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17 
Contract Processing 

The Contract Processing function is performed by Multifamily Housing Project Managers and 

Performance Based Contract Administrators to record and monitor Section 8 contracts as described under 

provisions of Multifamily Assisted Housing Reform and Affordability Act (MAHRA). Other Mulitfamily 

Housing and DEC Personnel may view this information. This chapter describes three sidebar options in  

the Subsidy Administration business area.  The primary one is called Contract Processing Sidebar Option 

and is discussed first below.  That discussion is followed by discussions of two supporting functions 

Comparability Study Sidebar Option (17.8) and Renewal Budget Sidebar Option (17.9).   

Individuals assigned to the property or contract can renew a contract, annually amend rents on a multi-

term contract, perform rent adjustments, or enter the notification that an owner has opted-out of a 

contract. To support these functions they can also enter a comparability study or renewal budget. 

The Renewal functionality of the Contract Processing page in iREMS is designed to correspond with the 

HUD Section 8 Renewal Policy. In the event of a policy change, requirements are gathered and iREMS 

is updated to accommodate the policy changes and/or additions. Once renewal information is entered in 

iREMS and validated, the contract funding process is initiated through an interface with the ARAMS  

system. 

Objectives: 

By the end of this chapter, you will be able to: 

 Enter a MAHRA renewal in iREMS 

 Apply comparability study and renewal budget information 

 Enter MAHRA Amend Rents Only information 

 Enter Rent Adjustment information 

 Enter information for a Notification Opt-Out of Section 8 Contract. 
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17.1 Contract Processing Sidebar Option 

The Contract Processing sidebar option has the following three tabs Contract Processing List, 

Function/Contract Selection and Function Detail. These tabs display as active or inactive (grayed out) 

depending on the contract function or renewal option selected. Information can be entered and updated 

from the Contract Processing sidebar option, for any active contract associated with a property using 

the tabs. Renewal information includes contract/stage information, the status of the renewal, the renewal 

option selected, and the expiration date of the renewal. Rent Adjustment information includes rent 

increases for multi-term contracts that have not renewed under MAHRA or are not eligible to renew 

under MAHRA, or manual corrections. MAHRA Amend Rents Only rent increases includes rent increase 

information for multi-term contracts that are renewed under MAHRA. Rent Comparability Studies and 

Renewal Budget information is also associated to specific contract processing functions through the tabs 

on the Contract Processing sidebar option.  

Accessing the Contract Processing Page: 

Once you access the Subsidy Administration tab, the Subsidy Administration Portfolio/Dashboard 

page displays, showing a list of all active properties with assistance contracts associated with them. See 

Chapter 15, Subsidy Administration Portfolio/Dashboard, for detailed information of this page. 

To access the Contract Processing information you must first select a specific property from the 

Subsidy Administration Portfolio/Dashboard  page. Once you have selected a property, the Assistance 

Contract List page displays.  From the Assistance Contract page you select the Contract Processing 

link from the iREMS sidebar. (See Chapter 15, Subsidy Administration Portfolio/Dashboard or Chapter 

2, Getting Started for detailed information.) 

 

?Note: The Property Header located at the top of the page, displays the Property ID, Name, 

Contract/FHA#, Active Status, Watch List,Troubled Status and DEC Status. This Header will 

appear on most of the pages in iREMS.   There is also a search feature in the header that 

allows the user to select a different property without having to return to the 

Portfolio/Dashboard page to make a selection.   

To access the Contract Processing page: 

1. From the Subsidy Administration Portfolio/Dashboard page, select a property by clicking once on 

the row. The Assistance Contract List  page displays. See Chapter 16, Assistance Contracts for a 

detailed description of this page. 

2. Click on the Contract Processing link in the sidebar. The Contract Processing List  page displays. 
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Figure 17-1. Contract Processing List 

17.2 Contract Processing List 

Contract Processing List tab displays the Contract Processing List page. All Renewals, Amend Rents, 

and Rent Adjustments for contracts/stages of a specific property are displayed on this page. You can add, 

view, or update any contract processes from this page.  The Contract Processing List displays a table 

showing Contract #, Stage, Processing Function Type, Contract Actions, Effective Date, Expiration 

Date, and Status. The table is display-only, all contract processing functions are done through the 

remaining tabs displayed on this page. In order to navigate to the other pages in the Contract Processing 

area, you must select either an existing contract processing record from the table, or add a new one. 

When initially accessing this page, the top record is highlighted by default. To select a different record, 

highlight and click on the desired row. 

?Note: The other tabs associated with Contract Processing are inactive (grayed out) on the 

Contract Processing List page. To activate you must either select an existing contract 

function, or add a new one. The activation and deactivation of tabs depends on the specific 

contract function. 

To access an existing contract function: 

Highlight and click on the desired row to select the record. The associated Function Detail 

page displays. 



Integrated Real Estate Management System  

Contract Administrator Userôs Guide  Chapter 17: Contract Processing 

 

December 2011  Page 17-4 

?Note: Adding or updating contract processing information is detailed in subsequent sections 

of this chapter. Please refer to the pertinent section, i.e., Function Detail or Amend Rents, for 

information on the specific function. 

?Depending on your authorization, the Contract/Function Selection page information 

displays as either update or view-only. 

17.2.1 Adding a New Contract Function 

?Note: Before adding a new contract function, be sure to enter the Comparability Studies and 

Renewal Budgets that you will need. (See sections 17.8 and 17.9 below for details. 

The Contract Processing List page displays an  button for entering new contract functions for the 

specific property. Clicking on the  button accesses the Function/Contract Selection page, which 

displays a list of all active contracts and stages for the property.  

?Note: The  button displays only to those MFH users, PBCAs and CAs with ñaddò rights 

associated with their ID. 

The section below is a detailed description of the features and functions of the Function/Contract 

Selection page. 

17.3 Function/Contract Selection 

On this page you can enter information for all contract functions. The Function/Contract Selection page 

displays all active contracts and/or stages for a property. 

The Function/Contract Selection page is accessed in any of the following ways: 

 Clicking on  on the Contract Processing List page to create a new contract process. 

 Clicking on the Function/Contract Selection tab from any of the Function Detail or Rent 

Adjustment pages. 

From this page you can: 

 Combine contracts or stages 

 Enter renewal/short-term renewal data using one of the renewal options as stated in the HUD 

Section 8 Renewal Policy 

 Enter data for amend rents 

 Enter data for rent adjustments 
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 Enter data for a Notification of Intention to Opt-out of Section 8 Contract 

When initially accessing the Function/Contract Selection page to add a new contract process, all active 

contract numbers and stages (if applicable), display.  

If an erroneous contract processing type is selected on this page, you have the ability to change the saved 

record from one contract processing type to another.  If an amend rent has been entered and saved and 

then it is determined that it should be changed to a renewal, the contract effective date and the contract 

expiration date are properly set for the renewal.  The contract effective date is set to the contract 

expiration day plus one and the contract expiration date will be set to null/blank. 

To access the Function/Contract Selection page: 

From the Contract Processing List page, click on  and the Function/Contract Selection page 

displays.  

 

Figure 17-2. Function/Contract Selection 

17.3.1 MAHRA Renewals 

This Section details the basic flow of the renewal process in iREMS. Owners should submit the required 

documentation and option selection to HUD or to the Contract Administrator at least 120 days prior to 

the expiration of the contract. Owners can also request an OCAF adjusted or Budget Based rent increase 

at least 120 days before the anniversary of the contract, providing all criteria are met for the specific 

request.  Under normal circumstances the iREMS process begins when the renewal documentation is 

received.  However, there are cases where housing staff may request a short-term renewal for an owner, 

if the owner has not made a decision about their future relationship with HUD.  Assuming that all 

renewal documentation has been received, the following is applicable for processing a renewal in 

iREMS. 

1. Complete the Function/Contract Option Selection page. 
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2. Complete the detail pages for the selected option. 

3.  Enter rent and/or comparability studies data as applicable. 

4. Set Rents Final Indicator to yes when complete. 

iREMS sends this data to TRACS/ARAMS which in turn updates other HUD systems. iREMS will 

receive renewal status updates from these systems and display the current status of the renewal. 

17.3.2 iREMS/ARAMS Interface 

The Automatic Renewal and Amendment Management Subsystem (ARAMS) improves the funding 

process by providing an automated routine in which funds can be reserved at an earlier stage for new, 

renewal, and amended subsidy contracts. In the case of renewals, ARAMS interfaces with iREMS for the 

exchange of data. The Rents Final for Contract Exhibit indicator on the option detail pages are used by 

ARAMS to verify when the rents entered in iREMS are final and ready to be included as a contract 

exhibit. The ARAMS Status field displays the current status of the renewal process from ARAMS. If the 

status in ARAMS is set to Pending Contract, further updates can be made in iREMS. Once the status in 

ARAMS is set to Offered, Executed, Contracted, Obligated, or Posted, the renewal option detail pages 

are locked down for that contract, and no further updates are allowed except for certain fields on the 

page.  The only fields that will remain editable after the page has been locked down are Renewal Status, 

HUD Renewal Policy, Decision Comments (renewal/short-term renewal option 1-5), Date Sent to OAHP 

(renewal option 3a-3b), and Date Review Results Received from OAHP (renewal option 3a-3b). 

 You can access ARAMS if you are a registered ARAMS user by going to the Secure Systems page and 

logging into ARAMS.  

17.3.3 Renewal Options 

There are multiple options that can be used to renew a contract: 

Option One: 

 A: MarkïUp-To Market Eligibility 

 B: Discretionary Authority Eligibility Mark-Up-To-Market 

Option Two: 

 Request Renewal Without Restructuring at or Below Comparable Rents 

Option Three: 

 A: Request Referral to Office of Affordable Housing Preservation (OAHP) for Reduction of 

Contract Rents to Comparable Market Rents 

 B: Request Referral to OAHP for Restructure of Mortgage and Reduction of Contract Rents 

 B: Request Renewal of Full Mark to Market Contract 
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Option Four:  

 Request Renewal for Projects Exempt from OAHP 

Option Five: 

 A: Request Contract Renewal for a Portfolio Re-engineering Demonstration Project 

 B: Request Contract Renewal for a Preservation Project 

To select one of these renewal options you must choose one from the Contract Action Selection drop- 

down list on the Function/Contract Selection page. Each of the renewal options listed in the Contract 

Action Selection drop-down list has corresponding detail pages, in which you record information 

concerning the renewal. Depending on the option selected, the information can include renewal method 

selection, owner certification, comparability study requirement indicator, budget requirement indicator, 

and applicable budget submitted date. You can also enter dispute/appeal comments, HUD approved rent, 

and any decision comments that apply to any of the options selected. You can enter information on these 

pages when you create the renewal record, or you can access an existing renewal record and add or 

update information at a later date. 

The detail pages for the selected option displays on the Function Detail tab, described in the next 

section. 

17.3.3.1 Short-term Renewals 

Short-term contracts are for less than twelve months. The term ñshort-termò refers to the term of the 

contract, not the type of contract. Short-term renewals can be entered for any of the renewal options. 

Short-term renewals may be provided for the following reasons: 

 To protect the families. For example, to allow additional time to cover a delay in providing 

family based assistance in cases of owner opt-outs, or in cases where the project is subject to 

enforcement actions. 

 To align multiple contracts or stages in a project. 

 To provide HUD with adequate time to process an ownerôs request to renew under the Mark-Up-

To-Market (Option 1) procedure, for HUD/CA to perform a comparability study, owner to 

complete a comparability study, or HUD/CA to review an ownerôs comparability study. 

Since short-term renewals can be used to align multiple contracts and/or stages, they can be ñstand-

aloneò renewals. 

Information entered in the Length of Contract in Months field on the Function Detail pages determines 

whether or not a renewal is a short-term renewal. Short-term renewals display in the Contract 

Processing List page with the suffix of (ST).  

For detailed information about short-term renewals, please refer to the HUD Section 8 Renewal Policy 

and the related attachments.  
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To add a new renewal: 

1. From the Subsidy Administration Portfolio Dashboard page, highlight and click on a 

property.  The Assistance Contract List  page displays. 

 

 

Figure 17-3. Assistance Contract List page 

2. Click on the Contract Processing sidebar option and the Contract Processing List page 

displays.  

 

Figure 17-4. Contract Processing List page 



Integrated Real Estate Management System  

Contract Administrator Userôs Guide  Chapter 17: Contract Processing 

 

December 2011  Page 17-9 

3. From the Contract Processing List page, click on  and the Function/Contract Selection 

page displays. 

 

 

Figure 17-5. Function/Contract Selection page 

4. On the Function/Contract Selection page, enter the following information: 

 Contract, select checkbox 

 Combine Contracts and/or stages, select radio button 

 Surviving Contract, from the drop-down list 

?Note: The system will populate the field by default; however, you can select another 

contract number in the list to be the surviving contract number when combining 

contracts. If you are not combining contracts, this field displays the contract number 

you selected by checking the checkbox in the table. 

 HUD Policy, from the drop-down list 

 Fiscal Year, from the drop-down list 

?Note: The fiscal year of the new renewal is based on the expiration date of the prior 

contract or the prior term for a multi-term contract. A 9/30 expiration is counted 

and processed for renewal purposes in the fiscal year that the contract expired. Even 

though the effective date is in the following fiscal year, the renewal counts against 

the previous fiscal year; i.e., contract X's FY 2002 for a renewal with effective and 

expiration dates of 10/1/2002 - 9/30/2003, because the prior expiration date is 

9/30/2002. 
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 Contract Function, from the drop-down list 

 

 

?Note: You must select a contract function from the drop-down list before the Contract 

Action selection is available. 

 Contract Action Selection, from the drop-down list 

 

 

?Note: The options available on in the Contract Action Selection drop-down list change based 

on the selected Contract Function selected in the Contract Function drop-down list. 

?Note: You must select an option from the Contract Action Selection drop-down list in order 

to access the option detail pages. An error message displays if no selection is made. 

?Note: There are two ñ3bò optionséone is for the ñRequest Referral to OAHP for 

Restruction of Mortgage and Reduction of Contract Rentsò and one is for the ñRequest 

Renewal of Full Mark to Market Contractò. 

 Processing Status (if Applicable), from the drop-down list 

?Note: You cannot enter a new process for a contract when an existing function has not been 

completed (e.g., no rent indicator final for renewals, an existing opt-out record, or an 

unprocessed rent adjustment record) and if the function has any of the status selections with 

the exception of Awaiting Input. You should only have one process with this status at any 

time. 

 Date Owner Signed Submission, (calendar) 

 Date Owner Submission Package Initially Received, (calendar) 

 Date Complete Package Received from Owner, (calendar) 
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?Note: The system will validate that the date in the Date Complete Package received from 

Owner field is a date that is equal to or after the initial package received date. If only one 

package was received then the user should input the same date in both fields. The Date 

Complete Package Received from Owner field must be entered prior to setting the Rents 

Final Indicator to ñyesò. 

 Is Owner Debarred or Suspended, select radio button 

 Does the Owner have Material Violations, select radio button 

 

5. Click on  and a message that the save was successful displays. 

Alternative Option  

Click on  before saving to return the page to blank fields. 

17.3.3.2 Combining Contracts and Stages 

The Function/Contract Selection page allows you to enter and track combination information for 

contracts and/or stages on a given contract. All active contracts (and stages, if applicable) associated with 

the property expiring in the current fiscal year are displayed in the Contract(s) and/or Stage(s) table. In 

order to combine contracts and/or stages, set the Combine Contracts and/or stages radio button to ñyesò 

when completing the information on the Function/Contract Selection page. 

The following rules apply when combining contracts and/or stages: 

 Verify that the contract number selected is the surviving contract number according to the 

guidelines for combining contracts/stages in TRACS 

 Contract combination information can be entered only in conjunction with entering renewal 

information 

 Contracts should be combined only if the expiration dates fall within the same fiscal year 

 Stages can be combined only if the expiration dates fall within the same fiscal year as the 

contract being renewed 

 All stages within a contract must be combined before the contract can be combined with another 

contract 

 Contracts and/or stages with original effective dates prior to October 1981 should not be 

combined with a contract with an original effective date after October 1981 

Additionally, when combining contracts/stages, one contract number is designated as the surviving 

contract number. The system default for the surviving contract is: 

 Contract with the earliest effective date, or 

 Contract stages with the latest expiration date 
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?Note: You can change the surviving contract number from the default setting; however, you 

must make the change before saving. Once the record is saved, this field becomes view-only. 

?Note: Combining contracts and/or stages is available for MAHRA renewals only. You cannot 

combine contracts/stages for Amend Rents, Opt Out, or Rent Adjustments. 

When contracts are combined, the list of all contracts displays on the Assistance Contract List page. 

The list identifies the surviving contract as active.  The units from all combined contracts and the 

surviving contract will be combined and displayed on the surviving contract record. 

To combine contracts and/or stages: 

1. From the Contract Processing List page, click on   and the Function/Contract Selection 

page displays. 

2. Enter the following information:  

 Contract, select checkbox 

 Combine Contracts and/or stages, select radio button 

 Surviving Contract, from the drop-down list 

 HUD Policy, from the drop-down list 

 Fiscal Year, from the drop-down list 

 Contract Function, select MAHRA Short-term Renewal and Renewal from the drop-down 

list 

 Contract Action Selection, from the drop-down list 

 

? Note: You must select an option from the Contract Action Selection drop-down list in 

order to access the option detail screens. An error message displays if no selection is 

made. 

 Processing Status (if Applicable), from the drop-down list 

 Date Owner Signed Submission, (mm/dd/yyyy) 

 Date Owner Submission Package Initially Received, (mm/dd/yyyy) 

 Date Complete Package Received from Owner, (mm/dd/yyyy) 
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?Note: The system will validate that the date in the Date Complete Package received from 

Owner field is a date that is equal to or after the initial package received date.  If only one 

package was received then the user should input the same date in both fields.  The Date 

Complete Package Received from Owner field must be entered prior to setting the Rents 

Final Indicator to ñyes.ò 

 Is Owner Debarred or Suspended, select radio button 

 Does the Owner have Material Violations, select radio button 

3. Click on   and the Function Detail page displays. 

 

17.4 Function Detail 

The Function Detail pages are specific to the contract function selected in the Function/Contract 

Selection page. There are different detail pages displayed for each of the renewal options. When adding a 

new contract process, once you enter the information in the Function/Contract Selection page and click 

on , the Function Detail tab displays. 

 

Figure 17-6. Function Detail page 

?Note: When you select an existing contract processing record from the Contract Processing 

List page, the Function Detail page for that processing record displays. 






























































































































































































































