Industry User Guide for the ADMINISTRATIVE REQUESTS ASSOCIATED WITH
Financial Assessment Subsystem - AFS SUBMISSION PROCESS
Multifamily Housing (FASSUB) Release 7.0.0.0

Chapter 9: Administrative Requests Associated with AFS
Submission Process

The Financial Assessment Subsystem - Multifamily Housing (FASSUB) provides three types of
administrative request options: 30-Day Extension Request, Resubmission Request, and Waiver
Request for audited and owner certified annual financial statements that are submitted
electronically. These administrative request options are available to owner-authorized users
(e.g., employees, project owners, CPAs, management agents, and other service providers).
The system captures the receipt date, the reason for the request, and project data to assist the
REAC Analyst.

An administrative request can be submitted for single, consolidated or combined submissions.
Administrative Request Procedures:

e Authorized user (owner’s representative) accesses FASSUB.

e User selects appropriate administrative request link (e.g., waiver, extension,
resubmission) from the Select An Option screen.
User selects and verifies criteria, enters information and submits request.

o REAC analyst reviews and enters a decision into the system.
User accesses FASSUB, and views the results of the decision via the Administrative
Request Status Box.

30-Day Extension Request

An extension of the annual financial statement due date requirement may be requested when
there are extenuating circumstances that prevent a timely submission of the required data.
However, a request must be accompanied by documentation supporting the extension request.
Submitting a request does not automatically grant an extension of the due date, as the request
must be approved by REAC before the extension is considered valid.

e Extension requests must be submitted electronically in FASSUB.
No limit to the number of extension requests that can be submitted.

¢ Duplicate extension requests are not accepted. An extension request is considered
duplicated if a previous extension request for the same reporting period is waiting for a
response by REAC.

e Extension requests for audited statements must include the CPA engagement date, the
name and phone number of the audit firm, and the email address of a contact person for
the audit firm.

Reason for the extension must be included for all requests.

¢ Once an extension request is approved, the due date for the annual financial statement
is updated to reflect the extended due date.

e Extension requests are approved for 30 day periods.
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Extension for an Owner Certified Single Submission

Requesting a 30-Day Extension of an annual financial statement for an Owner Certified Single
submission:

1. Access the Select An Option screen.

Annual Financial Statam ent
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select An Option
* Create New AFS Data Submission

* Submission Status Box

* Request 30-Day Extension

= Reqguest Resubmission

* Request Waiver

* Administrative Request Status Box

* Yiew Prior Year AFS Data Submission

2. Click on the Request 30-Day Extension link. The Enter the Fiscal Year End (FYE) Date
for Owning Entity screen displays.

Annual Financial Statem ent
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date exarmple: 12/31/2000

Continue

3. Enter the appropriate date in the Owning Entity Fiscal Year End field.
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4. Click onthe S button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Iease select an owner ﬂ

Caontinue

5. Click on the drop-down arrow and select the appropriate owning entity. If a list of owning
entities appears in the drop-down list, a user is authorized to submit for multiple owning
entities.

]F'Ieaae select an owner j
‘Please 10 r

8555835581 - HARDEN & WEAWER, A PARTHMERSHIF (Type 1)
885585552 - DANID BARKER TOWNHOUSES COOR. INC. (Type 2)
080888855 - The Yillage Mon-Profit Housing Coarp. (Type &)
080880857 - Lazy Acres Mursing Homes Corp. (Type 7)

580686805 - Blue Ridge Mountain Coop, Inc. (Type &)

6. Click on the S button. The Select a Property screen displays.

Select a Property

|F'Iease select a praperty j

Threshold for Anmual Expenditures

|F'Iease select a threshald j

Continue
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7. Select a property associated with the owning entity from the drop-down menu. If thisis a
Combined Submission, the properties will be listed automatically, providing the Real Estate
Management Systems (REMS) database contains the critical data elements.

8. Select a threshold, if the Threshold for Annual Expenditures drop-down list displays. The
Threshold for Annual Expenditures drop-down list is only available for entities that are Non-
Profit. It must be reselected each time, regardless of whether the user is creating a new
AFS data record, or modifying an existing record.

NOTE: If your FYE is 12/31/2003 or |Please select a threshold -
prior, then the drop-down list will display:

Flease select a threshold
|Greater than or equal to $300K. annuall:

If your FYE is 01/01/2004 or later, then

; S Please select a threshold -
the drop-down list will display: J

E elect a threshold
Less than $500K annually
Sreater than or equal to F500k. annually

9. Click on the LLS2MNUE | tton. A JavaScript message displays.

I-f'\?r) WABRMHING!

ou are about ko create the template for & zingle statement. When multiple HUD projects share a single T ax
[dentification Mumber, awners have the option of submitting a single audited staterment for each project, or a
conzolidated audited statement covering all projects az well az an entity-level financial statement covening all financial
activities conducted under the T ax [dentification Mumber,

Once a single statement iz created, you cannot go back and change it to & conzolidated project statement.

It pou zelect the wrong type now, vou will not be able to change it later. Are pousure you want to create a single

ztatement’y
Cancel |

10. Click the button.
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The Verify AFS Extension Request Criteria screen displays.

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Verify AFS Extension Request Criteria

Organization The Yillage Mon-Profit Housing Corp. (Type 5)

Tax ID HB0aaeeas

Mortgagor Type Mon-Profit

Legal Structure Corporation

Type of Submission Crwener Certified V:
Federal Award Threshold Greater than or equal to $300K annually

Fropenty Name FHA/Contract Number M2  Distribution Allowed Date From | Date To
THE %ILLAGE (1) 0507551 LTD 01401/2003 | 1243152003

Do not continue if information is incorrect or missing from these fields.
Contact the appropriate HUD field office representative to report any discrepancies.

Return to Main Menu

Submission Criteria Verification Yes No
Have you verified that your Type of Submission (i.e. Owner Certified, A-133
or 1G 2000.04) listed or selected above is the type of submissionyouintend | ® | O
to submit’?
Have you verified that the Tax D listed above is your correct Tax D7 ® O
Have you verified that all of the HUD related properties listed above are i ||
correct? |
Have you verified that the Federal Award Threshold is correct (if @ o
applicable)? =%
Have you verified that the Mortgagor Type listed above is correct? @ |0
Hawve you verified that the Legal Structure listed above is correct? ® O
Have you verified that the M2M Indicator listed for all the HUD related s ||
properties above is correct (if applicable)? | i
Have you verified that the Distribution Allowed Indicator listed for all the ® o

HUD related properties above is correct (if applicable)?
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11. Select either Owner Certified or Audited, in the Submission Type drop-down list display field.
|F'Ieaae select a statement type j

FPlease select a statementtype
Chnar Certified

Audited Submission |AY OMB Circular A-133

NOTE: Itis important to note that the Type of Submission field does not always offer a
drop-down menu. Additionally, verify the accuracy and completeness of the
data displayed on this screen. The screens and accounts made available for
data entry are based on this information.

12. Click on the appropriate Yes or No radio buttons for each of the eight questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Extension Request Criteria screen is incorrect. If the user answers
No to any of the seven questions in the Submission Criteria Verification section,
an error message displays. Until the user verifies the information and changes
the verification to Yes, they cannot continue the extension request
process.

Annual Financial E‘:tatement . .
Electronic Submission

U.5. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create a submission record. Please contact
your HUD Project Manager to get the necessary information corrected. If the
information is correct, please make sure you select "Yes® for all items on the
checklist.

Back |

13. Click on the [_%2MIMUE | p t1on. The AFS Extension Request screen displays. (next page)
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Annual Financial .."-‘_-tatem ent i i
Electronic Submission

U.S5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Extension Request

Crganization The “illage Mon-FProfit Housing Corp, (Type 5)

Tax 1D H85533355

Type of Submission Chnar Certified
Property Name FHA/Contract Number Date From Date To
THE “ILLAGE (17 050TCAS1 01./01.2003 1243142003

Reason for the Request:

It iz mandatory that data be entered into fields
with a red * next to them.

y #* g *
First Name |F1r5t Last Name |1-ElSt
*
Phone Number || Extension |
=.g. 333 2348678
Submit Reguest Cancel |

“Indicates required information

14. Enter an explanation in the Reason for the Request text box. An explanation must be
entered in this field prior to submitting the request.

NOTE: Be certain that the Contact Information is entered into the fields with a red
asterisk. An error message displays if data is missing from the 30-Day
Extension Request.
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15. Select the [___SUBMIE FEqUESt | +0n to submit the request.

An Extension Request receipt displays if the data was entered completely and correctly.

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Your Extension Request for

Froject Name FHA/Contract Number Date From Date To
THE VILLAGE (1) 0a0TCE51 01/01,/2003 12/31/2003

has been successfully submitted!
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Extension for a Combined Submission

Requesting a 30-Day Extension of an annual financial statement for a Combined Owner
Certified submission:

1. Access the Select An Option screen. Click on the Request 30-Day Extension link. The
Enter the Fiscal Year End (FYE) Date for Owning Entity screen displays.

Annual Financial E_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date example; 12/3172000

Continue

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.

3. Click on the Sl button. The Select an Owning Entity screen displays.

Annual Financial E‘_-tatement y :
Electronic Submission

U.S5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

|F"Iease select an owner j

Caontinue
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4. Click on the drop-down arrow and select the appropriate owning entity. If a list of owning
entities appears in the drop-down list, a user is authorized to submit for multiple owning
entities.

]F'Ieaae select an owner j

8555835581 - HARDEN & WEAWER, A PARTHMERSHIF (Type 1)
885585552 - DANID BARKER TOWNHOUSES COOR. INC. (Type 2)
080888855 - The Yillage Mon-Profit Housing Coarp. (Type &)
080880857 - Lazy Acres Mursing Homes Corp. (Type 7)

580686805 - Blue Ridge Mountain Coop, Inc. (Type &)

5. Click on the S button. The Select a Property screen displays.

Select a Property

Combmed
D20TC221 - DAVID BAEEEE TOWHNHOTUSES COOPEEATIVE (1)
D20TC222 - DAVID BAEEER TOWINHCOTUSES COOPEEATIVE (2)
020TC223 - DAVID BAREER TOWNHOUSES COCOPERATIVE (3)
020TC224 - DAVID BAREER TOWNHOUSES COOPERATIVE ()
D20TC225 - DAVID BAREER TOWHHOTUSES COOPERATIVE (9)

Continue

Properties associated with Combined submissions will be listed in the top portion of the
Select A Property screen. This indicates that the owning entity is a Cooperative
Corporation and financial statement data for multiple properties is combined and submitted
in a single AFS data submission.

6. Select a threshold, if the Threshold for Annual Expenditures drop-down list displays.

NOTE: If your FYE is 12/31/2003 or prior, |Please select a threshold =

then the drop-down list will display: Please select a threshold
(sreater than or equal to $300K annualls

If your FYE is 01/01/2004 or later, then
the drop-down list will display:

Less than $S00K annually
Sreater than or equal to $500K annually

The Threshold for Annual Expenditures drop-down list is only available for entities that are
Non-Profit. It must be reselected each time, regardless of whether the user is creating a
new AFS data record, or modifying an existing record.
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7. Click on the

Continue

button. The Verify AFS Extension Request Criteria screen

displays. (next page)

This 30-Day Request submission lists all of the properties associated with the Combined
submission under the Property heading of the Verify AFS Extension Request Criteria.

Annual Finanhcial s_tatem ent " 2y
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessiment Center (REAC)

Organization DAVID BARKER TOWNHOUSES COOP. INC. (Type 2
Tax ID 858888852

Mortgagor Type Other

Legal Structure Cooperative Corporation

Type of Submission Audited Submission |AW |G Handbook 2000 04

Federal Award Threshold A&

Hawe you verified that your Type of Submission {i.e. Cwner Certified, A-133
jor 1G 2000.04) listed or selected above is the type of submission you intend | ©

to submit?

Hawe you verified that the Tax D listed abowve is your correct Tax ID7? || &
Hawe you verified that all of the HUD related properties listed above are ~ &
correct?

Have you verified that the Fedsral Awiard Threshold is correct (if r e
applicable)?

Have you verified that the Mortgagor Type listed above is correct? |||
Hawe you verified that the Legal Structure listed above is correct? ||
Hawe you verified that the M2M Indicator listed for all the HUD related e

properties above is correct (if applicable)?

Verify AFS Extension Request Criteria

Property Name FHA/Contract Number M2M Date From | Date To

Combined Statement 010172003 | 12/31,2003
DAVID BARKER TOWYNHOUSES

COOPERATIVE (1) 020TC2M 01,/01,/2003 | 12/31/2003
DAVID BARKER TOWYNHOUSES

COOPERATIVE (2) n20TC222 01,/01,/2003 | 12/31/2003
DAVID BARKER TOWYNHOUSES

COOPERATIVE (3) 020TC223 01,/01,/2003 | 12/31/2003
DAVID BARKER TOWYNHOUSES

COOPERATIVE (4) 020TC224 01,/01,/2003 | 12/31/2003
DAYID BARKER TORYNHOLISES 0207C225 01/01/2003 | 12/31/2003

CODPERATIVE (G)
Do not continue if information is incorrect or missing from these fields.
Contact the appropriate HUD field office representative to repart any discrepancies.
Return to Main Menu

Submission Criteria Verification Yes No

)

Continue
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8.

9.

Select either Owner Certified or Audited if applicable, from the Submission Type down-down
menu.

|F'Ieaae select a statement type j
Please select a statement type
Chyner Certified

Audited Subrmission 1AYY OMB Circular A-133

Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Extension Request Criteria screen is incorrect. If the user answers
No to any of the seven questions in the Submission Criteria Verification section,
an error message displays.

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create an administrative request record.
Please contact your HUD Project Manager to get the necessary information
corrected. If the information is correct, please make sure you select "Yes' for
all items on the checklist.

Back

Until the user verifies the information and changes the verification to Yes, they cannot
continue with the extension request process.
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10. Click on the [_S2MNUE | \t1on. The AFS Extension Request screen displays. (next
page)

Annual Financial E‘_.tatem ent y 5
Electronic Submission

U.5. Department of Housing and Urban Development g

Real Estate Assessment Center (REAC)

AFS Extension Request

Organization DaYID BARKER TOWNHOUSES COOP. INC. (Type 2)
Tax ID (R e
Type of Submission Audited Subrnission 1AW 1G Handbook 2000.04
Property Name FHA/Contract Number |Date From | Date To
Combined Statement M 01012003 | 12/31/2003
DAYID BARKER TOWNHOUSES
COOPERATIVE (1) 0207C221 01/01/2003 | 12/31£2003

D&VID BARKER TOWYNHOUSES
COOPERATIVE (2) 0207TC222 014012003 | 12/31/2003

DAYID BARKER TOWNHOUSES
COOPERATIVE (3) 020TCZ23 0101/2003 | 1243152003

DAVID BARKER TOWWNHOUSES
COOPERATIVE (4) 020TCZ224 0140172003 | 1243172003

DAVID BARKER TOWNHOUSES
COOPERATIVE (5) 0207TCZ25 01/01/2003 | 12/31/2003

Reason for the Request:

L reason for the request is a mandatory field.

Contact Information

o i - *
First Name |F1f3t Last Name |Lﬁlst

Phone Number® 123-456-7890 i
e 333 2346678 | ERlnE

Auditor Firm Information

* ——— : +* _—
i ; t M. Last cri |CPA Engagement Date 1z/31/2000
Auditor Firm Name ’_ Sieil

: +
Auditor Phone 123-456-7891 Auditor Email Address: CPafemail.com

2. 333 2345678

Submit Request | Cancel |

“Indicates re gquired information
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11. Enter an explanation in the Reason for the Request text box. An explanation must be
entered in this field prior to submitting the request.

NOTE: Be certain that the Contact Information is entered into the fields with red asterisk.
An error message displays if data is missing from the 30-Day Extension Request.

It is important to verify the accuracy and completeness of the data displayed on this
screen. The screens and accounts made available for data entry are based on this
information.

12. Select the [___SUBMIE FeqUEst | +on to submit the request.

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Your Extension Request for

Project Name FHA/Contract Number |Date From | Date To

Combined Statement
DAYID BARKER TOWWNHOUSES COOPERATIVE
(1)

DAVID BARKER TOWNHOUSES COOPERATIVE DAYk 008, 2/ L0

02072 01/01,/2003 (1243172003
O20TC2 01/01,/2003 (1243172003
DAYID BARKER TOWNHOUSES COOPERATIVE 0TCI73 04,01/2003 |12/31,0003
020TC224 01/01,/2003 (1243172003
DAVID BARKER TOWNHOUSES COOPERATIVE 0TCI05 01,/01/2003 |12/31,2003

(4]
DAVID BARKER TOWNHOUSES COOPERATIVE
(3]

has been successfully submitted!

FASSUE Main Menu

<REAL Financial Assessment for FHAME Housing=

Cornents or Questions <BEAT Technlical Assistance Centers

An error message displays if data is missing from the 30-Day Extension Request.
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Extension Request for Owner Certified Consolidated Submissions

To request a 30-Day Extension of a Consolidated annual financial statement for an Owner
Certified Consolidated submission:

1. Access the Select An Option screen. Click on the Request 30-Day Extension link. The
Enter the Fiscal Year End (FYE) Date for Owning Entity screen displays.

Annual Financial E_tatem ent

Electronic Submission
R@

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date example; 12/3172000

Continue

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.

3. Click on the S button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission
"@

U.5. Department of Housing and Urkan Development
Real Estate Assessment Center (REAC)

Select an Owning Entity

|F"Iease select an owner j

Continue

4. Click on the drop-down arrow and select the appropriate owning entity. If a list of owning
entities appears in the drop-down list, a user is authorized to submit for multiple owning
entities.
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5.

6.

Continue

Click on the

button. The Select a Property screen displays.

Annual Financial S_tatem ent

Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Select a Property

|F'Iease select a property ﬂ

Threshold for Annual Expenditures

|F'Iease select a threshold j

Continue

Click on the drop-down arrow and select either Consolidated or an individual property
associated with the Consolidated submission for the applicable annual financial statement.
The word “Consolidated” indicates that multiple projects were developed under a single
owning entity (e.g., two or more projects sharing the same tax identification number).

Select a threshold, if the Threshold for Annual Expenditures drop-down list displays.

NOTE: If your FYE is 12/31/2003 or prior, |F'Iease salscta thraskold j
then the drop-down list will display:

Flease select a threshald
|Greater than or equal to $300K annuall:

If your FYE is 01/01/2004 or later, then the
drop-down list will display:

Less than $500K annually
Sreater than or equal to $500K annually

The Threshold for Annual Expenditures drop-down list is only available for entities that are
Non-Profit. It must be reselected each time, regardless of whether the user is creating a
new AFS data record, or modifying an existing record.
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ADMINISTRATIVE REQUESTS ASSOCIATED WITH
AFS SUBMISSION PROCESS

8. Click on the

L\:;} WARMING!

You are abaut to create the template far a consalidated statement. *When multiple HUD projects share a single Tax
ldentification Murber, owners have the option of zubmitting a single audited statement for each project, or a
consolidated audited statement covering all projects and the overall ownership entity.  The templates for & consolidated
submizzion reguire the entry of financial statement data on each HUD project, as well az an entitp-level financial
statement covering all financial activities conducted under the owner's T as |dentification Mumber.

Once a congolidated statement is created, you cannot go back and change it to & single project statement.

If o zelect the wrong type now, pou will not be able to change it later, Are you zure pou want o create a conzolidated

statement?

Caontinue

button. The following JavaScript message displays.

Canicel

9. Select the

(next page).

| button. The Verify AFS Extension Request Criteria displays

Arnual Flranadal Stacan et

Electronic Submission
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NOTE: Itis important to verify the accuracy and completeness of the data displayed on this
screen. The screens and accounts made available for data entry are based on this
information.

10. Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Extension Request Criteria screen is incorrect. If the user answers

No to any of the seven questions in the Submission Criteria Verification section,
an error message displays.

Annual Financial E_tatem ant " y
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create an administrative request record.
Please contact your HUD Project Manager to get the necessary information
corrected. If the information is correct, please make sure you select "Yes' for
all items on the checklist.

Back

Until the user verifies the information and changes the verification to Yes, they cannot
continue with the extension request process.
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11. Click on the [_S2MNEE | \tt6n to submit the request. The AFS Extension Request screen
displays. (next page)

Annual Financial E_tatem ent 5 2
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Extension Request

Organization Lazy Acres Mursing Hormes Corp. (Type /)
Tax ID (aatutatatatatald
Type of Submission Owner Certified
Property Name FHA/Contract Number Date From Date To
Consolidated Statement AA 01.01,/2005 12431,2003
ACRES HOMES (2) 070TCTT2 01/01/2005 | 124312003

Reason for the Request:

Enter the reason for the request in this field.

L red ¥ means that data mwust be entered into those
fields.

Contact Information

z * 7 *
First Name |F irst Last Name |LﬂSt

Phone Number 123-456-7890 E ;
Xtension
e.g. 333 2345675 |

submit Hegquest Cancel |

12. Enter an explanation in the Reason for the Request text box. An explanation must be
entered in this field prior to submitting the request. Be certain that the Contact Information
is entered into the fields that have a red asterisk next to them.
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13. Click on the| SUBMItREAUESt | 1ytton to submit the request to REAC.

The Your Extension Request receipt displays if all data was entered completely and
correctly. (next page)

Annual Financial Statem ent

Electronic Submission
“@

U.5. Department of Housing and Urkan Development
Real Estate Assessment Center (REAC)

Your Extension Request for

Project Name FHA/Contract Number Date From Date To
Consolidated Staterment 01/01/2003 123172003
ACHES HOMES () O70TC7 72 01/01/2003 12/31/2003

has been successfully submitted!

FASSLUE Main Menu

ZREAL Financial Assessment for FHAME Housings

Corrments or Queshions <REAC Technical Assistance Centers
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Resubmission Request

A request to resubmit an annual financial statement may be submitted to correct information
associated with a previously accepted annual financial statement data submission. The
resubmission request should include a description of the circumstances creating the need for a
revised annual financial statement data submission. A request does not automatically grant
permission to resubmit; the request must be approved by REAC before a resubmission can be
initiated.

Resubmissions should only be requested in instances where the original submission contained
material misstatements or omissions of financial data. In the case of audited annual financial
statement submissions, resubmissions should only be requested in cases where the auditor
was forced to re-issue the hard copy audit report due to material misstatement, omissions or
subsequent events. Submissions containing minor, immaterial errors; should be reported to
REAC in letter form, and a resubmission request is not submitted.

¢ Resubmission requests must be submitted electronically in FASSUB.

Prior to a resubmission request being submitted, a multifamily project’s annual financial
statement for a given fiscal year must have been received by REAC.

o Resubmission requests are only accepted for the latest annual financial statement in
FASS for a given reporting year.

o Duplicate resubmission requests are not accepted. A resubmission request is
considered a duplicate if a previous resubmission request for the same fiscal year is
waiting for a decision by REAC, or if a resubmission request for the same fiscal year has
already been approved and the resubmission has not yet been made.

e Reason for the resubmission request must be included.

If a request for resubmission is approved, the annual financial statement submission must be re-
entered in its entirety in FASSUB. FASSUB does not allow users to edit prior submissions.
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Requesting a Resubmission of an annual financial statement
submission for a single property:

1. Access the Select An Option screen.

2. Click on the Request Resubmission link. The Enter Fiscal Year End (FYE) Date for
Owning Entity displays.

Annual Financial Statem ent

Electronic Submission
R@

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date exarmple: 12/31/2000

Continue

3. Click on the button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission w
e > |

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Ieaae select an owner j

Continue
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4. Select the Owning Entity and click on the button. The Submitted Annual
Financial Statement screen displays.

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Submitted Annual Financial Statement
Owner: THE VILLAGE NON PROFIT HOUSING CORP
FYE: 12/31/2002
Project FHA/Contract Submission Type
THE VILLAGE 888888885 AUD-A133

5. Click on the Project name (e.g., The Village). The AFS Resubmission Request screen
displays.

AFS Resubmission Request

Organization THE WILLAGE MNOMN PROFIT HOUSING CORP
Tax ID BB8885555
Type of Submission Audited Submission 1AW OME Circular A-133
Property Name FHA/Contract Numhber Date From Date To
THE WILLAGE 050TCES1 01/01/2002 1243172002

Reason for the Request:

Enter dats in all fields that have a red ¥ next
to them.

Contact Information

: * : #*
First Name |F irst Last Name |T--*5LSt

Phone Number [125-4565-7=390 E .
xtension
o.g. 333 2345678 J

Submit Reguest Cancel |
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6. Enter an explanation in the Reason for the Request text box. An explanation must be
entered in this field prior to submitting the request. An error message displays if the
resubmission request has missing data. Be certain that the Contact Information is entered
into the fields with red asterisks next to them.

Submit Reguest

7. Click on the Ibutton. The Your Resubmission Request receipt

screen displays.

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Your Resubmission Request for

Project Name FHA/Contract Number Date From Date To
THE “ILLAGE 050TCE51 01012002 1243172002

has been successfully submitted!
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Requesting a Resubmission of an annual financial statement for a
Combined Submission:

1. Access the Select An Option screen. Click on the Request Resubmission link. The
Enter Fiscal Year End (FYE) Date for Owning Entity displays.

Annual Financial E_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date example; 12/3172000

Continue

2. Click on the button. The Select an Owning Entity screen displays.

Annual Financial E_tatem ant = ::
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Iease select an owner j

Continue
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3. Select the Owning Entity and click on the button. The Submitted Annual
Financial Statement screen displays. (next page)

Annual Financial E‘_-tatem ent - _
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Submitted Annual Financial Statement
Owner: DAVID BARKER TOWNHOUSES COOPERATIVE

FYE: 12/31/2002

Project FHA/Contract | Submission Type
Combined Statement AUD - 2000.04
DAVID BARKER TOWNHOUSES COOPERATIVE 020TCz221 AUD-2000.04
DAVID BARKER TOWNHOUSES COOPERATIVE 020TC222 AUD-2000.04
DAVID BARKER TOWNHOUSES COOPERATIVE 020TC223 AUD-2000.04
DAVID BARKER TOWNHOUSES COOPERATIVE 020TC224 AUD-2000.04
DAVID BARKER TOWNHOUSES COOPERATIVE 020TC225 AUD-2000.04
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4. Click on the Combined Statement link. The AFS Resubmission Request screen displays.

Annual Financial E_-tatemmt 2 2
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Resubmission Request

Organization DAYID BARKER TOWNHOUSES COOFPERATIVE
Tax ID it
Type of Submission Audited Submission [AW |G Handbook 2000.04
Property Name FHA/Contract Number Date From | Date To
Combined Statement 01,07122007 | 124312001
DAYID BARKER TOWN HOUSES 020TC221 01401,/2002 | 12/31,/2002
DAYID BARKER TOWNHOUSES
COOPERATIVE 020TC22 01.01,/2002 | 12/31,/2002
DAYID BARKER TOWNHOUSES
COOPERATIVE 020TC223 01/01/2002 | 12/31/2002
Da&vID BARKER TOWNHOUSES
COOPERATIVE 020TC224 01./01,/2002 | 12/31,/2002
DAYID BARKER TOWNHOUSES
COOPERATIVE 020TC225 01401,/2002 | 12/31,/2002

Reason for the Request:

Enter data in all fields that have a red * next
to them.

Contact Information

. * : #*
First Hame |F irst Last Name |LﬂSt
Phone Number’ 123-455-7590 E :
xtension
eg. 333 2345678 |

Submit Beguest Canceal |
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ION PROCESS

5. Enter an explanation in the Reason for the Request text box. An explanation must be
entered in this field prior to submitting the request. An error message displays if the

resubmission request has missing data.

NOTE: Be certain that data is entered into the Contact Information fields that have a red

asterisk next to them.

6. Click on the S lbutton. The Your Resubmission receipt screen
displays.
Annual Financial Statement i i
Electronic Submission W
U.5. Department of Housing and Urban Development M
Real Estate Assessment Center (REAC)
Your Resubmission Request for
Project Name FHA/Contract Number |Date From | Date To
Combined Staternent 01012002 124312002
DAVID BARKER TOWWNHOUSES COOPERATIVE O7O0TCZ21 01.01,2002 | 1224312002
DAVID BARKER TOWNHOUSES COOPERATIVE O70TCEL2 01.01,2002 | 1224312002
DAVID BARKER TOWNHOUSES COOPERATIVE O70TC223 01.01,2002 | 1224312002
DAVID BARKER TOWNHOUSES COOPERATIVE O70TC2E24 01.01,2002 | 1224312002
DAVID BARKER TOWNHOUSES COOPERATIVE O70TCE2S 01.01,2002 | 1224312002
has been successfully submitted!
FASSUE Main Menu
=REAC Financial Assessrment for FHAME Housings
Comments or Questions <REAT Technical Assistance Centers
NOTE: An error message displays if the resubmission request has missing data.
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Requesting a Resubmission of a Consolidated annual financial
Statement submission:

1. Goto the Select An Option screen. Click on the Request Resubmission link. The Enter
Fiscal Year End (FYE) Date for Owning Entity displays.

Annual Financial E‘_-tatem ent ) )
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date exarmple: 12/31/2000

Continue

2. Click on the button. The Select an Owning Entity screen displays.

Annual Financial E‘_-tatem ant 5 3
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Iease select an owner j

Continue
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3. Select an Owning Entity and click on the button. The Submitted Annual
Financial Statement displays.

Annual Finaneial E‘_-tatem ent

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Submitted Annual Financial Statement
Owner: HARDEN & WEAVER, A PARTHERSHIP
FYE: 12/31/2002

Project FHA/Contract Submission Type
Consolidated Statement AUD-2000.04
HARDEN APARTMENTS o10TC111 AUD 2000.04
WEAVER APARTMENTS 010TC112 AUD-2000.04

FASSLUE Main Menu

=REALC Financial Assessment for FHAME Housing=

Corments or Questions <REAT Technical Assistance Cernters
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4. Click on the Consolidated Statement link. The AFS Resubmission Request screen
displays.

Annual Financial .."-‘_-tatem ent i i
Electronic Submission

U.S5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Resubmission Request

COrganization HARDEM & WEAVER, A PARTHERZHIF
Tax 1D 235555551
Type of Submission Audited Submission 1AYY |G Handbook 2000.04
Property Name FHA/Contract Number Date From Date To
Consolidated Statement 01.01,2002 124312002
HARDEM APARTMEMTS o10TC111 010122002 1243172002
WEAWER ARPARTMENTS moTC112 a1.,/01..2002 1243172002

Reason for the Request:

Enter data in all fields that have a red * next
to them.

o #* d #
First Name |F irst Last Name |1-ElSt

Phone Number’ 123-455-7890 E i |
= = ®tension
e.g. 333 2345578 |

Submit Reguest Cancel |

“Indicates required information
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Enter an explanation in the Reason for the Request text box. An explanation must be entered in
this field prior to submitting the request. Be certain that information is entered in the Contact
Information fields that have a red asterisk next to them. An error message displays if data is
missing from the Resubmission Request form.

5. Select the [ SUBMIEREAUESt |1 10N to submit the request. The Resubmission Request
Receipt screen displays.

Annual Financial Statement

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Your Resubmission Request for

Project Name FHA/Contract Number Date From Date To
Consolidated Staterment 01012002 1243172002
HARDEMN ARARTMEMTS maTC1I 1M 01/01,/2002 12/31/,2002
WEAVER APARTMENTS o712 01/01,/2002 12/31/,2002

has been successfully submitted!

FASSUE Main Menu

<REALC Financial Assessment for FHAME Housing=

Cornrnents or Questions sREAC Techhnical Assistance Centers
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Waiver Request

A waiver may be requested in order to relieve or defer annual financial submission requirements
or audit requirements. A waiver request should include a description of the circumstances
believed to warrant a waiver of the requirement. Submitting a request does not automatically
grant the waiver; the request must be approved by REAC before the waiver is considered valid.

e Requests for waivers can be submitted electronically in FASSUB.

e Once a waiver request is approved, the system updates the project owner’s AFS
submission requirements.

¢ Duplicate waiver requests will not be accepted. A waiver request will be considered a
duplicate, if a previous request is waiting for a decision by REAC.

e Waiver requests are only valid for one year.

o If a waiver request is disapproved, then the project owner or their agent must submit the
appropriate annual financial statement.

¢ When submitting a Consolidated administrative request, you will be required to submit a
Consolidated Financial Statement, which consists of data for each property as well as
data for the owning entity. Review details of Consolidated statements in the Introduction
prior to requesting a Consolidated administrative request.

NOTE: Sometime in the near future, this procedure will be amended to
discontinue the protocol with REAC, in that, the Office of Asset
Management does not have waiver authority. Changes to this section will
be posted on the REAC website at the appropriate time under “What’s Hot".
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To request an electronic Waiver of an annual financial statement for a
Single property:

1. Access the Select An Option screen. Click on the Request Waiver link. The Enter the
Fiscal Year End (FYE) Date for Owning Entity screen displays.

Annual Financial Statement

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date example; 12/3172000

Continue

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.

3. Click on the S button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Ieaae select an owner ﬂ

Continue

4. Click on the drop-down arrow and select the appropriate Owning Entity.
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5. Click on the S button. The Select a Property screen displays.

Annual Financial E‘_-tatem ant . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select a Property

|F'Iease select a property j

Threshold for Annual Expenditures

|F'Iease select a threshold j

Continue

6. Select a property associated with the Owning Entity from the drop-down menu.

7. Select a threshold, if the Threshold for Annual Expenditures drop-down list displays.

NOTE: If your FYE is 12/31/2003 or prior, |p|ease select a threshold j
then the drop-down list will display:

Flease select a threshald
|Greater than or equal to $300K annuall:

If your FYE is 01/01/2004 or later, then the
drop-down list will display:

E.F'IE lect a threshold
The Threshold for Annual Expenditures Less than $5800K annually
drop-down list is only available for entities Greater than or equal to $500K annually

that are Non-Profit. It must be reselected
each time, regardless of whether the user is creating a new AFS data record, or modifying
an existing record.

8. Click on the S button. The following message displays:

I@ WERNING!

“Y'ou are about to create the template for a single statement. when multiple HUD projects share a single Tax
Identification Number, owners have the option of submitting a single audited statement far each project, or a
consolidated audited statement covering all projects az well as an entity-level financial statement covering all financial
activities conducted under the Tax Identification Mumber.

Once a zingle statement is created, pou cannot go back and change it to a conzolidated project statement.

If pou zelect the wiong type now, you will not be able to change it later. Are you zure you want to create a single
statement?
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9. Select the | button to continue with the waiver request.

The following Verify AFS Waiver Request Criteria screen displays:

Annual Financial Statement

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Verify AFS Waiver Request Criteria

Organization The Yillage Mon-FPrafit Housing Corp. (Type 5)
Tax ID 888535385

Mortgagor Type Mon-Profit

Legal Structure {Corporation

Type of Submission '_Clwner Cerdified )
Federal Award Threshold Greater than or equal to $300K annually

Property Name |FHA/Contract Number [M2M | Distribution Allowed Date From | Date To
THE WILLAGE (1) 0a0TCES1 LTD 0140142003 | 12/31/2003

Do not continue if information is incorrect or missing from these fields,
Caontact the appropriate HUD field office representative ta report any discrepancies.
Return to Main Menu

Submission Criteria Verification Yes No

Have you verified that your Type of Submission (e, Owner Certified, A-133
or 16 2000047 listed or selected above is the type of submissionyou intend | & (O

to submit?
Hawve you verified that the Tax 1D listed above is your correct Tax [D7? ® O
Hawe you verified that all of the HUD related properties listed above are ® o
correct? =
Have you werified that the Federal Award Threshold is correct {if .

: ® O
applicable)?
Have you verified that the Mortgagor Type listed above is correct? ® O
Have you verified that the Legal Structure listed above is correct? ® O
Have you verified that the M2M Indicator listed for all the HUD related ® o
properies above is correct (if applicable)? =
Have you werified that the Distribution Allowed Indicator listed for all the ® o

HUD related properties above is correct (if applicabla)?
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10. Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Waiver Request Criteria screen is incorrect. If the user answers No

to any of the seven questions in the Submission Criteria Verification section, an
error message displays.

Annual Financial E‘_-tatem ant . .
Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create an administrative request record.
Please contact your HUD Project Manager to get the necessary information
corrected. If the information is correct, please make sure you select "Yes' for
all items on the checklist.

Back

Until the user verifies the information and changes the verification to Yes, they cannot
continue with the AFS waiver request process.

The AFS Waiver Request screen displays. (next page)
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Annual Financial E_tatement . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Waiver Request

COrganization The “illage Mon-Profit Housing Corp. (Type 5)

Tax ID 2358585355

Type of Submission Chwner Certified
Property Name FHA/Contract Number [ate From Date To
THE “ILLAGE (1) 0s0TCES1 01,/01/2003 123172003

Reason for the Request:

Data mwust be entered into the fields with a red *
next to them.

Contact Information

i ik : #*
First Hame |F irst Last Name |LﬂSt

Phone Number’ 123-45§-7890 E i
- - xtension
e.g. 333 2345674 |

Submit Regquest Cancel |

“Indicates re gquired mformation

11. Update the Reason for the Request text box. An explanation must be entered in this field
prior to submitting the request. Be certain that information is entered in the Contact
Information fields that have a red asterisk next to them. An error message displays if data is
missing from the AFS Waiver form.
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12. Click the [_Submit Reguest  |{p, on,

A screen displays informing the user that the waiver request has been successfully
submitted.

Annual Finanhcial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Your Waiver Request for

Project Name FHA/Contract Number Date From Date To
THE ¥ILLAGE (1) 0=0TCES1 01/01,/2003 12/31/2003

has been successfully submitted!

FASSUE Main Menu

zREAL Financial &Assessment for FHAME Housings

Comrnents or Questions = REAT Techrical Assistance Cantar:
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To request an electronic Waiver of a Combined annual financial
Statement:

1. Access the Select An Option screen. Click on the Request Waiver link. The Enter the
Fiscal Year End (FYE) Date for Owning Entity screen displays.

Annual Financial E‘_-tatem ent ) )
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date exarmple: 12/31/2000

Continue

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.

3. Click on the S button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Iease select an owner ﬂ

Caontinue
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4. Select the Owning Entity and click on the S button. The Select a Property

screen displays.

Annual Financial E_tatem ent

Electronic Submission w
U.5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Select a Property

Combined
020TC221 - DAVID BAEKER TOWNHOUSES COOPERATIVE (1)
020TC222 - DAVID BARKEE TOWINHOUSES COOPERATIVE (2)
D20TC223 - DAVID BARKEE TOWIMHOUZES COOPEEATIVE (%)
020TC224 - DAVID BARKER TOWNHOUSES COOPERATIVE (4)
020TC225 - DAVID BARKEE TOWIHOUSES COOPERATIVE (9)

Continue

5. Select a threshold, if the Threshold for Annual Expenditures drop-down list displays.

NOTE: If your FYE is 12/31/2003 or prior, |F'|e.age select a threshald j

then the drop-down list will display: Please select 3. threshold
(Sreater than or equal to $300kK annuall:

If your FYE is 01/01/2004 or later, then the
drop-down list will display: |Please select a threshald -l

T
Less than $300K annually
Sreater than or equal to $500K annually

The Threshold for Annual Expenditures
drop-down list is only available for entities
that are Non-Profit. It must be reselected
each time, regardless of whether the user is creating a new AFS data record, or modifying
an existing record.
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6. Click on the S button. The Verify AFS Wavier Request Criteria screen

displays.

Annual Financial E‘_:tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Verify AFS Waiver Request Criteria

Organization DAVID BARKER TOWNHOUSES COQP. INC. (Type 2)
Tax ID B33330852
Mortgagoer Type Other
Legal Structure |Cooperative Corporation
Type of Submission Audited Submission 14V 1G Handboak 2000.04
Federal Award Threshold A&,
Property Name FHA/Contract Number |M2M Date From | Date To
Combined Statement 01012003 | 124312003
DAWID BARKER TOWNHOUSES
COOPERATIVE (1) 020TCZ221 0140142003 | 12/31,/2003
DAWID BARKER TOWNHOUSES
COOPERATIVE (2) 020TCZ22 0140142003 | 12/31,/2003
DAWID BARKER TOWNHOUSES
COOPERATIVE (3) 020TCZ23 0140142003 | 12/31/2003
D&VID BARKER TOWNHOUSES
COOPERATIVE (4] 020TCZ224 | 01/01,/2003 | 124312003
DelD BARKER TOWHHOUSES 0207C225 01/01/2003 | 12/31/2003

COOPERATIVE (3)

Do not continue if infarmation is incorrect or missing from these fields.
Contact the appropriate HUD field office representative to report any discrepancies.
Return to Main Menu

Submission Criteria Verification Yes MNo

Have you werified that your Type of Submission (i.e. Owner Cerified, A-133
or |G 2000.04) listed or selected above is the type of submissionyou intend | © | &

to submit?

Have you verified that the Tax D listed above is your carrect Tax ID7 5| e
Have you werified that all of the HUD related properties listed above are |l
correct?

Have you verified that the Federal Award Threshold is correct (if ~ e
applicable)?

Have you verified that the Mortgagor Type listed above is correct? 0 |f
Have you verified that the Legal Structure listed above is correct? 5| X
Have you verified that the M2M Indicator listed for all the HUD related ~ e

properties above is correct (if applicable)?

Continug
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7. Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Waiver Request Criteria screen is incorrect. If the user answers No
to any of the seven questions in the Submission Criteria Verification section, an
error message displays.

Annual Financial E_tatem ent ) i
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create an administrative request record.
Please contact your HUD Project Manager to get the necessary information
corrected. If the information is correct, please make sure you select "Yes' for
all items on the checklist.

Back

Until the user verifies the information and changes the verification to Yes, they cannot
continue with the waiver request process.

June 22, 2007 9-43



Industry User Guide for the ADMINISTRATIVE REQUESTS ASSOCIATED WITH
Financial Assessment Subsystem - AFS SUBMISSION PROCESS
Multifamily Housing (FASSUB) Release 7.0.0.0

8. Click on the button to submit the Waiver request. The AFS Waiver Request
screen displays. (next page)

Annual Financial ..'-"_-tatem ent 5 s
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Waiver Request
Organization DAVID BARKER TOWNHOUSES COOP. INC. (Type 2
Tax ID 555555552
Type of Submission Audited Subrmission |AW G Handboaok 2000.04

Property Name FHA/Contract Number Date From | Date To
Combined Staternent AR, 01/01/2003 | 1243142003
DAYID BARKER TOWYNHOUSES

o 0207221 01/01/2003 | 12/31/2003
DWlDCBSgggRRATT?JEN%DUSES 020TC222 01/01/2003 | 12/31/2003
DAWDCBSSE%RATT?JEN(?)DUSES 020TC223 01/01/2003 | 12/31/2003
DAVlDCBSSEERRATTﬂEP‘EDUSES 020TC224 01/01/2003 | 12/31/2003
DAVID BARKER TOWNHOUSES 020TC225 01/01/2003 | 12/31/2003

COOPERATIVE (5]

Reason for the Request:

Enter data into the fields that have @ red ¥ next
to them.

Contact Information

- #* . *
First Name |F11'3t Last Name |L33t

Phone Number 123-456-7890 E i
- - Htension
e.g. 332 2345578 |

Submit Request Cancel |

“Indicates re quired information
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ADMINISTRATIVE REQUESTS ASSOCIATED WITH
AFS SUBMISSION PROCESS

9. Update the Reason for the Request text box. An explanation must be entered in this field
prior to submitting the request. Be certain that information is entered in the Contact
Information fields that have a red asterisk next to them. An error message displays if data

is missing from the AFS Waiver form.

10. Select the [__SUBMLREGUESL |1y 1on. A screen displays informing the user that the
waiver request has been successfully submitted.

Annual Financial Statement 2 .
Electronic Submission W
U.S5. Department of Housing and Urban Development M
Real Estate Assessment Center (REAC)
Your Waiver Request for
Project Name FHA/Contract Number |Date From | Date To
Combined Statement
DAYID BARKER TOWNHOUSES COOPERATIVE
() 01/01/2003 |12431/2003
DAYID BARKER TOWNHOUSES COOPERATIVE 20TCI2 01/01/2003 112/31,0003
0z20TC222 01/01/2003 |12431/2003
DAYID BARKER TOWNHOUSES COOPERATIVE OTC273 01/01/2003 112/31,0003
020TC224 01/01/2003 |12431/2003
DAVID BARKER TOWNI:;]USES COOPERATIVE DOTC205 01/01/2003 112/31,0003
DAYID BARKER TOWNHOUSES COOPERATIVE
(5)
has been successfully submitted!
FARSUE Main Menu
=REAC Financial Assessment for FHAMFE Housing=
Comments or Questions =REAC Technical Assistance Center=
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Requesting an electronic Waiver of a Consolidated annual financial

Statement:

1. Access the Select An Option screen. Click on the Request Waiver link. The Enter the

Fiscal Year End (FYE) Date for Owning Entity screen displays.

Annual Financial Statement

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End:

Date example; 12/3172000

Continue

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.

3. Click on the Sl button. The Select an Owning Entity screen displays.

Annual Financial E_tatem ant 2 <
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

|F'Iease gelect an owner ﬂ

Continue
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4. Select the Owning Entity and click on the S button. The Select a

Property screen displays.

Annual Financial S_tatem et & =
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select a Property

|F'Iease select a property j

Threshold for Anmual Expenditures

|F'Iease select a threshold j

Continue

5. Select a threshold, if the Threshold for Annual Expenditures drop-down list displays.

NOTE: If your FYE is 12/31/2003 or prior, |F'|E-EISE select a threshold j
then the drop-down list will display:

Flease select a threshald
|Greater than or equal to $300K annuall:

than

If your FYE is 01/01/2004 or later, then the
drop-down list will display: |F'Iease select a threshald j
Ple elect a threshold ;
The Threshold for Annual Expenditures Less than 500K annually
drop-down list is only available for entities Greater than or equal to $500K annually

that are Non-Profit. It must be reselected

each time, regardless of whether the user is creating a new AFS data record, or modifying
an existing record.

Continue

6. Click on the button. A JavaScript message below will display. This
message alerts the user that they are going to be creating multiple templates for a
Consolidated submission.

(\@ WAERMNING!

“Y'ou are about to create the template for & consolidated statement. when multiple HUD projects share a single Tax
Identification Mumber, owners have the option of zubmitting a single audited statement for each project, or a
conzolidated audited statement covering all projects and the overall ownership entity. The templates for a consalidated
submizgion reguire the entry of financial statement data on each HUD project. ag well as an entity-level financial
statement covering all financial activities conducted under the owner's T ax Identification Mumber.

Orce a consolidated statement is created, you catnot go back and change it to & single project statement.

If you select the wiong type now, you will not be able ta change it later, Are pou sure pou wank to create a conzolidated
statement?

Cancel
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7. Click on the button to continue.

The Verify AFS Waiver Request Criteria page displays.

Annual Financial E‘_-tatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Verify AFS Waiver Request Criteria

Organization HARDEM & WEANVER, A PARTMNERSHIP (Type 1)

Tax 1D 555333551

Mortgagor Type Profit Motivated

Legal Structure Limnited Partnership

Type of Submission Audited Subrmission |AYY |G Handbook 2000.04

Federal Award Threshold A,

Property Name FHA/Contract Number |[M2M | Date From Date To
Caonsolidated Statement 010171935 | 1273141995

HARDEM APARTMEMNTS (1) o1aTC111 010141995 | 1243171995
WEAVER APARTMENTS .|:2]| 0107C112 0101741995 | 1243171995

Do not continue if infarmation is incorrect or missing from these fields.
Contact the apprapriate HUD field office representative to report any discrepancies.
Return to Main Menu

Submission Criteria Verification Yes No

Have you verified that your Type of Submission (e, Owner Certified, A-133
of I 2000.04) listed or selected above is the type of submissionyouintend | © | &

to submit?

Have you verified that the Tax ID listed abowve is your correct Tax [D? {7 || 4
Have you verified that all of the HUD related properties listed above are ~ |l@
correct?

Have you verified that the Federal Award Threshold is correct (if ~ &
|applicable)?

Hawve you verified that the Mortgagor Type listed abowve is correct? o=
Have you verified that the Legal Structure listed above is correct? |«
Hawe you verified that the M2W Indicator listed for all the HUD related ~ &

properties above is correct (if applicable)?

Caontinue
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8. Click on the appropriate Yes or No radio buttons for each of the seven questions in the
Submission Criteria Verification section. The default setting for the questions is No.

NOTE: The user should not continue to the data entry screens if any information on the
Verify AFS Waiver Request Criteria screen is incorrect. If the user answers No
to any of the seven questions in the Submission Criteria Verification section, an
error message displays.

Annual Financial E_-tatEI‘I'IEI’It . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

You have indicated via the submission criteria checklist on the prior page
that information is missing or incorrect for the owning entity or property(s)
for which you are attempting to create an administrative request record.
Please contact your HUD Project Manager to get the necessary information
corrected. If the information is correct, please make sure you select "Yes' for
all items on the checklist.

Back

FASSUB Main Menu

<REALC Financial Assessment for FHAME Housings=

Corrments or Questions_ <REAT Technical Assistance Genters

Until the user verifies the information and changes the verification to Yes, they cannot
continue with the AFS waiver request process.
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9. Click on the button. The AFS Waiver Request screen displays.

Annual Financial E_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Waiver Request

Organization HARDEM & WEAWER, A PARTNERSHIP (Type 1)
Tax 1D 233355531
Type of Submission Audited Submission 1AW |G Handbook 2000.04
Property Name FHA/Contract Number Date From Date To
Consolidated Statement A& 010111996 | 12/31/1995
HARDEM ARPARTMEMNTS (1) 0TS 01/01/1995 12/31/1995
WEAVER AFARTMENTS (2) MOTC112 01/01/1995 12/31/19395

Reason for the Request:

Fields that have a red * next to them are Redquired
fields.

Contact Information

. * [, *
First Name |[First Last Name |L*515t

Phone Number’ |123_455_789|:| |
e.g. 333 2345678

Extension

Submit Request Cancel |

“Indicates re quired mformation

FASSUB Main Menu

<REAL Financial Assessment for FHAME Housing=

Comments or Questions <REAT Technical Assistance Centors
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Enter an explanation in the Reason for the Request text box. An explanation must be entered in
this field prior to submitting the request. Be certain that information is entered in the Contact
Information fields that have a red asterisk next to them. An error message displays if data is
missing from the AFS Waiver form. See sample message below:

' "_-. You must enter your First Mame,
L

11. Click on the [__24mitReasest | 1y \110n to submit the request for processing by REAC. A
screen displays informing the user that the waiver request has been successfully submitted.

Annual Financial E‘_-tatem ent g 3
Electronic Submission

U.S5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Your Waiver Request for

Project Name FHA/Contract Number Date From Date To
Consolidated Staterment 01,/01/1995 12731419595
HARDEM ARARTMEMTS (1) mOTCI11 01011995 12/31/1995
WEAVER APARTMENTS (2) mOTC112 01011995 12/31/1995

has been successfully submitted!

FASSUB Main Menu

ZREALC Financial Assessment for FHAME Housing:=

Cornrnents or Questions < REAC Technical Assistance Centar:

June 22, 2007 9-51



