS

Parent Participant: Test Organization (4445556667, Fairfas, WVIRGINIA

User ID:
Select MName Type Role 0;"::::]]::" Begin Date in Organization
Online Help
Glossary 3 Doe, James (111222686) (Individual WMember 1] 1271252005
[ Add Principal ] [ Edit Principal ] [ Remaowve Principal ]
[ Frevious Step ][ Mext Step ][ Sawe & Exit ] [ Cancel Submission ]

AFPE Home Page

Figure 5-7 — 2530 Submission Step 2 Edit Organization Structure Screen

7. To add another principal repeat this process.

8. If the information was added incorrectly, you may modify the principal’s information

by selecting the principal and clicking on modify the principal’s information, select

Edit Principal

the principal and click ] OR to remove the principal click

on Femave Frincipal | You can also cancel the submission at any time by

Cancel Submission |

selecting

9. Selecm.
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Please note you must have one individual in your organization structure before you

can move to the next step.

5.1.2 Editing Principals

1. To edit a principal from the 2530 Submission Step. 2 Edit Organization Structure
screen; select the principal to be edited by clicking on the radio button next to
TIN/SSN.

2. The Edit Principal within Organization Structure Screen will display.
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Active Partners Performance System

Edit Principal within Organization

Prefix: w
* First Name: | James
Maddle:
HUD Hev * Last Name: Doe
- S“Iﬁx: A
HUD LOPg
* B8N: 111222666

Flhyvsical delivery address
* Address: 234234 King way

RMEEERY

= City: \Alexandria

Online Help * State: VIRGINIA &

*Zip Code: [22312 |-
* Conmitry: Uss w

If commny mot Unared States

Temitory: v
* Postal Code:
* Phone: 2342342234
Fax:
E-mail:
Pager:
FParent Participant: Test Orgamzation
* Role in Entity: Member v
Raole Comment:
* Percent Orwmership in Entity: 0 ) { 100 0
* Btarting Date m Entity: 12 Bl23 2005 o= dd-wvvv)
=
| Farent Drganization Structure |

[ 2530 Submission |

Figure 5-8: Edit Principal within Organization Screen
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3. Edit the principal’s information. (Fields marked with an asterisk are required)

4. Click . The Edit Principal within Organization screen refreshes with the

message, “Save was successful.”
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Active Partners Performance System

Edit Principal within Organization

Save was successiul

Prefix: v
* First Name: |James
HLID Herog hliddle: |
HUD LOFE * Last Name: |Dn:m
4 EPLE Suffx: ot
*8SN: 111222666

User ID: FPliysical delivery addvess

MEXRX * Address: 234234 King way

Online Help |

Glossary * City: [A!Exundrm.

* State: WIRGIMLA 3
* Zip Code:  [22312 |

* Commtry: UsSA  |w

If conmtv not Uated States

Teritory: w
* Postal Code:
* Phone: [234-234-2234
Fax:
E-mail: |
Pager:
Parent Participant: Test Orgamzation
* Role in Entity: Member 'v
Fole Comment:
* Percent Crwnership m Entuty: 0 L8 { Lacn
* Btarting Date in Entity: 12 S|21  E|2005 (- dd-sev)
Seve
[ Farant Organization Structure ]
[y re—

Figure 5-9: Edit Principal within Organization Screen
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5.1.3 Removing Principal

1. Toremove a principal, from the 2530 Submission Step. 2 Edit Organization Structure
screen; select the principal to be removed by clicking on the radio button next to
TIN/SSN.

Active Partners Performance System

2330 Submission
Step 2. Edit Organization Structure

Submission ID: 11633 Reason: Easeline Organization
Defirstion
Apphcant: Test Orgameation Cwrent Status: In Process, 050172006
HUD Horme {444555 5'5 6)

Parent Participant: Test Orgamuzation (444555666), Fanfax, VIRGINIA

HLUID LD g

Select TName Type  Role ™M Begin Date in Organization
MEEEX O Doe, James (111222668) | Individual Member 0 1272152005
() Test2Corp (111222388) Organmation Member i} 1240272005
Online Help
Glossary
| AddPrincipal || EditPrincipal ||  Remove Principal |
[ Previous Step || MNesaStep || Save&Exit | |  Cancel Submission |

AFPS Home Page

Figure 5-10: 2530 Submission Step 2 Edit Organization Structure Screen

2. Click LRemove Principal | The Remove Principal from Organization screen displays.
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Active Partners Performance System

Remove Principal from Organization

Name: Test 2 Corp
* TIN: 111222888

Legal Stucture: |Corporation

Lype of . Profit Motivated
Owmnership:
Physical dehivery address
Address: 2 Test Way
User ID:
MIXEXEX City: Springfield
Online Help State: WVIRGINIA
Glossary
Zip Code: 22315
Cowntry: US4
If country not United States
Territory:
Postal Code:
Phone: 234-234-4523
Fax:
E-mail:
Pager:
Parent Participant: Test Organization
Role in Entity: Iember

Role Comunent:
Percent Ownership in Entity: 0%

Starting Date in Entity: 12/02/2005 (run-dd-yyyy)

Endmg Date in Entity: - - {voxn- dd-vyvy)

or

Check here if principal originally added in exvor: []

[ Remawve Frincipal ]

[ Farent Organization Structure ]

[ 2530 Submission |

APPE Home Page

Figure 5-11: Remove Principal from Organization Screen
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3. Enter the principals ending date in the entity.

4. Click | Remove Principal | e Organization Structure screen displays with the message,

“Principal has been removed successfully,” and the radio button next to the removed

principal will not display.

5. You also have the option of selecting the checkbox for principally added in error.
Please note that you have to have atleast one individual in your organization structure

even if you select this step and remove the principals from your organization tier

structure.

Active Partners Performance System

2530 Submission
Step 2. Edit Organization Structure

Principal has been removed successfully

Housing
I Submission ID: 11653 Reason: Baseline Crgarization
HUD Horme Definition
HUD LDFs Applicant: Test Orgamization Cwirent Status: In Process, 05/01/2006
(444555666)

Parent Participant: Test Organization (444555666), Fairfax, VIRGINIA

BEEERX 5
Select Name Type Ruole 0;:;?:]:?’ Begin Date in Organization
Online Help
Glossary (0 Doe, James (111222666 Individual Member a 1242152005
[ Add Principal ] [ Edit Principal ] [ Rermowve Principal ]
[ Frevious Step H Mext Step ][ Sawe & Exit ] [ Cancel Submission l

AFPE Home Page

Figure 5-12: 2530 Submission Step 2 Edit Organization Structure Screen
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5.2 Previous Participation

25 You can only add/edit Previous Participation while entering a submission and

prior to sending the submission to HUD.

&5 Previous Participation is accessible from the APPS Home Page in the Participant
Processing drop-down list, the 2530 Submission screen, the Organization
Structure screen, and the Submission List screen from the Select participant

processing drop-down list.

5.2.1 Establishing Previous Participation
1. The next step in the submission process is the Previous Participation.

2. From the 2530 Submission, Step 3 Edit Previous Participation screen

select Frevious Faricipation !
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Active Partners Performance System

2530 Submission
Step 3. Edit Previous Participation

Submassion IT»: 11633 Reasomn: PBaselne Organization Defiition

Applicant: Test Orgamzation (444555666)

Cwmvent Stams: In Process, 0471002006
HUD Home
HUD LDFs
b Applicant

Direct Inherited
S Select Name TIN/SSN  Previous = Previous
By Participation Participation
O | Test Organization 444555666 Mo Mo

Online Help
Glossary

Participants

Tl e Direct Inherited

Seleci  Name Type Ruole Percent  Organization Previous Previous

Participation Participation
Doe, Jaties . ]
(111222666 [dividual Member | 0 12/12/2005 e o
I Previous Parficipation ]
Previous Step || MextStep || Save&Exit | [  Cancel Submission

[APPS Homie Paze]

Figure 5-13: 2530 Submission Step 3 Edit Previous Participation Screen

3. The Previous Participation List screen will display
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Active Partners Performance System

Previous Participation List

Submission ID: | 11633 | Reason: [Baseline Organization Definttion
Applicant: . Test Orgamzation (444555666

Cwirent Status: InProcess, 6/2/2006

Housing

HUDO Horne

Tamnes Doe (111222666)

Parficpant: "y | ndria, VIRGINIA

HUD LOF=

GEA EFLS

Direct Previous Participation Eecords (1 - 13 of 1

User ID:
; Last  Last Management Review
MEEXHX Select Property Name A ul}.IUD ThoD Prg:erl}' From Date = To Date Update andor
tifamily? Date Physical Inspection
gl"'"“’ Hel CURRENT Mgz R
lossary APARTMENTS Yes Lessas/ - oo
O | (000000O0O)  (Indianapelis Cperatar | V3142006 | 05/14/2008 | 061,206 o

MISHAWAKA, | Field Office)
IH

Inherited Previous Participation
Last  Last Management Review

TUpdate and/or
Date Physical Inspection

Property |Inmherited HUD Property | From To
Name From Ruliifamily? | Role Date Date

Plaza 12 HITEL Tes
Plaza Select Crartieef

(00000000), [Properiics (I\ﬂaa;‘;ui;eld Martgagor 25/20/2004 Cusreat 130212005
MIAMLFL| LP.
Add Participation | [ Edit Participation

Delete Paricipation

Figure 5-14: Previous Participation List Screen

4 Click on Add Faricipation

will display.

. The Previous Participation Property Search screen
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Active Partners Performance System

Previous Participation Property Search

*  Property Role: 3
(%) HUD Property: () Other Property:
Housing
HUD Home HUD Multif amily Property
D Lo fompart ]
HUD LDPe MNumber: 01
GSAEFLS FHA Numiher: |:| or
S — .
Properiy Mame: |
User ID:
R Search

Online Help
Glossary

AFPE Home Page

Figure 5-15: Previous Participation Property Search Screen

5. Select a Property Role (note the fields marked with an asterisk are mandatory.) Fill in
the HUD Multifamily Property section or Other Property information in the fields

provided.

Data Element Description

PREVIOUS PARTICIPATION PROPERTY SEARCH

Property Role | Drop Down List of Property Roles

HUD MULTIFAMILY PROPERTY

Contract Number Contract number associated with the property (Section 8, Rent Supplement,
etc.)

FHA Number Code representing a specific grant, loan, or insurance on a property.
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Data Element Description

Property ID REMS system-generated identification number given to a property.

Property Name Current name of property

OTHER PROPERTY

ID Identification number given to the property by responsible agency.
Type A drop-down list displays types of non-HUD Multifamily properties
Name Current name of the property

City City in which the property exists

State A drop-down list displays a list of states

6. Click Search

7. The Previous Participation Property List screen will display. If there are several
properties displayed, select the property for which you want to establish Previous

Participation by clicking the radio button next to the Property Name.

8. Click L_Provous Parichsion | The previous Participation Detail screen displays.

25 Note: for Other Properties, using the above chart as a guide, enter the
appropriate data.

25 Please ensure that the following mandatory fields have information in them
before you click save on this page; The “From” and ““To” dates, the ““Loan
Status™, ““As of date”” and ““Was Loan in default”

If you did not receive a physical inspection or a management review score during
the time you were part of the property, ensure that all the field in those two
sections are cleared before saving the previous participation information.
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Active Partners Performance System

Frevious Participation Detail

Sebadikaa Xk ||| Busakna Cigariztion Dafisitian

raby Al ann BBC [| ]
Curremi S In Pezcan, L

TPt it Test Crgasization, (224555666), Farfar, VIRGINLA

Prapeaty Mane:
Prapenty ID: 200000
Prapeaty Type:  Butfunly
Camtract Moish: Honz

FHA Maish [REnEH ]

Oalise Help AgemcyBals Information

Cloasary
Agency: HLUD Frujeci Bale:  Mambar 3
l-mli-ns:m ! i ;.D:Tml B [T rcheck £ corrert)

Asfinden Commei:

Loar Seatws fuforsmaten
3 As of D =
Laan St (mmddirrry) - >
Laan St Crommmai
Wl prajert in defunlr during rour H
particiatian S e
Exphaatian Fer Praject De i}
Lot Phiysleal Tnspecton
Taspedtan —
el ] Dam: =
[T ] _
REAC Sewre [ = Raring v
Periarmed -
By
Explasation far Haring
Plrrarsd Irspertion bisrmarian reriered frvm HCD e Dt
Taspertan
Wriim idididid Tae: SR
) (mm/dd rrrrl
REAC e
Seare! - Rarikg
Perfurmed
Br
Laxt Mamagemeni Beviow
Fexting. Satnfectary %
il

Fuplanatian far Haring

Fravioss Partcizeton List

Figure 5-16: Previous Participation Detail Screen
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Data Element

Description

PREVIOUS PARTICIPATION DETAIL

Submission ID

System-generated identification number given to a submission

Participant Name of the participant (pre-populated from the 2530 Submission screen)
Reason Reason for the submission (pre-populated from the 2530 Submission screen)
Applicant Name of the applicant (pre-populated from the 2530 Submission screen)

Current Status

Current Status the submission is in

Property Name

Pre-populated field displaying the current property name

Participation Property 1D

Pre-populated field displaying the REMS property ID.

Property Type

Multifamily or Other property

Contract No(s):

Contract number associated with the property (Section 8, Rent Supplement,

etc.)

FHA No(s):

Pre-populated code representing a specific grant, loan, or insurance on a

property

AGENCY/ROLE INFORMATION

Agency:

Select the agency with which the previous participation was associated from

the drop-down list

25 Note: Agencies for HUD properties and Non HUD properties differ.

See the descriptions in the Drop-down lists at the end of the chapter.

Project Role:

Select the project role held in previous participation from the drop-down list

From Date: The date from which the participant participated in the property

To Date: The date until which the participant participated in the property. This field
should be left blank if the “Current” field is selected.
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Data Element

Description

Affiliation Comments:

Text field for any comments related to affiliation

LOAN STATUS INFORMATION

Loan Status

A drop-down list displays loan statuses

As of Date:

The date as of which the loan was at the above status. The date must fall

between the “From” and “To” dates.

Loan Status Comment

Text field for comments related to the loan status

Was Project in default

during your participation?

Radio button indication Yes or No

Explanation For Project
Default(s):

Text field for explanation for project defaults

LAST PHYSICAL INSPE

CTION

REAC Score:

The first field is for the numbered score. Select the letter score from the drop-

down list. Both fields must be completed.

Inspection Number:

Unique identifier for physical inspections from PASS.

Rating:

A drop-down list displays ratings

Performed By:

A drop-down list displays groups that perform inspections

Inspection Date:

Date inspection took place

Explanation for Rating:

Text field for explanation for rating (required if below average or less)

LAST MANAGEMENT REVIEW

Rating:

A drop-down list displays ratings

Performed By:

A drop-down list displays groups that perform reviews

Review Date:

Date review took place

Explanation for Rating:

Text field for explanation for rating (required if below average or less)
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Save

9. When all required information has been entered, click . The Screen refreshes

with the message, “Save was successful.”

11. Click |_Previous Participation List | g6 hack to the Previous Participation List screen.

Editing Previous Participation

25 Note: APPS now allows previous participation to roll down to all the participants
when added via the Edit Previous Participation option.

2S5 Note: Please ensure that the following mandatory fields have information in them
before you click save on this page; The “From” and “To’” dates, the *“Loan
Status™, ““As of date” and ““Was Loan in default™

25 Note: If you did not receive a physical inspection or a management review score
during the time you were part of the property, ensure that all the fields in those
two sections are cleared before saving the previous participation information.

25 Note: Once a Property Submission is approved by HUD please ensure that the
previous participation for the new property is added to the participants in your
organization structure.

1. From the APPS home page select “Edit Previous Participation” from the Select
Participant Processing drop-down list.
OR

From the 2530 Submission screen, select “Previous Participation” from the Select

participant processing drop-down list.

2. Click L%%]. The Previous Participation Search screen or the Previous Participation List

screen displays depending on where you started. (Enter Participant TIN or SSN if at

Search page and Previous Participation List screen will display)
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Active Partners Performance System

Previous Participation List

Submission ID: | 11633 | Reason: [Baseline Organization Definttion
Applicant: . Test Orgamzation (444555666

Cwirent Status: InProcess, 6/2/2006

HUDO Horne
Tames Doe (111222666)

Parficpant: "y | ndria, VIRGINIA

HUD LOF=

Direct Previous Participation Eecords (1 - 13 of 1
Last  |Last Management Review

MEEXHX Select Property Name M ul}.IUDE ily? Prg:erl}' From Date  To Date Update andor

: Date Physical Inspection
glrlllne Help CURRENT Dzt R
Lalossary APARTMENTS | Ves P— Mty 3 3008 T3 p0ALE

| (000000000 |(Indianapolis 031472006 | 02/14/2006 | 06/01,/2006
MISHAWAKA, | Field Office)

IH

COperator HUL/ Condractor

Inherited Previous Participation

Property | Iuherited HUD Property From To Last  Last Management Review

G ey TUpdate and/or
Name From  Rluliifamily? Role Date Date Date Physical Inspection
Plaza 12 HITEL Tes
Flaza ) Select | et | 970 002072004 (Cusrent (03/02/2005
(00000000Y - Properties, Office) hottgagor
MIAMLFL| LEP.
Add Participation | [ Edit Participation

Delete Paricipation

Figure 5-17: Previous Participation List screen

3. Select Previous Participation to edit by clicking the radio button next to the Property

Name.
4. Click Edit Participation.

5. Edit the appropriate fields.
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Active Partners Performance System

L | W Ot Bl

Previous Participation Detail
BuBMISSION ID: | 1555
REASON: Baseline Organization Delfinition
APPLICANT: T 11
CURRENT .. o ol
BTATUS: '
PARTICIPANT: :_.:. .
PROPERTY MAME:
PROPERTY 1D:
PROPERTY TYPE: MNon-HUD
CITY: Colorade City
L 1D:
MK SIATES €O
Agency /Role Information
Omling Hilp
Llossary Agency: [l’.on'- entianal Property __-_j Project Rale: |l:.;-r-.--:t-cr |
F Date: [, i [ Ta Date: W L i
(mm‘r?d"},"',r;) [10/03/2008 | [ :mm;dd?r?rﬁ [1o/10/2006 ||l | (chack iF cument)
Affiliation Comments:
=]
E
|
Loan Status Information
Ax aof Date | mal
Loamn Status - Immfdd;frv':v? [ -
Loan Status Comment
|
=
Was project in default during your ~ ~
participation Tas Ma
Cuplanation For Project Defawlt{s)
=l
=
Last Physical Inspection
- Inspection F
Inspection 1 Data: [ 1 -‘T
R ] {mmfddfyyyy) )
RLAL Scare I -I Rating 'i
Periormed By | =]
Explanation for Rating
5
|
—u
Figure 5-18: Previous Participation Detail screen
6. Click L=# | Screen displays with the message, “Save was successful.”
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7. When you are finished, click [_Previous Participation List | The previous Participation

List screen will display with your new information.

Active Partners Performance System

Previous Participation List

Submission ID: 11633 | Reason: Baseline Organization Defintion
Applicant: . Test Orgamization (4445055666)

Cwrrent Status: In Process, 6/2/2006

HUD Home

James Dioe {111222666)

Participant: "y endria, VIRGINIA

HUD LDFs

GSA EFPLS

Direct Previous Participation Eecords (1 - 1) of 1

User ID:
i Last  |Lasi Mamagement Review
MXXEXX Select Property Name M ulmﬁ ily? Plg;erty From Date = To Date Update andfor
: Date Physical Inspeciion
g:ilme Help CURRENT Mgmt R
Glossary APARTMENTS Ves P - S AL

L] (0000000000 [(Indianapolis 031472006 | 057142006 | 06/01/2006
MISHAWAKA, | Field Office)

N

Operator HUTC cptractor

Inherited Previous Participation

Property | Inherited HUD Property | From To Last | Last Management Review

S Update andfor
Name From | Multifamily? Rale Date Date Date Physical Inspection
Plaza 12 HIJKL Ves
(UU'%EU[E%U) i Selemc.t (MiamiField | WMember 09/30/2004 Cutrent 03/02/2005
_ |Properties, Office)
MIAML FL| LEF.
Add Participation | [ Edit Participation

[ Delete Participation ]

Figure 5-19: Previous Participation List Screen
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8. Click on |_ 2530 Submission Edit Frewvious Farticipation to return to the 2530
Submission page.
5.3 Adding Comments

1. The 4th step in the Baseline submission process is the Applicant comments section.

From the Edit Previous Participation screen click on ml. The 2530
Submission Step 3, Edit Applicant Comments screen will display.

Active Partners Performance System

2530 Submission
Step 4. Edit Applicant Comments

Submission ID: | 11633 | Reason: Baseline Orgamzation Definthion

Applicant: . Test Organization (444555666)

Cwrent Status: In Frocess, [
HUD Home

HUD LOPs
SSAEBFLS Apphicant Comments:

25 Contacts

User ID:

Online Help
Glossary

Frevious Step l [ Finish ] [ Cancel Submission

AFPPE Home Page

Figure 5-20: 2530 Submission Step 4. Edit Applicant Comments screen

2. Add comments and Click on. You will redirected back to the APPS Home

page with the message that your Baseline Submission is completed.
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Active Partners Performance System

APPS Home Page

Baselne Submission completed

Submission Processmg:
Yiew My Subimissions In Process |

T Participant Frocessing:

e

HUD LDPs

| EPLS
Reports:

v

Public reporting hurden for this collection of information is estitmated to average 30 minutes per
responge, including the time for reviewing instractions, searching exsting data sources,
gathering, and maintaining the data needed, and submatting the information. This information iz
Online Help required to obtain benefits and is mandatory. HUD may not collect this information, and you are
Glossary not requited to complete this form, unless it displays a currently walid OMEB control noamber.

User ID:
Jul 00

The regulations at 24 CFR Section 200210 to 200,245 authotizes the .3, Department of Housing
atid Urbian Developmert (HUD) to request information from all prinecipals applying to participate
it poltifamily housitng programs, The information will enable HUD to evaluate whether or not
priticipal patticipants will honor their legal, financial, and contractual obligations and determine if
they pose ah wnsatisfactory underwtiting risk.

Figure 5-21: APPS Home Page- Baseline Submission completed.
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Editing Participants

6.0 Editing Participants INtroduction: ...........ccccocevvvviviiv e 6-2

6.1 Editing a PartiCipant...........cccccoceviiiiieiieesic e 6-2
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6.0 Editing Participants Introduction:

APPS re-engineers the HUD 2530 submission process, automating the process
Industry participants use to submit 2530 information. APPS will allow Industry Users to

enter submissions and check the status of submissions via the internet.

To ensure that Industry and HUD staff can easily track and reference submissions,
APPS will assign each submission a unique Submission ID. In addition, APPS will

maintain a Status History to ensure changes to the status of a submission can be traced.

6.1 Editing a Participant

1. On the home page, select “Edit Participant Detail” from the Participant Processing

drop-down list.

2. Click L®2] The Participant Search—Participant Detail screen displays.
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Active Partners Performance System

Participant Search

Participart Detail
TTIN: {no dashes)
or
Housing
SSN: {no dashes)
HUD Home
HULD LDP=

PLS

APPE Home Page
Last Updated: August 17, 2004

Contacts

User ID:
M11125

Online Help
Glossary

Figure 6-1: Participant Search—Participant Detail Screen

3. Enter the participant’s TIN or SSN

4. Click .The Participant Detail screen displays either for the organization or for

the individual.
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Active Partners Performance System

Participant Detail

* Name: |Utach
TIIN: 111555333
Legal Stucture: Jomt Venture
Housing .
Type of Ovmership: Profit Motivated
HUD Heme Physical dehivery address
HUD LDPs * Address: |99E|35 Kingstowne Crossing
PLS |
* City: kg
* State: HaAMA W
User ID: e
M11125 le] Cl](le: RE214 =
* Country: United States of Ametica v

Online Help
Glossary

If country not Unated States

Teritory: |

* Postal Code: |

* Phone: |889-333-0034
Fax:
E-mail: |

Pager:

Sawve

— Select participant processing — |

APPS Home Page
Last Updated: July 13, 2004

Figure 6-2: Participant Detail Screen (Organization)
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Active Partners Performance System

Participant Detail

Prefix: hdr. v

* First Name: |.Jim

Mhddle: Liam

Housing * Last Name: |Conners
HUD Home Suffix: = 3
SSN: 666388444
HUD LDPs
Physical dehvery address
EFLE

* Address: |??9 Mickey Drive
¢ Contacts |
User ID: * City: |Oklaharma City
M11125 * State: OELAHOMA, v
Online Help *Zip Code:  |44545 -
Glossary

* Country: United States of Ametica ~

If country not United States

Territory: |

* Postal Code: |

* Phone: |223-457-2346
Fax:

E-mail: |

Pager:

Save

— Zelect participant processing — %

APPE Home Page
Last Updated: July 13, 2004

Figure 6-3: Participant Detail Screen (Individual)
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5. Using the following chart as a guide, edit the participant’s information.

Data Element

Description

PARTICIPANT DETAIL (

Organization)

Name

Current name of the organization.

TIN

The organization’s Tax Identification Number (To edit these fields you need
an Identity Change 2530 submission) pre-populated from the Participant
Search screen)

Legal Structure

A drop-down list displays a list of legal structure types. (To edit these fields
you need an ldentity Change 2530 submission)

Type of Ownership

A drop-down list displays a list of ownership types. (To edit these fields you
need an Identity Change 2530 submission)

Address The participant’s street address

City The participant’s city

State A drop-down list displays a list of states
Zip Code The participant’s zip code

Country A drop-down list displays a list of countries.

Foreign Territory

Enter the foreign territory if applicable.

Foreign Postal Code

Enter the foreign postal code if applicable.

Phone The organization’s telephone number

Fax The organization’s fax number

E-mail The organization’s e-mail address

Pager An organization’s contact pager number

April 2007 FINAL 6-6




APPS Users’ Guid
National Release

e—Industry

Chapter6

Editing, Participants

PARTICIPANT DETAIL (Individual)

Prefix Select a prefix from the drop-down list, if applicable.

First Name Participant’s first name

Middle Participant’s middle name

Last Name Participant’s last name

Suffix Select a suffix from the drop-down list, if applicable.

SSN Participant’s Social Security Number (To edit these fields you need an
Identity Change 2530 Submission)

Address The participant’s street address

City The participant’s city

State A drop-down list displays a list of states

Zip Code The participant’s zip code

Country A drop-down list displays a list of countries

Foreign Territory

The foreign territory, if applicable.

Foreign Postal Code

The foreign postal code, if applicable.

Phone The participant’s telephone number

Fax The participant’s fax number

E-mail The participant’s e-mail address

Pager An participant’s contact pager number

6. Click L= ] Screen refreshes with the message, “Save was successful.”

25 Note: You can always view a participant’s information; however, you can only

edit the information if the participant does not have a coordinator.
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5

Editing, Sending, Canceling,

Withdrawing Submissions

7.0 Editing, Sending, Canceling, Withdrawing Submissions............ 7-2
7.1 Editing @ SUDMISSION......ccoiiiiiiic e 7-2
7.2 Sending the Submission to HUD ..........cccccceeiieiic i 7-5
7.3 Canceling @ SUDMISSION ......cuviiiiiii i 7-6
7.4 Withdrawing the SUDMISSION .........cccvviiiiieiie e 7-7
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7.0 Editing, Sending, Canceling, Withdrawing Submissions

7.1 Editing a Submission

1. On the APPS home page select “Edit Submission” from the Submission Processing

drop-down list.

Active Partners P pation System - Microsoft Internet Explorer

File Edit  Wiew

GBack - e - \ﬂ lELI ;\I /ﬁ\: Search ‘sn'\'(Favor\tes @Media @j‘. = ©

Favorites  Tools  Help i

e 3

Address |ﬁj https: vz hud, goviG0fssmaster_apps_dfappsfapps001.cfm v| (=) Links **
Google + |mals v| @osesrchweh - | § (502525 blacked B optiors & | [ mals
~
Active Partners Performance System
APPS Home Page
Submission Processing:
Create Subrmission A
Create Submission
Edit Submission
Housing
Wiew My Submissions In Process
HUD. “iew My Submissions In Review
Public reporting burden'/erify Submission History jted to average 30 minutes per
response, including the time for reviewing instructions, searching existing data sources,
gatheting, and maintaining the data needed, and submitting the information. This information is
required to obtain benefits and is mandatory. HUD may not collect this information, and you are
notrequired to complete this form, unless it displays a currently valid OMB control number,
The regulations at 24 CFR Section 200.210 to 200.245 authorizes the U3, Department of Housing
i and Urban Development (HUDN to regquest information from all principals applying to participate
User 1D: it tmaltifamily howeing programs. The information will enable HUD to evaluate whether o not
M11125 principal participants will honor their legal, financial, and contractual obligations and determine if
they pose ah unsatisfactory underariting risk.
Online Help
Glossary
Last Updated: June 16, 2004
hd
< >
X | Discussions * | IJ % tﬂ ﬁ | Subscribe. .. ‘ | Q Discussions nat available on https: iz hud. gow:80) @

&]D

2. Click

Go

Figure 7-1: Submission Search Screen

The Submission Search screen displays.
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Active Partners Performance System

Searchhy:
Housing Sean:]l'hy:
HUD Home
HUD LDPs
Search For:
With Status of:
User 1D:
M11125
Online Help
Glossary
Created Date:

3. Using the chart below

Submission Searcl

Submission ID:

TIN: (no dashes)

or
SEN: (o dashes)
(%) Applicant Submissions

) Al Submissions

(=) A1

() In Process

() In HUD Review

() With Final Disposition

From:

To:

(mm-dd-yyyy) (optional)

10 o7 _ 2004 (m_dﬂ_}m)

APPE Home Fage
Last Updated: August 17, 2004

Figure 7-2: Submission Search Screen

, enter the appropriate search criteria.

Data Element

Description

Submission ID

System-generated identifying number unique to each submission

TIN (no dashes)

Tax Identification Number of a participant

SSN (no dashes)

Social Security Number of a participant
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Search For: Select the radio button for either Applicant Submissions (submissions in
which the participant in the search criteria is the applicant) or All

Submissions.

With Status of: Select the radio button for either All, In process, In HUD Review, or

with Final Disposition.

Created Date:

From: Date range from (mm-dd-yyyy) (optional)

To: Date range to (mm-dd-yyyy)

4. Click . The Submission List screen displays.

Active Partners Performance System

Submission List

Onyx Inc. (666222444)

Applicant: py - NEW YORE

Records (1 - 1) of 1

S Date of Last Reason For
Select Submission ID Action Submission Status
[O] Ta50 0fF224F2003 | Baseline Organization Definition Baseline Established
User ID: [ 2530 Submission |

M11125

[ Submission Search ]

Online Help
Glossary

% G

Select query

APPS Home Page
Last Updated: ITay 19, 2004

Figure 7-3: Submission List Screen
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5. If more than one submission is listed, select the submission you wish to edit, then

click 2630 Submission

OR

. The 2530 Submission screen displays.

Select another process from the Select participant processing drop-down list.

OR

Click Submission Search to return to the Submission Search screen.

7.2 Sending the Submission to HUD

25 Note: Do not forget to get your certification and send your 2530 submission

package.

25 Note: Make sure at least one individual is in the company before sending it to

HUD.

&5 |f the participants in your organization structure have previous participation that
is different from the applicant, they are required to submit their own 2530 for this

submission.

1. On the 2530 Submission Send to HUD screen you can click

ready to submit your submission. A warning will display.

=end To HUD

if you are
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obiwan . hud.gov - [JavaScript Application] |
@ Letion cannot be reversed
Change stahas to " Send To HITD"?

0k | caced |

2. If you still wish to send the submission to HUD, click L_2&_]. Once the submission
has been sent to HUD, the 2530 Submission screen displays with the message,

“Submission sent to HUD successfully.”

&5 Once sent to HUD the status will change from ““In Process” to a new status
depending on the type of submission sent to HUD. Please refer to specific

Chapters for more information.

7.3 Canceling a Submission

25 Note: Canceling a submission is only possible while the submission is still ““In

Progress™

1. If you entered incorrect information or no longer wish to send the 2530 submission to
HUD

2. From the APPS Home Page, Select View my Submissions in Process from the

o

Submission Processing drop down list. Click

3. The Submission List screen will display

2630 Submission

4. Select the Submission you would like to cancel and click on

The 2530 Submission screen will display.
5. Select the Cancel button under the Current Submission Status section

6. The following window will display
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Microsoft Internet Explorer E|
P All infarmation in this subrmission will be deleted!
\__t

Are wau sure you wank ko cancel?

[ Ok H Cancel ]

7. Click to cancel the submission.

8. You will receive a message saying the submission was cancelled.

7.4 Withdrawing the Submission

25 Note: You may only withdraw a submission after it has been sent to HUD and

before it has been reviewed.

1. From the APPS Home Page, Select View my Submissions in Review from the

o

Submission Processing drops down list. Click

2. The Submission List screen will display

3. Select the Submission you would like to withdraw and click on

2630 Submission

The 2530 Submission screen will display.

4. Enter explanatory comments in the Applicant Comments (for Withdraw only) field.

5. Click L_™ithdraw | A warning displays.

obiwan .hud.gov - [JavaScript Application]

@ Betion can not be veversed
Change status to "Tthdeara"?

Cancel |
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6. Click L.

withdrawn successfully.

. The screen refreshes with a message that the submission has been
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Property Submissions

8.0  Property Submissions INntroduction............c.ccccevvviiiiieevievie s, 8-2
8.1 Creating a Property SUDMISSION ........ccovvieiieiie e 8-5
8.2Sending to HUD ..o 8-19
8.3 Canceling the SUDMISSION ............ccooeiiiiii e, 8-21
8.4 Printing the Signature List and Previous Participation Certification
................................................................................................................ 8-22
8.5 Querying the SUDMISSION ........ccivviieii e, 8-24
8.6 Withdrawing the SUbMISSION ...........cccoviiiiiii e, 8-24
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8.0 Property Submissions Introduction

Property submissions are the original reason for preparing and reviewing 2530s. Entities
will use this submission when they want HUD's approval to assume either a specific role
for a property or additional financial responsibility for a property in which they currently
play a role. Every property submission will have to have a reason, which the User will
select from. Under the reason drop down on the 2530 submission screen select from the

following list:
e Existing Application for other Subsidies
e Mark-to-Market
e New Application for Capital Advance Grants
e New Application for Mortgage Insurance
e New Role for Property
e Proposed New Property
e Refinance Application for Mortgage Insurance

e Rehabilitation

Transfer of Physical Assets

In addition to identifying the reason for a submission, the applicant will have to identify
the specific property role for which they are applying. Under the role drop down on the

2530 submission screen select from the following valid property roles:

e Assoc. Vice President
e Board Member

e Board Officer

[ CEO
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CFO

Chairperson

COO
Consultant/Packager
Consultant

Contractor

Director

Facility Lessee

Facility Operator

General Contractor
General Partner

Investor Limited Partner in Limited Partnership
Investor Limited Partner
Key Principal
Leasee/Operator

Limited Partner
Management Agent
Managing Director
Member

Managing General Partner
Managing Limited Partner
Managing Member
Nursing Home Administrator
Officer

Owner/Mortgagor
President

HUD field staff will review Property submissions, and if further review is required, the

process will continue at HUD headquarters.

The business rules for Property submissions are:

The Applicant of a property submission may be an individual or an organization

and they must exist in APPS. If the applicant is an organization, it must have

completed a Baseline submission and must be an "active" organization (i.e., has not

been bought out by another organization).
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e The property the User specifies for the submission must be an active Multifamily

property.

e If the submission reason is ‘Transfer of Physical Assets’, then the property role

must be ‘Owner/Mortgagor.’

425 Note: This submission is available to organizations only if a baseline has been
established.

&5 Note: Starting a Property Submission will lock the baseline in process.

&< Note: After the submission has been sent to HUD, the comments field will only

accept comments for a withdrawal of the submission.

25 Note: Only active properties (those with active FHA or Contract numbers) can

have a 2530 submission.

425 If you are not an authorized user/coordinator for the participants listed in your
organization structure, the participants will be appear to be greyed out on the

certification screen. You have two options to continue with the 2530:

Option 1: The Coordinator/User should request authorization for the participant,

complete certifications and continue with the 2530 Submission process.
Option 2: If authorization cannot be obtained:

a. The Coordinator/Users must complete the 2530 Submission with authorized

certifications and send it to HUD for review.

b. The Coordinator/Users must advise the unauthorized participants to send their

own 2530 for the same Property.
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8.1 Creating a Property Submission

1. Onthe APPS home select “Create Submission” from the Submission Processing drop-

down list.

2. Click %% . The Create Submission screen will display.

Active Partners Performance System

Create Submission

TIIN: 111111999 | {no dashes)

or

SSN: {no dashes)
HUD Home
HUD LDPs AFPPE Home Page

oo EPLS Last Updaied: May 12, 2004

2530 Contacts

User ID:
M11125

Online Help
Glossary

Figure 8-1: Create Property Submission Screen

3. Enter the applicant’s TIN or SSN.

4. Click . The Create Submission screen will display. Select Property

Submission from the Select the type of submission you would like to create: drop down

menu. Click on
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Active Partners Performance System

Create Submission

Select the type af sihmission you wauld like ta create:

Property Submission w
HUD Home APPS Home Page
Last Updated: May 14, 2004

HUD LDP=
User ID:
M11125
Online Help
Glossary

Figure 8-2: Create Submission, Screen
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5. The Property Search Screen will display

Active Partners Performance System

Property Search

Contract Numhber: or
FHA Number: or

Housing Pl'ﬂ]JBl'lj’ ID: o
Property Name:

HULD Home lJ 'tj’

PLS
APPE Home Page
2530 Contacts Last Updated: May 12, 2004

User ID:
M11125

Online Help
Glossary

Figure 8-3: Property Search Screen

6. Enter the Contract Number

OR

FHA Number

OR

Property 1D

OR

Property Name (you may enter a partial name)

7. Click LSearch |

Nultifamily Property
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8. A warning will appear.

By creating this 2530 submission, wou will lock wour current baseline submission, This means that wou will not be
,__-‘/' allowed to make any additional changes to vour baseline, This action can not be reversed!

Are you sure vou want ko creake a new submission?

| (84 |l Cancel ]

9. By selecting OK you are now locking your baseline and cannot make any changes. If

you would like to proceed, select OK

10. The Property List screen displays.

Active Partners Performance System

Property List
Eecords (1 -6 Jof &
Select Property ID Property Name City State
& | 000000001 | Village Apartments ROANCOKE va
(| 000000002 | ABCDE Apattments CAPITOL HEIGHTS | MWD
HUD Harne (| 000000003 | FOHI Apartments RICHMOND WA
HUD LOPs () |000000004 | JELW Apartments JEANMERETTE L&
000000003 | HOPQR Apartments ANCHORAGE AK
()| 000000008 | ATUVW Apattments ANCHORAGE AK
User ID: [ 2530 Submissian ]
MERXXX [ Froperty Search ]

Online Help
Glossary

Figure 8-4: Property List screen

11. If there are several properties displayed, select the property for which you are
submitting the 2530.
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12. Click

2630 Submission

displays.

Online Help
Glossary

. The 2530 Submission Select Role and Reason screen

Active Partners Performance System

2530 Submission
Select Reason and Role

Subaniesion ID: 13184 Beaton Property
Subaraszion

PJ-npﬂl."_l.' I Q000000000 Name Stone
Apartrrents

Applic ant ABCDE Corporation Current Statas: In Process,

LT, {eee0y OES2006

FPropesry Information

[LyServicing Sate:  (OOOOM00 | Atlanta

Hadee ABCD Apartments

Contract ABQAADDDOD, ACKEMMOOOO0

*Reason: |— Selacl A Reason — -

“Role: | Mursing Home Ugsraion o

| MextStep || Sewve&Ext | | Concel Subeission

Figure 8-5: 2530 Submission Select Reason and Role Screen

13. Select a Reason for the submission.

14. Select a Role for the submission.

25 Note: If the reason is “Transfer of Physical Assets,” the role must be

Owner/Mortgagor.

15. Click

Mext Step

. The 2530 Submission Edit Contact information screen displays
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Active Partners Performance System

2330 Submission
Edir Contact Information

Subanizsion [T 131384 Reagomn: Exstng Appheaton for
{ither Subssdies
Properry ID: 000000000 Flarme: Stone
Aparienents
Applicant ABCDE Comporabon Cwrent Statue: [n Process,
LF. (2000000000) (M0 S

Contact Informaton
* Mame: |_T.w: Liae

*FPhone: | (333-333-3333)

Fax:
Online Help Email: |
Glossa
2 Pager
Frenaout Stap ] M Stap [ Sme & Ext | [ Cangal Submnssion

b B o s Paoel
LAFES Home Fuge]

Figure 8-6: 2530 Submission Edit Contact Information Screen

Mext Step

16. You may edit contact information from this screen or click on . The 2530

submission, Edit Applicant Comments screen will display.
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Active Partners Performance System

2530 Submission
Edit Applicant Comments

Submission ID: 13184 Reason: Exmisting Application for Other Subsidies
Property ID: 00000000 | Name: | Stone Apartments

Applicant: ABCDE Corporatien L.P. (2000000003

HUD Horne

Cwrent Status: In Process, 06/05/2006

HUD LDOPs

Apphicant Comments:

User ID:

Online Help
Glossary

Frevious Step ][ MNext Step ][ Sawve & Exit ] [ Cancel Submission

Figure 8-7: 2530 Submission Edit Applicant Comments Screen

17. If you wish to enter comments you may do so in the comments field.

Mext Step

18. When comments are entered, click . The 2530 Submission, Certify

Submission screen displays
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Active Partners Performance System

2530 Submission
Certify Submission

Applicant
Direct
Select Name TIN/SSN | Previous |Certified
Participation
HUD Home @ ABCDE Corporation 20000000 Mo Mo
HUD LDPs Participants
GSAEPLS Direct
. Select Name TIN/SSN | Type Previous |Certified
2530 Contacts Participation
User ID: ) |Doe, James 111222666 (Individual Ho Ho
MEEHE O | 8P Test 99999999% | Organization Yes Ha
Online Help
Glossary
Previous Step ][ MNext Step ][ Save & Exit ] [ Cancel Submission

AFPPE Home Page

Figure 8-8: 2530 Submission Certify Submission Screen

19. If you have not certified your submission, you may do so by selecting the Certity

button.

&S If you are not an authorized Coordinator/User for the participants listed in your
organization structure, the participants will be appear to be greyed out on the
screen. You have two options to continue with the 2530:.

Option 1: The Coordinator/User should request authorization for the participant,

complete certifications and continue with the 2530 Submission process.

Option 2: If authorization cannot be obtained:
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a. The Coordinator/Users must complete the 2530 Submission with authorized

certifications and send it to HUD for review.

b. The Coordinator/Users must advise the unauthorized participants to send their

own 2530 for the same Property.

20. The Participant Certification screen will display.
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Active Partners Performance System

Participeon Cerfification

James Doe (111222666)
Algxandria , VIRGINIA

Certify for: Submisshen M 11097

[ caridfy that all stxternants made by me are frus, compleds and correct o
#he best of my knowadae snd baliaf and are made in good fafdh, ncluding
e dals cordaimed i Soheculs A and ExivBis signed by ms aid sifactsd
o this forrn.Warning, B wil profecute false claims and staderments,

1020, 101231 U.5.C 3725,3602)
I further cernfy thar:

User ID: I. Scheduwle A containg & Nsting of every assisted or insured project of
HOOOOYX WD, UEDA-Fmid and Sials and loosd govermment howsing fnance
apancias n which I have baen or 5m How & orincioal

Cnline Help % Tme () False
Glossary Explanation:

2. For the period beginning 10 pears prior fo the date of thiy certificadion,
ang sxospt 25 shown Sy e on the certifiontion.
&. Mo morigage on & project fsted by me has sver besn in defmal,
Figignsd o he Gowernrmand ar foresionsd, Hor hes moripage ralfel by the
MIa0es hesn Qe

& Tiue O False

Explanatian:

b, [ have not sxparisnced defawls or noncomoiiancess ancsr SNy
Convernfionsl Condract or Turnkey Condract of Sl in connaction with &
Pz Fousing praiecs;

® Trme ) False
Explanation:

o, To the hesd of mp knowisdges, thars sre no gnresodved fSndings rasad =5
& resul of HUD sudis, manegemand revssws or obber Soperamsental
i s T aliors CORCETMIN ind OF fiy Drofects:

* Trme ) False
Explanation:

Figure 8-9: Participant Certification Screen (1 of 3)
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d. There fas nod been a suspension o ferminadion of papments under 20y
HUD assistance contracs in wiech I have had & legal or Bensficial inferess;

= Trae ( False
Explanation:

e [ have not been conwicled of & felony and am not presendly fo mp
knowlsdge, the subpct of & complaint or waictrment charging a fedbony. (4
Felony 15 defined =5 any offense punishedls by imonsonmend for 5 t=mn
sxpeading one pear, but does not include snp offenss clessifisd 55 5
Fripdsmeanor under e laws of @ Stals and pussiabds by mprisanasnt
by Twd pears o fess )

' Troe U False

Explanation:

¥ [ fhave not besn suspended, debarred or ofheruves resincied by any
Dapartmant o Agsncy of e Federal Governmend ar of § Sfals
Governrmant from doing busingss with such Dapartrmant or AQency,

= True C False
Fxplanation:

g. [ have not defauited on an chifgedion covered Sy 8 sursdy o
performance bond and haves nod basn he tubiect of & claim undsr &n
armyapes idelty bond,

= Trwe C False
Fxplanation:

Figure 8-10: Participant Certification Screen (2 of 3)
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3. Al the nameas of the parfies, known #0 me fo b= orncipals in 455 progec?
(£ in which [ proposs io perbicpsds, ars foied abous

= Trae ( False
Explanation:

4. [ am not & HUCFmMA emplopes or & mambar of & HUDFmEd
amolopes 't mmeciade bousehold Br defined o Standerds of Effical
Conduct for Emplopees of the Exacutive Branch in 5 C.F.A, Pard 2635 (57
FR SE008) sad HUD's Standsrd of Condusd i 24 C.F.R. Pad O an LEDA'S
Standard of Conduct in 7 C.F.R. Part O Subpart 8

= Trae C False
Explanatiomn:

£. § am not 2 principad’ parficipand in an assisfed or msured project as of
Hus dade on which cansfruciion has stopped for & period in excess of 20
deps ar which Hhas besn subsfantialy compiefad for more than 20 daps and
dogunments for closing, incluaing finad cost certification fave not been filed
WTh HLD or Frmiid,

' Troe O Falze
Explanation:

&, To My Erowiedss [ have ol bean found by HUD ar Frdd o e in
FANCOHEPIECS WIth any appWcabie Sl mghts faws,

= True C False
Explanation:

7. f am not & Member of Congress or & Bassdent Commessionsr nor
attsruuss prohibilsd or dradted by Bw from contrecting with ihs
Government of the Linted States of Anreries

= True  False
Explamatison:

Save

Figure 8-11: Participant Certification Screen (3 of 3)

21. The screen will refresh with the message “Save has been successful”.
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Active Partners Performance System

Participenir Cerlification
Favehas heen auccessiul

James Doe (111222666)
Alexandria , VIRGINIA

Certify for: Submission I 12037

I carify that all stxtements mads by me are free, complede and correct 4o
dhe best of my baowsdae and balielf and are made Jn pood faith, including
fhe dats cordamsd i Soheduls d and Exfivbils sipned S e ard affectisd
o this forrn.Warming,! HUD will profecide ralse claims amnd statarnents,
Coriction mar reswlt i crimingl andior civl penalties. (18 U.5.C 100,
I0LD, IOI2;3F U.5.C 3758, 3808)

I frther certify that:

User ID: I. Scheduls A containg & Nsting of every assisted or insured project of
HWOOOONX MU0, LEDA-Fmivd and Siale snd oo governmend housang Snance
apanchas i whiich I here baen or &m fow & princioal

Cnline Help % True 2 False
Glossary Explamation:

Figure 8-12: Participant Certification Screen

22. Click on 2530 Submission button at the bottom of the page. The 2530 Submission

Certify Submission screen will display with “Yes” listed in the Certified column.

Mext Step

23. Click on . The 2530 Submission Send to HUD screen will display
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Active Partners Performance System

2530 Submission
Send to HUD

Submassion IT): 13184
Cwirent Status: In Process

*Reason: Existing Application for Other Subsidies  *Role: Sponsorf Developer

Housing
Property Information
HUD Horme
ID/Servicing Site: | 00000000 [ Atlanta
e Name: Stone Aparttnents
FHA:
Contract : ABODAADOOOQ, ACOSNION
User ID: - . : :
——— Ocecupancy: Contract Uruts 0 Insured Units 196 Total Units 196
Section of Act:
Online Help
Gl
e Applicant
Dhirect
Name TIN/SSIN Previous Certified
Participation
ABCDE Corporation L.P. 20000000 Tes Yes

— Select paricipant processing — %

Contact Information

* Name: |James Dee

* Phone: | 333-33-3333
Fax:
Email: |
Pager:

[ Sawve Contact Infarmation ]

Applicant Cormments:

Cwirent Submission Status: In Process

3 Belect submission quety

Select query

Warning: HUD will prosecute false claims and staternents. Conviction may result m criminal andfor civil

penalties. (18 T.5.C. 1001, 1010, 1012; 31 T.5.C. 3729, 3802)

[ FPresdous Step ][ Send To HUD ] [ Cancel Subrmission

APPS Home Page

Figure 8-13: 2530 Submission Send to HUD screen
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8.2 Sending to HUD

1. From the 2530 Submission Send to HUD page, If all information is accurate click on
Send ToHUD |

2. A message will appear. If you would like to proceed, click on OK.

obiwan.hud.gov - [JavaScript Application] |
@ &iction cannot be reversed!
Change statas to " Send To HITD"?

0k | Cocd |

3. The screen will refresh with the message “Submission sent to HUD Successfully” at

the top of the page.
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Active Partners Performance System

2530 Submission
Sendro HUD
Submission Sent to HUD successfully.

Submission ID: 13184
Carrent Status: Field Office Eeview

*Reason: Existing Application for Other Subsidies  *Role: Sponsorf Developer
Property Information

HUD

ID/Servicing Site: | 00000000 [ Atlanta
e Name: Stone Apattments

EFLS
FHA:
Contract : ABOOAADOOOD, ACOSMIO0
User ID: . : . ;
——— Occupancy: Contract Units 01 Inzured Units 196 Total Units 196
Section of Act:
Online Help
Gl ry
os=a Applicant
Direct
Name TIN/SSIN FPrevious Certified
Participation
ABCDE Corporetion L.P. 20000000 Tes Yes

— Select participant processing — |%

Contact Information

* Name: |Ja.mes Dice

* Phone: |333-33-3333
Fax:
Email: |
Pager:

[ Save Contact Information ]

Applicant Commnents:

Cwirent Submission Status: Field Office Rewview

Select query b Select submission query

Warming: HUD will prosecute false claims and statements. Conviction tay result m criminal and/or civil
penalties. (18 T7.5.C. 1001, 1010, 1012; 31 TT.3.C. 3729, 3802)

[ Previous Step ][ Send To HUD ] [ Cancel Submission

APPE Home Page

Figure 8-14: 2530 Submission Send to HUD screen
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25 Note: Once sent to HUD the status will change from ““In Process” to “F.O.

Review.”

25 Note: Make sure at least one individual is in the company before sending it to
HUD.

&5 |f the participants in your organization structure have previous participation that is
different from the applicant, they are required to submit their own 2530 for this

submission.

25 Once the Property Submission has been approved the new property should be
added to the previous participation of all the participants in your organization
structure via the Edit Previous Participation option on the APPS home page. (

Please refer to Section 5.2.2 for more information)

8.3 Canceling the Submission

1. You may cancel the submission if you entered incorrect information or no longer wish

to send the 2530 submission, by clicking .
2. A warning displays.

Microsoft Internet Explorer g|

P &l infarmation in this submission will be deleted!

w-\.._‘

Are wau sure you wank ko cancel?

[ Ok H Cancel ]

3. Click to cancel the submission.
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8.4 Printing the Signature List and Previous Participation Certification

1. You will need to print the Submission, after you have successfully sent to HUD and

Submit the hard copy along with the signatures to the Address listed on the Submission

FinrS Y S J button on the 2530 Submission

Package. Click on |
page.

2. The 2530 Submission Package Screen will appear.

Active Partners Performance System

2530 Submission U-S.Department of Housing U.5. Department of Agriculture
Padk and Urban Development Rural Housing
ackage Office of Housing/Federal Housing Comunissioner OME Approval Mo, 2502-0112
{Exp. 10431720000
Housing Send To: HUD Office

Five Pomt Plaza
40 Mfarietta Street
Atlanta, GA 30303-2806

HUD Home

HUD LOPs

GSAEPLS

28 Contacts

User ID:
I Submission ID: 13184 Submission Contact: James Doe
- . Eusting Application for Other .
Online Hel Submission Reason: i bsidies Contact Phone: (333)3533-3333
Glossary Submission Status:  InProcess Submitted To: HUD
Status Date: 0&/035/2006
Property MName: Stone Apattments City/State: ATLANTA GA
Property Role: Bponsor’ Developer Section of the Act:
. . Other FHA
Primary FHA Number: Mumbers:
ABO0AAD0000,
Property ID: 000000000 Contract Number: P

Figure 8-15: 2530 Submission Package screen (1 of 3)
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Online Help R . .
Glossa Applicant: ABCDE Corportion L.P. {200000000)
Mame TIN/SSN Orgamizsdion Type Type of Sireat Address | City :‘m“ Bp | Phome
AECDE Corporation Limited Lishility Partnerchip o BB Eng | 333333
s 200000000 e Limited Dividend e Faoc | WA 3332 L0
Organization Stritctitre
Tier 1: Applicant Organization: ABCDE Carporation L. P. {200000000)
Particpant Participant Ralein i Begin Datein Other Previcus
Hamne p T/ SSN | o et P  vdion
JD“’ 254631 (111222666 |  Dudividual Mitiber 0 120312005 HO
Erailhy

Certifications: I (e aning the individual who signs as well as
corporations, pattnierships or other parties listed above who

b, for approval to participate as a principal in the role and
project listed above based upon my following previous
patticipation record and this Certification.

I certify that all the statements made by me are true, complete
and cotrect to the best of my knowledge and belief and are
made in good faith, including the data contained in Schedule
A& and Exhibits signed by me and attached to this form.
Warning :HUD will prosecute false claitms and statements.
Cotrriction may result result in critninal andfor civil penalties.
(18 03.C 1001, 1010, 1012; 31 TT.3.C. 3729, 38040

I fusther certify that:

1. Bchedule & contains a listing of every assisted or insured
project of HUD, USDA-FmHa and State and local government
housing finance agencies in which I have been or am now a
principal

2. For the period beginning 10 years prior to the date of this
certification, and except as shown by me on the certification.
a. Mo mortgage ona project listed by me has everbeen in
default, assigned to the Government or foreclosed, nor has
mortgage relief by the mottgaze been given,

b. [ have not experienced defaults or noncomplisnces under
atry Conventional Contract of Tushkey Contract of Sale in
connection with a public housing project;

c. Tothe best of my knowledge, there are no unresolved
finditizs raized ag aresult of HUD andits, management
reviews ot other Governmental investizations concerning me
of ty projects;

d. There has not been a suspension ot termination of
payments under any HUD assistance contract in which [ have
had alegal or beneficial interest;

e. [ have not been convicted of a felony and am not presently,
to oy knowledge,

the subject of a complaint or indictment charging a
felony. (A felony is defined as any offense punishable

cettify) hereby apply to HUD or USDA-FmHa, as the case may by imprisonment for a term exceeding one year, but

does not include any offense classified az a
misdemeanor under the laws of a State and punishable
by imprisomment of tao wears or less);

f [ have not been suspended, debarred of otherwise
restricted by any Department or Agency of the Federal
Goverrument or of a State Government from doing
buginess with such Department or A gency.

g. T have not defaulted on an obligation covered by a
surety ot petformance bond and have not been the
subject of a claim under an employee fidelity bond.

3. Allthe names of the parties, known to me to he
principals in thiz project(s) in which [ propose to
patticipate, are listed abowve.

4.1 am not a HUD/FmHA employee of a member of 2
HUD/FmHA employes's inumediate household as
defined in Standards of Ethical Conduct for Employees
of the Executive Branch in 5 CF R. Part 2635 (57 FR
35006) and HUD's Standard of Conduct in 244 CFR.
Part O and USDA's Standard of Conduct in 7 CFR.
Part O Bubpart B.

5.1 am not. a principal participant in an assisted of
ingured project ag of this date on which construction
has stopped for a period in excess of 20 days or which
has been substantially completed for more than 90
days and documents for closing, including final cost
cettification have not been filed with HUD or FmHA.
6. To my knowledge [ have not been found by HUD or
FmHA to be in none ompliance with any applicable
civil rights laws.

7.1 am not a Member of Congress or a Resident
Cottunisz sioner not otherwise prohibited o limited by
law from contracting with the Govertument of the
United States of Ametica.

2 Statements above (if any’) to which I cannot certify
hawe been deleted by striking through the words with
apen. ] have initiated each deletion (if any) and have
attached a trie and accurate signed statement (if
applicable) to explain the facts and circumstances
which I think helps to qualify me as a responsible
principal for participation in this project.

Figure 8-16: 2530 Submission Package screen (2 of 3)
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Pasticipant Certification
Hamne TIN/SSH Clause Explanafien for Sdeding False to Calification Clause

Ne participaut certifications with a respouse of "false " for this subwission

Individual Signature List
Signeiure Date

Organization: ABCDE Corporation L.P.
Diae, [

James

(Matme and Signature) (Date)

hag signature authority for ABCDE Coxporation LP. - You must attach proof. Ifno proof
of sighature check the box next to date and obtain signature.

Figure 8-17: 2530 Submission Package screen (3 of 3)

=

3. Click LFirt_| on your browser’s toolbar. Once you print the Submission Package you

need to obtain signatures and send the hard copy to HUD.

-

4. Click L _B=ek | on you browser’s toolbar to exit the 2530 Submission Package.

8.5 Querying the Submission

Refer to Chapter 16, Submission Queries

8.6 Withdrawing the Submission

25 Note: You may only withdraw a submission after it has been sent to HUD and

before it has been reviewed.
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Refer to Chapter 7, Editing, Sending, Canceling, Withdrawing Submissions, Section 7.4
Withdrawing the Submission
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0.0  CITITICATION .o eeeennnees 9-2

9.1 Establishing Certification...........ccccoviviiieiiin i 9-2
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9.0 Certification

9.1 Establishing Certification

1. On the APPS Home Page select “Edit Certification” from the Participant processing

drop down menu.

2. The Participant Search screen will display

Active Partners Performance System

Participant Search

Certificatian
TTIV: {no dashes)
or
SSIN: (no dashes)
HUD Home

FLS

APPE Home Page

2530 Contacts Last Updated: August 17, 2004

User ID:
M11125

Online Help
Glossary

Figure 9-1: Participant Search screen

4. Enter the TIN or SSN for the participant you would like to establish Certification and

click on Search.
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5. The Participant Certification screen displays.

Active Partners Performance System

FParticipenit Cerfification

James Dioa (1112226660
Alexandna , VIRGINIA

Certify for: Submisshenm I: (11637

I covidy thet ail sixfernenis mede by me are frus, complels and correct Ao
e best of mp Enowdedge sad beliel and are made & good fadh, including
e dels condamsd in Soheciiis 4 and' Exfiivte signed b e and affachsd
to this Fovrn, Warndng! HUD will progecute false claims and statamants
Conwiction ma) result in crimingl and/or owd penafties. (I U5.C 1001,
IO, IOI2:31 5.C 3729,3602)

I forther certify that:

Liser I0: I. Schegistes 4 condains & dshng of svery mesisted o wsared progect of
OO0 MO, LUEDA-Frnkd and STats sand loce) gowsrmment housing Snance
apancias it el [ hare besh or B Aow & Brinciosl,

Online Help # Trwe  False
Glossary Eaplanathon:

2. For the perod baqinning 10 years prior fo the date of this certification,
angd excesd 25 shown by me on e cerfificadion.

a. Mo morpage on F projecst fsted by me bas sver besn in defeuld,
Sfdignsd o s Govsrmiment ar forssiodsd, Ao hed morlpsge reled b Bhe
OTRagEs hewr il

& True O Falsel
Explanation:

Figure 9-2: Participant Certification screen (1 of 4)
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b [ have not sxpensnced defeulfs or noncomediances wncsr SNy
Conmenfions’ Contract oF Turnkey Condract of Tals in connsciion with &
pubdie fousing profect;

= Trwe ' False
Explanstion:

. Tio the bt of my knowisdges, thars are no unresoived Hndings rased =5
& resd of HUD sudids, manegemand rewEws or othsr opernments
invastiations CONORTID s oF My Drofech;

= Trae ( False
Explanation:

g, Thers fas nof baen & SUSDEnso oF PErminafion of DEpmeants uncer $ny
HUD srcistance contrect i whech I haves hed 8 legel or Bensficial inferest;

= Trae (2 False
Explanation:

e. [ have not been conwicled of & fedony and am ot presendly f0 mp
knowisdge, the subpect of & complaint or indictrment charging & fsbony. (4
Ffmiony i Sefined Br sap offense ounishedls by imporisonmend for 5 b=mn
axpeading one pear, but does Aol nclude sap offense dessifad &5 &
rripdemegnar undar e laws of & Stals and pusishabds by Imprisanent
OF T Paars oF (a5 )

= Tre O False
Explamation:

Figure 9-3: Participant Certification screen (2 of 4)
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£ [ bave not besn suspended, dabarred or ofherwse restricied by any
Daparimend o dgsncy of the Federal Governmmeant ar of & Sfals
Gaovernment from iRy DUSINSSS WD SUoh Daparimrant ar d3ency.

= True C False
Explanation:

g. [ have not defauited on an cbifgedion covered by 2 suredy or
aerformance bond and havs nod basn the sudiect of & clairm undsr 50
armyopes figelity bond,

= True (2 False
Explanation:

3. AN the nameas of the sarfies, Enown fo me fo b principals & 44 orogecs
(£} i which [ propose io parbicpads, are fsled above

= Troe (False
Explanation:

4. f am not & HUOFmsA emplopes or & mambear of & HUOFmsd
emolopea's mmeciafe fousetold #s defined dn Standerds of Eifical
Conduct for Emplopees of the Exacutive Branch in 5 O F.A, P 2655 (57
FE FE005) and RUD's Standard of Condust i 24 O, Part O an LUEDA'Y
Standard of Conduet in 7 R, Fart O Subpart 8

= Tre C False
Explanation:

Figure 9-4: Participant Certification screen (3 of 4)
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L. am not & prinoipe)’ parficioend 1n a0 ssnstea’ or snsured project 55 of
Mg date on wheah cansfruciion has slopped for & perfod i excsis of 20
daps ar which bhas besn subatandially compleded for more Bhan 20 daps and
documents for closing, inciwding finad cost cartifcation fawve not bean filed
with HLD or Frntdd.

« True () False

Explanation:

G To My Enowiedzs I heve ol bean fournd by HUD ar Frdid fo Be i
NORSoMMPIEeS WIth any apnlicaiie S Al i3,

= True C False
Explanation:

7. am not & Member of Congress or & Bassdent Sommvssionsr nor
athsruiie srohibuled or dmded by Sw from contrecling wilh Hhe
Governnent of the Lintted States of America

= True (False
Explanatisn:

Save

Figure 9-5: Participant Certification screen (4 of 4)

5. Select “True” or False” for each statement (the default position is “True”).

6. Enter Explanation if “False” is selected (required).

7. Click L=*2 | “Save has been successful” message displays.

25 Note: The Participant Certification screen is also accessible from the 2530
Submission Page, the Participant Detail screen, and the Organization Structure

screen.
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10

Organization Change Submissions —
Major

10.0  Introduction - Organization Change Submissions ................. 10-2
10.1 Major Organization Change SUbMISSIONS........c.ccccevvvrveineenne. 10-4
10.2 Creating a Major Organization Change Submission ............... 10-5
10.3 Adding a Principal.........c.cccocoviiiiiiii i, 10-10
10.4 Editing INformation ...........ccoccveiieiiniiiiiese e 10-13
10.5 Sending the Submission to HUD............ccccocceviiiiiiiicciecie e, 10-21
10.6 Canceling the SUbMISSION .........cccoviiiiii e, 10-21
10.7 Querying the SUDMISSION.........cccciiiiiiiiiiecec e, 10-22
10.8 Printing the Signature List and Previous Participation
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10.0 Introduction - Organization Change Submissions

Organization Change submissions will enable an organization to make changes
to the principals in the first tier of its organization structure. Since the structure of an
organization has to be the same for every property in which it plays a role, changes to the

structure will apply "across the board™ or globally.

APPS allows Users to view the prior and new value for each principal’s

organization role and ownership per cent.
Every organization change submission must have one of the following reasons:
e Major Organization Change
e Corporate Buyout
e Court Order/Inheritance
e Minor Organization Change

HUD will review two of the four types of organization change submissions - major
organization changes and corporate buyouts - because these changes will have a
significant impact on the organization. HUD staff will not review submissions for minor
organization changes and court order/inheritance. Please refer to Chapter 12 for more

information on Minor Organization Changes.

25 Note: These submissions are available to organizations only if a baseline has been
established. Use these submissions to add, edit, or remove principals, or to change a

principal’s role, ownership percentage, or starting date within entity.

25 Note: A General Partner, Managing General Partner, or Limited Partner may
change their percentage of ownership to greater than 25%. All other roles may

change their percentage of ownership to greater than 10%.
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&5

Note: After the submission has been sent to HUD, the comments field will only

accept comments for a withdrawal of the submission.

Note: If you send a Property Submission to HUD and subsequently send an
Organization Change submission, APPS will allow the Property Submission to be
reviewed. If, however, you send an Organization Change to HUD and
subsequently send a Property Submission, APPS will hold the Property
Submission until the Organization Change Submission has been reviewed. If at
that time the Organization Change is approved, the Property Submission will then

be reviewed.

For all Address changes some proof of the new address must be sent to HUD.
This could be in the form of a memo on the company letterhead, a lease
agreement or any other documentation that shows the correct address for the

participant. Once your fax or email is received, HUD can correct the address.

The information can be sent via email to the apps mailbox listed on the APPS
home page or faxed, Attn PPSD Division along with a cover letter stating the
details of the request to 202-708-0684.
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10.1 Major Organization Change Submissions

& Note: The System Identifies whether a submission is a major or minor

organization change

Major Organization Change Submissions will allow an entity to add, change
principals from its organization structure. Only Headquarters staff will review these type

of submissions because adding an entity can affect several Field Offices nationwide..

Users can add either individuals or organizations as principals in the applicant

organization.

If the principal being added is an organization, that organization must have
completed a Baseline submission and must be an "active" organization (i.e., has not been
bought out by another organization). If the principal being added is an individual, that

individual may either exist within APPS or the User can create them.

Users can change the following information for principals in the applicant tier:
e Starting date in the organization

¢ Role in the organization (including changes to Limited Partner, General

Partner or Managing General Partner)

e Ownership percent (including changing a partner’s ownership to more than

25% or a non-partner’s ownership to more than 10%)

e The same principal can exist only once in the applicant tier and only once in a

principal’s organization chain.
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10.2 Creating a Major Organization Change Submission

1. The Organization Change Submission is a Wizard process that will take you through

each of the steps. On the APPS home page select “Create Submission” from the

Submission Processing drop-down list.

HUD Home

HUD LDFs

User ID:
MXXXX

Online Help
Glossary

Active Partners Performance System

2. Click

Go

APPS Home Page

Subinission Processing:
View My Submissions In Process |4

Create Submissior

Edit Submission

Viewr My Submissions In Process

Wiew My Submissions In Review

Verify Submission History
e i

o o)

Public reporting burden for this collection of mformation 15 estumated to average 30 nunutes per
response, inchuding the time for reviewing instructions, searching existing data sources,
gathening, and maintaining the data needed, and submitting the information. This information is
required to obtain benefits and is mandatory. HUD may not collect this information, and you are
not required to complete thus form, unless it displays a cumently valid OMB control number.

The regulations at 24 CFR Section 200 210 to 200245 authorizes the U3, Department of Housing
and Urban Development (HULDD to request information from all principals applying to participate
in multifamily housing programs. The information will enable HUD to evaluste whether or not
principal participants will honor their legal, financial, and contractual obligations and determine if
they pose an unsatisfactory undernting risk.

Figure 10-1: APPS Home Page

. The Create Submission screen displays.
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Active Partners Performance System

Create Submission

TIIN: (no dashes)
or
SSIN: {no dashes)
HUD Home
HUD LDPs AFPE Home Page

ErLs Last Updated: May 12, 2004

Contacts

User ID:
M11125

Online Help
Glossary

Figure 10-2 Create Submission

3. Enter the applicant’s TIN or SSN.

4. Click . The Create Submission screen will display.
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Active Partners Performance System

Create Submission

KSelect the trpe af submission you wanld like to create:

Organizal

HUD Home APPE Hotme Page
Last Updated: hIay 12, 2004
HUC LIPs

£ EFLS
2520 Contacts

User ID:
M11125

Online Help
Glossary

Figure 10-3: Create Submission

5. Select Organization Change from the type of submission you would like to create

drop down menu. Click on Submit.
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6. The screen will refresh with a warning that by clicking on the Submit button it would

lock your baseline.

Active Partners Performance System

Create Submission

This organization structure submission should only he used to add, change, or
remove a person from your original haseline only after you have completed
yvour haseline.

By creating this 2530 submission, you will lock your current baseline
submission. This means that you will not he allowed to make any additional

HUD Homa changes to your haseline. This action can not he reversed!
HUIEI Are you sure you want to create a new submission?
GSAEPLS .. :
Selact the wwpe of submission you wonld like to creare:

2320 Contacts

Organization Change hd
User ID:
Jull 004
Online Help
Glossary APPS Home Page

Figure 10-4: Create a Submission Screen

7. If you would still like to proceed Click . The 2530 Submission Select a

Reason screen will display.
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Active Partners Performance System

S0 Snbision
Select a Reasan

Sembairiri gy [ 1] Hir i v el Ui
iy
Agepelii e fon 3 orporation mnesk Rismn: 5 SToce
LI T £ ¥
Caganmasbien Chimgps Resion. Urporaston Chasge Moo -
A1 A L T
TTI Fesein P
roar raon LRaros Lot Drdesinkaninren F

Rt Uiyl 0w rh, 5, 002

Dpli=n Halp
LT

Figure 10-5: 2530 Submission Select a Reason Screen

8. Select the Organization Change Reason for the submission from the Select A Reason

drop-down menu. (“Organization Change [Major]”).

9. Click . The 2530 Edit Organization Structure screen will display
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Active Partners Performance System

2530 Submission
FEdit Organization Structure

Submission ID: 11641 Reason: Orgamzation Change
(Tdajor)

Housing Applicant: Test 2 Corp Cwrent Status: In Process, 04/25/2006
HUD Home (111222888)

Parent Participant: Test 2 Corp (111222588), Springfield, VIEGINIA
HUD LOPs
GSa EFLS
230 Contacts . Begin Date Direct

Select Name Type | Role 01‘,‘:';?]]? i Previous  Certified Change
User ID: Organization Participation
MEXEX

o Effﬁ?“ﬁﬁ?} Individual Member| 0 12/11/2005 No Yes
Online Help
Glossary
[ Add Principal ] [ Edit Principal ] [ Rermowve Principal ]
[ Frevious Step ” MNext Step ” Sawve & Exit ] [ Cancel Submission l

APPE Home Page

Figure 10-6: Edit Organization Structure Screen

10.3 Adding a Principal

Add Principal

1. From the Edit Organization screen Click . The Participant Search

screen displays.
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Active Partners Performance System

Participant Search

TTIV: ino dashes)
or
SSIN: ino dashes)
Housing
HUD Home

[ Drganization Structure ]

HUD LDPs

APPE Hosne Page
Last Updated: &ugust 17, 2004

M11125

Online Help
Glossary

Figure 10-7: Participant Search Screen

2. Enter the participant’s TIN or SSN.

3. Click . The Add Principal to Organization screen displays.
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Active Partners Performance System

Add Principal re Organization

= Maome: SF Tasl
TIM: SIREINT
Legal Stwuerumme: General Pastnerehp

Tvpe of Owmesshup: Lensted Deadend

Fhovsaeal debivery addiess

* Auldress: -
" Ciity: hejhsih
" Btate: ALADANS 3
User D: L :
M11125 Zip Code: =748
. rﬂ“u}r Uit Sistas of Armanca o

Online Help
el e

IF commiry ot United States
Tervitory:
* Postal Code:

* Phame: CREREESERED

E-mail:
Page

Pavent Participant: i Test 2 Corp

* Bole o Futary: w
Faole Coamament:

* Percent Chwnership i Ewtify: () e { 100 0

* Starting Date in Entity: L L {man- dd-yyvvh

L

[ Fanint Oinganizabon Stuctung ]

£0. ) Zubamissicn

Figure 10-8: Add Principal to Organization Screen
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&S Please note that the TIN or SSN numbers should have a record in APPS before
you can add a participant to the organization structure. If the participant does not
exist you would need to register the participant in APPS and complete requesting
necessary authorizations. Please refer to Chapter 3 for information on the

Registration Process.

4. Enter the Role in Entity, Percent Ownership in Entity and Starting Date in Entity .

Fields marked with a red asterisk are required.

5. Click L=#2 | The Add Principal within Organization screen refreshes with the

message, “Principal has been added successfully.”

6. Click on 2530 Submission. The 2530 Submission Edit Organization Structure screen

will display with the new principal information.

10.4 Editing Information

2<$  You may also edit the organization structure, contact information, comments and
certification from the APPS Home page under the participant processing drop

down list

1. On the 2530 Submission Edit Organization Structure screen, select the principal to be
edited.
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Active Partners Performance System

2530 Submission
Edit Organization Structure

Submmassion ID: 11647 Reason: Organzation Change
{Mdajor)
Appheant: Test 2 Corp Cwrrent Status: In Process, 04/25/2006
- (111222888)

Parvent Participant:Test 2 Corp (111222888), Springfield, VIR GINLA

HUD LDOPs

Begin Date Direct

Select  Name  Type  Role Cpreroh Ty Previous Certified Change
Organization Participation
MR - Doe, James .
#] (111222666) Indiidual IMember i] 121172005 Ho Yes
Online Help =
o —— O | oobgnangyIndividuat Lonted | 5 USNSWZ | No Yes | Add
I Add Principal | [ Edit Principal J [ Remowve Principal |
[ Previous Step ]| Mext Step ” Save & Exit | | Cancel Submigsion l

APPS Home Page

Figure 10-9: 2530 Submission Edit Organization Structure Screen

2. Click . The Edit Principal within an Organization screen displays.
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Active Partners Performance System

Edit Principal within Organization

FPrefix: w
* First Name: |James
Maddle: |
HUD Home * Last Name: |Dae
Suffix: w
HUD LOFs
* S8IN: 111222666

Physical delivery address

* Address: |234234 King way

* City: \Alexandria

Online Hel , :
Glossary * State: RGN Z

*Zip Code:  |22312  _|
* Country: LIS, »
If countiy not Uted States
Teratory: ~

* Postal Code: |

* Phone: 234-234-2234
Fax:
E-mail: |
Fager:
Parent Participant: Test 2 Corporation
* Role in Entity: hMember w

Role Comunent:
* Percent Owmnership in Entity: 0 0 { 100 00

* Starting Date m Entity: 5 - |22 -|200% (- dd-yyvy)

Sawve

[ Farent Organization Structure ]

[ 2530 Submission |

APPE Houne Page

Figure 10-10: Edit Principal within Organization Screen
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3. Make the necessary edits to the principal.

4. Click L®®2 | The screen refreshes with the message, “Save was successful.”

5. Clickl Parent Organization Structure | The 2530 Sybmission Edit Organization Structure

screen displays.

6. Repeat the process if necessary.

7. Click on . The 2530 Submission Edit Contact Information screen will

display

Active Partners Performance System

2530 Submission
Edit Contact Information

Submission ID: 11641 Reason: Organization Change
Majoer)
Applicant: Test & Corp Cwrrent Status: In Process, 04/25/2006
(111222888)

HUD Home
Contact Information

* Name: |hr ABC

HUD LOFs

* Phone: |234-443-3434

Fax:
User ID: Fmnail: |
MEXXX :
Pager:
Online Help
Glossary
Frewious Step ” Mext Step H Sawe & Exit ] [ Cancel Submission

APPE Home Page

Figure 10-11: 2530 Submission Edit Contact Information screen
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8. Edit necessary contact information and click on . The 2530 Submission

Edit Applicant Comments screen will display.

Active Partners Performance System

2530 Submission
Edit Applicant Conunents

Submission ID: 11641 | Reason: |Organization Change (Tajor)
Applicant: Test 2 Corp (111222888)
Cwmrent Status: In Process, 04/25/2006

HUD Horme
HUD LOPs
SSAERLS Applicant Comments:

Contacts

User ID:
RMEGEEEE

Online Help
Glossary Previous Step || NextStep || Sawe&Exit | |  Cancel Submissian

APPE Home Page

Figure 10-12: 2530 Submission Edit Applicant Comments screen

9. Enter necessary comments and click on . The 2530 Submission Certify

Submission screen will display
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Active Partners Performance System

2330 Submission
Certify Submission

Applicant
Direct
N Select Name TIN/SSN | Previous |Certified
S Participation
[altfeh e @ |Test 2 Corp 111222888 Mo o
i LTy Participants
Direct
Select Name TIN/SSIN | Type Previous |Certified
Participation
User ID: O |\Dos, James 111222666  (Indiridual Mo Ho
BIXXXX ) | SP Test 999999993 |Organization Yes Ho
Online Help
Glossary
Frevious Step ][ MNext Step ][ Save & Exit ] [ Cancel Submission

APPS Home Page

Figure 10-13: 2530 Submission Certify Submission screen

&S Click on Certify and complete certification.

If you are not an authorized user/coordinator for the participants listed in your
organization structure, the participants will be appear to be greyed out on the

screen. You have two options to continue with the 2530:

Option 1: The Coordinator/User should request authorization for the participant,

complete certifications and continue with the 2530 Submission process.
Option 2: If authorization cannot be obtained:

a. The Coordinator/Users must complete the 2530 Submission with authorized

certifications and send it to HUD for review.
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b. The Coordinator/Users must advise the unauthorized participants to send their

own 2530 for the same submission.

10. Click on . The 2530 Submission Send to HUD screen will display
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Active Partners Performance System

2530 Submission

Send ro HUD

Submission TD: 11641
Chuarenr Seams: In Process

Chrganization Change  Heazom: Organizaton Changs (Majar)

Appheant
Divect
Hame TIN/ESN Previous Ceptified
Participation
Text 2 Carp 111 2xEas Ha Tes
_,\'-:;I:-:'r-!:: — Salect pamcgan DFOCaSEIng — ™ E
Cnline Help C'omtact Inforimation
Slossary AET r ABC
* Phone 234-443-3434
Fax
Email
Fager
[ Seva Contect Infomation ]

Applicant Coanmets

[ Seve Comment ]

Churvent Subiniszion Srams: In Process

— Slec gquerny bl lrJ ;_ Selicl @il @on sy

Warming: HUD wnll progecate falze clawns and stabements. Compnction may result i corninal andior ciml
penathes. (18 UT.S.C 1001, 1010, 1012, 31 W5 C 3728, 3802

Frendouws Step | Send To HUD | | Cancel Bubmissian

AFPFS Home Fage

Figure 10-14: 2530 Submission Send to HUD screen

11. To view the applicant’s entire organization structure select the Organization Tier

Structure Report from the select query drop down menu (please refer to Chapter 16.4)
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10.5 Sending the Submission to HUD

1. From the 2530 Submission Send to HUD page, If all information is accurate click on
Send ToHUD |

2. A message will appear. If you would like to proceed, click on OK.

obiwan.hud.gov - [JavaScript Application] |
@ &iction cannot be reversed!
Change statas to " Send To HITD"?

0k | Cocd |

3. The screen will refresh with the message “Submission sent to HUD Successfully” at

the top of the page.
25 Once sent to HUD the status will change from “In Process” to “PPSD Review.”

25 Note: Make sure at least one individual is in the company before sending it to
HUD.

25 If the participants in your organization structure have previous participation that
is different from the applicant, they are required to submit their own 2530 for this
submission.

10.6 Canceling the Submission

1. 'You may cancel the submission if you entered incorrect information or no longer

wish to send the 2530 submission, by clicking .

2. A warning displays.
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Microsoft Internet Explorer E|
P All information in this submission will be deleted!
\__t

Are wau sure you wank ko cancel?

[ Ok H Cancel ]

3. Click to cancel the submission.

10.7 Querying the Submission

Refer to Chapter 16, Submission Queries

10.8 Printing the Signature List and Previous Participation

Certification

Refer to Chapter 15, Printing Submissions

10.9 Withdrawing the Submission

Refer to Chapter 7, Editing Sending, Canceling, Withdrawing Submissions, Section 7.4,

Withdrawing a Submission
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11

Organization Change — Corporate Buyout

11.0  Organization Change —Corporate Buyout Submission.......... 11-2
11.1 Creating a Corporate Buyout Submission.............ccccccccevvenrnne. 11-2
11.2 Adding @ PrinCipal.........cccocoeiiiiiiiice e 11-9
11.3 Sending Submission t0 HUD ... 11-9
11.4 Canceling the SUbMISSION ........cccoiiiiiie e, 11-10
11.5 Printing the Signature List and Previous Participation
CertifiCation ........oooii i 11-10
11.6 Querying the SUDMISSION.........ccoviiiiiiiiiiere e 11-10
11.7 Withdrawing the SUbmMISSION ........ccccveiiiiiec e, 11-11

April 2007 FINAL 11-1



APPS Users’ Guide—Industry Chapter 11
National Release Organization Change Submissions- Corporate Buyout

11.0 Organization Change —Corporate Buyout Submission

11.1 Creating a Corporate Buyout Submission

425 Note: Once a Corporate Buyout is approved by HUD, the Buyee will cease to exist in
APPS. The applicant will then inherit the Buyee’s previous participation and all

Participant Flags.

1. The Organization Change Submission is a Wizard process that will take you through
each of the steps. On the APPS home page select “Create Submission” from the

Submission Processing drop-down list.

Active Partners Performance System

APPS Home Page

Submission Processing:
View My Submissions In Process |4

Create Submission

Edit Submission

“iew My Submissions In Process

HUD Home View My Submissions In Review

erify Submission History
s

HUD LDPs
S

GSAEPLS

Public reporting burden for this collection of information is estimated to average 30 minutes per
respanses, inchiding the time for reviewing instructions, searching sxisting data sources,
gathenng, and maintaining the data needed, and submitting the information This information is
User ID: required to obtain benefits and is mandatory. HUD may not collect this information, and you are
MXXXX not required to complete thas form, unlese it displays a cwrently valid OME confrol number

Online Help The regulations at 24 CFR Section 200 210 to 200245 authorizes the US. Department of Housing
Glossary and Urban Development (HUD) to request information from all principals applying to participate
in multifamily housing programs. The information will enable HUD to evalaaste whether or not
principal participants will honor their legal, financial, and contractual obligations and determine if
they pose an unsatisfactory undervnting risk.

Figure 11-1: APPS Home Page
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2. Click L% . The Create Submission screen displays.

Active Partners Performance System

Create Submission

TTIN: {no dashes)
or
S8IN: {no dashes)
HUC Home
HUD LDPs APPS Home Page

o EpLS Last Updated: May 12, 2004

Contacts

User ID:
M11125

Online Help
Glossary

Figure 11-2: Create Submission

3. Enter the applicant’s TIN or SSN.

4. Click . The Create Submission screen will display.
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Active Partners Performance System

Create Submission

KSelect the trpe af submission you wanld like to create:

Organizal

HUD Home APPE Hotme Page
Last Updated: hIay 12, 2004
HUC LIPs

£ EFLS
2520 Contacts

User ID:
M11125

Online Help
Glossary

Figure 11-3: Create Submission Select the type screen

5. Select Organization Change from the type of submission you would like to create

drop down menu. Click on Submit.
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6. The screen will refresh with a warning that by clicking on the Submit button it would

lock your baseline.

Active Partners Performance System

Create Submission

This corporate buvout submission is for one company to buy out another
company only after vou have completed vour haseline

By creatmg this 2530 submission, von will lock your emrent haseline
submission. This means that vou will not he allowed to make any additional
Housging

: changes to vour baseline. This action can not be reversed!

HUD Home
Are you sure you want to create a new submnission?

HUO LOPs

Select the tvpe of submission you would like to create:
Corporate Buyout Submission

User ID: -

o

Online Help AFPPE Home Page
Glossary

Figure 11-4: Create a Submission Screen

7. If you would still like to proceed Click . The 2530 Submission Select a

Reason screen will display.
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Active Partners Performance System

2530 Submission
Select a Reason

Subinission ID: 7254 Reason: Corporate Buyout
Applicant: EF G Corporation Cwrent Status: In Process,
(111222770 0&/1872003
Housing
HUD Home . . "
Organization Change Reason: | Corporate Buyout v
HUD LDPs
MNext Step H Save & Exit ] [ Cancel Submission
EPLS
ntacts [APFS Home Page]

Last Updated: June 25, 2004
User ID:
M11125

Online Help
Glossary

Figure 11-5: 2530 Submission Select a Reason screen

8. Select “Corporate Buyout” from the Organization Change Reason drop-down menu.
Click on Next Step

9. The 2530 Submission Participant Search screen will display
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Active Partners Performance System

2530 Submission
Participant Search

Submission ID: 7254 Reason: Corporate Buyout
Applicant: EFG Corporation Cwrent Status: In Process,
(111222777 061872003
Housing Buyee FGH Cotrporation
Information (111222888)
HUD Home
Buyee TIIN: 111222888 | (no dashes)

01

25 Contacts

Orgamization Name:

(contains)
User ID:
M11125 - —
Mext Step H Sawve & Exit ] [ Cancel Submission
Online Help
Glossary [AFPS Home Page]

Last Updated: Tuly 19, 2004

Figure 11-6: 2530 Submission Participant Search
10. Enter the Buyee TIN or Organization Name in the appropriate field. Click Next Step
11. The 2530 Edit Organization Structure screen will display

12. Follow steps 11.2 to 11.3 to add a Principal and Edit Contact information. Click on
Next Step

13. The 2530 Select a Reason and Role screen will display with the Buyee’s information
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Active Partners Performance System

23530 Subinission
Select Reason and Role

Participant Identity Change

Submission ID:  72%4 Reason: Corporate Buyout
Reneiim Applicant: EFG Corporation Cwrent Status: In Process,
(111222777 06/18/2003
LD ome Buyee FGH Corporation

Information {111222888)
Cwmrent Participant Informnation (at time of this subnission):
Cwrent TIN: 111222777

HUD L

New TIIN: Verity TIN | 1y you enter a New TIN, you must click Verifiy TIN to process
Legal Stoucture: | Corparation v

S (_101“1];]11}.' T}.‘lje: Frofit Motivated v

Online Help
Glossary Previous Participant Information (at tiine prior to this submission):

Old TIIN: 111222777
Legal Sthuctwre: Corporation

Company Type: Profit Motivated

MNext Step H Sawve & Exit ] [ Cancel Submission

APPE Home Page
Last Updated: July 5, 2004

Figure 11-7: 2530 Submission Select a Reason and Role screen

14. Enter a New TIN/SNN and click on Verify TIN.

15. The Edit Principal within Organization screen will display. Fill in the information and

Click on Save. The screen will refresh with the message Save was successful.
16. Click on 2530 Submission

17. The 2530 Submission Select Reason and Role screen will display
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18. Click on Next Step. This will take you through edit contact information, edit
comments, and complete certification screens until you get to the 2530 Submission
Send to HUD screen.

25 |f the participants in your organization structure have previous participation that
is different from the applicant, they are required to submit their own 2530 for this
submission.

11.2 Adding a Principal

Refer to Chapter 10, Organization Change- Major Section 10.3, Adding a Principal

11.3 Editing Information

Refer to Chapter 10, Organization Change- Major Section 10.4, Editing a Principal

11.4 Sending Submission to HUD

1. From the 2530 Submission Send to HUD page, If all information is accurate click on
Send ToHUD |

2. A message will appear. If you would like to proceed, click on OK.

obiwan.hud.gov - [JavaScript Application] |
@ &iction cannot be reversed!
Change statas to " Send To HITD"?

0k | Cocd |

3. The screen will refresh with the message “Submission sent to HUD Successfully” at

the top of the page.
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4. Once sent to HUD the status will change from “In Process” to “PPSD Review.”

& Note: Make sure at least one individual is in the company before sending it to
HUD.

& |If the participants in your organization structure have previous participation that
is different from the applicant, they are required to submit their own 2530 for this

submission.

11.5 Canceling the Submission

1. You may cancel the submission if you entered incorrect information or no longer

wish to send the 2530 submission, by clicking .
2. A warning displays.

Microsoft Internet Explorer g|

P &l infarmation in this submission will be deleted!

w-\.._‘

Are wau sure you wank ko cancel?

[ Ok H Cancel ]

3. Click to cancel the submission.

11.6 Printing the Signature List and Previous Participation

Certification

Refer to Chapter 15, Printing Submissions

11.7 Querying the Submission

Refer to Chapter 16, Submission Queries
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11.8 Withdrawing the Submission

Refer to Chapter 7, Editing Sending, Canceling, Withdrawing Submissions, Section 7.4,
withdrawing a submission
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Organization Change — Minor

12.0 Organization Change- Minor Introduction.............ccccccevvevenee. 12-2
12.1 Editing a Principal...........ccccoooiiiiiiiii e 12-3
12.2 Removing a Principal.........cccccoviiiiiine e 12-6
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12.4 Printing the Signature List and Previous Participation

CertifiCatION ....ocvee e 12-9
12.5 Querying the SUDMISSION.........cccviiiiiieiie e 12-9
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12.0 Organization Change- Minor Introduction

& Note: The System identifies whether a submission is a major or
minor organization change.

Minor Organization Change Submissions will allow an entity to make minor changes
to its organization structure. These submissions will not require HUD review.

e The organization must have completed a Baseline Submission and must be an
"active" organization (i.e., have not been bought out by another organization).

e Users can change only the following information for principals in the applicant
organization:

e Starting date in the organization

e Role in the organization (except for changes to Limited Partner, General
Partner or Managing General Partner)

e Ownership percent (other than changing a partner’s ownership to more than
25% or a non-partner’s ownership to more than 10%).

e Users can remove principals from the applicant tier. When removing a principal, the
User must specify their ending date in the applicant organization. The ending date
must be greater than or equal to the principal’s beginning date in the applicant
organization. After removing principals, an organization must have at least one
principal left who is an individual.

25 Note: Use this submission to edit or remove principals, change a principal’s role,
or starting date in an organization.

25 Note: A principal’s role within an organization can be changed to anything other
than Limited Partner, General Partner, or Managing General Partner.

25 Note: A General Partner, Managing General Partner, or Limited Partner may
change their percentage of ownership to less than 25%. All other roles may
change their percentage of ownership to less than 10%.
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12.1 Editing a Principal

1. Follow the process for an Organization Change Major submission. (Refer to Chapter
10.2)

2. The 2530 Submission Edit Organization Structure screen will display, select the
principal to be edited.

Active Partners Performance System

2530 Submission
Edit Organization Struciture

Submigsen I: 11666 HReazon: Crgasnraton Change
(Majer)
Apphcant: Test 3 Corporation Cwrent Status: In Process,
(00000003 051 52008

Parent Participat: Tegt 3 Carporaton (B00000003), Cnemaan, OHIO

Ownership Begim Duie in
Sebeet Tame Type Rale ety = Change
User ID: Do, Jamies
kl]'.i"!: o5 Indivedusl  Member 0 DS 2005
line Hel C TeniCop o oonization Member| 13 D6/1272005
Onlins Halp (111222828) :

Glossary

[ Agdd Prncipal ][ Edit Princigsal ] Ramawe Prncipal ]

Frenvigus Step || Meaxt Siep || S & Exit | Cancel Submission

[APFE Home Pagel I

Figure 12-1: 2530 Submission Edit Organization Structure Screen

3. Click . The Edit Principal within an Organization screen displays.
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Active Partners Performance System

Edit Principal within Organization

FPrefix: w
* First Name: |James
Maddle: |
HUD Home * Last Name: |Dae
Suffix: w
HUD LOFs
* S8IN: 111222666

Physical delivery address

* Address: |234234 King way

* City: \Alexandria

Online Hel , :
Glossary * State: RGN Z

*Zip Code:  |22312  _|
* Country: LIS, »
If countiy not Uted States
Teratory: ~

* Postal Code: |

* Phone: 234-234-2234
Fax:
E-mail: |
Fager:
Parent Participant: Test 2 Corporation
* Role in Entity: hMember w

Role Comunent:
* Percent Owmnership in Entity: 0 0 { 100 00

* Starting Date m Entity: 5 - |22 -|200% (- dd-yyvy)

Sawve

[ Farent Organization Structure ]

[ 2530 Submission |

APPE Houne Page

Figure 12-2: Edit Principal within Organization Screen
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4. Make the necessary edits to the principal.

5. Click L= | The screen refreshes with the message, “Save was successful.”

6. Click Parent Organization Structure | T Organization Structure screen displays.

7. Repeat the process if necessary.

8. Clickon . The 2530 Submission Edit Contact Information screen will
display

Active Partners Performance System

2530 Submission
Edit Contact Information

Submission ID: 11647 Reason: Crgamzation Change (Court
CrderfTnhertance)
Applicant: Test 3 Corporation  Cwrent Status: In Process, 0472672008
Housing (600000003

HUD Home
Contact Information

* Name: |Ken

HUD LDPs

* Phone: |Ken

Fax:
User ID: Fmail: |
MEEXEE
Pager:
Online Help
Glossary
Fresdous Step ” Mext Step H Sawe & Exit ] [ Cancel Submission

APPS Home Page

Figure 12-3: 2530 Submission Edit Contact Information screen
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9. Edit necessary Contact Information and click on . The 2530

Submission Edit Applicant Comments screen will display

Active Partners Performance System

2530 Submission
Edit Applicant Comments

Submission ID: 11647 | Reason: ORI T At

Crder/Inheritance)

Applicant: Test 3 Corporation (600000003,
LU BT o Cwirent Status: |In Process, 04/26/2006
HUD LOP=
GSAEFLS

Applhicant Comments:
User ID:
AMEEEEY
Online Help
Glossary

Frevious Step H Mext Step ][ Sawve & Exit ] [ Cancel Submission

APPS Home Page
Figure 12-4: 2530 Submission Edit Applicant Comments screen

10. Enter necessary comments

12.2 Removing a Principal

1. Toremove a Principal, on the 2530 Submission, Edit Organization Structure screen,

select the principal to be removed.
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Active Partners Performance System

2530 Submission
Edit Organization Structure

Submmassion ID: 11647 Reason: Organzation Change
{Mdajor)
Appheant: Test 2 Corp Cwrrent Status: In Process, 04/25/2006
- (111222888)

Parvent Participant:Test 2 Corp (111222888), Springfield, VIR GINLA

HUD LDOPs

GSAEPLS

Owneraklp Begin Date Direct

Select  Name Type Role “p o omi in Previous Certified Change
User ID: Organization Participation
MR - Doe, James .
4 (111222666) Individual Member 0 1271172005 Ho Yes
Online Help =
o —— O | oobgnangyIndividuat Lonted | 5 USNSWZ | No Yes | Add
I Add Principal | [ Edit Principal J [ Femaowve Principal |
[ Previous Step ]| Mext Step ” Save & Exit | | Cancel Submigsion l

APPS Home Page

Figure 12-5: Organization Structure Screen

2. Click | Remeve Principal | The Remove Principal from Organization screen displays.
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HUD Horne

HUD LOPs

Online Help
Glossary

Active Partners Performance System

Remove Principal from Organization

Prefix:
First Name: Jatnes
NMaddle:
Last Name: Doe
Suffix:
* SSN: 111222666
Physical delivery address
Address: 234234 Eing way
City: Alexandria
State: VIR GINIA
Zip Code: 22312
Country: USA
If country not United States
Territory:
Postal Code:
Phone: 234-234-2234
Fax:
F-mail:
Pager:
Parent Participant: Test 3 Corporation
Role in Entity: Llember

Role Cormment:

Percent Ovwnerslup in Entity: | 0%

Starting Date in Entity: 05/22/2005 (xom-dd-yvyyy)

Ending Date in Entity: - - (man-dd-yyvv)

or

Check here if principal originally added in exvor: []

[ Femowe Principal ]

Farent Organization Structure ]

[ 2530 Submission |

Figure 12-6: Remove Principal from Organization Screen
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5. Enter the Ending Date in the Entity.

6. Click | Remove Principal | The Organization Structure screen displays with the

message, “Principal has been removed successfully.”

7. The Organization Structure screen displays the new structure.

12.3 Sending a Submission to HUD

Click Next Step till you reach the 2530 Submission Send to HUD screen.

Refer to Chapter 7, Editing Sending, Canceling, Withdrawing Submissions, Section 7.2,
Sending a Submission to HUD

25 Once sent to HUD the status will change from ““In Process” to “PPSD Review.”

25 Note: Make sure at least one individual is in the company before sending it to
HUD.

25 If the participants in your organization structure have previous participation that
is different from the applicant, they are required to submit their own 2530 for this

submission.

12.4 Printing the Signature List and Previous Participation Certification

Refer to Chapter 15, Printing Submissions

12.5 Querying the Submission

Refer to Chapter 16, Submission Queries
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13

Organization Change — Court

Order/Inheritance
13.0 Organization Change — Court Order/Inheritance .................... 13-2
13.1 Creating a Court Order/Inheritance Submission ..................... 13-2
13.2 Adding @ PrinCipal.........cccocoeiiiiiiiiii e 13-7
13.3 Sending a Submission to HUD .........ccccccceviviiienie e 13-8
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CertifiCatION ....ocvee e 13-9
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13.0 Organization Change — Court Order/Inheritance

13.1 Creating a Court Order/Inheritance Submission

1. The Organization Change Submission is a Wizard process that will take you through
each of the steps. On the APPS home page select “Create Submission” from the

Submission Processing drop-down list.

Active Partners Performance System

APPS Home Page

Submnission Processing:
Wiew My Submissions In Process |4

Create Subrmission

Edit Submission

“iew My Submissions In Process

HUD Home View My Submissions In Review

Verity Submission History
=t

HUD LDFs
—

GSAEFPLS

Public reporting burden for this collection of information is estimated to average 30 minutes per

response, inchiding the time for reviewing instnactions, searching existing data sources,

gathenng, and maintaining the data needed, and submitting the information. This information is

User ID: reqpuired to obtain benefits and is mandatory. HUD may not collect this information, and you are
MX XXX not required to complete this form, unless it displays a cumrently valid OME control number,

Online Help The regulations at 24 CFR Section 200 210 to 200 245 authorizes the U5, Department of Housing
Glossary and Urban Development (HUD) to request information from all principals applying to participate
in multifamaly housing programs. The information will enable HUD to evaluate whether or not
principal participants will honor their legal, financial, and contractual obligations and determane if
they pose an unsatisfactory underwnting risk,

itac

Figure 13-1: APPS Home Page

o

2. Click L% . The Create Submission screen displays.
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Active Partners Performance System

Create Submission

TIIN: (no dashes)
or
SSIN: {no dashes)
HUD Home
HUD LDPs AFPE Home Page

ErLs Last Updated: May 12, 2004

Contacts

User ID:
M11125

Online Help
Glossary

Figure 13-2: Create Submission

3. Enter the applicant’s TIN or SSN.

4. Click . The Create Submission screen will display.
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Active Partners Performance System

Create Submission

Select the tvpe af submission you wonld like fo creare:

Organizal

HUD Home AFPE Home Page
Last Updaied: LIay 12, 2004
HUD LDFs

User ID:
M11125

Online Help
Glossary

Figure 13-3: Create Submission

5. Select Organization Change from the type of submission you would like to create

drop down menu.

April 2007 FINAL 13-4



APPS Users’ Guide—Industry Chapter 13
National Release Organization Change — Court Order/Inheritance

6. The screen will refresh with a warning that by clicking on the Submit button it would

lock your baseline.

Active Partners Performance System

Create Submission

This organization structure submission should only he used to add, change, or
remove a person from your original haseline only after you have completed
yvour haseline.

By creating this 2530 submission, you will lock your current baseline
submission. This means that you will not he allowed to make any additional
HUD Homa changes to your haseline. This action can not he reversed!

HUD LOPs

Are you sure you want to create a new submission?

E5A EFLS
Selact the wwpe of submission you wonld like to creare:

2320 Contacts

Organization Change hd
User ID:
Jul)
Online Help
Glossary APPS Home Page

Figure 13-4: Create a Submission Screen

7. If you would still like to proceed Click . The 2530 Submission Select a

Reason screen will display.

8. Click . The 2530 Submission Select a Reason screen will display.

&5 If the applicant is involved in a submission currently under review, the warning,
“The applicant currently has (or is part of) a submission in process or in review”
will display.

9. Select the Reason for the submission from the Organization Change reason drop-

down menu. (“Court Order/Inheritance”).
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Active Partners Performance System

2530 Submission
Select a Reason

Submission ID: 11667 Reason: Orgarization Change
{Court OrderInheritance)
Applicant: Test 3 Corporation Cwrent Status: In Process, 05/15/2006
(E00000003)
HUD Home
HUD LOPs Organization Change Reason: | Organization Change (Court Orderiinheritance) v
GSAEPLS
Mext Step ][ Sawve & BExit ] [ Cancel Submission ]

User ID: APPS Home Page
MEEEXX Last Updated: Iarch 29, 2006

Online Help
Glossary

Figure 13-5: 2530 Submission Select a Reason Screen

10. Click . The 2530 Edit Organization Structure screen will display
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Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: 11667 Reason: Organization Change
(Court Order/Inheritance)
Applicant: Test 3 Corporation Cwrent Status: In Process, 05/15/2006
Housing (600000003}
HUD Home Parent Participant: Test 3 Cotrporation (600000003, Cincinnat, OHIO

HUD LOFs

GSA EPLS

To add the new principal (nhertor), select "Add Principal”. To remove the old
principal {donor), select "Eemowe Participant” or to reduce the percentage or
ownership select "Edit Participant”.

L=zer ID:
. BeginDate Direct
Ovmership m 5 q
Online Help Select Name Type Role Percent Orga;;lzaﬁon PPI?'.;J:tshn Certified Change
Glossary i
Doe, James .
[ &) (111222666) Individual |[Iember 3 05/2272005 Mo Tes
O [Test2Cop i o nivation [Member| 23 06/12/2005 No Yes
Y |c111222888)
[ Add Principal ] [ Edit Principal ] [ Remaowe Principal ]
[ Frevious Step ” MNext Step H Sawve & Exit ] [ Cancel Submission l

APPS Home Page

Figure 13-6: 2530 Submission Edit Organization Structure Screen

13.2 Adding a Principal (Individual)

Refer to Chapter 10, Organization Change- Major Section 10.2, Adding a Principal

25 Note: You can add an individual, but not an organization, as a principal in a
Court Order/Inheritance Submission.

25 If you enter the TIN of an organization that is not in the APPS database the
message,” The organization does not exist. Contact HUD to create the
organization record”” will display.
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13.3 Sending a Submission to HUD

1. Click on Next Step until you reach the 2530 Submission Send to HUD page. If all

information is accurate click on __5=ndToHUD |

2. A message will appear. If you would like to proceed, click on OK.

obiwan . hud.gov - [JavaScript Application] |

@ fiction cannot be reversed

Change statas to " Send To HITD"?

0k | caed |

3. The screen will refresh with the message “Submission sent to HUD Successfully” at

the top of the page.

25 Once sent to HUD the status will change from “In Process” to Approved without
Review”

25 Note: Make sure at least one individual is in the company before sending it to
HUD.

25 If the participants in your organization structure have previous participation that

is different from the applicant, they are required to submit their own 2530 for this
submission.
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13.4 Printing the Signature List and Previous Participation
Certification

Refer to Chapter 15, Printing Submissions
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14.0 Identity Change Submissions Introduction:..............ccccceenennee. 14-2
14.1 Identity Change SUbMISSIONS..........ccccvviiiiiiieec e 14-2
14.2 Changing TaX ID .....ccccoiieiieiie e 14-5

14.3 Changing Participant Ownership Type and Legal Structure.. 14-8

14.4 Sending a Submission to HUD ............cccceeviiiieiic e, 14-8
14.5 Canceling the SUbMISSION .........ccoiviiiii 14-9
14.6 Querying the SUDMISSION.........ccccviiiiiieiie e 14-9
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14.0 Identity Change Submissions Introduction:

Identity Change enables an individual to change their SSN, or an organization to change
its TIN, legal structure, and type of ownership. Identity Change Submissions require a
Headquarters review in order to be approved.

&S ldentity Change Submissions are only available from the Create Submission
Screen after a Property submission has been sent to HUD.

&S Identity Change Submissions should not be confused with Corporate Buyouts. A
corporate name change cannot be considered Identity Change but is a Corporate
Buyout.

&S An ldentity change is when the company has entered the wrong TAX ID for the
company example changing the following TIN 111111118 ABC Company to the
correct TAX ID # 111111119 ABC Company.

14.1 Identity Change Submissions

25 Note: After the submission has been sent to HUD, the comments field will only

accept comments for a withdrawal of the submission.

1. On the APPS home page select “Create Submission” from the Submission Processing

drop-down list.

o

2. Click L°2] . The Create Submission screen displays.
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Active Partners Performance System

Create Submission

TIN: (111111399 | {no dashes)

or

SSI: {no dashes)
Housing
HUL Home
HUD LDPs APPS Home Page

sen EpLS Last Updated: May 12, 2004

2520 Contacts

User ID:
M11125

Online Help
Glossary

Figure 14-1: Create Submission Screen

3. Enter the applicants TIN. Click on

4. The Create Submission screen will display. Select Identity Change Submission from
the Select type of submission you would like to create: drop down menu. (Note: The

Identity Change Submission option is only available after a Submission is sent to

HUD) Click on
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Active Partners Performance System

Create Submission
Select the fype of submission you waonld like to creare:

Identity Change Submission

HUD Home APPE Home Pagze
Last Updated: May 14, 2004
HUD LDPs

354 EFLS
Contacts

User ID:
M11125

Online Help
Glossary

Figure 14-2: Create Submission Screen

5. The 2530 Submission screen Select Reason and Role screen will display

April 2007 FINAL 14-4



APPS Users’ Guide—Industry Chapter 14
National Release Identity Change Submissions

Active Partners Performance System

2530 Submission
Select Reason and Role

Participant Identity Change

Submission ID: 7400 Reason: Participant Identity Change
Applicant: 5P Test (999999991 Cwirent Status: In Process, 04/30/2004

Cwrent Participant Information (at time of this submission):
Cwrvent TIIV: 295992331

HUL LDPs -

- New TIN: Werify TIN | Ifsron enter a Mew TIN, you must click Verifiy TIN 1o process
E Legal Structure: | Corparation v

Company Type: | Profthotivated

HUD Home

ﬂs;r,llzns Previous Participant Information (at time prior to tlas submission):
Old TIIN: 555595551
Online Hel Legal Structure: Corporation

Glossary

Company Tvpe: Profit IMotvated

MNext Step H Sawve & Exit l [ Cancel Submission

AFPH Home Page
Last Updated: July 9, 2004

Figure 14-3: 2530 Submission—Reason and Role screen

14.2 Changing Tax ID

1. Enter the New TIN/SSN in the New TIN field

2. Click Lerify TN | op [ Verify SSN |The Participant Detail screen will display with new
TIN/SSN.
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Active Partners Performance System

Participant Detail

* Name: |She|by Corp
TIIN: 1111119298 | Click Save below to process Tax [D change
* Legal Sttucture: Cooperative Corporation w

* Type of Ownership: | Frofit bMotivated v

Pliysical delivery address

* Address: |BBEI-4 TestWay
|

* City: \Upper Marlboro

* State: WIRGIMNIA hd
User ID: * Zip Code: W = W
M11125 * Country: United States of America ~
Online Help If conmtry not TTated States
Glossary Territory: |

* Pastal Cade: |

* Phone: |301-456-1121
Fax:
E-mail: |
Pager:

APPS Home Page
Last Updated: Iay 12, 2004

Figure 14-4: Participant Detail Screen

3. Click L% 1o verify the new SSN/TIN. The Participant Detail screen refreshes with

the message “Save was successful.”
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4. Click 2530 Submission | The 2530 Submission Select Reason and Role page

displays the New TIN/SSN under the heading “Current Participant Information (at

time of this submission),” and the old TIN/SSN under the heading “Previous

Participant Information (at time prior to this submission).”

Active Partners Performance System

2530 Submission
Select Reason and Role

Participant Identity Change

Subission ID: 7430 Reason: Participant Tdentity Change
Mesing, Apphcant: C corp (9999990017 Cwirent Status: In Process, 07/18/2004

Cwirent Participant Information (at tirne of this subinission):
Cwrrent TIIN: 229859001

HELEEs New TIN: (999938001 || Verify TIN | 1pvoy enter a New TIN, you must click Verify TIN to process
SEAEELS Legal Structure: | Limited Liahility Company v
Company Type: | Frofit Motivated  +

HUD Home

User ID:
M11125

Previous Participant Information (at time prior to this submission):
Old TIN: 293252000

Online Hel Legal Structure: Corporation

Gl y .
== Company Tvpe: Profit Motivated

[ MNext Step H Sawve & Exit ] [ Cancel Submission

AFPPS Home Page
Last Updated: July 2, 2004

Figure 14-5: 2530 Submission Screen

5. Click on Next Step and go through the Edit Contact information, adding Comments,
and completing Certification information till you reach the 2530 Submission Send to
HUD page.
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14.3 Changing Participant Ownership Type and Legal Structure

1. From the 2530 [pronounced twenty five thirty] Submission Select Reason and Role
screen.

2. Change the Legal Structure and/or the Type of Ownership. Click on Go.

3. Click on Next Step until you reach the 2530 [pronounced twenty five thirty]
Submission Send to HUD page.

OR

4. On the 2530 Submission Send to HUD screen click on the organization or TIN
hyperlink.

5. The Participant Detail screen will display.

6. Change the Legal Structure and/or the Type of Ownership. Click on Save. The page

will refresh with the message “Save was successful”.

7. Clickl__2530 Submission | The 2530 Submission displays with the new values

shown beneath “Current Participant Information (at time of this submission),” and the
former information shown beneath “Previous Participant Information (at time prior to
this submission).”

8. You may enter comments in the Applicant Comments field in the 2530 Submission.

14.4 Sending a Submission to HUD

1. If all information is accurate click on _==nd T2 HAUD I

2. A message will appear. If you would like to proceed, click on OK.

obiwan.hud.gov - [JavaScript Application] |
@ &iction cannot be reversed!
Change statas to " Send To HITD"?

0k Cancel
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3. The screen will refresh with the message “Submission sent to HUD Successfully” at

the top of the page.

&5 Once sent to HUD the status will change from “In Process” to “PPSD Review.”

25 Note: Make sure at least one individual is in the company before sending it to
HUD.

&5 |f the participants in your organization structure have previous participation that
is different from the applicant, they are required to submit their own 2530 for this

submission.

14.5 Canceling the Submission

1. You may cancel the submission if you entered incorrect information or no longer

wish to send the 2530 submission, by clicking .
2. A warning displays.

Microsoft Internet Explorer E|

P &l infarmation in this submission will be deleted!

'\-\.._‘

Are wau sure you wank ko cancel?

[ Ok H Cancel ]

3. Click to cancel the submission.

14.6 Querying the Submission

Refer to Chapter, 16, Submission Queries
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15

Printing Submissions

15.0 Printing SUDMISSIONS .......ooviiiieiiccie e 15-2
15.1 Printing 2530 SUDMISSIONS ......cccvviiiiiieiie e 15-2
15.2 To Print any screen in APPS: ... 15-4
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15.0 Printing Submissions

15.1 Printing 2530 Submissions

25 Note: The participant names that appear on the bottom of the 2530 Submission
are required to sign the submission.

25 Note: Only those submissions that require a HUD review will have a 2530
Signature List.

1. From either the 2530 Submission screen or the Submission List screen select “2530
Submission Package” from the Select query drop-down list. The 2530 Submission

Package displays.
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Figure 15-1: 2530 Submission Package
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B

2. Click LFirt_| on your browser’s toolbar.

-

3. Click [_Back | on you browser’s toolbar to exit the 2530 Submission Package. ( In this

case the Back button can be used)

15.2 To Print any screen in APPS:

=4

1. Click LFfint_| on your browser’s toolbar.

OR

Go to File on your Toolbar and select the Print option
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Submission Queries

16.0 SUDMISSION QUEKIES. ... vei i e 16-2
16.1 Submission Status HiStory........c.ccccovveiieie i 16-2
16.2 2530 - Previous Participation Report.........cccccoovevieninnieninnene. 16-3
16.3 2530 Submission Directory RepOrt.......cccccvvieeveeniieiiesie e 16-4
16.4 Organization Tier Structure Report .........cccccceevvvveveeiiesineenn, 16-6
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16.6 Verify SUbmIssSion HiStOrY.......cccovvviiiiiiniie e 16-8
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16.0 Submission Queries

16.1 Submission Status History

1. To view the chronological history of submission statuses, from the APPS Home Page.
Select View my Submissions in Process, from the Submission Processing drop down

menu.

2. The Submission List screen will display.

3. Select “Submission Status History” from the Select Query drop-down. Click |

4. The Submission Status History screen displays.

Active Partners Performance System

Submission Status History

Submission ID: 7250 | Reason: |Base]ine Organization Deﬁ.nition|

Applicant: |On3:x Tne. (666222444) |

Cwrrent Status: |In Frocess, 06/10/2003 |

HUD Home

HUD LDFs | Status |Status Date |Decisiun Date
\In Process | 06/10/2003 |

2530 Submission |

User ID:

M11125 [APPS Hosme Page]
Last Updated: June 13, 2003

Figure 16-1: Submission Status History Screen
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5. To return to the Home Page click the logo on the upper left side of the navigation

page or click on 2930 Submission |4 take you to the 2530 Submission screen.

16.2 2530 - Previous Participation Report

1. From the APPS Home Page under the Reports section or in the 2530 Submission from
the select query drop down list or from the Submission List screen, select “2530
Previous Participation” from the Select participant processing drop-down list. The
2530 Previous Participation Report displays.

2530 Previous U.S. Department of Housing US. Departme mt of Agriculture
. . and Urkan Development Rural Housing
Participation Office of Housmng/Federal Housmg Commissioner OMB Approval Ho_ ;000-0000
(Exp. 10/3172000)

Submission [D: 7250 Submission Contact: Jane Doe
Submission Reasom: Baselne Organnzstion Definiion  Comtact Phone: 333-333-3333
Submission Statas: In Process Submirvied To: HUD

Status Dage: DT QU003

Applicant: Onyx fne. (66622 2444)

|
Nams | TINGSEN | Ougeniestion Typs | Typs of Ounaship Serem Address Cory :"""' ol Phens
[ [ rFepi T ] [ 2 T Y | Pyafn Ristpeded AETY lowadteors [rms Ehat s I MY reeid T VO nadT

Falvasliils & Lisl off Proviews Projerts and Seniben § Comlranis
Ty iy sl e o e conmp et At OF M PewE pEDEcLs el Y oAl el Banery s & prme el Rk sanly Mo g progress of
HUT A, Plats, mul Lostad Hiras ing Finane A e

1. Lint Eaihy 1 Lisit Proviews Projecs 3. List Prineipals’ Relals) |4 Stabus of Loan 5 Wie Frojont 4 Lot Manos e
Puimiipal's Nama  {give Bea [D sasber, pavjec firatis ate dules (rumred, -Hﬂ" Review sl
[T ke, chly Los wliom, snd porticipaied snd if fos o dof wbisd, [ Phyvical Inapasiien
alphoabeatisal srde | pevemesee apeney trvekved i Wity of meley at v v puiidpaient
Tard marss fired) willue @uam FOUTD) g i) Awnale sasll) | | ™
Wos Mo | eplain
Owr I 000000000 Lewrs/ Oparasy Mgas. P
ASE T4 - v Fr- 05/ L1 TeEutetay
Village of Virginia To: Ozt (T
{Falls Cloarch, Wi Hottgagns
sl pateds b

Faribcip amds Wihih Ne Freviews Puilcpsiien Al fhe Thae of Ty Sabeission

Comg ey ABC Ho dret pawyrions e g s
EEEiI3a13
Trangg's Wbamationad Tredang b Hho dmet gl ot i stion
Ty
Blichosa bt Citp T AL eyl Jralli i o
o T

Figure 16-2: 2530 Previous Participation Report
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2. Click LFirt_| on your browser’s toolbar.

3. Click

-

Back

on you browser’s toolbar to exit the 2530 Submission form. (In this

case the Back button can be used)

16.3 2530 Submission Directory Report

1. To see a list of the principals in the submission with all of their participant

information, from the APPS Home Page. Select View my Submissions in Process,

from the Submission Processing drop down menu.

2. The Submission List screen will display.

3. Select “Submission Directory Report” from the Select Query drop-down list.

4. Click

5

o

The 2530 Submission Directory Report displays.

April 2007
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2530 Submission Directory Report

Submission ID: Ta50 Submission Contact: Pat Cunningham
Submission Reason: Baseline Organization Definition Comntact Phone: BE3-084-2234
Submission Status: InFrocess Submitted To: HUD

Status Date: 0671072003

Applicant: Qe e, (666222444)

‘ Name ‘ TIN/SSH ‘ Organiration Type Type of Cuneship Sireet Address ‘ City ‘ gm“ ‘ ap | Fhune
| Org e, [ 666223844 | Corporstion | Proft Motteted | 6673 Jmesboro Drive [Bhaca | WY [39932 | 7463908437
Organization Strictire

Tier 1: Applicant Organization: Qrpx frc. (666222444)

[ Hame | T 7 $59 | Panticipant Type | Relein Organizuion | Ounership Percent | Begin Date in Organization
| Springfield Development Corporation. 444555111 | Orgmizstion | Bowd Maxber | 1 | D4/06/2002

Tier 3: Organization: Mickaels Corp (?99888777)
| Hame | Tmv:ssw | Parfidpant Type | Rolein Organizion | Ownehip Paxent |  Begin Datein Organiraion
| Compay sEC | sssssszz? | Omgmiztion | riber [ 45 | 12212122

Tier 4: Organization: Comparny A5 C {888555222)

[ Hamne | Tov / s8N [ Particpant Type | Relein Organinfion | Ownership Percent | Begin Date in Organizadion
| Deng's Btemutional Treding Ine [ 777926999 |  Orgaiztion | Minaging General Partrer | 25 [ 05/12/2001
Directory
Name TIN/SSN | Organirtion Type Type of Sireat Address ity " BHp | Phune
Duneship Coundry
) . . 4+10-999-
Cromnparn SHF 828555222 | Corporation Profit BMotivrated (789 Bermy fmre Balttnore  |hiDr 20015 5331
Deng's Btemational ) . 1243 Hew Vork . (202 939
(e ‘msssggp ‘c@m ‘Pmﬁt Mottrated ‘Rw_ |Washmgr_m |Dc 2001 5L
‘mmms Corp ‘gggsssm ‘Cm.'pm&t.i.m ‘Pmﬁt. Mstivited ‘23;?9 L |Ke}' West |FL T47i3 |§§§'3339'
Springfield Development Real Estate Trestiment . 11257 Springfield [ 993-334-
— HaSSSIL | Profit Mstivited Shirlirton |GA LR

Figure 16-3: 2530 Submission Directory Report

=

5. To print the report, click the browser’s L_Frint_| button.
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-

6. To exit the 2530 Submission Directory Report, click the browser’s [__8ask | button.

(In this case the Back button can be used)

16.4 Organization Tier Structure Report

1. To view an Organization’s Structure, from the APPS Home Page. Select View my

Submissions in Process, from the Submission Processing drop down menu.
2. The Submission List screen will display.

3. Select “Organization Tier Structure Report” from the Select participant processing

drop-down list. The Organization Tier Structure Report displays.

Active Partners Performance System

Organization Tier Sfruchure Report

Submission ID: 13185 Submission Contact: James Doe
Submission Reason: Baseline Organization Definition  Comtact Phone: 333-333-3333
Submission Status: InProcess Submitted To: HUD

Status Date: 060572006

HUD Home

Applicant: ABCDE Corporation L.P. (200000008)
HUD LOPs

Type of Sirest Address | City g‘m“ Gp | Phune

ABCDE Comporation. |, oo | Limited Lishility Patnership | oo M Kz o wa  peag | 3333
LE. (LLE) BRI way . 3333

Hame TIM/SSH Organiradion Type

User ID:
MIEEEXX

Organization Strictire

Online Help
Glossary

Tier 1: Applicant Organization: A5 CDE Corporaiion L. P. {200000000)

Previous Participation: none

Hame Participant TIN/ 5N Particpant Rolein Duneship Begin Datein Diher Frevicus
m Type Drganizafion FPercend Organizafion Partlidpation
Do, 254631 111222666 Tndivichal Dlarnber ] 1203420035 Ho

Taries

APPS Home Page

Figure 16-4: Organization Tier Structure Report
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4. Use the browser’s

-

Back

button to exit the Organization Tier Structure Report.

(In this case the Back button can be used)

16.5 Participant Property Approval Report

25 Note: Once a submission has been sent to HUD it cannot be edited and can only

be viewed.

1. To view the dates on which a participant last had a 2530 approved, from the APPS

Home Page. Select View my Submissions in Process, from the Submission

Processing drop down menu.

2. The Submission List screen will display.

3. Select “Participant Property Approval Report” from the Select Query drop-down

menu.

4. Click %% The Participant Property Approval Report displays.

April 2007
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Participant Property Approval Report

Submission ID: Fas0 Submission Comtact: Pat Cunningham
Submission Reason: Baseline Orgamization Definition  Contact Phone: BEI-DEAE234
Submission Status: InFrocess Submitted To: HUD

Status Date: 06/10/2003

Applicant: Cyx fne. (666222444)

‘ Narme ‘ TIN/SSH | Organiradion Type Type o«f Ouneship Sirea Address ‘ Cily ‘ tS:Mem' ‘ np ‘ Fhome
[ vy me. | eo6222488 | Comporsion | Droft Motivted [ 6673 Fomechoro Drive  [Biwca | MY 39932 [ 746.300-m437
Approved Participants

Froperty Hame,

Primary FHA /

Condrac Fumber,
City & State

‘ Participant Type

Last Date Approved ‘l’mpu'lylhle ‘Suhmisﬁmm

No approved property roles.

Figure 16-5: Participant Property Approval Report

=

5. To print the report, click the browser’s L_Fint_| button.

o

6. To exit the Participant Property Approval Report, click the browser’s [__Eask | button.

(In this case the Back button can be used)

16.6 Verify Submission History

1. To view the 2530 submissions with view only rights to final disposition. From the
APPS Home Page. Select Verify Submission History from the Submission Processing

drop down menu.
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Active Partners Performance System

APPS Home Page

Submission Processing:
View My Submissions In Process |
Create Submission

Edit Submission

=]

Housing

“iew My Submissions In Process
HUD Heme Wiew My Submissions In Review
Werify Submission Histony

ECCPFOULEA,

HUD LDFPs v

FPublic reporting hurden for this collection of information is estimated to average 30 minutes per
response, including the time for reviewing instractions, searching existing data sources,
gathenng, and maintaining the data needed, and submitting the information. This information is
User ID: required to obtain benefits and is mandatory. HUD may not collect this information, and you are
MK X not required to complete this form, unless it displays a cumrently valid OME control number.

Online Help The regulations at 24 CFR Section 200 210 to 200245 suthorizes the U5, Department of Housing
Glossary and Urban Development (HUD) to request information from all principals applying to participate
in multifamily housing programs. The information will enable HUD to evahaate whether or not
principal participants will honor their legal financial, and contractual obligations and determine if
they pose an unsatisfactory undersnting risk.

Figure 16-6: APPS Home Page

2. The Final disposition for 2530 Submission screen will display.
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Active Partners Performance System

Final Disposition For 2530 Submiission

For User ID: | Industry Twentyfive (h{11125)

Eecords (1 - 28) of 28

Date of ¢ bmission
Applicant Name  TaxID Status Last D Reason For Submission
Action
. Baseline Baseline Organization
A7 ine 111111111 Established 0271202004 (7363 Definition
. Baseline Baseline Organization
e ECD Corporation |111222444 Established 070742003 TZE7 Definition
LRUEE CDE Corporation 111222666 [Withdrawn  06/12/2003 7280 gfqga?;‘gaﬁm Change
Online Help Bageline Baseline Organization
Glossa Company ABC EBBIS02ZY Established 077162003 (7234 Diefinition
Dleng's . . .
International 77758800y L asene 07/15/2004 7237 (S A8 P
. Established Drefinition
Trading Inc
Dieng's Approved .
International 77TEE2999 without 0771542004 7243 Organization Change
. . (Court OrderInheritance)
Trading Ine Review
§ Baseline Baseline Organization
Croodwill Stores 333666882 Established 06102003 T252 Diefirition
Goodwill Stores (333666828 |1 S0 062220013 (7259 Pt by
Approval Chatige
Creen Apple Baselite Baseline Organization
Corp. 533333005 Established 040572001 G030 Definition
Creen Apple FPED Crganization Change
Cotp. 333333005 Approral 03072001 G162 (hajod)
g’;i;“ Apple 33FIIIO05 Withdrawn  07/03/2003 7171 Mew Role for Property
g’f;r;" Apple 33IAIIFO0F Withdrawn  07/05/2003 T315 Wew Role for Property
g Baselite Baseline Organization
Jason' Org 085 |333333085 Established 071242003 7324 Definition
; Baszeline Baseline Crganization
Jason's Company 444288000 Established 06042003 (T35 Definition
R Baseline Baseline Organization
Timm's Test 111222654 Established 077152004 7450 Defirition
R 5 MNew Application for
Timm's Test 111222654 Withdrawn 07742004 T462 Capital A dvance Grants
Ilatkam Baselite Baseline Organization
MMechanics Inc. P Established 06/D4/2003 7236 Drefinition
. Baseline Baseline Organization
Michaels Corp QODEERTTT Established 06052003 7240 Defirtion
. Baszeline Baseline Organization
Ilichelle Corp AEAIHNEES Established 06052003 (T30 Definition
Baseline Baseline Organization
MIMO Cop 111111353 Established 07 312003 (T326 Definition
Baseline Baseline Organization
Hamtech GAH333222 Established 06052003 7241 Definition
Baszeline Baseline Crganization
O [ GHaZ2A444 Established 062272003 (T250 Definition
Bageline Baseline Organization
POR Corporation 333444353 Established 077162003 (T322 Diefinition

Figure 16-7: Final Disposition for 2530 Submission
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17

GSA EPLS, Entity Flag Report, HUD
LDP Inquiries

17.0 Introduction GSA EPLS, Entity Flag Report, HUD LDP Inquiries:17-2

17.1 Researching the GSA Excluded Party List Search (GSA EPLS) 17-2
17.2 Entity Flag RePOIT ........ccvviieeeceece e 17-5
17.3 Researching HUD Limited Denial of Participation (HUD LDPs) 17-8
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HUD Limited Denials of Participation (HUD LDPs), GSA Excluded Party List Search
(GSA EPLS) functions are accessible from the navigation pane (blue sidebar) located on
the left of the screen.

17.0 Introduction GSA EPLS, Entity Flag Report, HUD LDP Inquiries:

One of the main functions of APPS is to aid the HUD reviewers by generating
findings on the submission entities. (Findings are derogatory information that APPS has
discovered concerning the submission entities by searching various HUD and non-HUD
data sources.) APPS automatically generates an initial set of findings when a submission
is sent to HUD that requires review and approval. While a submission is in review, the
current HUD reviewer can request a new set of findings, at any time. This ensures that
when a reviewer makes a decision concerning a submission, that the most recent
information about the submission entities is available -- in case some time has elapsed
since APPS generated the initial set of findings.

APPS identifies of there are any critical findings from the following sources:
e GSA Excluded Parties List

e Entity Flag Report (Participant can view all flags pertaining to them)

& Note: APPS cannot search for critical findings in the HUD LDP’s list. Refer to
Section 17.3 of this Chapter for instructions on Researching HUD LDP’s.

17.1 Researching the GSA Excluded Party List Search (GSA EPLYS)

2<  An GSA EPLS name match is a critical finding.

1. Click EES45] on the APPS Home Page blue sidebar. The GSA Excluded Party List
Search screen displays.

April 2007 FINAL 17-2
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Active Partners Performance System

GSA Excluded Party List Search

Organization Name: I
(contains)
or

Last Name: I
(comtains)

First Name: I
(comtains)

HUD Only: " (optional)

Search | Clusel

Figure 17-1: GSA Excluded Party List Search Screen

2. Enter the Organization Name
OR
Individual name.

3. Indicate whether or not you wish to search HUD Only (optional), by clicking the

checkbox.

4. Click . The GSA Excluded Party List screen displays.

April 2007
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Active Partners Performance System

GSA Excluded Party List

Search Name: doe

Search Type: Individual

Records (1 - 2) of 2

Name Address Causes
] 123 King Way
Doe, Jane Faitfax, VA4 23434
. 234 Williams Dy
Doe, James Falls Church, VA 23434

EPLS Search | [Print] [ Close |

|  GSACauseDefiniions ||  GSAAgencyContacts |

Figure 17-2: GSA Excluded Party List

5. To view detailed information on a participant click on the name, which serves as a

hyperlink. The GSA Excluded Party List Detail screen displays.

Alternative Option

To view the cause of the EPLS flag click on the letter(s) hyperlink under the

Agencies

“Causes” heading. The GSA Excluded Party Cause and Treatment Description screen

displays (See #3).

Active Partners Performance System

GSA Excluded Party List Detail

Name Address Causes Agencies

234 Williams Drive
-Doe, James Falls Church, VA 2343

((EPLsList | [ EPLS Search | [Print] [ Close |

[ GEA Couse Definiions ] [ GSA Agency Contacts ]

Figure 17-3: GSA Excluded Party List Detail Screen

Excluded
Until
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6. To view the definitions of the causes for HUD EPLS flags, click on its corresponding
hyperlink at the bottom of the page under the heading, “Cause Code Definition.”. The
Excluded Party Cause and Treatment Description screen displays.

Active Partners Performance System

Exciuded Party Cause And Treatment Description

|Cude | Cause | Treatment
A Debarment by an agency pursuant to FAR 9 406-2, GPCO  |Contractors are excluded from recetving contracts, and
Insttuctions 110,114, or PS Publication 41, for one or agencies shall not solicit offers from, award contract:, to.
more of the following causes (a) conviction of or crvl renew or otherwise extend the duration of current

[udgment for fraud wiolation of antitrust laws, embezzlement, |contracts, or consent to subcontracts with these

theft, forgery, bribery, false statements, or other offenses  |contractors, unless the aceuiring agency"s head or a
mdicating alack of business mtegnty, (b} wolation of the designee deterrmines that there 1 a compelling reason for
terms of a Government contract, such as a willful falure to  [such action. Government prime contractors, when
petform in accordance with its terms or a history of failure  required by the terms of their contract, shall not enter into
to petform; or () any other cause of a sertous and any subcontract equal to or in excess of $§25,000 with a
compelling nature affecting responsibility. (See Code I9- contractor that 15 debarred, suspended, ot proposed for
Debarment pursuant to FAR 9 406 2(b)(2) Drug Free debarment, unless there 15 a compelling reason to do so.
"Workplace Act of 1958 Diebarments are for a specified term as determined by the

debarnng agency and as mdicated in the lsting.
Claose |

Figure 17-4: Excluded Party Cause and Treatment Description Screen

7. To return to the Excluded Party List screen click :

. . ERLS List
8. To return to the Excluded Party List screen click ﬁ :

Alternate Option
To exit the Excluded Party List screen click .

17.2 Entity Flag Report

The Entity Flag Report allows a Participant to view all flags pertaining to them.

1. From the APPS Home Page, Select Entity Flag Report from the Participant
Processing drop down list.
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Active Partners Performance System

APPS Home Page

Submnission Processing:
View My Submissions In Process |

Participant Processing

g Go)

Edit Certification

Edit Organizafion Structure

Edit Participant Detail Go

Edit Previous Participation [

Enfity Flag Report

Public reporting burden for this collection of information is estimated to average 30 minutes per

response, ncluding the time for reviewing instructions, searching existing data sources,

gathenng, and mamtaining the data needed, and submitting the information. This information is

User ID: required to obtain benefits and is mandatory. HUD may not collect this information, and you are
MXXXK not required to complete this form, unless it displays a cusrently valid OMB control number,

Online Help The regulations at 24 CFR Section 200210 to 200245 authorizes the US. Department of Housing
Glossary and Urban Development (HUD) to request information from all principals applying to partivipate
in multifamily housing programs. The information will enable HUD to evaluate whether or not
prncipal participants will honor their legal, financial, and contractual obligations and determine if
they pose an unsatisfactory underwnting risk.

Figure 17-5: APPS Home Page
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2. The Entity Flag Search Screen will display.

Active Partners Performance System

Entity Flag Search

Search hy: TIN/S5IN: (no dashes)

or
Organization Name:
(contains)

or
_ Last Mame:
Housing (starts with)
or
HUD Home First Mame:
(starts with)
HUD LEPs
Include
Organization:

Leave mput fields blank with include erganization checlked to search all lags assigned
to coordinator.

User ID:
M44704

Online Help
Glossary

APPE Home Page
Last Updated: December 27, 2004

Figure 17-6: Entity Flag Search Screen

3. Enter TIN/SSN or Organization Name or Last Name or First Name. You may also
include search by organization or within organization. Click on Search.

4. The Entity Flag Report displays

Intity Flag Report

bmirs TENHAN Froperty Flag Frasan Sratws Crvated Dot Direc) Flags Dake pieed Flags
Green Corp 325323252/ ABCD House Vialstzon of Busune re A gresments A corre (LGS ¢
Grean Corp 1213215 DEF House Unwsthormed Transfer of Phape ol Assets A ctave D000
Green Coxp 1122222 | XYZC Houwss T amans Actve 0071172003 ¥
Green Cotp IF33333 | IITIDE House F‘;:I- 1o Fie Fnancial Thalement P p—
Green Corp 4444444 ITIIIRRIT House e M., S USOY Active (V1472000

Figure 17-7: Entity Flag Report Screen
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17.3 Researching HUD Limited Denials of Participation (HUD LDPs)

1. Click EEE2¥5 on the APPS Home Page blue sidebar. The Limited Denials of
Participation screen displays.

Homes &
Communitie

Text onl Search /index
Enforcement Center ¥ | ‘

Home = About HUD = Enforcernent Center

e Limited Denials of Participation

About DEC

DEC Relationships

DEC Scope (3% Local information
DEC Elffices_ E, print version
Pje:a"?“ce A=y ' HUD Memorandum on Limited Denial of =[4 E-mail this to a friend
Links / resources Participation _— =
HUD news * Limited Denial of Participation List

* Call 1-866-784-0492 for questions Rl Iy a ke

The Limited Denial of Participation
List has changed. The list is

Homes

Communities updated daily, To search the list,
zimply type in the name of the

Working with HUD patticipant and select "Search by
Marme". Ta print the results of your

Resources search, select File then Print Frame

an your brawser, It is suggested
that you print in landscape on legal
Tools zize paper.

Let's talk

Webcasts #* Suggested browsers are Netscape
Mailing lists 4.% ar higher and Internet Explorer
Contact us R

Help

FIRSTGOV

Content updated April 1, 2003 © Back to top
2 “5 WS, Departrment of Housing and Urban Developrment .

e |||||||,g 451 7th Street S.W., Washington, DC 20410 @ f'f__""r':; Statement
% |||||||| s Telephone: (202) FOS-1112 TTv: (202) 708-1455 Hoeme

‘»%mﬂf Wisit a local HUD office near vou

Figure 17-8: Limited Denials of Participation Web Page

2. Click Limited Denial of Participation List The Limited Denials of Participation
and Voluntary Abstention List as of 06/13/2003 screen displays. The names are listed
alphabetically.
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U.S. Department of Housing and Urban Development
Limitec Denial of Participation, HUD Funding Disqualifications
and Voluntary Abstentions List as of 06/05/2006

Search Fesults for "james": 1 Entry Found AUTLDPe
. Scope of Disqualification Disqualification Disqualification Contact | Contact Contact Email
Name | Affihate |Address _. L . fl 0 k) Office
Disqualification | Start Date FEnd Date List Date Person |Number
- Falls  (all —— 222-222-
Tames - Church  Housing 01/24/06 01/23/07 02/28/06 Homecvmership gﬂr.th 222 M Smith@HUD. gov
MO Programs Carter HE %222

Figure 17-9: Limited Denials of Participation and Voluntary Abstention List
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Appendix (Drop Down L.ists)

18.0 Appendix (Drop Down LiStS) .....ccccvevveiieiieiie e 18-2
18.1 Register APPS Participant (TIN and SSN).........cccccoeevvvvrinnnn. 18-2
18.2 APPS HOME PAge......c.eviiiiiiiiiec e 18-5
18.3 Create SUDMISSION .......cccoiiiiiiii s 18-6
18.4 Add Principal To Organization and Edit Principal.................. 18-6
18.5 Previous Participation Property Search ...........cccccooeninnnn, 18-11
18.6 Previous Participation Detail ............cccocevieviiiiiienecie e, 18-12
18.7 2530 Submission—Organization Change ...........c.cccceceevvernnnn, 18-13
18.8 2530 SubMISSION—PrOoperty ........ccccoveviieiieiie e, 18-14
18.9 SUDMISSION LISt...cciiiiiiiiiiiiieeiiese e e 18-16
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18.0 Appendix (Drop Down Lists)

The following tables list the options for each of the APPS drop down lists, as specified,
per each selection category.

18.1 Register APPS Participant (TIN and SSN)

Field

Options

Prefix

(for SSN only)

Ambassador
Col.

Dr.
Honorable
Miss

Mr,

Mrs.

Ms.
Professor
Rabbi

Rep
Reverend
Sister

The Hon.

Legal Structure

(For TIN only)

Cooperative Corporation
Corporation

General Partnership

Joint Venture

Limited Liability Company

Limited Liability Corporation (LLC)
Limited Liability Partnership (LLP)
Limited Partnership

Real Estate Investment Trust (REIT)
Sole Proprietor

Stock Fund
Tenants in Common
Trust
Type of Limited Dividend
Ownership(For Non-Profit
TIN only) Profit Motivated
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Field Options
State Alabama Louisiana Ohio
Alaska Maine Oklahoma
American Samoa Maryland Oregon
Arizona Massachusetts Pennsylvania
Arkansas Michigan Puerto Rico
California Minnesota Republic of Palau
Canal Zone Muississippi Rhode Island
Colorado Missouri South Carolina
Connecticut Montana South Dakota
Delaware N Marianas Tennessee
District of Columbia Nebraska Texas
Federated States of Nevada Utah
Micronesia New Hampshire Vermont
Florida New Jersey Virginia
Georgia New Mexico Washington
Guam New York West Virginia
Hawaii North Carolina Wisconsin
Idaho North Dakota Wyoming
Ilinois
Indiana
lowa
Kansas
Kentucky
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Field Options
Country Afghanistan Colombia Guyana Malta
Albania Comoros Haiti Marshall
Algeria Congo Honduras Islands
Andorra Congo, Democratic Hungary Mauritania
Angola Republic of the lceland Mauritius
Antigua and Barbuda Costa Rica India Mexico
. Croatia . Micronesia
Argentina Indonesia
. Cuba Moldova
Armenia Iran
Australia Cyprus Iraq Monaco
Austria Czech Republic ireland Mongolia
Azerbaijan Denmark Israel Montenegro
Bahamas Djibouti ltaly Morocco
Bahrain Dominica Jamaica Mozambique
Bangladesh Dominican Republic Japan Myanmar
Barbados East Timor Jordan Namibia
Belarus Ecuador Kazakhstan Nauru
Belgium Egypt Kenya Nepal
Belize El Salvador Kiribati Netherlands
Benin Equatorial Guinea Kuwait New Zealand
Bhutan Eritrea Kyrgyzstan Nicaragua
Bolivia Estonia Laos Nigeria
Bosnia and Herzegovina Ethiopia Latvia North Korea
Botswana Fii Lebanon Norway
Brazil Finland Lesotho Oman
Brunei France Liberia Pakistan
Bulgaria Gabon Libya Palau
Burkina Faso Gambia Liechtenstein Panama
Burundi Georgia Lithuania Papua New
Germany Guinea
Cambodia Luxembourg
Paraguay
Ghana .
Cameroon Macedonia
Greece Peru
Canada Madagascar P
Grenada . eru
Cape Verde Malawi Philiopi
. . Guatemala . Hippines
Central African Republic Malaysia
Guinea Poland
Chad Maldives
. . Portugal
. Guinea-Bissau .
Chile Mali
Qatar
China
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Ontario

Field Options
Country Romania Slovakia Tanzania Uruguay
continued Russia Slovenia Thailand Uzbekistan
Rwanda Solomon Islands Togo Vanuatu
Saint Kitts and Nevis Somalia Tonga Vatican City
. . . Trinidad and
Saint Lucia South Africa Tobago Venezuela
Saint Vincent and The South Korea L. Vietnam
. Tunisia
Grenadines .
Spain Western
Turkey
Samoa . Sahara
Sri Lanka .
. Turkmenistan
San Marino Yemen
Sudan Tuvalu
Sao Tome and Principe . Zambia
Suriname USA
Saudi Arabia . Zimbabwe
Swaziland
Uganda
Senegal
Sweden .
. Ukraine
Serbia Switzerland
Sevchelles United Arab
y Syria Emirates
Sierra Leone Taiwan United
Singapore Tajikistan Kingdom
Territory British Columbia

18.2 APPS Home Page

Field Options
Submission Create Submission
Processing Edit Submission
View My Submission in Process
View My Submission in Review
View All Submission in Process
Verify Submission History
Participant Edit Certification
Processing Edit Organization Structure
Edit Participant Detail
Edit Previous Participation
Entity Flag Report
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Reports

Previous Participation Report

18.3 Create Submission

Field Options
Select the type of | Organization Change
submission you Property Submission
would like to __
) Corporate Buyout Submission
create:

Identity Submission (only available after Property Submission has been sent to HUD)

18.4 Add Principal To Organization and Edit Principal

Field Options

Prefix Ambassador Mr. Rep.
Col. Mrs. Reverend
Dr. Professor Sister
Honorable Rabbi The Hon.
Miss

Suffix Esq
1
1l
v
Jr.
Sr.
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Field Options
State Alabama Louisiana Ohio
Alaska Maine Oklahoma
American Samoa Maryland Oregon
Arizona Massachusetts Pennsylvania
Arkansas Michigan Puerto Rico
California Minnesota Republic of Palau
Canal Zone Mississippi Rhode Island
Colorado Missouri South Carolina
Connecticut Montana South Dakota
Delaware N Marianas Tennessee
District of Columbia Nebraska Texas
Federated States of Nevada Utah
Micronesia New Hampshire Vermont
Florida New Jersey Virginia
Georgia New Mexico Washington
Guam New York West Virginia
Hawaii North Carolina Wisconsin
Idaho North Dakota Wyoming
Ilinois
Indiana
lowa
Kansas
Kentucky
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Field Options
Country Albania Colombia Guyana Malta
Algeria Comoros Haiti Marshall Islands
Andorra Congo Honduras Mauritania
Angola Congo, Democratic Hungary Mauritius
Antigua and Barbuda Republic of the Iceland Mexico
Argentina Costa Rica India Micronesia
Armenia Croatia Indonesia Moldova
Australia Cuba Iran Monaco
Austria Cyprus Iraq Mongolia
Azerbaijan Czech Republic Ireland Montenegro
Bahamas Denmark Israel Morocco
Bahrain Djibouti Italy Mozambique
Bangladesh Dominica Jamaica Myanmar
Barbados Dominican Republic Japan Namibia
Belarus East Timor Jordan Nauru
Belgium Ecuador Kazakhstan Nepal
Belize Egypt Kenya Netherlands
Benin El Salvador Kiribati New Zealand
Bhutan Equatorial Guinea Kuwait Nicaragua
Bolivia Eritrea Kyrgyzstan Nigeria
Bosnia and Estonia Laos North Korea
Herzegovina Ethiopia Latvia Norway
Botswana Fiji Lebanon Oman
Brazil Finland Lesotho Pakistan
Brunei France Liberia Palau
Bulgaria Gabon Libya Panama
Burkina Faso Gambia Liechtenstein Papua New
Burundi Georgia Lithuania Guinea
Cambodia Germany Luxembourg Paraguay
Cameroon Ghana . Peru
Macedonia
Canada Greece Peru
Madagascar
Cape Verde Grenada Malawi Philippines
Central African Guatemala . Poland
. Malaysia
Republic .
Guinea . Portugal
Maldives
Chad . .
Guinea-Bissau . Qatar
. Mali
Chile
China
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Field Options

Country Romania Slovakia Tanzania Thailand | Uruguay

continuied Russia Slovenia Togo Uzbekistan
Rwanda Solomon Islands Tonga Vanuatu
Saint Kitts and Nevis Somalia Trinidad and Vatican City
Saint Lucia South Africa Tobago Venezuela
Saint Vincent and The  South Korea Tunisia Vietnam
Grenadines Spain Turkey Western Sahara
Samoa Sri Lanka Turkmenistan Yemen
San Marino Sudan Tuvalu Zambia
Sao Tome and Principe Suriname USA Zimbabwe
Saudi Arabia Swaziland Uganda
Senegal Sweden Ukraine
Serbia . United Arab

Switzerland .
Emirates
Seychelles Svria
. y United Kingdom
Sierra Leone .
Taiwan
Singapore Tajikistan
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Field

Options

Role in Entity

Assistant Secretary
Assistant Treasurer
Assistant Vice President
Assoc. Vice President
Board Member

Board Officer

CEO

CFo

COO0

Chairperson

Consultant

Director

Executive Vice President
General Partner
Investor Limited partner

Investor Limited Partner in Limited Partnership

Key Principal

Limited Partner
Managing Agent
Managing Director
Managing General Partner
Managing Limited Partner
Managing Member
Member

Officer

Operating Manager
Owner

Passive Investor

President

Secretary

Senior Vice President
Shareholder of General Contractor
Stockholder

Treasurer

Trustee

Vice President
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18.5 Previous Participation Property Search

Field Options
Type Single Family
Public & Indian Housing
Non-HUD
State Alabama Louisiana Ohio
Alaska Maine Oklahoma
Arizona Maryland Oregon
Arkansas Massachusetts Pennsylvania
California Michigan Rhode Island
Colorado Minnesota South Carolina
Connecticut Mississippi South Dakota
Delaware Missouri Tennessee
District of Columbia Montana Texas
Florida Nebraska Utah
Georgia Nevada Vermont
Hawaii New Hampshire Virginia
Idaho New Jersey Washington
Ilinois New Mexico West Virginia
Indiana New York Wisconsin
lowa North Carolina Wyoming
Kansas North Dakota
Kentucky
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18.6 Previous Participation Detail

Field

Options

Agency/Role Information

(For Non-HUD
properties only)

Local Housing Authority
RHS USDA
State Agency

Project Role

Consultant/Packager

General Contractor
Leasee/Operator
Management Agent

Nursing Home Administrator
Owner/Mortgagor
Sponsor/Developer

Turnkey Developer

Loan Status Information

Loan Status

Assigned
Current
Defaulted
Foreclosed
Modified
Paid Off

Last Physical Inspection

REAC Score

a
a*
b
b*
c
C*

Rating

Below Average
Satisfactory
Superior
Unsatisfactory

Performed By

Contract Administrator
HUD/Contractor
Mortagagee
Mortgagor/Contractor
PAE

State Agency
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Field

Options

Last Management Review

Rating

Below Average
Satisfactory
Superior
Unsatisfactory

Performed By

Contract Administrator
HUD/Contractor
Mortagagee
Mortgagor/Contractor
PAE

State Agency

18.7 2530 Submission—Organization Change

Field

Options

Reason

Organization Change (Major)

Corporate Buyout

Organization Change (Minor)

Organization Change (Court Order/Inheritance)

Select Participant
Processing

Certification
Organization Structure
Participant Flags
Previous Participation

Select Query

2530 Submission Package
Submission Status History

2530 Previous Participation Report
2530 Submission Directory Report
Participant Property Approval Report
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18.8 2530 Submission—Property

Field Options

Reason Assignment/Assumption of HAP Contract
Existing Application for other Subsidies
Mark-to-Market

New Application for Capital Advance Grants
New Application for Mortgage Insurance
New Role for Property

Property Disposition Sale/Foreclosure Sale
Proposed New Property

Refinance Application for Mortgage Insurance
Rehabilitation

Transfer of Physical Assets
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Field

Options

Role

Assoc. Vice President
Board Member
Board Officer

CEO

CFO

Chairperson

CO0
Consultant/Packager
Consultant
Contractor

Director

Facility Lessee
Facility Operator
General Contractor
General Partner

Investor Limited Partner in Limited Partnership

Investor Limited Partner

Key Principal
Leasee/Operator

Limited Partner
Management Agent
Managing Director

Member

Managing General Partner
Managing Limited Partner
Managing Member

Nursing Home Administrator
Officer

Owner/Mortgagor

President
Sponsor/Developer
Shareholder of General Contractor
Stockholder

Turnkey Developer

Vice President

Select Participant
Processing

Certification
Organization Structure
Previous Participation
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Field Options

Select Query 2530 Submission Package
Submission Status History
2530 Previous Participation Report
2530 Submission Directory Report
Participant Property Approval Report

18.9 Submission List
Field Options

Select Query

2530 Submission Package
Submission Status History

2530 Previous Participation Report
Organization Tier Structure Report
Participant Property Approval Report
2530 Submission Directory Report
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