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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 ina 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.

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,
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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.

Housing has designed APPS to satisfy four major objectives:
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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.

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

the structure of their organizations.
1.2 Submissions

There are four types of HUD-2530 submissions:
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o Baseline - allows an organization to identify their principals and Previous

Participation.

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

particular property.

o 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.

o Identity Change - enables an organization to change its 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
- Assignment/Assumption of HAP Contract
- Change/New Management Agent
- 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
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Refinance Application for Mortgage Insurance
Rehabilitation

Transfer of Physical Assets

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)
Modified Transfer of Physical Assets
Court Order\Inheritance

Minor Organization Change (Removing a principal)

1.3 Submission Review

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

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, Modified Transfer of Physical Assets
and Property Submissions.

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

Office must first review Property Submissions.

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

review. The system identifies whether the organization change is major or minor.
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e Modified Transfer of Physical Assets (Modified TPA) Submissions require a

Headquarters review in order to be approved.

e |dentity 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.

&5 If your company has never done business with HUD you need to register by
clicking on the Business Partner Registration Link on the APPS Home Page at
http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm

&S 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

&5 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

&5 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
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
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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 IDs, and assigning rights to users. For more
information please refer to Chapter 3 of the Online User Guide.

& 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.

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

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

& 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/appsmfhm.cfm
e Receiving Your Coordinator/User ID:
- Allow two week to process the Coordinator ID 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 1D, you will need to assign
yourself as a Coordinator for the company/individual

e Onthe APPS Web Page http://www.hud.gov/offices/hsg/mfh/apps/appsmfhm.cfm

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

Select “User Maintenance”

Enter your Coordinator ID (M ID)

Click on “Search for User”

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

Click “Submit”

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

Click “Assign/Unassign Actions”

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

Step 4 - Assigning yourself role and User roles

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

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

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

Check “AUP— APPS Update” checkbox

Click “Assign/Unassigned Action”

Select “OK”. You have now assigned yourself roles

4 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

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

Enter your User ID (M ID)

Select “Assign Participant” from the “Choose a Function” drop down menu
Select “AUP - APPS Update” from the Choose a Role section

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)

Click “Submit”

Verify the list of company/companies/individuals you are requesting relationships
for

Click “Confirm”

Click “OK”

Step 6 - Registering Coordinatorship for multiple Companies/Individuals
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¢ 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”

&S 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”

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

- Select “Search Users”

- Retrieve User ID

To assign the User System Roles:

- From the Secure Systems Main Menu, select “Participant Assignment
Maintenance”
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- 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, Internet Explorer6.0. 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.

- C————

HUDGOV XL

Figure 2-1: HUD Portal Home Page
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2.2 Accessing APPS

2.2.1 To Access the APPS Login page:

1. Select the Housing link under the Program Offices heading on the navigation bar of
the HUD portal. The Housing screen displays.

MDALS, Department af Heusmg and Urbas Dewsbaprrmnt J4E)  Wisdows Irtarmet Exglarar
o. 2w N b ook Sud g ol e Bt -y X oo
Oh B4 gee Fpois fooh kb Bowr o o
B et n- VAN Peofe MM Mhoaa Cewde MY e A Sl B 7 e 8-
= »
W & ywnus o thonany B2 10 v e DTom s
e ity ®) g - b
X . — 0 weikdl a 1)
3 3 . .
L1.S. Department of Housing and Urban Development a Tl AZVOW Tt s 4 A
Secrvtary Shaun Donovan L Beaven |
ROME  FRESS ROONM  STATEINFO URRREE TOMC AREAS  AROUT LD RESOUNCES  CONTACTUS
i PG TR Faith fased ard 2ngh bethood Partaeshipe Oesrral Couran T
Cniet Fromedsni O0uer e e
Chiet Hammas Capeat Ofamr Hondthy Harmes a5 Laad Hasend Quntrol
Chiet letsrnatise Oficer Neusizg
Crist Pracursmant Oz Lakar Relsszra
Cammuzity Mazrsig s2d Develsproant Oftzze = Manstrgy snd Apesis
sy v Koo Comgrommmel | lreprgrversessst Salatizes Dttoe of the tzmpectst Genwral
Iromedens (atividuais aml =
famslion | Deparemwrdsl Erstroetramt Creame Prixy Deveisgrmem: prd Resescsd
Zynel Breglayoient Oppattmaity Pulblse Adute
] Pt Mouting | Byusl Opdbetaraty Nudlse ead taden Mounng
il Policy [ dnmagreeet ) | Duedvarnngsd Biniors Uniiinten
o Hasing
WOD Iniplementation of 1he
1 Want to Featured Nows Recavary Ast
* Suy & Hoaw D ’ o V MU GOV Ransuryes
PR et Aerrarks of Seoywiary Seen Donoven st
ey X (e Hrtin S Prutwustarad erel Cescifte (1Y
¢ VIRETAME Saaimnos DO S ST A Grows Worees &
* Appty b u Geant Seatanacse Comemarsies Condwenco _
» Tk 43 Mousmg Couteebs
# LARIN mare S30UE FRaR e MOCIgEEes fie seaoes ity
L L L Ly m——— KB-""—I by MUD Secrwiary Sussn Dureroen on
piuabipadi Mownie Conrantiion Pass o8 of Ohoncn Negh o hoods
‘ e Fosderal Howsismg Admisistration
* ACCHES HUD'S Guacn Linas Wb Deeisry
LS. Deguwarment of thes Tomwmary. U5 Dopsirmst of Lustring Mose That
Iisuneng ared Urban Owvebaprent st D Ad Clascd Villzan
Blog Ui Sirbanal 'SR Canipauyt 16 bt Anviraness of tattangos Sl e
PN r) Homw Atoraabes Poograem (TS T o
B
s ¥ >y we_ffnes @ teeet s -

Figure 2-2: Multifamily Industry Screen

2. Inthe lower right-hand of the page under Resources, select the Multifamily link,
which will bring up the MultiFamily Housing screen.

3. Inthe lower right hand of the page under the Related Information Section, select the
Multifamily Industry link. The Active Partners Performance System (APPS) home
page displays.
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Figure 2-3: APPS Project Web Page
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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.

Housing

HUD Home

HUD LDPs

GSA EPLS

ontacts

User ID:
MXXXX

Online Help
Glossary

Active Partners Performance System

APPS Home Page

Submission Processing:
View My Submissions In Process [

Participant Processing:

Reports:

¥

Public reporting burden for this collection of information is estimated to average 30 minutes per
response, including the time for reviewing instructions, searching existing data sources,
gathering, and maintaining the data needed, and submitting the information. This information is
recquired to obtain benefits and is mandatory. HUD may not collect this information, and you are
not required to complete this form, unless it displays a cutrently valid OMB control number.

The regulations at 24 CFR Section 200.210 to 200.245 authotizes the U.5. Department of Housing
and Urban Development (HUD) to request information from all principals applying to participate
in multifamily housing programs. The information will enable HUD to evaluate whether or not
principal patticipants will honor their legal, financial, and contractual obligations and determine if
they pose an unsatisfactory underwriting 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 EBEEEE] 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 ID

25 If your company has never done business with HUD you need to register by
clicking on the Business Partner Multifamily 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.

&< 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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Business Partner Registration
HUD Multifamily

If the participant you are about to register has done business with HUD before, you

do not need to complete the Business Partner Registration HUD Multifamily below.

Go to the Secure Systems Registration page to obtain a Coordinator or User ID f
you have not already done so.

TIN: (no dashes)
or

SSN: | : {no dasles)

Legal Warning

Misuse 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 Buyden

Public reporting burden for this collection of information is estimated to average 30
minutes pet response, including the time for reviewing instructions, searching
existing data soutces, gathering, 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 requited to complete this
form, unless it displays a cutrently valid OME control number.

The tegulations at 24 CFR Section 200,210 to 200.245 authorizes the 1.5
Depattment of Housing and Urban Development (HUD) to request information from
all principals applying to participate in multifamily housing programs. The
information will enable HUD to evaluate whether or not principal participants will
honot their legal, financial, and contractual obligations and determine if they pose
an unsatisfactory undensriting risk.

HUD Home Page

Figure 3-1: Business Partner Registration HUD Multifamily Screen

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

3. Click . The Register APPS Participant screen displays.
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Business Partner Registration
HUD Multifamily

All fields marked with an asterisk(*) are mandatory

* Name: |
TIN: 111111333
* Legal Structure: v
* Type of Ovwnership: v
Pll}'si(-al delivery address
* Address: |
|
* City: |
* State: ‘ v
* Zip Code: | N
* Country: USA v
If country not United States
Ternitory: v
* Postal Code: |
* Phone: l
Fax: ‘
# E-mail: l
Pager:

[ Registration Search ]

HUD Home Page
Figure 3-2: Register Business Partner Registration HUD Multifamily Screen (for Organization)

25 Note: The screen for Organization Participants differs slightly from that for
Individuals. See the following data chart for details.

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)
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Data Element

Description

* 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

* Address The participant’s street address

* City The participant’s city

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

January 2011 FINAL 3-6




APPS Users’ Guide—Industry Chapter 3
Registration Process

Data Element Description
* 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 L2 | The Participant Information Received screen displays.

Participant Information Received

The patticipant registration will be processed overnight.

If the newly registered participant has never done business with HUD, wou must apply with
HUD Secute Systems to obtain s Coordinator or Tser ID. Go to the Secure Systems
Registration page.

If o alteady have registered as a user ot coordinator for thiz participant you may go the the
Secure Systems page to access APPE.

Eemstration Search

HUD Homne Page

Figure 3-4 Participant Information Received 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
responsible for retrieving a User ID for the User, establishing the User’s role in the

system.
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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).

25 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.

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

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

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

42< 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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Secure Systems Registration

Secure Systems MULTIFAMILY Coordinator and User Registration

a System Coordinatoy I, check the "Coordmator” radso b 3, fill out the form below,
d Apphcaton when you are through U rerification of the mation bel an ID will
be assigned and mailed to the C e HUD-registered eatity specified below. The password
be d d, s0 mak u remember it

sure y

hed below will retneve the user

remember it

Title 18, Unite

ion, damage or dest

Application Type Coordinator User

First Name:
Middle Initial
Last Name:

Soctal Security Number:

Organization Information:

* Provide the name of the HUD-registered Or or | you represent

» Provide 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/Individual Name::
TIN/SSN:

Organization Individual

Provide vour e-mail address

xr e-mal user name, the @ sign and (s

jsmith@aol com, jolmdoei@adv org, Wfdb84a@prodigy com

CEname co orginetietc. ] Forex

E-mail Address: |

Choose a Password

se thas
tters and numbel

You will enter your pas service, Your pas
characters m length and sh

not use punctiaton

rord each tme you
d be compnises
special character

{ &

Password:

Re-enter Password for Yerification:

Morther's Maiden Name

nde thas information for fsture venficatior

s Please p ord reset requests

IEN Processimng pas

Mother's Maiden Name:

Send Application || ClearFields |

Content updated April 7. 200€

of Housing and Urban Developmant Home | Privacy Statement
V., Washington, DC 10

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

ipplication Type Coordinater 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
. . Clear Field
would like to start over, chckg.

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 Imitial: X

Last Name: DOE

Social Security Number: 111111111
Orgamzation Name: FGH Corporation
Orgarmzation ID:

E-mail Address: John@email.com
Mothers Maden Name: SMITH

You are registenng as a Participant Coordinator for the Participant FGH CORPORATION
Please confirm the followwng address for FGH CORPORATION

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

Your requested Coordinator ID or activation code number will be maided 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 obtan your ID/code number from the program participant’s CEO or
Executive Director at this address. If you do not recognaze this as a current, complete or comrect address associated with the HUD program parhcspant
seek to represent, please cancel this application and have the program participant contact the appropnate HUD field office representative to obtam a
clanficaton or correction of the address. If you do not know the HUD Beld office contact for this program participant, commumcate your address con
to the REAC Customer Service Center, via the below e-mal chck box at REAC_CSC. Please prowide your name and daytme phone number

Confirm / Submit | Cancel Application |

Figure 3-6: System Coordinator Registration Screen

9. Ifall information is correct, click L&

3.2.2.1 Receiving Your Coordinator 1D

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.

spplication Type Coordinator User .

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

First Name:

Middle Initiak:
Last Name:

Social Security Number:

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

Coordinator.
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&5 NOTE: You must provide this information to receive your User ID.

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

Provide youwr e-mail address.

o Include your e-mad user name, the @ sign and [servicename com/edworg/netiete, | For example:
jsmith@aol com, jolndoe@adv org, hidb84a@prodigy com.

BN

&5 NOTE: Itis important 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.

Choose a Password.

o Youwll enter your password each tme you uge thas sernice. Your password should be 6
characters m length and should be comprised of letters and numbers (for example, Brad23), Do
not use punctuation or special characters. Important Your password will be recorded
EXACTLY as you type 1, 20 make & note if you enter i upper and lower cage

&5 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.
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6. Enter your Mother’s Maiden Name. This information is used for future verification

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

Mother's Maiden Nane
o Please prownide this mformation for future venfication when processing password reset requests

Mother's Maiden Name:

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

8. Click onthe 1 button to submit the application information.

A confirmation page displays.

&5 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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System User Registration

STANDARD USER REGISTRATION CONFIRMATION

First Name: JOHN

Middle Imtial: X

Last Name: DOE

Social Security Number: 111111111
Organization Name: FGH Corporation
Organization ID:

E-mail Address: John@email.com
Mothers Maiden Namse: 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. Afier your registation is processed, the

coordinator for
FGH Corporation will disclose your ID to you

Confirm / Submit ] Cancel Application I

Figure 3-7: Standard User Registration Screen

&5 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. Ifthe 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 | Confirn / Submit_| button to submit the

application to HUD. A message displays acknowledging acceptance of the

registration application for further processing.

2¢  Note: Review all the information for accuracy, especially the application type

and Business Partner information.

January 2011 FINAL 3-17



APPS Users’ Guide—Industry Chapter 3
Registration Process

User Registration

/ Message: STANDARD USER REGISTRATION ACCEFPTED FOR FURTHER PROCIESSING

First Name: JOHN
Middle Imtaal: X
Last Name: DOE
Soctal Security Number: 111111111
Orgamzation Name: FGH Corporation
Orgamzation 1D:
E-mail Address: John@ermail.com
Mothers Maiden Name: SMITH

®

Compmants or Queshions <RHA( S iRhed goves

Figure -3-8: User Registration Confirmation Screen

10. If the information is accurate, click on the | Confirm / Submit_ | button 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 ID, 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. Toassign 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
I

Secure Systems

Systems
» Active Partners Performance System (AFF3)

Welcome

system - = -

administration System Administration
» Business Partners . .

Maintenance s Business Partners IMamtenance

Participant Assignment .. . .
® Maintenance » Participant Assignment hMaintenance

* Password Change » Password Ch@}ge

Propel Assignment . .
* Maintenance + Property Assignment Mamtenance
* User Maintenance

» User Mantenance

» Active Pariners
Performance System

(APPS)
Content updated February 23, 2007 °Back to Top
@ U5, Department of Housing and Urban Development Home | Privacy Statement
451 7th Street .W., Washington, DT 20410

Telephone: (202) 708-1112 TTY: (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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mail | help | search | home | Togowt

ﬁ_ T 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.

system
administration Search by User ID

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

4—- i = - LTy
2:::,,:::!;::?::?“““ enter a User ID and then click the “Search for User” button.
« Business Partners

Mai ance User ID I
« Pal pant Assignment

Maintenance Search for User
* Password Change
» Prope 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 (TA55)

« Tenant Rental Assistance

Certification System
(TRALS)
» Unique IPA Identifier (UIT)

Registration System
(QASS)

_ Content updated April 19, 2002 o Back to Top
. LI T I Ty pupupupu VA | 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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Sy SsStem Aaministraton

Secure Systems

Maintain User

User ID
Mo First Nome
Middie Initial
Last Namo
User Stotus | Active
Loord nawr | Yes

Figure 3-11: Secure Systems Maintain User ID Screen

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

9. Click on _Submit |

10. The Assign/Unassign Actions for User ID page will display
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m [ System Administration

Secure Systems

Assian /Unassian Actions for LUiser

aer Infarmatinn

LUser 1D

System Fimt Name
dendivistration

Aty tansn {marteant Middie Initial

Asstusteenl *Satetiee ancy
o Gunmness ot imeny
“tam ineeme
o Catthumant Artanment
Ham trma e
* Pasvrand (hasae
o Fromerty Asstuaement
S e e
Urer Haminnam »

Last Nome
User Staus e
Coordinater ¢
User Type Buases Partne
Floasw chock funchrch buaes ta ansipgn /unassiipn actians 1o the waer

APPS  Active Partnars Performance System

o Astins ¥t
Extformerns tyrten
(Arv)

o Umeniied Assmrement f LA
e LT i
Pemetnn (1 ASW) =

o Phgeti sl Asenssrment
Sohawrtam (FALT) o]

o Phurtial baseet et

IS ye— ¥ EE :

-
i~

ol Assesament Subsyst. Submission
idace Crrndic atior

' l ¢ raor

Sbayy tem (RAYY)
« lameed Aseesrmant

Tohawr o (1ASS) T8 . F tae1
o Ianeet Poatyl Avetrtame
CarSification Sustmm o
CENACS) — - -
« Untame IS Ddemtifies (UI1) Vi View Previou ear AFS Data Submn
Pt iy aen Jus tem - -
(OANY) F WAV Warver Requent Subnzznor
LOCCS - Line of Crodit Control System
f R krator
rFORY - Ousey

I RE ¥eJuamnoe

r Y Year End Settfemers
MZM  Mark 1o Market

r R-C Sraton

MM
NASSME - Mubtit

FCOR-C furias o

PASS - Physical Assessment Subsystem

< B~ S
! M - lmspection View - Mortgagee

¥ EFT - Rewew Repon
r H - Schedulay
QASS Quality Assurance Subsystem

T OGR « Cocedin

r 5QP . Subett QASS &
HE MY #eal rtate Management System
r R.-C Eratot

TASS Tenant Assessmant Subsystem

M OOE -« Season

Kl Eead Onl

I I pdate Tenant Ducrep. Reschmon Inf
TR - Usags Tracking Report

TRACYS fenant Rental Assistance Certification P

4 Rt Rraat oo

TV wer/Under Paye mot
YMS  Yeucher Management Syl

r R - Coorchnator

FENT -1 ghonot

I 50 a Auzhont

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 AssignfUnassign Actions button.

13. The Successful Transaction page will display.

mail | help | search | home | Togoat

m_ System Administration
|
Secure Systems ‘

You have successfully assignedfunassigned action(s) to user!

o

syste
administration

+ Assistance Contract
Assignment Maintenance

+ Business Pariners
Maintenance

4 Participant Assignment
Maintenance

* Password Change

+ Property Assignment

Maintenance

* User Maintenance

+ Active Partmers
Performance System
[(APPS)

» Financial 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)

+ Unigue IPA Identifier (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. Toassign 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.

Secure Systems

system
administration

o Assistance Contyact
Assiqgament Maintenance

« Business Partners
Magntenance

« Participant Assiaament
Maintenance

* Password Change

« Property Assignmant
Maintenance

Houzing (FASSUR)
« Physical Assessment
Swbsystem (PASS)

* Physical Inspections

Resident Assessment

.
Subsgstem (RASS)

« fenant Assessment
Subsystem (TASS)

« Tenant Reatal Assistance
Certification System

* Registration System
(OASS)

mail | help | search | home | logeut

Main Menu

Systems

o Financial Assessment Subsystem - Mulhfamily Housing (FASSTR)

o Physical Assessment Subsystem (PASS)

» Physical Inspections

o Resident Assessment Subsystem (RASS)

e Tenant Assessment Subsystem (TASS)

o Tenant Rental Assistance Centification System (TRACS)

o Unicue IF & Identfier (UL} Regstration System (QASS)

System Administration

o Assistance Contract Assignment Maintenance

¢ Busmess Parners Mamtenance

o User Mantenance

0

Figure 3-14: Secure Systems Main Menu Screen

3. Select the User Maintenance link from the System Administration section.
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4. The User Maintenance screen will display.

mail | help | search | home | Togout

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.

system
administration Search by User ID

To search for a User by User ID,
enter a User ID and then click the “Search for User” button.

Maintenance User ID I
» Participant Assignment

Maintenance Search for User
+ Password Change

» Prope 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 (TA55)
« Tenant Rental Assistance

Certification System
(TRALS)

» Unique IPA Identifier (UIT)
Registration System
(QAS5S])

_ Content updated April 19, 2002 o Back to Top
. L T L I T R TI) pupupuep [T PR S A Y T B ———

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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(ﬁ System Administration

Secare Systems

Mamtam User

Usrr Infarmation

User 1D
System First Name
administration
o Anttane (ontract Middie [nitial
Atsrgrment Homtenin v
o Dwsmens P wtiery Last Name

SMatntanan e
« Paricemt Avsgrment

User Stotus  Acave
Memtengne

Coordinator e

User Type Bunsess Parmes
Choose a Fanction
o Auters Partoeey Ssburet Conced
Prrfarmence Sertem
(Ares)
o [meniie) Aseseemment

© Phyrersl lraped tmee

o Ragebent Asseseasent
Sowberes Vame (KAYY)

o 1onmt Ayseramant
yebretom A

Figure 3-16: Secure Systems Maintain User ID Screen

7. Select Maintain User- Roles — Actions from the Choose a Function drop down menu

8. Click on _Submit |

9. The Assign/Unassign Roles for User 1D page will display.
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Secure Systems

Assign/Unassign Roles for User

User Information

User 1D
system First Name
administration

o Arsertance Contonct Middie Initial
Arssgnment “tatnten e
« Butiness Parineny Last Name

"L tenanc e

o Potiipant Asregnment
Steintensee

* Easrmond Lhenus

o Progerty Avviamment

Mo temann e

* Vasr Manianenis

User Status  Acuve

Coordinator Vs

User Type Bumuesr Partoer
Please check/uncheck boxes ta assign/unassign roles to the waer

APPS - Active Partners Pecfarmance System

P AUP . APPE Update
_ M"“'_b‘" FASSUBD - Financial Assessment Subsyst. Submission
Parformemin estom P PA Cestifier
(AP¥3) Pl PA Cestifier
o tmancid Assessment B o B e
Sabrartem bt ety oln - A atmutzer
2 ::::‘;m‘ PASS - Physical Assessment Subsystem
fubreviem (FAVY) P FIV - Phyncal Inspection Viewer
¢ Phyoin ol Inapes e
o Hewdent Avsrrrment TASS - Tenant Assessment Subsystem
Iubreytem (MAYS) " TOA . TA .
« Tanant Assessment 1CA - TASS Chutract Aderaustrator
Swbrestem (TASE) e - .
o Tenant Rentel Assistasee P TRE - Tesant Incoene Duscrepancy Tracker
(arification beviem ey— ‘ ~
(Imacs) P VIR . View Internet Report
o Usigue 1PA Jduatifies (N1} -
Beatsts plime Yystem TRACS - Tenamt Rental Assistance Certification P
(0As:) . - >
I TIQ - TRACS Tenant Query

TV - TRACS Voucher Query

Asnan/Unassian Foles | Tesacw |

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 Assignflnassign Actions button.

12. The Successful Transaction page will display.
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mall | hedy | earCh | NOME  legeet

@ ' System Administration

Successiul Transaction

Secure S\mem

You have successtully assignad /unassigned action(s) to user !

system
administrotien
» Aastrtance Contract
Assiguement “taieten ot e
o Dumess Partoney

Nentenani e
o Partacpant Astigmment
Saminnancy

* Pastrrord Chanae

o Uramerty Asstemment
elntensece

* Uner Mamtenance

o Active Partann
Purfarmane System
(APPS)

o Fmancid Arressment
Sabrxrtem Sl amiy

Housing (FASHM)

o Chustosl Avressment
Saboyrtom (PASS)

* Phast ol Lnspes Doas

o Bastdent Arsessment
Sabeyetam (MAYS)

o Tenent Assassmant
Sabyystam (TAS))

o Jamant Hontel Avets Lance
Carificaun Syytam
(MALY)

o Unigme IPA Edentifier (V1)
Haghatyateen Sqetam
(QASY)

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 section.

mall | help | search | home | Togout

ﬂ_ £t Main Menu
[
Secure Systems

Systems
o Active Partners Performance System (APPS)
s Financial Assessment 2ubsystem - Multifamily Houst ASETTR
;zf':‘i?i:‘ilstratinn o Physical Assessment Subsystem (PASS)
» Assistance Contract ¢ Physical Inspections
Assignment Maintenance
« Eesident Assessment Subsystem (BEASS)
s Tenant Assessment Subsystem (TAZS
e Tenant Fental Assistance Certffication System (TEACS)

e Tnique IPA Tdentifier (U1 Registration System (QASS)

welcome

Maintenance

» Participant Assignment
Maintenance

+ Password Change

» Property Assignment

Maintenance

* User Maintenance

System Administration
o Agsistance Contract Assionment Mamntenance

o Busmess Partners Mamtenance

» Active Partners

Performance System « Participant Assignment Maintenance
(APPS)
+ Financial Assessment s Password Chggge
Subsystem - Multifamily K .
Housing (FASSUB o Property Assignment Mantenance
» Physical Assessment |
Subsystem (PASS) o Tzer Mantenance

+ Physical Inspections

+ Besident Assessment
Subsystem [(RASS)

» Tenant Assessment
Subsystem [TASS])

+ Tenant Rental Assistance
Certification System
(TRACS)

+ Unigue IPA Tdentifier (UIT)
Registration System
(DASSY

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

il | help | search | home | legest

w_ System Administration

Secure Systems L K .
Participant Assignment Maintenance

Please snter o Uier Dd:

User 10 |

Choose & Function:
syshem
administration

« Assigtance Caniract
Axsiarmen!

HAssign Pamcpsnt

Cancsl

Hamlam e
* Raar M ainbenanon

Barfermancs Suetem
(APES]

+ Financial Asvessment
i 1 P
Housing [EASSIA)

» Physicsl Ay rersment
Huhipitem {PATE)

= Physi sl Disgbdbiaid

» Emsidenk Aspmiment
Subsaviom (RATE)

« Tenant Astecsment
Suhwitem (TARS) !

» Innank Beabal Sesbetangn |
Cartification fustem
[TRALL) : !

« Uinimee TEA Ldenbifiec (WIL)

Faiiam

Eegrsiration
(DARR]

Content updated Spril 19, 2002 n Bagl b Top
@ LS. Depamment of Hodsing ard Urban Devalopseent Mo | Privady Statemesnt
4% Trh Shvest LW Waekinafan, BOHEAAN

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
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mail | Gl | vearch | home | logout

fﬁ System Administration
I

Secure Systems _ C
Assign Participant for User!
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Raole Code - Role Description

SiUE - AFS Subemitier i
system mUE - SRS Updste
administration CRC - CFA Cemfier
« Assistans Centrach FiV = Phygical Inspachon Wienwer

am.uﬁm:nm TRE - Tenan ncome Discrepancy Tracke: =

[Choose at least one Participant:
| Participant Mame - TIN - Participant Type

! =
« Punperty Asslgnmest !
Haintenanss
= Uper Maaslen s
« Btive Parlners L
(App5) ¢ =

il Submn Canciel |

|« Ehgpial Araesmant
| hubiysbens (PASS)

- o Bhaerival IntgesEon

| o Bepident Assesamant
| subayatess (RASSY

| o [mosmt Apsesymant

| ubayytes (TASS)

| w TEnank Eastal foisistance

| Lartificaties Sastem

| (TRAESY

| o Dpbiee TPA Tdenbifiar (U1
1 ?ti-.f.!-t.ﬂlgh.h!-.km

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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@ System Administration wall | helo | search | home [ Jegot
Secure Systems o
Assign Participant Confirmation for User
g R
’ User 1D
system First Name -
administration N
« Aasiatance Ceatract Middie Initial
Asstenment Haintenance
Lortnes Last Nome

[Participants 15 Assign to liser 144704 for Role AUP, " T
Pacticipant Name TiN Participant Type
Sresnration

Conkm-{ - Cancel |

« Emsacial Axsnstmant
Sabhrestem - Ml
Hauging (EASSURY

« Physicl Avsssmant
dyxstem (PASS)

* Bhasfsl Teseastion
» Basideat Assecsmant
Subavstom (KASSY
« Isoant Asyessmant
Sabrestom (TASS)

o Jemaat)
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Reqistyation System
{0AS5)

Content updated Aprl 19, 2002 on-zsb.wj.qp
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Figure 3-22: Secure Systems Assign Participant Confirmation for User Screen

. Caonfirm . . . . .
8. Click on 4| You will receive a successful transaction confirmation for your
assignment.

9. You have now assigned yourself Coordinator rights to the companies you have
selected.

3.6 Registering Coordinatorship for multiple Companies/Individuals

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

miail | help | search | home | Togout

ﬂ_ £t Main Menu
[
Secure Systems

Systems
s Active Partners Performance Systemn (APPS)
« Fmancial Assessment Subsystem - Multfamily Housmg (FASETTR)

welcome

;zf':‘i?l:‘ilstration ¢ Physical Assessment Subsystem (PASS)
» Assistance Contract - Phjgsmal IﬂSEECﬁOnS
Assignment Maintenance
s EBesident Aszsessment Subsystem (BASS)
Maintenance
« Participant Assignment s Tenant Assessment Subsystem (TAZS

Maintenance

+ Password Change

« Prope Assignment
Maintenance

¢ Tenant Fental Assistance Certffication System (TEACS)
e Tnique IPA Tdentifier (1D Eegistration System (QASS)

* User Maintenance

System Administration
o Agsistance Contract Assienment Mamntenance

¢ Business Partners Mamtenance

+» Active Partners
Performance System « Participant Assignment Maintenance

(APPS)

+ Financial Assessment s Password Chgﬂge
Subsystem - Multifamily ] .
Housing (FASSUB s Property Assionment IMaintenance

» Physical Assessment |
Subsystem (PASS) o Uzer Mantenance

+ Physical Inspections

+ Resident Assessment
Subsystem [RASS)

+ Ienant Assessment
Subsystem [TASS]

+ Tenant Rental Assistance
Certification System
(TRACS)

+ Unigue IPA Identifier (UIT)
Registration Systen
(DASSY

I [

Figure 3-23: Secure Systems Main Menu Screen

3. Select Business Partners Maintenance from the System Administration section.

4. The Business Partner Maintenance screen will display.
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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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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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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.

425 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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Figure 3-27: Secure Systems Main Menu Screen

13. The Business Partner Maintenance screen will display.
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Secure Systems

Activate Relationships

system . .
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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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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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administration

» fuslstance Contract
Fursigrment M g bensac s

« Buriness Parinars Cancel
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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

January 2011 FINAL 3-43



APPS Users’ Guide—Industry Chapter 3
Registration Process

mail | help | search | home | logow

Slﬂljﬁ ﬁrﬂams

Systems
« fctive Partners Performance System (AFPE)
+ PFinancial Aseessment Subeyetern - hulhfaruby Housme (FASETTEY

system

administration
ontra
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«  Physical Assessment Subaystem (PASS)
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o Besident Assessment Subsvstem (BASS)

o Tenant Assessment Subsystem (TASS)
+ Tenant Fental Assistance Certticanon System (TRACE)
¢ Unigue P4 Identfer (UED Eemstrabon System (QASS)

System Administration

o Azsistance Contract Assigmment hMaintenance

» Busmess Partners Mantenance

« Artive Partners
Performance Systam » Parbicipant Assignment Mamtenance

[(APBES] )

Houzipg (FAS5U0) » Property Assignment Maintenance
s Phusical Assessment

Subsyebem [FATS)

+ Physical Tnuipeetions
+ Betident Aviesiment
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+ Tenant Assessment

+ Tenant Rental Assi
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(TRACS)
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[0AsS)
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-] e
Figure 3-34: Secure Systems Main Menu Screen

2. The Participant Assignment Maintenance Screen will display

January 2011 FINAL 3-44



APPS Users’ Guide—Industry Chapter 3
Registration Process

mzil | help | search | home | legeut

W System Administration

Secure Systems . . .
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+ Einancial Apsessment
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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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1
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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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System Administration malt | help | search | home | Jogoot

Secure Systems )
Assign Partiapant Confirmation for User

{User Information :
‘ User 1D

system i First Name °

administration | STETEIETETETE S ST RCOIR IR DE IR S e SN S S SN O SR SR TSR DR D O
; Middle Initial

Last Nome

Warticipants to Assian o User MA704 for Role AUP, |
Pacticipant Name TIN " Participant Type |
Organization

Contai’] Cancei|

Sxstem

APPT)
« Finansial Ansassment
Sabeitem. - Mt amibe
: S48)

Omacs) X

« Uniaus [PA Ydnntifiar (UXE)
Reqistration System
(QAs5)

Content updated Apsii 1%, 2002 L) fNask tn Yop
2N U5 Gapatment of Housing and Urban Davelopmaent Home { Privacy. Statement

Figure 3-37: Secure Systems Assign Participant for Confirmation User Screen

I

. Canfirm . . . . .
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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4.1 Accessing the SYSTEM........cooiiiiiiiie e 4-3
4.2 EXItING the SYStEM ..o 4-9
4.3 YOUF PASSWOIT.....ccviiiiiiieiiieiiie ettt 4-9

4.3.1 Resetting Your PasSWOrd ...........ccovveeeiiieeeiiieeesciee e e 4-9
4.3.2 Password EXPIration ...........ccccceeiviiieeiiiie e 4-13
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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 E|

rio Y'ou are about to view pages over a secure connechion,
]

Ary information you exchange with thiz zite cannot be
viewed by anyone else an the Web.

[ ]1n the future, do nat show this warning

[ ok, H Mare Info I

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

User name: Iﬁ M11125 L‘

Password: I esccoee

I~ Remember my password

4. Enter your User ID and Password. Click

5. The Secure Systems screen will display.
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|'||| Seenre-Systems =

U5, rept. of Honsing
and Urban Development

Systems

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

Wlark-to-Idarket (2D

Active Partners Performance System (APPE)

System Administration - Guide

o zer Group Mantenance

s [Tzer ID WMamtenance

Participant Azsignment MMamtenance
Business Partners hMamtenance
Password Change

E = /A AN

i =¥ *
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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HUD Home

HUD LOPs

FLS

User ID:
MXXXX

Online Help
Glossary

Method 2

Active Partners Performance System

APPS Home Page

Submission Processing:
“iew hiy Submissions In Process

Participant Processing:

Reports:

Puhlic reporting hurden for this collection of information is estimated to average 30 mimutes per
response, incliding the time for reviewing instructions, searching existing data sources,
gatheting, and maintaining the data needed, and submitting the information. Thiz information is
requited to obtain benefits and is mandstory. HUD may not collect this information, and you are
not required to complete this form, unless it displays a currently walid OLIB control namber.

The regulations at 24 CFR Section 200 210 to 200,245 authorizes the 1.3, Department of Housing
and Urban Development (HUD) to request information from all principals applying to participate
i maltifamily housing programs. The information will enable HUD to evaluate whether or not
principal patticipants will honor their legal, financial and contractual obligations and determine if
they pose an unsatisfactory underetiting risk

Figure -4-2: APPS Home Page Screen

1. From the APPS web page, click the link Secure Systems Login.
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Webcasts
Haterg dets
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Houung
same > bzt WUD » Mourng > Matiamiy » Mutitamiy 2at

Active Partners Performance System
(Apps)

The Active Partrers Pecformance System (APPS) TRt bl feryinating

% @ New HUD system that 3hows HUD'S Dusingss 2

partnars to submit their Previous Parbcipation & Pt verson
Cartification (form 2520) raguest o HUO for =5t Lol this 10 a foend
Pracessing v

S Suxten Lo
e | ]
ALES Qul Raferunie Gude

linadauacters 2219 (antacts

Querticns? tmaf Jamas £ Lofine, Project Mengwr or cel (202) 705:0614 x327%

8 the Intemet
Facts about APPS

APPS will

teplacs the currant 2530 paper procass

provsde 3 more RTACENt Ipproval procass

socure and pratect all cata sent in by industry theough an ID and passwore
process

automate the Fiald Offica reviaw process by seaching for al Mags after the
2530 has baen submitted to the Field Office by the busness partners

sllow Field Offices to view ak flags found on an entity, or indendual

recuce papes work

.

slow entities 1o keep thar personal informaton updated, |8, addrass, Fhone
Numbar, Fax Nurbar, etc

Content updstad Auguts 20, 2001 © nack ta tap

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

riﬂ Y'ou are about to view pages over a ecure connection.
Y

Ay information you exchange with thiz zsite cannot be
viewwed by anyone elze on the 'Web.

[] I the future, do not show thiz warning

[ ok, ” Mare Info ]

3. The Connect to hudapps.hud.gov login box will display
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User name: IQ M11125 L]

Password: [eooscee

™ Remember my password

oK I Cancel l

4. Enter your User ID and Password. Click [0k 1.
5. The APPS Home Page will display.

Active Partners Performance System

APPS Home Page

Subrnission Processing:
“Wiew by Submissions In Pracess

Participant Processmg:
Housing

HUD Home

Reports:

HUD LDPs
—

EPLS

Public reporting burden for thiz collection of information is estimated to average 30 minutes per
tesponse, inchading the time for reviewing instractions, searching existing data sources,
gathering, 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 wou are
MXXXX not required to complete this form, unless it displays a currently walid OME control number.

antacts

Online Help The regulations at 24 CFR Section 200210 to 200,245 authotizes the U3, Department of Housing
Glossary atid Urban Development (HUDN to request information from all prineipals applying to patticipate
it tultifamdly housing programs. The information will enable HUD to evaluate whether o not
principal participants will honot their legal, financial, and contractual obligations and determine if
they pose an unsatisfactory vnderatiting 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 onthe Close [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 PASSWORDRESET] hutton. The Reset
Password screen displays:
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iyl Seenre Systems =«
-

U5, Drept. of Housing

and Urban 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 |

Fa N

L 1
w Eack to TopI
Home

Last Modified: fiagust 16, 2001

Figure 4-5: Reset Password Screen

Change Password

Please enter a new Password
User ID M11125

Old Password: Il

New Password: I
Retype New Password: I ﬂl
{Back ]

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 onthe button. The old password is changed to the new password and the
Secure Systems screen displays.

H'HI ) Seenre-Systems =<
|

US. Drept. of Honsing

and Urhan Development SySfenw

*I

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

Physical Inspections

System Administration - Guide

Uszer Group Maintenance

User ID Mamtenance

Property Aszsionment hamtenance

Participant Assignment Maintenance

Busmess Partners Mamtenance

Assistance Contract Assigiment Maintenance

Password Chanee

Figure -4-7: Secure Systems Screen
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all Seenre Systems -—-—-
||'|| " HUDweb

U5, rept. of Honsing
and Urban Development

*I

Systems

s Tenant Eental Assistance Certification Svstem (TEACS)

s Fmancial Assessment Subsystem - MMulbfarmily Housing (FASS)
Eeal Estate Ianagement Svstem (EERS)

Wlark-to-Idarket (2D

Active Partners Performance System (APPS)

System Administration - Guide

o zer Group Mantenance

s [Tzer ID WMamtenance

Participant Azsignment MMamtenance
Busitess Partners IMaintenance
Password Change

E i A\

" —+ K L
Housing ??? Q "'-'m."‘_“"" Back ta 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: ............cccceeiiiiiieiiie i, 5-2
5.1 Creating a Baseline SUbmMISSION ..........ccccccveiiiiii e, 5-4
5.1.1 Adding Principles to Organization Structure......................... 5-8
5.1.2 Editing PrinCipals.........ccooeviiiiiiiie e 5-15
5.1.3 Removing PrinCipal .......c.cccocovviiiiiiiiiiee e 5-18

5.2 Previous PartiCipation ..........ccocceeeiiiieeiiiieeesiieeesiee e siiee e 5-20
5.2.1 Establishing Previous Participation ............ccccooceviiiiiennn, 5-21
5.2.2  Editing Previous Participation ...........cccccceviieiiiiininennne, 5-29

5.3 Adding COMMENTS ....ccvvvieiiiie e 5-33
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Rev.1 10/30/09 Previous Participation List page and the Step.3 Edit Previous
Participation page has been modified to no longer display Inherited
previous participation information.

Rev.2 7/3/10 The N/A (not applicable) option was added to the Loan Status drop down

list on the previous participation detail page. There was also a “check if
current” selection box added to the loan status information section.
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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 If 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 ldentity 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 Submission” from the

Submission Processing drop-down list.

HUD Home

User 1D:
MXXXX

Online Help
Glossary

2. Click =@

Active Partners Performance System

APPS Home Page

Submission Processing:
View My Submissions In Process 4

Create Submission

Edit Submission

View My Submissions In Process
View My Submissions In Review

Verify Submission History
P
& (Go)

Public reporting burden for this collection of information is estimated to average 30 minutes per
response, including the time for reviewing instructions, searching existing data sources,
gathenng, and maintaining the data nesded, and submitting the information. This information i1s
required to obtain benefits and is mandatory. HUD may not collect this information, and you are
not required to complete this form, unless it displays & currently valid OMB control number.

The regulations at 24 CFR Section 200 210 to 200 245 suthorizes the US. Department of Housing
and Urban Development (HUD) to request information from all principals applying to participate
in multifamily 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 underwnting risk.

Figure 5-1: APPS Home Page

. The “Create Submission” screen displays.
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Active Partners Performance System

Create Submission

TIN: (no dashes)
or
SSN: | {no dashes)
HUD Home
HUD LDPs APPS Home Page

A Last Updated: IMay 12, 2004

Contacts

User ID:
M11125

Online Help
Glossary

Figure 5-2: Create Submission Screen

3. Enter the applicant’s TIN.

4. Click Subrit The 2530 Submission, Step 1. Edit Contact Information screen will

display.
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Active Partners Performance System

2330 Submission
Step 1. Edit Contact Information

Submission ID: 11632 Reason: Baselne Organzahion Defintion
Applicant Test Orgaruzation (444555666)

Cwrent Status: In Process, 04/10/2006

Conract Information

* Name: |Jane Doe

User ID:
RO
Online Help
Glossary
Next Step J’ Save 8 Exit | [ Cancel Submission
[APPS Home Fage

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

Data Element Description
2530 SUBMISSION
Submission ID 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
Direct Previous Indicates whether the applicant has had any direct previous participation with
Participation a property
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Data Element

Description

Certified

Indicates whether the applicant has completed previous participation

certification

&5

APPS will not process a submission until all applicants have

certified.

Select Participant

Processing

A drop-down list containing participant process options

CONTACT INFORMATION

* 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 _NextStep |

6. The 2530 Submission, Step 2. Edit Organization Structure screen will display

January 2011
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Active Partners Performance System

2530 Submission
Step 2. Edit Organization Structure

Submission ID: 11633 Reason: Baseline Organization
Definition
HeE Applicant: Test Organization Cwirent Status: In Process, 04/10/2006
HUD Home {444555666)

Parent Participant: Test Organization (444555666), Fairfax, VIR GINIA

HUD LDPs

PPRS/F19 Own Bl"SlliP

Select Name Type Role Porceri Begin Date in Organization
2330 Contacts
User ID: No prmcipals within this organization.
MXXXXX
Add Principal
Online Help
o [ Previous Step [ Save & Exit ] [ Cancel Submission ]

You must add an individual to your organization struction before moving to the next step.

APPS Home Page

Figure 5-4: 2530 Submission Step 2 Edit Organization Structure Screen

5.1.1 Adding Principles to Organization Structure

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

Addd Frincipal

button.

Principals to your organization structure by selecting the

Frewvious step |

(You can go back to the previous screen at any time by selecting

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

2. The Participant Search Screen will display.

January 2011 FINAL 5-8



APPS Users’ Guide—Industry Chapter 5
Baseline Submissions

Active Partners Performance System

Participant Search

TTIN: ino dashes)
o1
_ SSIN: ino dashes)
Housing
HULD Home

HUD LDPs

[ Crganization Structure ]

FERS/F1a APPE Home Page
N Last Updaied: ugust 17, 2004

2530 Contacts

Figure 5-5: Participant Search Screen

3. Enter the principals TIN or SSN.

&5 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. Select Search, the Add Principal within Organization screen will display
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Active Partners Performance System

Add Principal to Organization

Prefix: v
* Fust Name: Jomes

Middle:
* Last Naae: Dos

Suffix: v
*SSN: 111222686

Phvsacal dehivesy adidross
* Addvess: 2342 i‘ﬁn-i; '-\‘2;." -

User ID:
MXXXXN : .
* City: Apxandis
Online Help * State: MRGINIA bt
Glossary :
*Zip Code: 22312
* Comnnry: USA v

If comntry not United Stares

Tentory: v
* Postal Code:
* Phoue: 2342342234
Fax:
E-mnaal:
Pager:
Parent Purtiapant: Test Organizabon
* Role i Entity: Member v
Role Covunent:
* Percent Ownershop in Entey: 0 % (100 00)
* Starting Date in Entity: 12 B RS {san-dd-vyyy)

! Fareca Crganizahon Syuchse ]

p—> - |
2530 Submission |

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)

E-mail The organization’s e-mail address (pre-populated from the organization’s data
in APPS this information can be edited)
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Data Element

Description

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
Entity

Percent of the organization that the participant owns

* 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

Pager An organization’s contact pager number

Parent Participant

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

January 2011
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Data Element

Description

* 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 [fthe role is “Other” you must enter comments.

January 2011
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6. Click =32 | The screen refreshes with the message, “Principal has been added

successfully.”

Active Partners Performance System

2530 Submission
Step 2. Edit Organization Structure

Prmapal has been added successfully.

. Submission ID: 11633 Reason: Baseline Organization
HUD Home Definitiot
HUD LOPs Applicant: Test Organization Cwrent Status: In Process, 04/10/2006
(444555666)

Parent Participant: Test Organization (444555666), Fairfaz, VIR GINLA

User ID:
Select Name Type Role 0;::::::’ Begin Date in Organization
Online Help r
Glossary (O |Doe, James (111222666) Individual Member 0 12/12/2005
[ Add Principal ] [ Edit Principal ] [ Remave Principal J
[ Previous Step ][ Next Step H Save & Exit ] [ Cancel Submission ]

APPS 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 Frincipal

the principal and click ] OR to remove the principal click on

Remove Frincipal . You can also cancel the submission at any time by

Selecting Cancel Submission |

9. Selectml.
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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. Toedit 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

Prefix:
*Fust Name:
Nhddle:
HUD Heene * Last Name:
) Suffix:
HUD LDP:
- *SSN:
GSAEPLS
2350 Contects
* Address:
User ID:
MXXXEX ;
* City:
Online Help 5 :
Glossary State:
* Zip Code:
* Comntry:
* Phone:
Fax:
E-mail:
Pager:

* Role in Entity:
Role Comunent:

Parent Participant:

Edit Principal within Organization

{James

{Doe
111222666

Physical delivery addvess

1234234 King way

p

{Alexandria
VIRGINIA -
Zaran-

USA

If countyy not Unated States

v

Temitory: -
* Postal Code:

2342342234

Test Organization

Member

* Percent Ownershap in Entity: 0 %
* Starting Date m Entity: 12 £123 Lj2005
(Seve]
| Parent Organizetion Structure ]

| 2530 Submission |

[APPS Home Page

{100.00)

{ram-dd-yvyv)

Figure 5-8: Edit Principal within Organization Screen

3. Edit the principal’s information. (Fields marked with an asterisk are required)
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4. Click L=*®

message, “Save was successful.”

foedhack

Secue SYnwme
Howsing
HUD Hote

HUD LOEs

User ID:
BIXXEX

Online Help
Glossary

Active Partners Performance System

The Edit Principal within Organization screen refreshes with the

Edit Principal within Organization

Save was successful

Prefix: v
* First Name: [Jomes i
Middle: | I
* Last Name: |Doe
Suffix: v
* SSN: 111222666
Physical dehivery address
* Address:  [234234 Kingway
|
* City; [Alexandria
* State: VIRGINIA
* Zip Code:  [22312 |
* Country: USA v
If conmtry not United States
Tenitory:
* Postal Code:
“Phone:  [2342342234
Fax:
E-mal: [
Pager:
Parent Participant: Test Orgamzation
* Role m Entity: Member
Role Comment:
* Percent Ownershap in Entity: 0 %
* Starting Date in Entity: 12 =21 212005

Save |

L

Parent Organization Structure

| AT O et i |

{100.00)

(an- dd-yyvy)

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

2530 Submission
Step 2. Edit Organization Structure

Subiission ID: 11653 Reason: Baseline Organization
Definition
Applicant: Test Orgamzation Cwvent Status: In Process, 05/01/2006
(444555666)

Parent Participant: Test Organization (444555666), Faurfax, VIRGINLA

Ownership

Select Name Type Role Percext Begin Date in Organization
O Doe, James (111222666)  Individual Member 0 1242172005
(O Test2Corp (111222838) Organization Member 0 12402/2005
[ Add Principal l [ Edit Prncipal J [ Remowve Principal J
[ PreviousStep ][ NextStep |[ Seve8Ext | [ CancelSubmission |

[APPS Home Page

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

2. Click | Remove 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
Hesnd Legal Sttuctwre: Corporation
i E.)i?:;::lﬁp: Profit Motivated
Physical delivery address

Address: 2 Test Way
MXXXXX City: Springfield
Online Help State: VIRGINLA
Glossary

Zip Code: 22315

Country: USA

If country not United States
Ternitory:
Postal Code:

Phone: 234-234-4523

Fax:

E-mail:

Pager:

Parent Participant: Test Organization
Role in Entity: IMember

Role Comment:
Percent Ownership in Entity: 0%

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

Ending Date in Entity: I I | oaa-dd-yyyy)
or

Check here if principal origmally added in exvor: []

[ Remowve Principal ]

| Parent Organization Structure |

[ 2530 Submission J

APPS 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 | Tpe 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 principal 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

Prmeipal has been removed successfully.

" Submission ID: 11653 Reason: Baseline Organization
HUD Home Definition
HUD LDPs Applicant: Test Organization Cwirent Status: In Process, 05/01/2006
(444555666)

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

User ID:
BIXXXXX i 5
Select Name Tpe  Role 3™ Begin Date in Organization
Online Hel -
Glossary () Doe, James (111222666) Individual Member 0 12/21/2005
[ Add Principal ] [ Edit Principal ] [ Remowve Principal ]
[ Previous Step ][ Next Step ][ Save & Exit ] [ Cancel Submission ]

APPS Home Page

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

5.2 Previous Participation

&5 You can only add/edit Previous Participation while entering a submission and

prior to sending the submission to HUD.
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25 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

e

Eaadback

Submission ID: 11633 Reason: Basehne Organization Defitntion
Applicant: Test Orgamzation {444555666)

Cwvent Status: In Process, 04/10/2006

Applicant
Direct
Select Name TIN/SSN  Previous
Participation
Test Organization 444555666 No
Online Help
Glossary —
Participants
o Direct
Select  Name Type Role Percuti’ ge;hl)a‘ :::: Previous
Participation
g;’gg;‘;‘g Individual Momber| 0 1241242005 No

|  Previous Participation |

{ Previous Step J[ Next Step ]f Save & Exit ] [ Cancel Submission ]

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): 67451 | Reason: |Organization Change (Major)
Applicant: “Willew Street Apartments

Cwivent Status: In Process

Housing

HUD Home Willow Street Apartments

Paticipant: ) e COLORADO

HUD L

Direct Previous Participation Eecords (1 - 13 of 1

g Last Management Review
Originated HUD Property Last Update
Select Property Name o g From Date To Date andfor
Name Multifamily? Ruole Date Physical Inspection
. o 16 2007 5:09:04 44070 Mz
Online Hel B
Glossary Satisfactory
WILLOW STREET Ves 2004-08-17 00:00:00.0
) HUT/Cortractor
o AFARTMENTS Willaw St | pyonee pield | O g 1006 | Cusrent| 111672007
. Aputmerts Offics) Mottzagor Phiy bs:
DENVEE, CO Score: 821
Ts Ho: 244802
2006-09-01 00:00:00.0
HUT/Cortractor
[ Add Participation | [ Edit Participation
[ Delete Participation
[ 2530 Submission Edit Previous Paricipation ]

Figure 5-14: Previous Participation List Screen

Add Faricipation

4. Click on
will display.

. The Previous Participation Property Search screen
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Active Partners Performance System

Previous Participation Property Search

*  Property Role: v
() HUD Property: () Other Property:

HUD Multifamily Property

., s ~
HUBEDRS Number: g
GSAEPLS FHANumber: [ ] or
ProperyD: [ ]
Property Name: |
User ID:
MXXXXX Sea rcu

Online Help
Glossary

APPS 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.

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

Property Name Current name of property
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Data Element Description
OTHER PROPERTY
ID Identification number given to the property by responsible agency.
Type A drop-down list displays types of hon-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 L=8arh

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_PemsPartcntin | 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, you may enter comments in the comments
field as to why no score was received.

25 Note: Inherited Previous Participation information is no longer available.
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Active Partners Performance System

Previous Participation Detail

PARTICIPANT:
PROPEATY NAME: WAL ’ L
PROPERTY LD:
PROPERTY TYPE: M
CONTRACT NO{S):
CONTRACT AMOUNT:
LOAN AMOUNT:

Usas X

FHA NO(S):
Daline Holp
Glossary
Agencys  HUL Project Roler  Meroe
rrom Dete- 1600 "To Date: | 152
{mm/dd/yyyy) dii: g (mm/dd/yvyy) | ey » -
Affilistion Commuants:
N
J |was Project n
Loan Loan Status As of Date Loam Status Default Explanation for
s (mm/ad/ yyyy) Comment during your Project defauly

participation

Na sCores recesved

[ Inspection Date: ¢ the
Lnspection Number | (mm/dd/yyyy) ! 2 f
REAC Score v Rating -

Performed Dy v
Explanation for Rating

Informath uty ' Hun tal 1 agree o this score
Inspection Date:
(mm/dd/yyyv)
REAC Score: Hatsng:
Performed By

Inspection Number

IM ment Re Nao scores recesved

Review Date: | 1
Rating g (mm/dd/yyyy) | {521, ¢
Performed Dy 2.

Explanation for Rating

Mama Qe . Intaor o rotrieved from HU tal 1 agree to this score
Rating Satafacte
Review Date:

Performed My =L, Centract (mm/dd/yyyy)

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 ID

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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9. When all required information has been entered, click

with the message, “Save was successful.”

SEve

. The Screen refreshes

11. Click |_Previous Participation List |45 go back to the Previous Participation List screen.

5.2.2 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.

25 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: 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): 67451 | Reason: |Organization Change (Major)
Applicant: “Willew Street Apartments

Cwivent Status: In Process

Housing

HUE Home Particinant: Willow Street Apartments
AREAPAEpyver, COLORADO

HUD LDPs

Direct Previous Participation Eecords (1 - 13 of 1

g Last Management Review
Originated HUD Property Last Update
Select Property Name o g From Date To Date andfor
Name Multifamily? Ruole Date Physical Inspection
. o 16 2007 5:09:04 44070 Mz
Online Hel B
Glossary Satisfactory
WILLOW STREET Ves 2004-08-17 00:00:00.0
) HUT/Cortractor
o AFARTMENTS Willaw St | pyonee pield | O g 1006 | Cusrent| 111672007
. Aputmerts Offics) Mottzagor Phiy bs:
DENVEE, CO Score: 821
Ts Ho: 244802
2006-09-01 00:00:00.0
HUT/Cortractor
[ Add Participation | [ Edit Participation
[ Delete Participation
[ 2530 Submission Edit Previous 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

Previous Participation Detail

PARTICIPANT:
PROPEATY NAME: ©AKAD " KTMI
s Bt PROPERTY 1D
PROPERTY TYPE: M

Hesana

CONTRACT NO{S):
CONTRACT AMOUNT:
LOAN AHOUNT:

FHA NO(S):
Oaline Holp
Glossary
Agency HUL Project Role He~ra v
rrom Dotes | 1% "To Date: | 155 I e
{mm/dd/yyvy) ! (mm/dd/vyyy) JREs, $ Aot e 4

Affilistion Commuanta:

| |Wwas Project in

1080 | | oum Status As of Date Loaw Status Default Explanation for
') (mm/ad/ yyyy) Comment during your Project defauly
participation
v 11
etk i current thos
No scores recesved
[ Inspection Date: ¢ ™
Lnspection Number (mm/dd/ yyyy) »
REAC Score | - Rating -
Performed Dy e
Explanation for Rating
Inufor 1 agree Lo this score
Inspection Date:
Inspection Number tmm/dd/yyyy)
REALC Score: Rating:
Performed By
A M No scores recesved
Review Date: | 1R
Rating (mm/dd/yyyy) . |22 4
Performed By s
Explanation for Rating
1 " thom votr ol Ty 1] tal 1 agree to this score
Roting Sabe
Performed By ~ut — Review Date:

(mm/dd/yyyy)

Figure 5-18: Previous Participation Detail screen
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6. Click L=#2 | Screen displays with the message, “Save was successful.”

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): 67451 | Reason: |Organization Change (Major)
Applicant: “Willew Street Apartments

Cwivent Status: In Process

HUE Home Particinant: Willow Street Apartments
AREAPAEpyver, COLORADO

HUD LDFs

Direct Previous Participation Eecords (1 - 13 of 1

o qg Last Management Review
User ID: Originated HUD Property Last Update
Select Property Name o g From Date To Date andfor
Name Multifamily? Role Date Physical Inspection
. o 16 2007 5:09:04 44070 Mz
Online Hel B
Glossary Satisfactory
WILLOW STREET Ves 2004-08-17 00:00:00.0
) HUT/Cortractor
o AFARTMENTS Willaw St | pyonee pield | O g 1006 | Cusrent| 111672007
. Aputmerts Offics) Mottzagor Phiy bs:
DENVEE, CO Score: 821
Ts Ho: 244802
2006-09-01 00:00:00.0
HUT/Cortractor
[ Add Participation | [ Edit Participation

[ Delete Participation

[ 2530 Submission Edit Previous Paricipation ]

Figure 5-19: Previous Participation List Screen

8. Click on |_ 2530 Submission Edit Previous Paricipation to return to the 2530

Submission page.
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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 w{ 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 Organization Definttion

Applicant: s Test Organization (444555666)

Cwirent Status: In Process, fi3
HUD Home

HUD LOPs

Applicant Comments:

User ID:
MXXXXX

Online Help

Glossary [ Finish ] [ Cancel Submission ]

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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Housing
HUD Home
HUD LDPs

GSAEPLS

User ID:

Online Help
Glossary

Active Partners Performance System

APPS Home Page
Baselme Submission completed.

Submission Processing:
View My Submissions In Process v

Participant Processing:

v &

Reports:

Y

Public reporting hurden for this collection of information is estimated to average 30 minutes per
response, including the time for reviewing instructions, searching existing data sources,
gathering, 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 this form, unless it displays a cutrently valid OMB control number.

The regulations at 24 CFR Section 200.210 to 200.245 authorizes the U3, Department of Housing
and Urban Development (HUD) to request information from all principals applying to participate
in multifamily 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 underwriting risk.

Figure 5-21: APPS Home Page- Baseline Submission completed.
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6.0 Editing Participants Introduction:............cccccocvveeviieeiiiiee e, 6-2

6.1 Editing aParticipant ............ccccceovveiiiiie e 6-3

January 2011 FINAL 6-1



APPS Users’ Guide—Industry

Chapter 6
Editing, Participants

Revision Sheet

Revision Date Revision Description
No.
January 2011 FINAL 6-2




APPS Users’ Guide—Industry Chapter 6
Editing, Participants

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

drop-down list.

2. Click L°%]. The Participant Search—Participant Detail screen displays.

Active Partners Performance System

Participant Search

Participant Detail %
TIN: | (no dashes)

o1
SSN: | (no dashes)

APPS Home Page
Last Updated: August 17, 2004

M11125

Online Help
Glossary

Figure 6-1: Participant Search—Participant Detail Screen

3. Enter the participant’s TIN or SSN
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4. Click .The Participant Detail screen displays either for the organization or

for the individual.

Active Partners Performance System

Participant Detail

ame: Utech
IN:
TIN: 111555333

Legal Structure: Joint Venture

Housing

Type of Ownership: Profit Motivated

HUD Home . .
' Physical delivery address

HUD LDPs * Address: §99035 Kingstowne Crossing

l

* City: [Maui
* State: HAWAI o
M11125 *Zip Code: 55214 |
. * Country: Un_ited Stc-vlters of America v
g:‘:_ls;'_:—"‘n If conntry not United States
Teritory: [
* Postal Code: |
* Phone: [389-333-0034
Fax:
E-mail: [
Pager:

— Select _participant _processing}— V

APPS Home Page
Last Updated: July 13, 2004

Figure 6-2: Participant Detail Screen (Organization)
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Housing
HUD Home

HUD LDPs

2530 Contacts

User ID:
M11125

Online Help
Glossary

Active Partners Performance System

Participant Detail

Prefix: hr. v
* First Name: |Jim
Middle:  |Liam
* L ast Name: |Conners
Suffix: 1 Sr b
SSN: 666888444
Physical delivery addvess
* Address:  |773 Mickey Drive
l
* City: |Oklahoma City
* State: OKLAHOMA
* Zip Code: W i |——-
* Country: United States of America v
if country not United States
Territory: ]
* Postal Code: |
* Phone: [223-457-2346
Fax: ]
E-mail: |
Pager: ‘

Figure 6-3: Participant Detail Screen (Individual)

— Select participant processing —
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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 (HQ analyst will update your
information with proof of change that has been sent to HQ for approval) is
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 Identity 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
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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 (HQ analyst will update your
information with proof of change that has been sent to HQ for approval)

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 38 | Screen refreshes with the message, “Save was successful.”

&S Note: You can always view a participant’s information, however, you can only
edit the information if the participant does not have a coordinator. . The
coordinator can edit all information other than the TIN/SSN, Legal Structure, and

Company Type.
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5

Editing, Sending, Canceling,

Withdrawing Submissions

7.0 Editing, Sending, Canceling, Withdrawing Submissions............ 7-2
7.1 Editing @ SUDMISSION .....ooeiiiiieiiiie e 7-3
7.2 Sending the Submission to HUD ...........ccccoi i, 7-6
7.3 Canceling a SUbMISSION ..o, 7-7
7.4 Withdrawing the SUDMISSION ........coooiiiiiii 7-8
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7.0  Editing, Sending, Canceling, Withdrawing Submissions

7.1 Editing a Submission

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

drop-down list.

3 Active Partners Participstion System - Micresoft Imernet Explorer

Fle Ed View Fearteds Took Help

Qe - O - X B €0 Jsewn Trres @hnei @3- L BB

- .Go . »

&) hetps v, bd g0 ssmenter_sops_cfapps{spps00] cfm
Coogie » Inats _ v Gomehut - P Borntiried Edcwon & Ejnebs

Active Partners Performance System

APPS Home Page

Subisssion Processmng
Crante Subenission - Lf‘."J
Create Submession

Eci Submissaon
View My Sumissons In Procass  |©
Vigw My Submissions n FReeew
Public reparting burden/ oty Submission Hislony fed 1o average 30 menules pet
responss, inchudng the tune for reviewng mstnactons, sswcheg ensting duls soxces,
Fuhieang, eod santaring the dua veeded, wnd subedng the mfomation This sfomatan 15
roqured 20 chtam benafits sod w manddacy HUD may not collect this sxfoemation, and you ue
not reqrared to ooagiete thus fome, weless £ Qspleys & cumently veid OME coetrol numsber

The seguletions & 24 CFR Section 200 210 10 200 285 aurthoemes the US Depantmont of Housng
~ and Uthan Devalopment (HUD) to respant mdommeaton from ol pencpale spplymg Lo pacticipals
Uses ID: n writifandy hoasieg prograns. The sfomatson wil snehle HUD 10 sveluats whathee or not
11125 prncipe puticpeds wil Bocor tuer legel fmancial and coalractual chligalions und deteesuee of
thay poes wn wesatisfaciony vndarwnting nek

Online Help
Glessary

Last Updamd; Jane 16, 2002

£
X peoezis = 3 BT S S0 sesote,. | 5 hDeamns not avelstle on titps: e hud,gov 80 &

] Doce

S ® reeret
« 50l Snagk Cachee W FVCS_Ched Ot Jrasylen G &L L

Figure 7-1: Submission Search Screen

2. Click L%, The Submission Search screen displays.
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Active Partners Performance System

Submission Search

Searchby: Submission ID:

Searchby: TIN: J (1o dashes)
HUD Home or'

SSIN: { (no dashes)
HUD LDPs

Search For: (s) Applicant Submissions
() All Submissions

GSAEPLS

2530 Contacts

With Status of: (&) All

User ID: () In Process
M11125 () In HUD Review
() With Final Disposition
Online Help
Glossary P : y ; R : .
Created Date: 3 T | (um-dd-yyyy) (eptional)
To: |10 7 12004 | Gnm-dd-yr)

APPS Home Page
Last Updated: August 17, 2004

Figure 7-2: Submission Search Screen

3. Using the chart below, 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
Search For: Select the radio button for either Applicant Submissions (submissions in
which the participant in the search criteria is the applicant) or All
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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: 1 o NEW TORK

Eecords (1 - 1) of 1

- Date of Last Reason For
Select | Submission ID Action Submission Status
(O] 7250 06222003 |Baseline Organization Definition Baseline Established
User ID: [ 2530 Submission |

M11125

[ Submission Search ]

Online Help
Glossary

76

Select querny

APPE Home Page
Last Updated: IIay 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

2530 Submission

click . The 2530 Submission screen displays.

OR

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.

25 Ifthe 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.

=end To HUD

1. Onthe 2530 Submission Send to HUD screen you can click if you

are ready to submit your submission. A warning will display.

obiwan.hud.gow - [JavaScript Application] |
@ Auction cannot be reversed
Change statas to " Send To HITD"?

0K Cancel
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2. Ifyou still wish to send the submission to HUD, click [ 1. Once the submission
has been sent to HUD, the 2530 Submission screen displays with the message,

“Submission sent to HUD successfully.”

25 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

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

Process”

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

=0

Submission Processing drop down list. Click

3. The Submission List screen will display

2530 Submigsion

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

Microsoft Internet Explorer g|

9 &l infarmation in this submission will be deleted!

\_\_‘_#

Are wou sure wou wank to cancel?

[ Ok l [ Cancel
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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. Comments are required in order to withdraw the

submission.

25 Note: Withdrawing a submission will require you to create a new submission.

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

Submission Processing drops down list. Click Go

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]

@ Action cannot be reversed!
Change statas to “Tlthdrave™?

Caneel |

6. Click L. . The screen refreshes with a message that the submission has been

withdrawn successfully.
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............................................................................................................ 8-21
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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 Assignment/Assumption of HAP Contract

e Change/New Management Agent

o 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 Property Disposition Sale/Foreclosure Sale

e Proposed New Property

e Refinance Application for Mortgage Insurance

e Rehabilitation

e 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
¢ Board Member
e Board Officer

e CEO
e CFO
e Chairperson
e COO

e Consultant/Packager
e Consultant
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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
Nursing Home Operator
Officer

Owner/Mortgagor

President
Sponsor/Developer
Shareholder of General Contractor
Stockholder

Turnkey Developer

Vice 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 Ifthe 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.
25 Note: Starting a Property Submission will lock the baseline in process.

&5 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 grayed 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 L%%] . The Create Submission screen will display.

Active Partners Performance System

Create Submission

TIN: 111111999 | (na dashes)
o1

SSN: | (no dashes)

APPS Home Page
Last Updated: IMay 12, 2004

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

.Qﬁ' Select the type of submission you would like to create:
= [Popery Submizsion 1)
HUD Home APPS Home Page

Last Updated: May 14, 2004
HUD LDPs

GSAEPLS

-ontacts

User ID:
M11125

Online Help
Glossary

Figure 8-2: Create Submission, Screen

5. The Property Search Screen will display

Active Partners Performance System

Property Search

Nultifauly Property
Contract Number: | ' Jor
FHA Number: or
Property ID: | o
Property Name:

APPS Home Page
Last Updated: May 12, 2004

M11125

Online Hel
Glossary

Figure 8-3: Property Search Screen
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6. Enter the Contract Number

OR

FHA Number

OR

Property ID

OR

Property Name (you may enter a partial name)

7. Click | Search |

8. A warning will appear.

Microsoft Internet Explorer &|

By creating this 2530 submission, waou will lock wour current baseling submission. This means that vou will not be
\tf) allowed to make any additional changes to vour baseline. This action can nok be reversed!

Are yau sure you wank ko creake a new submission?

L K J [ 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.
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Active Partners Performance System

Property List
Records (1 -6 ) of 6

Select Property ID Property Name City State

@ |000D0000L | Village Apartments ROANOKE | VA
Housing  |000000002 | AECDE Apartments CAPITOL HEIGHTS | MD
HUD Home © | 000000003 | FGHI Apartments RICHMOND | VA
HUD LoPs O |000000004 | JKLM Apartments JEAMERETTE | LA
S (000000005 | NOPQR Apartments ANCHORAGE | AK
(| 000000006 | STUVW Apartments | ANCHORAGE | AK

2530 Contacts

User ID: [ 2530 Submission |
RS [ Property Search J

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.

12. Click 2530 Submission | The 2530 Submission Select Role and Reason screen
displays.
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Active Partners Performance System

2530 Submission
Seieet Reason and Role

Subrussion ID: 13184 Reason

........ Name

Stone

Apartraents

Applicant ABCDE Co
L P {20

Property Informnation

ID/Sernciag Site: 00000000

Carrent Status: In P

Name
FHA

~ . o
Contract A

User 1D:
M

Online Help *Reason: | — Select A Raason —
Glossary

*Role: | Nursing Home Opearaios A

| NextStep || Seve&Ext | |  Cancel Submission

ra

DO W rues Dawa)

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

13. Select a Reason for the submission.

14. Select a Role for the submission.

&S Note: If the reason is “Transfer of Physical Assets,” the role must be
Owner/Mortgagor.

15. Click M43 116 2530 Submission Edit Contact information screen displays
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L |
Active Partners Performance System
2530 Submission
Edit Contact Information
Subiission ID: 13134 Reason: Ewstng Apphcation for
Other Subswdies
Properey ID: 000000000 Name: Stone
Apartonents
Apphecant ABCDE Cerporation Curzent Status: In Process,
LP. (2000000000) 08052008
| ]

Contact Information

* Nane: | Jane Doe

* Phione: (333-332-3333)

Pager:

(Provous S ) TeiSwes ) SewiEa ) [ ConcelSubmiesion )

(ARPS Home Pag
(AEPS Home Page]

Figure 8-6: 2530 Submission Edit Contact Information Screen

16. You may edit contact information from this screen or click on et step | . 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: Existing Application for Other Subsidies
Property ID: 00000000 |Name: |Stone Apartments

Housing
Applicant: ABCDE Corporation L.P. (200000000)

HUD Home

Cwrent Status: In Process, 06/05/2006

HUD LOPs
GSAEPLS

K Applicant Comments:

User ID:
MXXXXX

Online Help
Glossary

[ Previous Step ” MNext Step ” Save & 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
HEET Participation
HUO Home ® [ ABCDE Corporation 20000000 Neo No
BUDLDPg Participants
Direct
) Select Name TIN/SSN ' Type Previous |Certified
enmets Participation
User ID: O |Doe, James 111222666 Individual No Mo
MXXXX O |5PTest 999999993 Organization Yes No
Online Help
Glossary
[ Previous Step ][ Next Step H Save & Exit l [ Cancel Submission

APPS 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 Certify

button.

&5 If you are not an authorized Coordinator/User for the participants listed in your
organization structure, the participants will be appear to be grayed 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 Property.

20. The Participant Certification screen will display.

User ID:

Online Help
Glossary

Active Partners Performance System

PARTICIPANT CERTIFICATION

Holly Jolly Hills
PARTICIPANT o\ ver, COLORADO
Certify for: Submission ID:

lierfy that nelther you nor ank of pour principals or affiliates have ever been found *o be in
noncompliance with any applicable faiv housing and civll rights requirements in 24 CFR
5,105 (g). If you or any of your principals or affiliates have been found to be in
noncompliance with any such requirernents, altach g signed staterment explaining the
relevrant facts, circumnstances, and resolution, if any. I certify that all staterments mads by
me are trde, complete and correct to the best of my knowledge and belief and are mads in
good faith, including the data contalined in Schedwle A and Exhibits signed by me and
sitached to this form. Warning: HUD will prosecute false olaims and staterments, Conwiction
map resuit in critning! and/or civil penalties, (18 U.5.C 1001, 1010, 1012;31 U.5.C
3729,3802)

I further certify that:
1. Schedule A contains & fsting of every assisted or insured project of HUD, LUS0A-Frnkd
gnd State and loca! government housing finance agencies in which I have been or am now
&5 principa!,

& True O False

Explanation 1:

2. For the period beginning 10 years prior to the date of this certification, and except &5
shown by me on the certification.

3. Mo mortgage on g project listed by me has ever been in defawlt, assigned to the
Government or foreclosed, nor has mortgage relief by the mortgages been given;

@ True O False
Explanation 2a:

b, [ have not experienced defaults or noncompliances under any Conventiona! Contract or
Turnkep Contract of Sale in connection with & public housing project;

® True O False
Explanation Zb:

. To the best of my knowlsdge, there are no unresolved findings ralsed as a result of HUD
Fudits, management rewews or other Governmenta! investigations concerming me oF my
orofects!

Figure 8-9: Participant Certification Screen (1 of 3)
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g. There Hias not been a suspension or fermination of payments under any

HUD assistance contract in wivch I heve had & legel or bensficial interest;
@ Trme O Falsel
Explanation:

e. I have not been convicted of & felony and am not presently 10 my
knowiadge, the subject of @ complaint or indictment charging a felony. (A
felony is definad as any offense punishadle by imprisorvnend for a term
axceading one year, but does not include any offense classifiad as &
misdameanor under the laws of a State and punishable by imprisonment
Dy two years or lass),

@ Truae O Falsel
Explanation:

£ I have not besan suspended, debarrad or otheruwise restrated by any
Dapariment ¢ v of the Federal Govarnment or of & Stats
Sovernment ing busingss with such Dapartrant or Agency,

“ Time O Falsel

@. I have not defauited on an obligation covered by & surely or
performance bond and have not besn the subfect of 5 claim undsr an
amployee fidsity bond.,

“True O False
Explanation:

Figure 8-10: Participant Certification Screen (2 of 3)
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3. Alf the names of the parties, known o me 20 be principals in this project
(5} in which I propose 1o parbicipste, ares listad above.

“ True (U False
Explanation:

. Fam not 3 HY WA employee or & member of & HUD
employee’s immediate household as defined in Standards
Conduct for Employees of the Exacutive Branch in 5 C.FR. &3 (57
R and HUD's Standard of Conduct in 24 C.F.R, Part O an USDA's
Standard of Conaet in 7 C.FLR. Cart O Subpart 8

@ True O False
Explanation:

$. I am not & principal parficipant in an assisted or insurad project a5 of
his date on whivedh construction has stopped for & pe
days or which bean substantia, mpietad for mo
documents sing, inckading final cost cartificstion have not beer filsd
wth HUD or

= Trae O False
Explanation:

nowiedos I have not been fo L0 or FrniA 20 be in

nee With any apolicable i

% True O False

7. I am not 3 Member of Congress or & Rasident Com
e prohibited or dmvted by law from contres
rament of the United Statas of Americs,

aner nar
th the

o
o~

% Trae O False
Explanation:

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

PARTICIPANT CERTIFICATION

p Holly Jally Hills
ARTICIPANT o\ ver, COLORADO
Certify for: Submission ID:

lFerify that nefther you nor any of your principals or affiliates have ever been found to be in
noncomoiiance Bth any appiicable fair housing and civil rights requirernents in 24 CFR

HUD Home 5,108 (&), If pou or any of pour principals or aififiates have been found o be n
noncompifance pith any such reguirements, attach a signed staterment explaining the
referant facts, circumstances, and resoiution, i any. I certify that alf statements made by
me are true, complete and correct to the best of my knowledge and belief and are mades in
good faith, including the data contained In Schedwle A and Exhibits signed by me and
G5AEFLS aitached to this form. Warning: HUD will prosecute false ofaims and statements. Conwiction
ma) result in crimdnal andsor clvil penafties, (18 LS. C 1001, 1010, 1012;31 U.5.C
F729,3802)

HUD LDPs

ontacts
I further certify that:
. 1. Echedule A contains 3 listing of every assisted or insured profect of HUD, USDA -FrnHA
User ID: and State and local government housing finance agencies in which I have been or am now
=z principal,
® True ) False
Online Hel Explanation 1:

Glossary

2, For the perfod beginning 10 pears prior to the date of this certification, and except as
shown by me on the certffication.

z. Mo mortgage on a project listed by me has ever been In default, assigned to the
Government or foreclosed, nor has mortgage relief by the mortgagee been given;

* True O) False

Explanation 2a:

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.

MNext Step

23. Click on . The 2530 Submission Send to HUD screen will display
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Housing
HUD Home

HUD LDPs

MXXXXX

Online Help
Glossary

Active Partners Performance System

2530 Submission
Send to HUD

Submission ID: 13184

Cwuirent Status: In Process

*Reason: Exsting Application for Other Subsidies  *Role: Sponsor/ Developer
Property Information

ID/Servicing Site: | 00000000 / Atlanta

Name: Stone Apartments
FHA:
Contract : ABO00AA00000, ACOSNIOO0
Occupancy: Contract Units 0 Insured Units 196 Total Units 196

Section of Act:

Applicant
Direct
Name TIN/SSN Previous Certified
Participation
ABCDE Corporation L.P. 20000000 Yes Yes

— Select participant processing — V|

Contact Information

* Name: |_Tames Doe

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

[ Save Contact Information ]

Applicant Comments:

Cwrent Submission Status: In Process

Select query ! Select submission query

Warning: HUD will prosecute false claims and statements. Conviction may result in criminal andfor civil
penalties. (18 U.5.C. 1001, 1010, 1012; 31 U.5.C. 3729, 3802)

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

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] |

@ A ction cannot he reversed

Change statas to " Send To HITD"?

0k Cancel

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

the top of the page.
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HUD Home

HUD LDPs

User ID:
M44704

Online Help
Glossary

Active Partners Performance System

2530 Submission

Send to HUD

Submission ID: 67460

Cwirent Status: In Process

*Reason: Change/Tlew MManagement Agent  *Role: Managing Limited Partner

Property Information
ID/Servicing Site: 00000000/ Washingten, DC

Name: FAIRCLIFF PLAZA EAST
FHA: Primary (0035221
Contract :

Contract Amount: | § 1,160,997 00
Loan Amount: £ 249340000
Occupaney: Contract Ttz 20 Insured Tlmts 0
Section of Act:  |OMI

Applicant
Name TIN/SSIN

ZIMCO XXVITLLC.

--- Select participant processing - | %

Contact Information

* Name:

* Phone:

Total Units 80

Direct
Previous Certified
Participation
MNa Tes

Figure 8-14: 2530 Submission Send to HUD screen

&5 Note: Once sent to HUD the status will change from “In Process” to “F.O.

Review.”

25 Ifthe 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.

&5 Once the Property Submission has been approved the new property should be

added to the previous participation of all the participants in your organization

January 2011
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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 E|

D] &l infarmation in this submission will be deleted!

"'\.._'

Are you sure wou wank to cancel?

[ Ok l[ Cancel ]

3. Click to cancel the submission.
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

Frint Submission Package

Package. Click on | J button on the 2530

Submission page.
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2. The 2530 Submission Package Screen will appear.

subm
2530 Submission 'S Deparmment of Heusieg US. Deparement of Agriculture
Package ;ud’ﬂnwg Federl Houremg Cmmmw.\'n 030118
Exp, 11302082
LA AL L]
Send To: HUD Office

135 Caxbertand Bend Drive

Suge 200

Nastralle, TN 37228-1803
Sehesissbon I el Subemistien Contact: Haly Jon
§ Reasea:  Asug Assarpton of HAP Courract Conract Phisne: 147505500
Swhmirston Same: o Frocens Sabmiced To: ;38
States Date: 087142050
Preperty Nase! ADC Crengiers, St Cley/Seate: SEIBYVILLE IN
Property Role: Jereestor Lumited Partoee m Lumited Parmersiup Section of che Act (Descripeian)s OND (22344 NCS&)
Primary FHA Nunber: Oxber FHA Numhers!
Preperty ID: Cancract Namsher

Applicant: ABC Company, Inc (XXX-XX-0977)
Nowe [ TINSSN ' Ovgasisseion Trpe Tope of Oumeribey St Addenss o ::’ ' » Phione
35 Campany, Int [TRREEET [ Ceeibomety | Sebilkeas SOt || Ovim | TX | Simedces || 023-156-0000
Figure 8-15: 2530 Submission Package screen (1 of 3)
Comtllcations: | (rmemzng the who saas oz well a2 @1 oduer partaes Sated abarve wha cennay) heeebry appdy 12 HUD or USDA-Frutla ax the cane may be, for approtal 13 penopas 8 3 pcpsl e

the sale md pregess Bied 3ot e hated spoe ey &‘luhg'n\uw mm P P T —

\dymuhlycn-l-vdmmaMnnw-unmmknmmw‘mwhm-uwdqmma.-m‘ % ) ¥ you oo my of your prspals or sfilaten
v e such anach & ugned ths ndvvan fass, cenusstmces, and rackanos, € wy la-mm-‘hu--n-d-h-—mmu
nn-nun-hnlummq-ﬂi“MmuﬁawlmMmmwnM&ﬂm sgned by e wad amached 1o s fare

w HiD w1 due clemnz and G rewedt rewad o cxmaral smd or orod panadeas (18 U S0 2001, 1090 1018 BV SE 08 0D

T femeer conty dar
1 Seheedule A contmtn & ksnng of srer a0eiited or muired peovect of ELD UEDA-Fraa and St md ocal o el hivasang Goance agennooes m whach [ e e betn of o8 new ) poiecpld

1 Forthw par & begummg 10 vums priar na the Lare of fun Sensicanon. i soagt 83 thann by e an O cendicanan
& Xoseetgage ca s praysit inted by me hes everbeen i defnlt, atnigned 1o the Corsmmn or forncleand, toy has mettgage reef &y the martgage Sees grom.

& Theve s defadrs or wnder arty Comye mstoonad Covaract ex Turvhey Carmract of Sale 3 cormestion wafh o pubde basisnng poapedt,

€ Tathe beat of oy knvatedge thime e 00 werioloed fndngs tased s 4 raal) of BUD sudts. mansgessm| reraras o ethie Got 4 18 21 oy Pghcts.

& There s s been & yuip o« of pay unde poy FUD assaiance contalt oy alach [ heve Sad 2 bogdl oo beneficel wneres),

¢ 1harv nat e conricoed of & fulery and am not poatenthy, 19 oy knavledpe, the wtyec: of 8 complans or iIndctearns chusgng A Sloay. (A fdoary is defiead oz 3oy effanie | by g for a toms z
200 year Bt does et ichile ey Genne 060D 4% 2 i deernanar uader Be Ly c of 2 Seate and pureiiaths by spatonsers of tua veaet arlert )

£ Thave rat been susp: L drbaned o1 oy v w2y Dy o Agennsy of the Tederd Goverveaend oc of @ St (rovermmeent froes deweg Batmens weft st Dipateamit or Agency

§ Theve vt Sefasdted cor an obliganens covied by & sueeey cc petformance Boud mod lur e tiot been the subgect of 2 clam utader et mepleye Blekty Sool.

1. Al thhe sy of the pertas. ke o an 9 by pemcpals = ey poajest(s] 2 which | prepese ts pemaspase. we bried chove

4. Lan 031 ¢ 5UD FrHA dmghinee on d eneiies of 2 EUD FrdA employes's Sette anrietnld o3 Qefrned i Stendads of Ertacel Coobins foy Eoplayees of the Exccutst ¢ Biatch o ! CF B Pan 2637 (07 FR 3500 end HUD's
Sestrdand of Condott in 24 CF R Past O md USDA's Stenderd of Conductn T CF 2 Pan O Satpat B

T T 00t 8 prwscrpdl Partich wet i1 s A35IRed o ired fety et a8 oF TS Sate oo wBch COnUIUCIA0 Bas stoguped Fv 4 penod we saieis A 72 Ly an whech Ras been sabazanoally complened far e than 55 dayy and & neeenes
foe doting. eO0ding fiaal cos Condioaion hate woe bees fiied il BUD o Fdid

£ Toey beowbedae | hure nat been foumd Ty HUD oc TodlA 1o Be i nencomphance wah sy applicabls far Sauing snd crl rghits ivgarmeents s 25 CYR * 1000

7. Lea oot e Merbe of Cozgreas or s Laaudent C e ot babeind or brsed by baw froes comrmactang wahs the Oovesmmrn of @i Ureend States of Asveniza

1 Stemviens ove (Cmy) u-mlmummekwhkedh mhmwuwtmh W apen [hase mitmed sach deletion (f atey) erad hate smachiad & irue et pecisme gnied stalement (f agposie! 1 eplan
the fets sl crousatandes shuch | (hink helgo 00 quakfs rar 43 4 oeap » Ahes progect
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Figure 8-16: 2530 Submission Package screen (2 of 3)

Participant Certification
HName TIN/SSH Clause Explanation for $decting False do Cenfification Clause

No participant certifications with a response of "false " for this submission

Individual Signature List
Signature Date

Organization: ABCDE Corporation L.P.
Doe,
O

James

(Mame and Signature) (Date)

has signature authotity for ABCDE Corporation L.P. - Vou must attach proof. If no proof
of sighature check the boxnet to date and obtain signature.

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

=

3. Click LFfint | 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_E==k | on you browser’s toolbar to exit the 2530 Submission Package.

8.5 Querying the Submission

Refer to Chapter 17, 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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9.1 Establishing Certification..........cccccovvieiiiiiie i 9-3
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Revision Sheet

Revision Date
No.

Revision Description

Rev. 1 01/29/10

New clause has been added to the certification page

Rev. 2 1/28/11

The 2530 Submission Package has been modified from a two column
format to a one column format.
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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

Certification
TIN: | (no dashes)
or
SSN: | (no dashes)
HUD Home

GSAEPLS

APPS Home Page
Last Updated: August 17, 2004

2530 Contacts

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.

5. The Participant Certification screen displays.
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Housing

HUD Home

HUD LDPs

EFLS

Online Help
Glossary

Active Partners Performance System

PARTICIPANT CERTIFICATION

Haolly Jolly Hills

PARTICIPANT . ook COLORADO

Certify for: Submission ID: 65795

lierfy that nefther pou nor any of your princioals or aififiates have ever been found to be in
noncompoliiance with any apolicable fair housing and oiuil rights requirements in 24 CFR
5,105 (a). If pou ar any of your principals aor aifiliates have been found to be in
noncompfiznos with anp such requiremnents, aitach a signed statement explaining the
relevant facts, circumstances, angd resolution, if any. I certify that all statemnents mage by
me are true, complete and correct to the best of my knowledge and belief and are made in
good faith, including the data contained in Scheduls A and Exhibits signed by me and
aitached to this form. Warning: HUD wili prosecute false claims and statements, Conuviction
may resuit in criming! anddor il penafties, (18 L5.C 100X, 1010, 102,31 U.5.C
3729,3802)

I further certify that:
1. Schedule A contains & lsting of every assisted or insured profect of HUD, US04 -Fmid
and State and local government housing finance agencies in which [ have besn or am now
F princiDal,

& True O False

Explanation 1:

2, For the period beginning 10 pears prior to the date of this certification, and except as
shown by me on the certification.

. Mo mortgage on a project listed by me has ever been in default, assigned to the
Government or foreclosed, nor has mortgage reliel by the mortgages been given;

® True O False

Explanation 2a:

Figure 9-2: Participant Certification screen (1 of 4)
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b, I have not experianced defaults or noncompiiances undar any
Conpendionsy Cordract or Turnkey Contract of Sals in connaction with &
DUDIE Rousing profect;

& Trme O False
Explanation:

7o the bes? of my #nowladge, thers are no unresalved findings raised as
result of HUD sudits, manegemarnd revisws or olhar Governments!
NVESUCALONS CONSRITNNG e OF My Drofects;

@ n

* Trme O False
Explanation:

d. There Hhas not been & suspension or ferrnination of payments under any
D assistance contrast in whah [ heve had & fagal or bensficial infarast;

& Trae C False
Explanation:

e. [ have not been convicted of & felony and am not presendly 1o my
#nowledge, the subject of @ complaint or indictrnent charging a fefony. (4
falony is definad a5 any offense punishadle by imorisormend for & term
exoeeding one pesr, but dods not inclkide sny offanse dlassifiad 2s &
Nsadsrneanor undar the laws of @ Stats and purvshabis by impeisanrnant
Oy Two years or less);

* Trae O False
Explanation:

Figure 9-3: Participant Certification screen (2 of 4)
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wisa restricted by sny
ar of & 5%
artment or Agency.

» Trwe O False

w0

* Trae O False

Explanation:

3. All the names of the parties, known 0 me 0 e principals in this project
(s) in which I propose to parbicipate, are iisted sbove.

@ Trae O False

Explanation:

® Trme O False

Figure 9-4: Participant Certification screen (3 of 4)

<. I not & principal participant in an assisted or insurad project as of
r & pariod in excess of 20
for move than 90 days and
tion have not been filsd

with HUD o FrakA

% True O False
Explanation:

S, To try khowledpe I have 6ot bean founs

0 or FrmiA o be iy
DOND wea with any apolicable v s,

© True O False

7.1 & not & Mermber of Congress or 2 Resident Commys.
ohibited or lrnited by law from,
wnent of the Linited States of Amer;

aner nor
ntracting with the

© Trme O False
Explanation:

Figure 9-5: Participant Certification screen (4 of 4)
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5. Select “True” or False” for each statement (the default position is “True”).

6. Enter Explanation if “False” is selected (required).

7. Click [ =&

. “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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Updating/Editing Previous Participation

10.0 Updating/Editing Previous Participation.............cccccoevvveiiineinnnn, 10-2
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Revision Sheet

Revision
No.

Date

Revision Description

Rev.1

10/30/09

Previous Participation List page and the Step.3 Edit Previous
Participation page has been modified to no longer display Inherited
previous participation information.

Rev. 2

01/29/10

1. A checkbox was added to the previous participation detail page
to provide users an option to check for NO scores received
during their participation in a property

2. Loan Status information has been made mandatory on the
previous participation detail page

3. A column has been added to the Previous Participation List
page to display the origin of direct previous participation

Rev .3

7/30/10

The N/A (not applicable) option was added to the Loan Status drop down
list on the previous participation detail page. There was also a “check if
current” selection box added to the loan status information section.

January 2011
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10.0 Updating/Editing Previous Participation

&5

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

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”

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.

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.

From the APPS home page select “Edit Previous Participation” from the Select

Participant Processing drop-down list.

a. OR

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

participant processing drop-down list.

Click L%9). 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

Subiussion ID: 67451 Reason:  Crgamraton Change (Major)
Applicaant Wilow Street Apartments

Cwront Status: In Process

Willow Street Apartments
TN

Deaver, COLORADC

Paticipant

Duect Previons Paticipation Kecords (1 - 1) of 1

Last Masagement Review
User 1D: rigina HUD Teperty Last Updam
Select Property Name Ohﬁ Muldifamily? PM Frum Date Te Dase Date and'or
" How 14 2007 50504 440730 Mgt
Online Help P
Glossary Sakdtoey
WILLOW STREET Vs n:;-‘;} 1700 00000
TS [P - On : o
ATARTMUITS W | OenverField o n oy 06M1/1996 | Cumment| 1171672007
RS Apenmeres Office) Mortgagor Py e
DENVER, CO Seee: 820
e Mo: MA392
N80 W0 009
BUTCosaras
Add Paticipaban | [ Edt Paticipation
|  Delete Panticipation |
| 2530 Submission Edea Prewous Paticipaban l

Figure 10-1: Previous Participation List screen

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

Property Name.
5. Click Edit Participation.

6. Edit the appropriate fields.
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Active Partners Performance System

Previous Participation Detail

PARTICIPANT:
PROPEATY NAME: WA ’ KM
PROPERTY LD:
PROPERTY TYPE: M
CONTRACT NO{S):
CONTRACT AMOUNT:
LOAN AMOUNT:

FHA NO(S):
Oaline Holp
Glossary
Agencys  HUL Project Roler  Merce v
From Detes | ; "To Date; | - ™ (7
{mm/dd/yyvy) (mm/dd/ yyyy) | e » .-
Affilistion Commuants:
r "
N
‘ |Was Project in
Loan Losn Status As of Date Loam Status Defaelt Explanation for
2 (mm/ad/ yyyy) Commemt during your Project defauly
participation
-
d
| ™= o =
e f curreant s
Na sCores recesved
1 Inspection Date: ¢ 1T
Inspection Number | (mm/dd/yyyy) L w
REAC Score | v Rating -
Performed Dy v

Explanation for Rating

v Informath y t " tal 1 agree o this score
Inspection Date:
(mm/dd/yyyv)
REAC Score Hatsng:
Performed By:

Inspection Number

IM 1 it Re No scores recesved

Review Date: | 150
Rating (mm/dd/yyyy) ! 132 ¢

Performed By s
Explanation for Rating

thom rotrieved H tal 1 agree to this score
Rating Satiafacts

Performed Ny ~ub — Review Date:

(mm/dd/yyyy)

Figure 10-2: Previous Participation Detail screen
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7. Click .53 | Screen displays with the message, “Save was successful.”

8. 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

Subiussion ID: 67451 Reason: Crgamranon Change (Major

Applic ant Willow Street Apartments

Cwront Status: In Process

Street Apartments
COLORADO

Paticipant

2 Contacts

Duect Previons Paticipation Kecords (1 - 1) of 1

Last Masagement Review
u 1D:
o Neloct Property Name Orﬁin“nl M .m““ 9 I’w‘“ Frum Date Te Date h"nwl andfor
Physical Inspectian

Online Hclp Hev 14 2007 1}:‘:‘ S0P Mg
Glossary Sakdutory

WILLOW STREET v 2094-00-17 50 COD0 0

ENTS o < Ownstf BUD/Cearwt
ATARTAIIIS WRox | DenverField o s L OAM1/1996 | Current | 1171672007 -
Apenmeres Office) Mortgagor
DENVER, OO e
Add Patticipaton | [ Edt Patticipation

|  Delete Participation |

| 2530 Submission Eda Prewous Paticipaban l

Figure 10-3: Previous Participation List Screen

9. Click on |_ ¢h30 Submission Edit Frevious Farticipation to return to the

2530 Submission page.

25 The Industry partner responsible for updating their Physical Inspections

Scores and the Management Review Sores prior to submitting any paper 2530

or E2530.
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25 Itis not HUD obligated to enter this data and HUD systems will not

automatically update this information.

25 The industry should update their scores as they receive them from the
inspectors and always before any paper 2530 or E2530 Submission. This can
be done by going to the APPS home page and selecting Edit Previous
Participation from the Participant Processing drop down menu. Users may
edit this information at any time and DO NOT HAVE TO WAIT FOR A
SUBMISSION.

25 Ifthe Industry has not received any scores Physical Inspections or
Management Review Scores they must enter the following information in the

comments field for Physical Inspections and Management Review:

Example: This entity has not received a Management Review for this
property, or something of this nature. This entity has not received a REAC

Physical Inspection for this property, or something of this nature.
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Organization Change Submissions —
Major
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11.6 Canceling the SUbMISSION...........ccceeviiieiii e, 11-19
11.7 Querying the SUDMISSION.........cooiiiiiiiie e 11-20
11.8 Printing the Signature List and Previous Participation
CertifiCatioN . ... 11-20
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11.0 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 Modified TPA
e Corporate Buyout
e Court Order/Inheritance
e Minor Organization Change

HUD will review three of the five types of organization change submissions - major
organization changes, modified TPA’s 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 13 for more information on Minor Organization Changes.

25 Note: Use these submissions to add, edit, or remove principals, or to change a

principal’s role, ownership percentage, or starting date within entity.

&5 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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11.1 Major Organization Change Submissions

& Note: The System ldentifies 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. Both the Field Office and Headquarters staff
will review these types of submissions because adding an entity can affect several Field

Offices nationwide.

Users can add either individuals or organizations as principals in the applicant’s

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.
11.2 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.
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Housing

HUD Home

User ID:
MXXXX

Online Help
Glossary

2. Click

ontacts

User ID:
M11125

Online Help
Glossary

Active Partners Performance System

APPS Home Page

Submission Processing:

Edit Submission

=

View My Submissions In Process
View My Submissions In Review
Yerify Submission History

T poTes-

9 [6o)

Public reporting hurden for this collection of information is estinated to average 30 minutes per
response, including the time for reviewing instructions, searching existing data sources,
gathering, 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 this form, unless it displays & currently valid OMB control number.

The regulations at 24 CFR Section 200.210 to 200245 authorizes the US. Department of Housing
and Urban Development (HUD) to request information from all principals applying to participate
in multifamily 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 underwnting risk.

Figure 11-1: APPS Home Page

o

. The Create Submission screen displays.

Active Partners Performance System

Create Submission

TIN: 7 (no dashes)
o

SSN: | | (ne dashes)

APPS Home Page
Last Updated: IMay 12, 2004
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Figure 11-2 Create Submission

3. Enter the applicant’s TIN or SSN.

4. Click . The Create Submission screen will display.

Active Partners Performance System

Create Submission

[ Organization Change v

Housing
HUD Home APPS Home Page

Last Updated: May 12, 2004
HUD LDPs

GSAEPLS
2530 Contacts

User ID:
M11125

Online Help
Glossary

Select the type af submission you would like to create:

Figure 11-3: 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 be used to add, change, or
remove a person from your original baseline only after you have completed
your haseline.

) By creating this 2530 submission, you will lock your current haseline
Housing submission. This means that you will not be allowed to make any additional
HUD Home changes to your baseline. This action can not be reversed!

HUD LDPs

Are you sure you want to create a new submission?

GSAEPLS
Select the type of submission you would like to create:

[ Organization Change v/
User ID: T T
MEXXX
Online Help
Glossary APPS Home Page

Figure 11-4: Create a Submission Screen

7. 1f you would still like to proceed Click . The 2530 Submission Select a

Reason screen will display.
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Active Partners Performance System

2330 Submission
Select a Reason

Swbarscssren I 71644 Heaven YRy 0 Changs
Ny
Agpli e Tort 3 Corponatin Conrens Staoan: Ia Procon
A 13 004
Ongandtation Chaage Reatonm  Drpaniofion Lhange Voo 1
- SeteCiA Renioe
A Coeponate Boyos
L A

)
e U s PySOon (Nae 0 o0 a* Crder el eriorce) v
A - o

5, TxA

Lot Tplutedt: M arch,

Qrilne Heip
Clossary

Figure 11-5: 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
Edit Organization Structure

Submission ID: 11641 Reason: Organization Change
(Major)
e Applicant: Test 2 Corp Cwirent Status: In Process, 04/25/2006
HUD Home (1 1 1222888)

Parent Participant: Test 2 Corp (111222888), Springfield, VIRGINIA

HUD LDPs

EPLS

Begin Date Direct
i Previous Certified Change

Ownership in
Organization Participation

Select Name Type Role Percent

User ID:
MXXXX

Doe, James R4
O (111222666) Individual Member 0 12/1142005 No Yes

Online Help
Glossary

[ Add Principal ][ Edit Principal H Remaove Principal ]

[ Previous Step H MNext Step ][ Save & Exit ] [ Cancel Submission ]

APPS Home Page

Figure 11-6: Edit Organization Structure Screen

11.3 Adding a Principal

1. From the Edit Organization screen Click |44 Principal

. The Participant Search
screen displays.
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Active Partners Performance System

Participant Search

TIN: | | (e dashes)
or
SSIN: | {no dashes)

[ Organization Structure ]

APPS Home Page
Last Updated: August 17, 2004

M11125

Online Help
Glossary

Figure 11-7: 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 te Organization

* Name: 'SP Tast
TIN: 999559993
Legal Stucture: General Pastnershup

Type of Ovnership: Lewsted Ddend
Plovsical dehivery addiess

* Address:
* City: [hehsh
* State: ALABAMA v
o o * Zip Code: e o
* Commtry: Unitad Siatas o Amanca v
gﬂi,;;,,"ﬂp H coomny not United Stares
Temitory:
* Postal Code: | o
* Phone: [57373843834
Fax:
E-mail:
Pager:
Parent Participant: ITast 2 Corp
* Reole i Fntity: E
Reole Comment:
* Percent Ownership in Entity: 0 % (100 00y
* Starting Date in Entiry: S & (mn-dd-v¥av)

Figure 11-8: Add Principal to Organization Screen

& 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

Save

. 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.
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11.4 Editing Information
25 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. Onthe 2530 Submission Edit Organization Structure screen, select the principal to be
edited.

Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: 11641 Reason: Organization Change
(Major)
Applicant: Test 2 Corp Cwrent Status: In Process, 04/25/2006

(111222888)
Parent Participant: Test 2 Corp (111222888), Springfield, VIRGINTA

Ownership

Begin Date Direct
Percent i

Previous Certified Change
Organization Participation

Select  Name Type Role

MXXXX

Doe, James .
) (111222666) Individual Member 0 121172005 No Yes
Online Hel ==
Glossary O | (so0maseosindividual o] (R USUSIUE | No Yes | Add
{ Add Principal J[ Edit Principal ][ Remove Principal |
[ PreviousStep | NextStep |[ Seve&Exit | [  Cancel Submission |

APPS Home Page

Figure 11-9: 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

Prefix: v
* First Name: |James
Housing l\fﬁ(l(“E: I
HUD Home * Last Name: ‘DDB
Suffix: v
HUD LDPs
* SSIN: 111222666

GSAEPLS

Physical debvery address
* Address: 1234234 King way

2530 Contacts

User ID: l
* City: iAlexandria

Online Help & :

Glossary State: | VIRGINIA e,

* Zip Code: IEZETZ—— c f—
* Country: USA v
If country not United States
Teritory: ' v:

* Postal Code: |

* Phone: [234-234-2234

E-mail: |

Parent Participant: Test 3 Corporation
*Role in Entity: Member v

Role Comment:

* Percent Ownership in Entity: 0 %% (100.00)
* Starting Date i Entity: 5 |22 ||2005 (pam-dd-yyvy)

Save

[ Parent Organization Structure ]

[ 2530 Submission |

[4PPS Home Pagel

Figure 11-10: 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. Click Parent Organization Structure | The 2530 Submission Edit Organization Structure

screen displays.

6. Repeat the process if necessary.

7. Clickon . The 2530 Submission Edit Contact Information screen will
display

Active Partners Performance System

2530 Submission
Edit Contact Information

Submission ID: 11641 Reason: Organization Change
(Major)
Applicant: Test 2 Corp Cairent Status: In Process, 04/25/2006
(111222888)

HUD Home
Contact Information

* Name: |hrABC

HUD LDPs

* Phone: |234-443-3434

Fax:
User ID: FEmail: [
MXXXX :
Pager:
Online Help "
Glossary
[ Previous Step ][ Next Step ][ Sawve & Exit ] [ Cancel Submission

APPS Home Page

Figure 11-11: 2530 Submission Edit Contact Information screen

8. Edit necessary contact information and 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: 11641 Reason: Organization Change (MMajor)
Applicant: Test 2 Corp (111222888)

Housing
Cwrent Status: In Process, 04/25/2006

HUD Home
HUD LDPs
=22 ERLs Applicant Corments:

2

User ID:
MXXXXX

Online Hel
Glossary

[ Previous Step ][ Next Step M Save & Exit ] [ Cancel Submission ]

APPS Home Page

Figure 11-12: 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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HUD Home

HUD LDPs

User ID:
MXXXX

Online Help
Glossary

Active Partners Performance System

2530 Submission
Certify Submission

Applicant
Direct
Select Name TIN/SSN | Previous Certified
Participation
& | Test2 Carp 111222888 No No
Participants
Direct
Select Name TIN/SSN | Type Previous Certified
Participation
O  |Doe, James 111222666 Individual No No
() | &P Test [ 999999993 Organization Yes No

[ Previous Step ][ Next Step H Save & Exit ] [ CancelSubmissionj

APPS Home Page

Figure 11-13: 2530 Submission Certify Submission screen

&5 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 grayed 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.

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

own 2530 for the same submission.

January 2011
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10. Click on . The 2530 Submission Send to HUD screen will display

Active Partners Performance System

2530 Submission

Send to HUD

Submission TD: 11641
Cuavent Seatus: In Process

Orgamazation Change  Reason: Organizabon Change (Major)

Apphcant
Duect
Name TIN/'SSN Previons Cernified
Particapation
Test 2 Corp 111222888 No Ves

— Select paticigent procassing — ¥ | |Go)

Contact Information

* Name [MrABC
* Phone [234-443-3434
Fax
Funal
Pager
[ Smve Contact Infomation ]

Applicant Comments

; “Save Comment i

Current Subimission Stamas: In Process

1G] e <
V2] Select avtmrarzion query

Select guery

Warning: HUD wnll prosecute false clawms and stat:

EVCHON may result e corunal andlor conl
penalhes (18 U.5.C. 1001, 1010, 1012, 31 U S.C )

)

Prenvious Step | Serd ToHUD | | Cancel Subrussian

Figure 11-14: 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 17.4)
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11.5 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] |

@ A ction cannot he reversed

Change statas to " Send To HITD"?

0k Cancel

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.

25 Ifthe 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.
11.6 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 Exploren E|
P &l infarmation in this submission will be deleted!
\‘#

Are wou sure wou wank ko cancel?

[ ok H Cancel ]

3. Click to cancel the submission.
11.7 Querying the Submission
Refer to Chapter 17, Submission Queries

11.8 Printing the Signature List and Previous Participation

Certification
Refer to Chapter 17, Printing Submissions
11.9 Withdrawing the Submission

Refer to Chapter 7, Editing Sending, Canceling, Withdrawing Submissions, Section 7.4,

Withdrawing a Submission
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Organization Change Submissions —
Modified TPA

12.0 Introduction — Modified Transfer of Physical Assets ............... 12-3
12.1 Modified Transfer of Physical Assets Submissions.................. 12-4
12.2 Creating a Modifed TPA SUbMISSION .........ccovvviveeiiiiee i, 12-5
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12.9 Withdrawing the SUDMISSION ..........ccccviiiiiiii e, 12-19

January 2011 FINAL 12-1



APPS Users’ Guide—Industry

Chapter 12
Organization Change Submissions- TPA

Revision Sheet

Revision Date Revision Description
No.
January 2011 FINAL 12-2




APPS Users’ Guide—Industry Chapter 12
Organization Change Submissions- TPA

12.0 Introduction — Modified Transfer of Physical Assets

Modified TPA 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.

25 Note: 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%.

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

accept comments for a withdrawal of the submission.

25 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.
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12.1 Modified Transfer of Physical Assets Submissions

& Note: The System Identifies whether a submission is a major

organization change or modified TPA

Modified Transfer of Physical Assets Submissions serve as a means for the
Industry to make sure changes to their Managing Members, General Partners and any
ownership percentages consisting of 5% or greater are reflected in their organizational
structure. The system will also allow an entity to add, change principals from its
organization structure in a Modified TPA submission. Both the Field Office and
Headquarters staff will review these types of submissions because adding an entity can

affect several Field Offices nationwide.

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

e 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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12.2 Creating a Modified TPA Submission

1. The Modified TPA 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 J
| e Subn won

Edit Submission

View My Submissions In Process
View My Submissions In Review
Verify Submission History

proce-

Public reporting burden for this collection of information is estimated to average 30 minutes per
response, including the time for reviewing instructions, searchy ting data sources,

gathering, 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 this form, unless it displays & currently valid OMB control number.
Online Help The regulations at 24 CFR Section 200 210 to 200 245 authorizes the US. Department of Housing
Glossan ﬂ! e and Urban Development (HUD) to request information from all principals applying to participate
in multifamily housing programs. The information will enable HUD to evaluate whether or not
principal participants will honor their legal, financial and contractual obligati and determune if

they pose an unsatisfactory underwnting risk.

Figure 12-1: APPS Home Page

2. Click [° . The Create Submission screen displays.
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Active Partners Performance System

Create Submission

TIN: | (no dashes)
or
SSN: (no dashes)
HUD Home
HUD LDPs APPS Home Page

Last Updated: May 12, 2004

User ID:
M11125

Online Help
Glossary

Figure 12-2 Create Submission

3. Enter the applicant’s TIN or SSN.

4. Click . The Create Submission screen will display.
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HUD Home

HUD LBFPs

Active Partners Performance System

Create Submission

Select the tvpe of submission you wauld like to create:

Modified TPA/Ory. Change

W

--Select a Subrmission type--

Organization Change
Modified TPA/Org. Change
Froperty Submission
Corporate Buyout Submission
Identity Change Submission

Figure 12-3: Create Submission

5. Select Organization Change from the type of submission you would like to create

drop down menu. Click on Submit.

6. The 2530 Submission Select a Reason screen will display.
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|@ Active Partners Participation System - Microsoft Internet Explorer

File Edit Wiew Faworites Tools  Help

GBack ML > ﬂ ﬂ .;‘_ /-\: Search ‘:_;I'._-l:..;"Favorites 6-‘ “im - j’? ,EF_I' ﬁ

Address @ https: /b aundeS7? . hud.govi444/ssmaster_apps_dfuat/org_step_1.cfm

£ windows Live B - What's Mew  Profile  Mail  Photos  Calendar  MSM  Sha

Active Partners Performance System

.‘_
apps 2530 Submission

Select a Reason

Feedbadk Submission ID: 69595 Reason: Incomplete
a oot Organization Change
Secure Systems

Applicant: MHPWI MManagement, Cwrent Status: In Process,
Housing LLC (431987682) 040142010
HUD Home
HUD LDPs Organization Change Reason: |— Select A Reason - v

--- Select A Reason -
GESAEPLS Modified TRA/Ory. Change
@ Organization Change (Court Order/inheritance) j
2530 Contacts Organization Change (Majar)
APPE Home Page

User 1D: Last Updated: March 15, 2010

Figure 12-4: 2530 Submission Select a Reason Screen

7. Select the Organization Change Reason for the submission from the Select A Reason

drop-down menu. (“Organization Change [Major]”).

8. Click . The 2530 Edit Organization Structure screen will display
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Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: 11641 Reason: Organization Change
(Major)
e Applicant: Test 2 Corp Cwirent Status: In Process, 04/25/2006
HUD Home (1 1 1222888)

Parent Participant: Test 2 Corp (111222888), Springfield, VIRGINIA

HUD LDPs
EPLS

o . Begin Date Direct

Select Name Type Role Pe!tx:lnlp in Previous Certified Change
User ID: Organization Participation

MEXXX

Doe, James R4
O (111222666) Individual Member 0 12/1142005 No Yes

Online Help
Glossary

[ Add Principal ][ Edit Principal H Remaove Principal ]

[ Previous Step H MNext Step ][ Save & Exit ] [ Cancel Submission ]

APPS Home Page

Figure 12-5: Edit Organization Structure Screen

12.3 Adding a Principal

Add Principal

3. From the Edit Organization screen Click . The Participant Search

screen displays.
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Active Partners Performance System

Participant Search

TIN: | | (e dashes)
or
SSIN: | {no dashes)

[ Organization Structure ]

APPS Home Page
Last Updated: August 17, 2004

M11125

Online Help
Glossary

Figure 12-6: Participant Search Screen

4. Enter the participant’s TIN or SSN.

7. Click . The Add Principal to Organization screen displays.
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Active Partners Performance System

Add Principal te Organization

* Name: 'SP Tast
TIN: 999559993
Legal Stucture: General Pastnershup

Type of Ovnership: Lewsted Ddend
Plovsical dehivery addiess

* Address:
* City: [hehsh
* State: ALABAMA v
o o * Zip Code: e o
* Commtry: Unitad Siatas o Amanca v
gﬂi,;;,,"ﬂp H coomny not United Stares
Temitory:
* Postal Code: | o
* Phone: [57373843834
Fax:
E-mail:
Pager:
Parent Participant: ITast 2 Corp
* Reole i Fntity: E
Reole Comment:
* Percent Ownership in Entity: 0 % (100 00y
* Starting Date in Entiry: S & (mn-dd-v¥av)

Figure 12-7: Add Principal to Organization Screen

& 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.

8. Enter the Role in Entity, Percent Ownership in Entity and Starting Date in Entity .

Fields marked with a red asterisk are required.

9. Click

Save

. The Add Principal within Organization screen refreshes with the

message, “Principal has been added successfully.”

10. Click on 2530 Submission. The 2530 Submission Edit Organization Structure screen

will display with the new principal information.
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12.4 Editing Information
25 You may also edit the organization structure, contact information, comments and

certification from the APPS Home page under the participant processing drop

down list

12. On the 2530 Submission Edit Organization Structure screen, select the principal to be
edited.

Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: 11641 Reason: Organization Change
(Major)
Applicant: Test 2 Corp Cwrent Status: In Process, 04/25/2006

(111222888)
Parent Participant: Test 2 Corp (111222888), Springfield, VIRGINTA

Ownership

Begin Date Direct
Percent i

Previous Certified Change
Organization Participation

Select  Name Type Role

MXXXX

Doe, James .
) (111222666) Individual Member 0 121172005 No Yes
Online Hel ==
Glossary O | (so0maseosindividual o] (R USUSIUE | No Yes | Add
{ Add Principal J[ Edit Principal ][ Remove Principal |
[ PreviousStep | NextStep |[ Seve&Exit | [  Cancel Submission |

APPS Home Page

Figure 12-8: 2530 Submission Edit Organization Structure Screen

13. Click . The Edit Principal within an Organization screen displays.
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Active Partners Performance System

Edit Principal within Organization

Prefix: v
* First Name: |James
Housing l\fﬁ(l(“E: I
HUD Home * Last Name: ‘DDB
Suffix: v
HUD LDPs
* SSIN: 111222666

GSAEFLS

Physical debvery address
* Address: 1234234 King way

2530 Contacts

User ID: l
* City: iAlexandria

Online Help & :

Glossary State: | VIRGINIA e,

* Zip Code: IEZETZ—— c f—
* Country: USA v
If country not United States
Teritory: ' v:

* Postal Code: |

* Phone: [234-234-2234

E-mail: |

Parent Participant: Test 3 Corporation
*Role in Entity: Member v

Role Comment:

* Percent Ownership in Entity: 0 %% (100.00)
* Starting Date i Entity: 5 |22 ||2005 (pam-dd-yyvy)

Save

[ Parent Organization Structure ]

[ 2530 Submission |

[4PPS Home Pagel

Figure 12-9: Edit Principal within Organization Screen
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14. Make the necessary edits to the principal.

15. Click LZ3'® |  The screen refreshes with the message, “Save was successful.”

16. ClickParent Organization Structure | The 2530 Submission Edit Organization Structure

screen displays.

17. Repeat the process if necessary.

18. 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
(Major)
Applicant: Test 2 Corp Cairent Status: In Process, 04/25/2006
(111222888)

HUD Home
Contact Information

* Name: |hrABC

HUD LDPs

* Phone: |234-443-3434

Fax:
User ID: FEmail: [
MXXXX :
Pager:
Online Help "
Glossary
[ Previous Step ][ Next Step ][ Sawve & Exit ] [ Cancel Submission

APPS Home Page

Figure 12-10: 2530 Submission Edit Contact Information screen

19. Edit necessary contact information and 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: 11641 Reason: Organization Change (MMajor)
Applicant: Test 2 Corp (111222888)

Housing
Cwrent Status: In Process, 04/25/2006

HUD Home
HUD LDPs
=22 ERLs Applicant Corments:

2

User ID:
MXXXXX

Online Hel
Glossary

[ Previous Step ][ Next Step M Save & Exit ] [ Cancel Submission ]

APPS Home Page

Figure 12-11: 2530 Submission Edit Applicant Comments screen

20. Enter necessary comments and click on . The 2530 Submission Certify

Submission screen will display
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Active Partners Performance System

Applicant

Select
e Hone ® (Test2 Corp
e Participants

Select Name
User ID: O Doe, James
MXXXX O

b} SP Tesf

Online Help
Glossary

2530 Submission
Certify Submission

Direct
TIN/SSN | Previous Certified
Participation
111222888 No No
‘ Direct
TIN/SSN | Type Previous Certified
Participation
111222666 Individual No No
[ 999999993 Organization Yes No

[ Previous Step ][ Next Step H Save & Exit ] [ CancelSubmissionj

APPS Home Page

Figure 12-12: 2530 Submission Certify Submission screen

&5 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 grayed 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.

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

own 2530 for the same submission.

January 2011
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21. Click on . The 2530 Submission Send to HUD screen will display

Active Partners Performance System

2530 Submission

Send to HUD

Submission TD: 11641
Cuavent Seatus: In Process

Orgamazation Change  Reason: Organizabon Change (Major)

Apphcant
Duect
Name TIN/'SSN Previons Cernified
Particapation
Test 2 Corp 111222888 No Ves

— Select paticigent procassing — ¥ | |Go)

Contact Information

* Name [MrABC
* Phone [234-443-3434
Fax
Funal
Pager
[ Smve Contact Infomation ]

Applicant Comments

; “Save Comment i

Current Subimission Stamas: In Process

1G] e <
V2] Select avtmrarzion query

Select guery

Warning: HUD wnll prosecute false clawms and stat:

EVCHON may result e corunal andlor conl
penalhes (18 U.5.C. 1001, 1010, 1012, 31 U S.C )

)

Prenvious Step | Serd ToHUD | | Cancel Subrussian

Figure 12-13: 2530 Submission Send to HUD screen

22. 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 18.4)
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12.5 Sending the Submission to HUD

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

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

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

0k Cancel

25. 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.

25 Ifthe 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 Modified TPA submissions will be sent to HUD for review even if there were no

changes made to the organization structure during the submission.

12.6 Canceling the Submission

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

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

Microsoft Internet Explorer, E|
P &l infarmation in this subrission will be deleted!
.\_\__#

Are you sure you wank ko cancel?

[ Ok H Cancel ]

28. Click to cancel the submission.
12.7 Querying the Submission
Refer to Chapter 18, Submission Queries

12.8 Printing the Signature List and Previous Participation

Certification
Refer to Chapter 17, Printing Submissions
12.9 Withdrawing the Submission

Refer to Chapter 7, Editing Sending, Canceling, Withdrawing Submissions, Section 7.4,

Withdrawing a Submission
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13

Organization Change — Corporate
Buyout

13.0 Organization Change —Corporate Buyout Submission............. 13-3
13.1 Creating a Corporate Buyout Submission.............ccccccvevvveenen. 13-3
13.2 Adding a PrinCipal.........ccccccciviiiiiii e 13-9
13.3 Editing Information............ccceeiiiiei i 13-9
13.4 Sending Submission tO HUD ............ccoeiviiiiciiec e, 13-9
13.5 Canceling the SUbMISSION...........cccooviiiiiii e, 13-10
13.6 Printing the Signature List and Previous Participation
CertifiCatiON .......eiiieicie 13-10
13.7 Querying the SUDMISSION........cccoiiiiiiiii e 13-10
13.8 Withdrawing the SUbMISSION ...........cccveiiiiie e, 13-10
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13.0 Organization Change —Corporate Buyout Submission

13.1 Creating a Corporate Buyout Submission

/25 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

PSS PR o, T DR SO oy —
Create Su hmission e —

e

Feedback

Secure Sys

Edit Submission
View My Submissions In Process
HUD Home View My Submissions In Review

proxets

o (Go]

Public reporting hurden for this collection of information is estunated to average 30 minutes per
response, inchuding the tume for reviewing instructions, searching existing data sources,
gathening, and mamtaining the data needed, and submitting the information: This information s
User ID: required to obtain benefits and is mandatoty. HUD may not collect this information, and you are
MXXXX not required to complete this form, unless it displays a currently valid OMB control number.

2530 Contacts

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 evahuate whether or not
principal participants will honor their legal, financial and contractual obligations and deternune if
they pose an unsatisfactory underwnting risk.

Figure 13-1: APPS Home Page
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2. Click

Housing

HUD Home

HUD LDPs

GSAEPLS

o

2530 Contacts

User ID:
M11125

Online Help
Glossary

. The Create Submission screen displays.

Active Partners Performance System

Create Submission
TIN: | (no dashes)

or

SSN: | {no dashes)

APPS Home Page
Last Updated: Ivay 12, 2004

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 Participation System - Windows Internet Explorer Q@
@;‘ W)Y . https:thvauwdE»S?.hud.gc;{E] rd Certificate Error ‘ 9| X | |Live Sear L~
File Edit View Favorites Tools Help
L
W }.Active Partners Participation Systemn ‘ [ =8 & gy > |:»Page v ((F Tools ~
Sy ~
Active Partners Performance System )
a s - -
pe Create Submission
Qﬁ Select the type of submission you would like to create:
iz
Feedback " N—
{Corporate Buyout Submission v |
Secure Systems
Housing
HUD Home APPS Home Page]
Last Updated: December 12. 2008
HUD LDPs
GSA EPLS
2530 Contacts
User ID:
Online Help
Glossary
I
(2]
€9 Internet #100% ~

Figure 13-3: Create Submission Select the type screen

5. Select Corporate Buyout 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 buyout submission is for one company to buy out another
company only after you have completed yvour basehne

By creating this 2530 submission, yvou will lock youwr cwarent baseline
submission, This means that vou will not be allowed to make any additional
changes to vowr baseline. This action can not be reversed!

HUD Home
Are vou sure yvou want to create a new submission?

. Select the type of submission you waould like te create:

fiéorpora-te Euyout -Sub'mfséion v

User ID:

e

Online Help [&PPS Home Page]

Glossary

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.
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Active Partners Performance System

2530 Submission
Select a Reason

Submission ID: 7254 Reason: Corporate Buyout
Applicant: EFG Corporation Cwrent Status: In Process,
(111222777 06/18/2003
Housing
= Organization Change Reason: iCorporate Buyout "
HUD LDPs
[ MNext Step ][ Save & Exit ] [ Cancel Submission
SAEPLS
2530 Contacts [AFPPS Home Page]

Last Updated: June 25, 2004
User ID:
M11125

Online Help
Glossary

Figure 13-5: 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:  72%4 Reason: Corporate Buyout
Applicant: EFG Corporation Cwrent Status: In Process,
(111222777 06/18/2003

Housing Buyee FGH Corporation

Information (111222888)
HUD Home
HUD LDPs

Buyee TIN: 1111222888 | (no dashes)
GSAEPLS L |

ox

<50 Lontadts Organization Name: [

(contains)
User ID:
M11125

[ Next Step ][ Save & Exit ] [ Cancel Submission

Online Help
Glossary [APPS Home Page]

Last Updated: Tuly 19, 2004

Figure 13-6: 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.

13. 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.

&S 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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13.2 Adding a Principal

Refer to Chapter 11, Organization Change- Major Section 11.3, Adding a Principal

13.3 Editing Information

Refer to Chapter 11, Organization Change- Major Section 11.4, Editing a Principal

13.4 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.gow - [JavaScript Application] |
@ Auction cannot be reversed
Change statas to " Send To HITD"?

0K Cancel

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

the top of the page.
4. Once sent to HUD the status will change from “In Process” to “PPSD Review.”

2 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.
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13.5 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 Al infarmation in this submission will be deleted!

'\-\.._.

Are you sure you wank ko cancel?

[ Ok H Cancel ]

3. Click to cancel the submission.

13.6 Printing the Signature List and Previous Participation

Certification

Refer to Chapter 17, Printing Submissions
13.7 Querying the Submission
Refer to Chapter 18, Submission Queries
13.8 Withdrawing the Submission

Refer to Chapter 7, Editing Sending, Canceling, Withdrawing Submissions, Section 7.4,

withdrawing a submission
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14

Organization Change Submissions-

Minor

14.0 Organization Change- Minor Introduction............ccccccccvveviivennn, 14-3
14.1 Editing a Principal..........ccccooieiiiiii e, 14-4
14.2 Removing a Principal .........cccccooiviiiiiii e, 14-7
14.3 Sending a Submission to HUD ............ccccovieiiieiciiicc i, 14-10
14.4 Printing the Signature List and Previous Participation
CertifICatioN........c.veiee e 14-10
14.5 Querying the SUDMISSION .......coovivieiiiie e 14-10
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14.0 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

¢ 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.

&S Note: Use this submission to edit or remove principals, change a principal’s role,
or starting date in an organization.

&5 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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14.1 Editing a Principal
1. Follow the process for an Organization Change Major submission. (Refer to Chapter

11)

2. The 2530 Submission Edit Organization Structure screen will display, select the

principal to be edited.

Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: 11666 Reason: Orgazazation Change
fayor)

Cwvent Status: In Process,

Parent Participant: Test 3 Corporation (600000003), Cinemnnat, OHIO

- Ownership Begis Date in
Select Namee Type Role I R Change
User ID: = =
O Sitame | ladtidud Membie 0 0472202005
anz
Online Help O | JNie®  Orgwimtion Member 13 06/12/2005
Glossary = -
[ AddPrncpal |[ Editfrincpsl | [ Remove Prncpsl |

|
Previous Step || NexStep || Seve8Ext | | ConcelSubmission |

[AEPS Hame Eagel

Figure 14-1: 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

Prefix: v
* First Name: |James
Housing Middle: |
HUD Home * L ast Name: |Doe
Suffix: v
HUD LOPs
* SSN: 111222666

GSAEPLS
Physical debvery address

* Address: 234234 King way

User ID: I
MXXXXX
* City: [Alexandria
Online Help :
Glossa * State: | VIRGINIA v

* Zip Code: 20312, @
* Country: USA v

If country not United States

Teritory: v/
* Postal Code: |
* Phone: 234-234-2234
Fax:
E-mail: I
Pager
Parent Participant: Test 3 Corporation
* Role m Entity: Member v
Role Comment:
* Percent Ownership in Entity: 0 % (100.00)
* Starting Date in Entity: 5 - |22 |-|2005 (an-dd-yyyy)

[ Parent Organization Structure ]

[ 2530 Submission |

APPS Home Page

Figure 14-2: 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 | e Organization Structure screen displays.

7. Repeat the process if necessary.

8. Click on . The 2530 Submission Edit Contact Information screen will
display

Active Partners Performance System

2330 Submission
Edit Contact Information

Submission ID: 11647 Reason: Organization Change (Court
Order/Inheritance)
Applicant: Test 3 Corporation Cwmrent Status: In Process, 04/26/2006
Housing {600000003)

HUD Home
Contact Information

* Name: |Ken

HUD LDPs

GSAEPLS

* Phone: |Ken

2330 Contacts B

Fax:
User ID: Email: I
MEXXXX
Pager: |
Online Help c
Glossary
[ Previous Step H MNext Step ][ Sawve & Exit ] [ Cancel Submission ]

APPS Home Page

Figure 14-3: 2530 Submission Edit Contact Information screen

9. Edit necessary Contact Information and click on . The 2530

Submission Edit Applicant Comments screen will display
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Active Partners Performance System

2530 Submission
Edit Applicant Comments

3 T ] _ |Organization Change (Court
o Submission ID: 11647 Reason: Ordeellidieitancey

Housing Applicant: rTe st 3 Corporation (600000003)
HUD Home Cmrrent Status: [In Process, 04/26/2006

HUD LDOPs

GSAEFLS

Applicant Comments:

User ID:
MXEXXX

Online Help
Glossary

Previous Step ][ Next Step H Save & Exit ] [ Cancel Submission }

APPS Home Page

Figure 14-4: 2530 Submission Edit Applicant Comments screen

10. Enter necessary comments

14.2 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

Submission ID: 11641 Reason: Organization Change
(Major)
Applicant: Test 2 Corp Cwirent Status: In Process, 04/25/2006
e (111222888)

Parent Participant:Test 2 Corp (111222888), Springfield, VIR GINLA

HUD LDPs

. Begin Daie Direct
Select  Name  Type  Role Opreroi® Ty Previous  Certified Change

User ID: Organization Participation
MEXXX Daoe, James

C > i 2

(111722666) Individual IMember 0 12/11/2005 No Yes

Online Help :

SP Test : Limited T
Glossary @) (ggw;ggg;)-lndmdual Pasiner 5 UdAISTAUUE No Yes Add

[ Add Principal J[ Edit Principal ][ Remowve Principal J

[ Previous Step ][ Next Step ][ Save & Exit ] [ Cancel Submission ]

APPS Home Page

Figure 14-5: Organization Structure Screen

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

Remove Principal from Organization

Prefix:

Middle:
Last Name:
Suffix:
* SSIN:
User ID:
MXXXX Address:
Online Hel
Glossary City:
State:

Zip Code:

Country:

Phone:
Fax:
E-mail:

Pager:

First Name:

Parent Participant:

Starting Date in Entity:

Ending Date in Entity: | A -

James

111222666
Physical delivery address

234234 King way

Alexandria
VIRGINIA
22312
Usa

If country not United States
Territory:

Postal Code:

234-234-2234

Test 3 Corporation

Role in Entity: IMember
Role Comment:

Percent Ovmerslip m Entity: 0%

05/22/2005 (man-dd-yyyy)

| (ran-dd-yyyy)

or

Check here if principal originally added in ervor: []

[ Remowve Principal ]

| Parent Organization Structure |

[ 2530 Submission |

Figure 14-6: 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.

14.3 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.

&< Ifthe 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.

14.4 Printing the Signature List and Previous Participation Certification

Refer to Chapter 17, Printing Submissions

14.5 Querying the Submission

Refer to Chapter 18, Submission Queries
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15

Organization Change — Court

Order/Inheritance
15.0 Organization Change — Court Order/Inheritance .................... 15-3
15.1 Creating a Court Order/Inheritance Submission .................... 15-3
15.2 Adding a Principal (Individual) ............ccccoveiviiieiiiieccee e, 15-8
15.3 Sending a Submission to HUD ..........ccccccociiiiiic e, 15-8

15.4 Printing the Signature List and Previous Participation
CertifICAtION ... e 15-9

January 2011 FINAL 15-1



APPS Users’ Guide—Industry Chapter 15
Organization Change — Court Order/Inheritance

Revision Sheet

Revision Date Revision Description
No.

January 2011 FINAL 15-2




APPS Users’ Guide—Industry Chapter 15

Organization Change — Court Order/Inheritance

15.0 Organization Change — Court Order/Inheritance

15.1 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.

HUD Home

HUD LDPs

User ID:
MXXXX

Glossary

2. Click

Active Partners Performance System

APPS Home Page

Submission Processing:
View My Submissions In Process
bbbt

Create Submissior

Edit Submission

ey

View My Submissions In Process

View My Submissions In Review

Verify Submission History
S

g (6o

Public reporting hurden for this collection of information is estimated to average 30 minutes per
response, including the time for reviewing instructions, searching existing data sources,
gatherning, 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 this form, unless it displays a currently valid OMB control number.

The regulations at 24 CFR Section 200 210 to 200245 authorizes the U.S. Department of Housing
and Urban Development (HUD) to request information from all principals applying to participate
in multifamily 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 underwnting risk.

Figure 15-1: APPS Home Page

5

0

. The Create Submission screen displays.

January 2011 FINAL 15-3



APPS Users’ Guide—Industry Chapter 15
Organization Change — Court Order/Inheritance

Active Partners Performance System

Create Submission

TIN: | (no dashes)
or
SSN: | {no dashes)
HUD Home
HUD LDPs [APPS Home Page

Last Updated: May 12, 2004

GSAEPLS

User 1D:
M11125

Online Help
Glossary

Figure 15-2: 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 type of submission you would like to create:

APPS Home Page
Last Updated: May 12, 2004

User ID:
M11125

Online Help
Glossary

Figure 15-3: Create Submission

5. Select Organization Change from the type of submission you would like to create

drop down menu.

6. The screen will refresh with a warning that by clicking on the Submit button it would

lock your baseline.
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Active Partners Performance System

Create Submission

This organization structure submission should only be used to add, change, or
remove a person from your original baseline only after you have completed
your 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 Home changes to your baseline. This action can not be reversed!

HUDLDFs Are you sure you want to create a new submission?

Select the type of submission you would like to create:

Organization Change v
User ID: ) ) i
MXXXX
Online Help
Glossary APPS Home Page

Figure 15-4: 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.

&< 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: Organization Change
(Court Order/Inheritance)
Applicant: Test 3 Corporation Cwrent Status: In Process, 05/15/2006
Housien (600000003)

HUD Home

Organization Change Reason: Organization Change {Court Order/inheritance) V‘

[ Next Step ][ Save & Exit ] [ Cancel Submission ]
User ID: APPS Home Page
MXXXX Last Updated: March 29, 2006

Online Help
Glossary

Figure 15-5: 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/Inherntance)
Applicant: Test 3 Corporation Cwrent Status: In Process, 05/15/2006
(600000003)
HUD Home Parent Participant: Test 3 Corporation (600000003), Cincinnati, OHIO

HUD LD

To add the new principal (inheritor), select "Add Principal”. To remove the old
principal {donor), select "Remove Participant” or to reduce the percentage or
ownership select "Edit Participant”.

User ID:
MXXXXX

Begin Date Direct

Select | Name Tope || Ralp || oership R Preyius | (Cortified (Chawge

Online Help Percent = L
Glossary : : Organization Participation
Doe, James o

(@) (111222666) Individual Member 3 05/22/2005 No Yes

~ (Test2Corp —

@)

O anzzess) Organization Member 23 06/12/2005 No Yes

[ Add Principal ] [ Edit Principal ] [ Remowve Principal ]

[ Previous Step H Next Step ][ Sawve & Exit ] [ Cancel Submission ]

APPS Home Page

Figure 15-6: 2530 Submission Edit Organization Structure Screen

15.2 Adding a Principal (Individual)

Refer to Chapter 11, Organization Change- Major Section 11.2, Adding a Principal

25 Note: You must have atleast one individual in the organization structure in order
to complete a Court Order Inheritance submission.

25 Ifyou 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.

15.3 Sending a Submission to HUD

1. Click on Next Step until you reach the 2530 Submission Send to HUD page. If all
Send ToHUD |

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

obivwan hud.gov - [JavaScript Application] |
@ Aiction canmot be reversed
Change statas to " Send To HITD"?

0k Cancel

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 Approved without
Review”

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

&< Ifthe 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.

15.4 Printing the Signature List and Previous Participation

Certification

Refer to Chapter 17, Printing Submissions
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Identity Change Submissions

16.0 Identity Change Submissions Introduction: ..............cccccceveviivennn 16-3

16.1 Identity Change SUDMISSIONS .........ccccvveiiiiieeiiiiee e 16-3
16.2 Changing Participant Ownership Type and Legal Structure . 16-6

16.3 Sending a Submission to HUD ..........cccccoviiiiiiec e, 16-7
16.4 Canceling the SUbMISSION...........ccccoviiiiiii e, 16-8
16.5 Querying the SUDMISSION..........cccvvveiiiiie e, 16-8
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16.0 Identity Change Submissions Introduction:

Identity Change enables an organization to change its legal structure, and type of
ownership. Identity Change Submissions require a Headquarters review in order to be
approved.

&S Identity Change Submissions are now available immediately after a Baseline
Submission process is completed.

&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.

&5 Note: Individuals will not be permitted to start an Identity Change Submission
due to the fact that they do not have a legal structure or company type.

16.1 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.

2. Click L5%] . The Create Submission screen displays.
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Active Partners Performance System

Create Submission

TIN: 111111993 | (no dashes)

o1

SSN: (no dashes)
Housing
HUD Home

HUD LDPs

APPS Home Page

e Last Updated: May 12, 2004

2 Contacts

User 1D:
M11125

Online Help
Glossary

Figure 16-1: 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. Click on
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Housing

HUD Home

HUD LDPs

GSAEPLS

2530 Contacts

User ID:
M11125

Online Help
Glossary

Active Partners Performance System

Create Submission
Select the type of submission you would like to create:

[ Identity Change Submission ¥

APPS Home Page
Last Updated: May 14, 2004

Figure 16-2: Create Submission Screen

5. The 2530 Submission screen Select Reason and Role screen will display
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2530 Submission
Select Reason and Role

Participant Ideatity Change

<V

Submission ID: $8405 Reason: Pamticipart Identity
Change
Applicant: Urbama Village, LTD Current Statas: In Process, 037102009

Current Participant Information (at time of this submission):

Legal Structure; Limded Patnership v {Soj

User 10:
MVSsT7

Company Type:  Proft Motnated || [Gol

Online Help Previous Participaat Information (at time prior to this submission):
Glossary

Legal Structare: Lated Parmerskap

Company Type: Profit Mogvated

i~ Next Step TF Save & Ext {;MCMcei SiDmsson

Figure 16-3: 2530 Submission—Reason and Role screen
16.2 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 to apply the
change.

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”.
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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.

16.3 Sending a Submission to HUD

1. Ifall information is accurate click on __>endTaHUD |

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

obivwan hud.gov - [JavaScript Application] |
® Letion cannot be reversed
Change statasto " Send To HITD"?

0K Cancel

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 Ifthe 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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16.4 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 §|

r X

Al infarmation in this submission will be deleted!

Are you sure you wank ko cancel?

[ Ok H Cancel ]

3. Click to cancel the submission.
16.5 Querying the Submission

Refer to Chapter, 18, Submission Queries
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Printing Submissions

17.0 Printing SUDMISSIONS ......cocviiiiiieiiie e 17-3
17.1 Printing 2530 SUDMISSIONS .....ccocvviiiiiiie i 17-3
17.2 ToPrintany screen in APPS: ..o 17-5
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17.0 Printing Submissions
17.1 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 17-1: 2530 Submission Package
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2. Click LPit_| on your browser’s toolbar.

-

3. Click B2k | on you browser’s toolbar to exit the 2530 Submission Package. ( In this

case the Back button can be used)

17.2 To Print any screen in APPS:

5

1. Click LFfint_| on your browser’s toolbar.

OR

Go to File on your Toolbar and select the Print option
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18.0 SUDMISSION QUEKIES ... et e 18-3
18.1 Submission Status HiStOrY...........cccccvveiiiieiiiiec e, 18-3
18.2 2530 - Previous Participation Report...........cccoceevviveiviieeennn, 18-4
18.3 2530 Submission Directory Report ..........ccccoevvvveeiiiee i, 18-5
18.4 Organization Tier Structure Report.........cccccceveeviieeeviiieeennn, 18-7
18.5 Participant Property Approval Report ..........cccccoevvveeviieeennnn, 18-8
18.6 Verify SUbmission HIStOrY .........cccccoiviiiiieniiiiceee e, 18-9
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18.0 Submission Queries

18.1 Submission Status History

1. Toview 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.

Go

3. Select “Submission Status History” from the Select Query drop-down. Click

4. The Submission Status History screen displays.

Active Partners Performance System

f

apps Submission Status History
?ﬁ Submission ID: 78833 Reason: |§‘_E“' Role for Property
Feedback Property ID: ’m Name: |LA1XCASTER TOWERS
Secus Sistems Applicant: ‘ABC Company, Inc
S Current Status: ‘].:ield Office Review, 12/21/2010

HUD Home

2530 Package Received Date: ‘ No Package Received

HUD LDPs

GSAEPLS

2530 Conterdls | Starus |Starus Date |Decisiun Date
|Field Office Review | 12/21/2010 |
User ID: Sent To HL [12212010 |

Online Help
Glossary

Submission List |

APPS Home Page

Last Updated: November 18, 2010

Figure 18-1: 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 2230 Submission |1 take you to the 2530 Submission screen.

18.2 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 US.Department of Housing US. Department of Agriculture
Deve lopme nt Rusal Housing
Puﬂdpaﬂon Office of Housmng/Federal Housmng Comemasnionsr OMB Approval No. (000-0000
(Exp 10/3172000)

Swubmdssion ID; 10001 Swbmisslon Contact: Jane Doe
Submission Reasen: Baseline Organazation Defiration Contact Phone: 333-333-3333
Submisslon Status: In Process Svbminted To: HUD

Starus Dase: 12062010

Applicant: Onyx Inc. (666222444)

MNoarae TINSSN Ovpwnissien Typs Type of Ouneriip Seret Addcess Cary r- Ny Mhane
Owgrn Bw LTI Cotgontsm rer Maavwsd AT Jommstors D | VRN ny wen 146399 04

Shdnie A LAt of Proviews Prngeets and Serfiem | Comiraets
Ty gy tvatten Dadowr o Do comg et Bt of iy Jowvionss Jrviets el Mgy Ptk Petim Mvtory o « Jraw Pal s MRBunlly Hew g pengune of

HUDMeMA, s, ol Lavd How g Pinecs A bee

1Lt Eah 1 Lot Proviens Projects 3 Lt Principale’ Malelr) 4 Stubus of Lown 5 Wi Draject svwe & Last Managmoont
Fetncpud s Nesse  (ive Ooe 1D samalven | pasjoct Oredic ate daten o Dt vt L S
- Mamne iy becathon wnd o e At witind dning yeus Pheyetcal Bupection
PRt wl crda gevereaand ageny Bveehved o Alawnry of bbow et gned [ ——
st manne o) v B WU Py w) Lowvdesnd) X Yo
Yo W wxplen
2:;):“ l,J,OUOUle'? :'o.;) Vipoe :qm::.y
Village of Vixginia Te Ouswe 0MAWN9?
Falls Closrch, VA o]
g R btas

Farthog ants WA Ne Proviess Putiop sien A2 S Tieae of Die Suleatsdten
Mo ARv Javviein Pt Peam

Cangwyy ADC

2533222

Dang's beamcimnl Trviog b Moo AFet evvihem jeth Peaon
TITRONNOD

M Coty Yo A Javhew path Piam
poseNTT?

Figure 18-2: 2530 Previous Participation Report
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2. Click LPit_| on your browser’s toolbar.

-

3. Click [L_B==k | on you browser’s toolbar to exit the 2530 Submission form. (In this

case the Back button can be used)

18.3 2530 Submission Directory Report

1. Toseea 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.

L}

4. Click L®

. The 2530 Submission Directory Report displays.
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2330 Submission Directory Report

Submission ID: Ta50 Submission Contact: Pat Cunningham
Submission Reason: Baseline Organization Definition Contact Phone: BE3-084-8134
Submission Status: InFrocess Submitted To: HUD

Status Date: 06/10/2003

Applicant: Qmyx frie. (666222444)

‘ Narne ‘ TIN/SSH ‘ Organiration Type Type of Ouneship Siredt Address |l‘.‘t|iy |t9:htenr | hap ‘ Fhune

[ O e, [ 666223444 [ Comporstion | Proft Motmeted | 6673 Jomesboro Drve [Hhara | WY 39932 | 7463998437

Organization Structiure

Tier 1: Applicant Organization: Gwpx frie. (666222444)

[ Hame [T/ 55N | Participant Type | Relein Organization | Ownership Percent | Begin Date in Organiztien
| Springfield Dewelopment Corporation. 444555111 | Orgodzion | Bowd Mawber | 10 | D4/06/2002

Tier 3: Organization: Mickaels Corg (999888777)

| Fame | TovrssH | Parfidpand Type | Rolein Orgamindion | Ounecship Pecent | Begin Datein Orgamirstion
| Compay aBr | smasssaza | Orgwimtion | Mervher [ 46 [ 122142122

Tier 4: Organization: Campeany ABC f8§88555222)

[ Harne [T+ $5M | Pamticipant Type | Relein ODrganirtion | Dwnership Pacent | Begin Datein Organization
| Deng's Btemational Treding Ine 7779822099 | Orgenimtion | Mawging General Pater | 3 [ 05/12/2001
.
Directory
Name TIN/SSN|  Organization Type Type of Srest Address |  City @ | Phone
Dunership Coumdry
) . . 410-999-

Cranparer SEC 888555222 | Corporation Profit hiotivsted |79 Bemy fues Ealtdmore |BD 20015 sl
Deng's Btemational ) . 1243 Hewr Vork . (202 939-
e ‘msssggp ‘Cou.'pmmm |1>m& Motivited |Aw_ ‘Washmgr.m ‘DC 20001 [0
‘mm]; Comp ‘gggsssm ‘Cou.'pmnim |Pmﬁt. Motivited i?,is,g e ‘Key West ‘n. 74783 ‘gggf”
Springfield Developmere Real Fstate Erestment . 11253 Sprmgfield [ . 993334
—-— HaSSIL Profit Motited Shirlington, |GA CEE i

Figure 18-3: 2530 Submission Directory Report

=

5. To print the report, click the browser’s Lt | button.
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6. To exit the 2530 Submission Directory Report, click the browser’s

(In this case the Back button can be used)

18.4 Organization Tier Structure Report

o

Back

button.

1. Toview 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 Structure Report

Submission ID: 13185 Submission Contact: James Doe
Submission Reason: Baseline Organization Definition Contact Phone: 333-333.3333
Submission Status: InProcess Submitied To: HUD
Status Date: 06/05/2006
Housing
HUD Home 5 _
Applicant: ABCDE Corporation L.P. {200000000)
HUD LDPs
ey e . Type of - State ox
GSA EPLS Name TIN/SSN Organizaticn Type 0 hi Sireat Address | City ¢ fp Phone

ABCDE Corporation

2530 Contacts LP. (LLD)

User ID:
MIXXXXX

Organization Stricture

Online Help
Glossary

Tier 1. Applicant Orgamization: ABCDE Cerperation L.P. (200000000)

Previous Participation: none

Jo000000p | Limited Lidbility Paterhip | L 2343;’(“ s il

333.333-
3333

23432

Partidpant Partidpant Roled Ownership Begin Date i Other Previcus
Name 2L TIN / SSN Tipe pit itk R ey
Do, 254631 111222666 Idividaal Member 0 12/03/2005 HO
James
APPS Home Page
Figure 18-4: Organization Tier Structure Report
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-

4. Use the browser’s |_Batk | putton to exit the Organization Tier Structure Report.

(In this case the Back button can be used)

18.5 Participant Property Approval Report

425 Note: Once a submission has been sent to HUD it cannot be edited and can only
be viewed.

1. Toview 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.

0

4. Click 2. The Participant Property Approval Report displays.

Participant Property Approval Report

Submission ID: F250 Submission Contact: Pat Cunningham
Submission Reason: Baseline Organization Definition  Contact Phone: 2830848234
Submission Status: InProcess Submitted To: HUD

Status Date: 061042003

Applicant: Oty Jne. (666222444)

‘ Mamne ‘ TIN/SSH | Organiraticn Type Type of Dunaship Sireat Address | ‘ &p |
[ vy ine. | e6eazasds [ Comporstion | Profit Motivated | 6673 Tomeshoro Drive || Bhaca | MV [39932 | 746-309-5437
Approved Participants

FProperty Name,

Primary FHA /

Comirac Kunher,
City & State

‘ Participant Type

Lasl]lateﬁpprwed‘l’mpu‘ly]hle ‘Sulmlis:i.mm

No approved property roles.
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Figure 18-5: Participant Property Approval Report

5

5. To print the report, click the browser’s L Pt button.

-

6. To exit the Participant Property Approval Report, click the browser’s [__Eask | putton.

(In this case the Back button can be used)

18.6 Verify Submission History

1. Toview 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.

Housing

HUD Home

HUD LDPs

GSAEPLS

Active Partners Performance System

APPS Home Page

Submission Processing:
View My Submissions In Process 4
Create Submission

Edit Submigsion

&)

View My Submissions In Process

View r;y Submissions In Review
ferify Submission Histony

o
™1 |
& |Go

Public reporting burden for this collection of information is estumated to average 30 minutes per
response, mcluding the tume for reviewing instructions, searching existing data sources,
gathenng, and mantaining the data needed, and submitting the information. This information 15
required to obtain benefits and is mandatory. HUD may not collect this information, and you are
not required to complete this form, unless it displays a cumrently valid OME control number.

The regulations at 24 CFR Section 200.210 to 200245 authorizes the US. Department of Housing
and Urban Development (HUD) to request information from all principals applying to participate
in multifamdly 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 underwnting risk.

Figure 18-6: APPS Home Page

2. The Final disposition for 2530 Submission screen will display.

January 2011
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Housing
HUD Home

HUD LDPs

User ID:
M11125

Online Help
Glossary

Active Partners Performance System

Final Disposition For 2530 Submission

For User ID: Industry Twentyfive M11125)

Records (1 - 28) of 28

Date of g hmission
Applicant Name = TaxID Status Last D Reason For Submission
Action
g Baseline Baseline Organization
AXZ inc 111111111 Established 02/12/2004 7363 Definition
’ Baseline Baseline Organization
BCD Corporation 111222444 Established 07/07/2003 7287 Definition
CDE Corporation 111222666 Withdrawn  06/18/2003 7289 %ﬁ?gg“m Change
Baseline Baseline Organization
Company ABC 888555222 Established 07/16/2003 7234 Definition
Deng's ; g o
Intemational (777888999 [ oseline 07/15/2004 7237 Plaseling Orentmiidn
2 Established Definition
Trading Inc
Deng's Approved 3
Intemational 777888999 without 07/15/2004 7243 ranization Chedge
R ditig b Review (Court Order/Inhetitance)
y Baseline Baseline Organization
Goodwill Stores 333666888 Established 06/10/2003 7252 Definition
Goodwill Stores 333666388 T -0 06/23/2003 7259 L sticggestlueiig
Approval Change
Green Apple Baseline Baseline Organization
G 333333005 Established 04/05/2001 6030 Definition
Green Apple 233333005 PPSD 03/07/2001 6162 Org@ization Change
Cotp. Approval (Major)
gf;;“ APPle 933333005 Withdrawn  07/03/2003 7171 New Role for Property
g’;;“ APPle 933333005 Withdrawn  07/08/2003 7315 New Role for Property
i Baseline Baseline Organization
Jason' Org. 085 333333085 Established 07/18/2003 7324 Definition
} g Baseline Baseline Oxganization
Jason's Company 444888999 Established 06/04/2003 7238 Definition
gasi Baseline Baseline Organization
Jim's Test 111222654 Established 07/15/2004 7450 Definition
o 3 New Application for
Jim's Test 111222654 \Withdrawn 07/17/2004 7468 Capital Advance Grants
Markam Baseline Baseline Organization
Mechanics Inc. {7000t Established ale iz Definition
3 Baseline Baseline Organization
Michaels Cotp 999883777 Established 06/05/2003 7240 Definition
: Baseline Baseline Organization
Michelle Corp 666999838 Established 06/05/2003 7239 Definition
Baseline Baseline Organization
MNO Cop 111111333 Established 07/31/2003 7326 Definition
Baseline Baseline Organization
Namtech 666333222 Established 06/05/2003 7241 Definition
Baseline Baseline Organization
OnyxInc. 666222444 Established 06/22/2003 7250 Definition
; Baseline Baseline Organization
PQR Corporation 333444333 Established 07/16/2003 7322 Definition

Figure 18-7: Final Disposition for 2530 Submission
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GSA EPLS, Entity Flag Report, HUD
LDP Inquiries

19.0 Introduction GSA EPLS, Entity Flag Report, HUD LDP Inquiries:19-3

19.1 Researching the GSA Excluded Party List Search (GSA EPLS)19-3
19.2 Entity Flag RePOIt .......cceveiiiiieeiiee e 19-6
19.3 Researching HUD Limited Denials of Participation (HUD LDPs)19-8
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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.

19.0 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

o 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.

19.1 Researching the GSA Excluded Party List Search (GSA EPLS)

25 An GSA EPLS name match is a critical finding.

1. Click EE:83d%Y on the APPS Home Page blue sidebar. The GSA Excluded Party List
Search screen displays.

January 2011 FINAL 19-3



APPS Users’ Guide—Industry Chapter 19
GSA EPLS, Entity Flag Report, HUD LDP Inquiries

Active Partners Performance System

GSA Excluded Party List Search

Organization Name: I
(contains)
or

Last Name: I
(contains)

First Name: I
(contains)

HUD Only: " (optional)

Search | Close |

Figure 19-1: 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.
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Active Partners Performance System

Search Name: |doe

Search Type: |Indiwidual

Records (1 - 2) of 2

Name

Dioe, Jane

.Doe, James

GSA Excluded Party List

Address Causes Agencies
123 King Way
Faitfax, VA 23434

234 Williams Dy
Falls Church, VA 23434

EPLS Search | [Close |

[ GSA Cause Definitions ] [ GSA Agency Contacts ]

Figure 19-2: GSA Excluded Party List

5. Toview 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
“Causes” heading. The GSA Excluded Party Cause and Treatment Description screen

displays (See #3).

Active Partners Performance System

GSA Excluded Party List Detail

Namse Addiess Canges Agencres le;:::"
134 Wilkams Drave
Doe, James Fulls Church, VA 30
l EFSUst || EPLSSserch | 1._.71(.} ||;:|
! GSA Cause Defmaons | | GSA Agancy Contacts l
Figure 19-3: GSA Excluded Party List Detail Screen
January 2011 FINAL 19-5
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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

Excluded Party Cause And Treatment Description

|Cude | Cause | Treatment
& |Debarment by an agency pursuant to FAR 9406-2, GPO |Contractors are excluded from recerving contracts, and
Instructions 110,114, or PS Publication 41, for one or agencies shall not solictt offers from, award contract;, to.
more of the following causes (a) conwction of or cwl renew or otherwise extend the duration of current

[judgment for fraud violation of antitrust laws, emberzlement, |contracts, or consent to subcontracts with these

theft, forgery, bribery, false statements, or other offenses  |contractors, unless the acquiring agency"s head or a
indicating a lack of business mtegnty, (b) wolation of the designee determines that there 13 a compelling reason for
terms of a Government contract, such as a willful faillure to  |such action. Government prime contractors, when
perform m accordance with its terms or a lustory of fallure  [required by the terms of thewr contract, shall not enter mto
to perform; or () any other cause of a senous and any subcontract equal to or in excess of $25,000 with a
compelling nature affecting responsibility. (See Code I9- contractor that is debarred, suspended, or proposed for
Diebarment pursuant to FAR 9406 2{(bi{2) Drug Free debarment, unless there is a compeling reason to do so.
“Workplace Act of 1958, Debarments are for a specified term as deterrmined by the

debarring agency and as mdicated in the Lsting.
Close |

Figure 19-4: Excluded Party Cause and Treatment Description Screen

7. Toreturn to the Excluded Party List screen click :

. . EPLS List
8. Toreturn to the Excluded Party List screen click A :

Alternate Option
To exit the Excluded Party List screen click .

19.2 Entity Flag Report

The Entity Flag Report allows a Participant to view all flags pertaining to them.

25 Flags are created against SSN/TIN not properties.

1. From the APPS Home Page, Select Entity Flag Report from the Participant
Processing drop down list.
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l

apps

=

Feedback

Seoure Systems

Housing

HUD Home

Active Partners Performance System

APPS Home Page

Submission Processing:
View My Submissions In Process 4 |Go

Participant Processmg:

Edit Certification

Edit Organization Structure

Edit Participant Detail (Go)
Edit Previous Participation —

Public reporting burden for this collection of information is estunated to average 30 minutes per
response, including the time for reviewing instructions, searching existing data sources,
gathening, and mamntaining the data needed, and submitting the information This inft onis
required to obtain benefits and is mandatory. HUD may not collect this information, and you are
not required to complete this form, unless it displays a currently valid OMB control number.

The regulations at 24 CFR Section 200.210 to 200.245 authotizes the U.S. Department of Housing
and Urban Development (HUD) to request information from all principals applying to participate
in multifarnily housing programs. The information will enable HUD to evaluate whether ornot
principal participants will honor their legal, financial, and contractual cbligations and determune if
they pose an unsatisfactory underwnting risk.

Figure 19-5: APPS Home Page

2. The Entity Flag Search Screen will display.

HUD Home

M44704

Online Help
Glossary

Active Partners Performance System

Entity Filag Search

Searchby: TIN/SSN: (no dashes)

or
Organization Name:
(contains)

or
Last Name:
(staris with)

or
First Name:
(staris with)

Include

Organization:

Leave mput fields blank with include organization checked to search all flags assigned
to coordinator.

APPE Home Page
Last Updated: December 27, 2004

Figure 19-6: Entity Flag Search Screen
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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

Imtity Flag Report

Emtiry TINSSN Propeety Flag Kessan Statws Cronted Date Divect Flags Baderioed Flags

Green Corp 323232321 ABCD House Violstion of Busness Agresnents A ctove D20672000 Y
Green Corp 1213213 . DEF House Unauthormed Tranefer of Phywmcal Asssts Actrs 03067007 Y
!Green Corp + 1122222 XY 7C House .',::\:.' ¥ Fide Financial Ralement Actoes 02572002 ¥
e 0 . ol 3 - " - 0

Green Corp 3333333 JINDR House h:\:. PPl Vinmas Naemerd Actave 02200000 Y
Dare 10 Fie Funanond 5% . .

Green Corp 4444444 \IIITIRRII House Falae b0 Fie Financial Ralesnect Actere 00 72002 Y

o

Figure 19-7: Entity Flag Report Screen

19.3 Researching HUD Limited Denials of Participation (HUD LDPs)

1. Click EEEHE on the APPS Home Page blue sidebar. The Limited Denials of
Participation screen displays.

Homes &
Cornn*umu

. » Toaxt ly | Semvch/indax
l:ll'u' comune Contar = SR RSRPED S

Homa * About HUDR > Cnforcament Canter

Limited Denials of Participation

CAY Lecalintermation

& Poot varsion
FOHUD Memorandum on Limited Denlal of wED Bl this to o friand
Participation

FoLimited Denial of Participation List
Y Call 1-866-784-0492 for questions Related 1nfarmation

The Limited Danisl of Participation
Liet hae changed, The llat iz
updated dally, To reaarch the list,
simply typa In the narme of the

5]
thlt you print In lendscape on legal
siew papar,

- ’qunt-d browsars are Metscape
A or higher and Internat Explorar
"o

Contant updataed Aprl 1, 2009 © vack 1o top
15, Dapartrmant of Ho JnJ-Hm-u‘»-v-ll'.mt P P \
|-1| 70l Nlrmet %, w , Washington, bBe 20410 “' voLy Slateimaent

I-I-pl m @i (202) 70@-1442  TTr (202) 70@-145%5 ane

Miclt adocal HUG offica near vou

Figure 19-8: Limited Denials of Participation Web Page
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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.

U.S. Department of Housing and Urban Development

Limited Denilal of Participation, HUD Funding Disqualifications
and Volunary Abstentions List as of 06/05/2006

Search Bezuke for “james" 1 Entry Found ANLDYP:
- . Scope of Disqualsficatton Disqualsficatton Disqualification Ceontact Contact Contact Emal
N Affitiate Addaess : Office
iy Disqualdfication.  Stast Date End Date List Date Person Number
Doe fts Al Dawa t¥ M 220
: L Chuch Houssy 0172406 oLz 022205 Hemmmhyy | el M Snih@HUD gav
et MO Prograns Conter Sath a0

Figure 19-9: Limited Denials of Participation and Voluntary Abstention List
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Appendix (Drop Down L.ists)

20.0 Appendix (Drop DOWN LiSES) .......cccuveeviieeeiiiie e 20-3
20.1 Register APPS Participant (TIN and SSN) ........ccccccvvveeiiinnnnn 20-3
20.2 APPS HOME Page ... 20-6
20.3 Create SUDMISSION .......coiuiiiiiiiiiie e 20-7
20.4 Add Principal to Organization and Edit Principal .................. 20-7
20.5 Previous Participation Property Search...........ccccoooiviiinnnn, 20-11
20.6 Previous Participation Detail .............ccooeviiiiiiiii e, 20-13
20.7 2530 Submission—Organization Change ...........cccceeveevveenne. 20-15
20.8 2530 SUbMISSION—PTOPEItY .......eoviiieiiieiiieeeeee e 20-16
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20.0 Appendix (Drop Down L.ists)

The following tables list the options for each of the APPS drop down lists, as specified,
per each selection category.

20.1 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 Limited Partnership (LLLP)
Limited Liability Partnership (LLP)
Limited Partnership

President of Managing Member
President of Sole Member

Real Estate Investment Trust (REIT)
S-Corporation

Sole Proprietor

Stock Fund
Tenants in Common
Trust
Type of Limited Dividend
Ownership(For Non-Profit
TIN only) Profit Motivated
January 2011 FINAL 20-3
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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 Virgin Islands
Georgia New Mexico Virginia
Guam New York Washington
Hawaii North Carolina West Virginia
Idaho North Dakota Wisconsin
Illinois Wyoming
Indiana
lowa
Kansas
Kentucky
Country Afghanistan Colombia Guyana Malta
Albania Comoros Haiti Marshall
Algeria Congo Honduras Islands
Andorra Congo, Democratic Hungary Mauritania
Angola Republic of the 1celand Mauritius
Antigua and Barbuda Costa Rica India Mexico
Argentina Croatia Indonesia Micronesia
Armenia Cuba Iran Moldova
Australia Cyprus Iraq Monaco
Austria Czech Republic Ireland Mongolia
Azerbaijan Denmark lsrael Montenegro
Bahamas Djibouti Italy Morocco
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Field Options

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 Fiji Lebanon Norway
Brazil Finland Lesotho Oman
Brunei France Liberia Pakistan
Bulgaria Gabon Libya Palau
Burkina Faso Gambia Liechtenstein | Panama
Burundi Georgia Lithuania Papua New
Cambodia Germany Luxembourg Guinea
Cameroon Ghana Macedonia Paraguay
Canada Greece Madagascar Peru
Cape Verde Grenada Malawi Peru
Central African Republic ~ Guatemala Malaysia Philippines
Chad Guinea Maldives Poland
Chile Guinea-Bissau Mali Portugal
China Qatar
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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 .. 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 Uoanda
Senegal Sweden 9
. Ukraine
Serbia Switzerland
Sevechelles United Arab
Y Syria Emirates
Sterra Leone Taiwan United
Singapore Tajikistan Kingdom
Territory British Columbia

20.2 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
Reports Entity Flag Report
Previous Participation Report
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20.3 Create Submission

Field Options
Select the type of | Organization Change
submission you Property Submission
would like to -
) Corporate Buyout Submission
create:

Identity Submission

20.4 Add Principal to Organization and Edit Principal

Field | Options

Prefix Ambassador Mr. Rep.
Col. Mrs. Reverend
Dr. Ms. Sister
Honorable Professor The Hon.
Miss Rabbi

Suffix Esq
I
I
v
Jr.
Sr.

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 Virgin Islands
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Georgia New Mexico Virginia
Guam New York Washington
Hawaii North Carolina West Virginia
Idaho North Dakota Wisconsin
Illinois Wyoming
Indiana
lowa
Kansas
Kentucky
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Field Options
Country Afghanistan Colombia Guyana Malta
Albania Comoros Haiti Marshall Islands
Algeria Congo Honduras Mauritania
Andorra Congo, Democratic Hungary Mauritius
Angola Republic of the Iceland Mexico
Antigua and Barbuda Costa Rica India Micronesia
Argentina Croatia Indonesia Moldova
Armenia Cuba Iran Monaco
Australia Cyprus Iraq Mongolia
Austria Czech Republic Ireland Montenegro
Azerbaijan Denmark Israel Morocco
Bahamas Djibouti Italy Mozambique
Bahrain Dominica Jamaica Myanmar
Bangladesh Dominican Republic Japan Namibia
Barbados East Timor Jordan Nauru
Belarus Ecuador Kazakhstan Nepal
Belgium Egypt Kenya Netherlands
Belize El Salvador Kiribati New Zealand
Benin Equatorial Guinea Kuwait Nicaragua
Bhutan Eritrea Kyrgyzstan Nigeria
Bolivia Estonia Laos North Korea
Bosnia and Ethiopia Latvia Norway
Herzegovina Fiji Lebanon oman
Botswana Finland Lesotho Pakistan
Brazil France Liberia Palau
Brunei Gabon Libya Panama
Bulgaria Gambia Liechtenstein Papua New
Burkina Faso Georgia . . Guinea
Lithuania
Burundi Germany Luxembourg Paraguay
Cambodia Ghana . Peru
Macedonia
Cameroon Greece Peru
Madagascar
Canada Grenada Malawi Philippines
Cape Verde Guatemala . Poland
Malaysia
Central African Guinea . Portugal
. Maldives
Republic . .
Guinea-Bissau Mali Qatar
Chad
Chile
China
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Field

Ootions

Country continued

Romania

Russia

Rwanda

Saint Kitts and Nevis
Saint Lucia

Saint Vincent and The
Grenadines

Samoa

San Marino

Sao Tome and Principe
Saudi Arabia

Senegal

Serbia

Seychelles

Sierra Leone

Singapore

Slovakia
Slovenia
Solomon Islands
Somalia
South Africa
South Korea
Spain

Sri Lanka
Sudan
Suriname
Swaziland
Sweden
Switzerland
Syria
Taiwan

Tajikistan

Tanzania
Thailand
Togo
Tonga

Trinidad and
Tobago

Tunisia
Turkey
Turkmenistan
Tuvalu

USA

Uganda
Ukraine

United Arab
Emirates

United Kingdom

Uruguay
Uzbekistan
Vanuatu
Vatican City
Venezuela
Vietnam
Western Sahara
Yemen

Zambia

Zimbabwe

Role in Entity

Assistant Secretary
Assistant Treasurer

Assistant Vice President

Assoc. Vice President
Board Member
Board Officer

CEO

CFO

COO

Chairperson
Consultant

Director

Executive Vice President

Facility Lessee
Facility Operator
General Partner

Investor Limited partner

Investor Limited Partner in Limited Partnership

Key Principal
Limited Partner
Managing
Managing Agent
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Field

Ootions

Managing Director

Managing General Partner
Managing Limited Partner
Managing Member

Member

Non-Member Manager (LLC)
Officer

Operating Manager

Owner

Passive Investor

President

Secretary

Senior Vice President
Shareholder of General Contractor
Sole Voting Member
Stockholder

Treasurer

Trustee

Vice President

Voting Member

20.5 Previous Participation Property Search

Field Options
Type Single Family
Public & Indian Housing
(Other Property) Non-HUD
Property Role Assoc. Vice President

Board Member
Board Officer
CEO

CFO
Chairperson
COO
Consultant/Packager
Consultant
Contractor
Director
Facility Lessee
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Field

Options

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
Nursing Home Operator
Officer

Owner/Mortgagor

Passive Investor

President

Sponsor/Developer
Shareholder of General Contractor
Stockholder

Turnkey Developer

Vice President

State

Alabama Louisiana
Alaska Maine
Arizona Maryland
Arkansas Massachusetts
California Michigan
Colorado Minnesota
Connecticut Mississippi
Delaware Missouri
District of Columbia Montana
Florida Nebraska
Georgia Nevada

Hawaii New Hampshire
Idaho New Jersey

Illinois New Mexico

Ohio
Oklahoma
Oregon
Pennsylvania
Rhode Island
South Carolina
South Dakota
Tennessee
Texas

Utah
Vermont
Virginia
Washington
West Virginia
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Field Options
Indiana New York Wisconsin
lowa North Carolina Wyoming
Kansas North Dakota
Kentucky
20.6 Previous Participation Detail
Field Options

Agency/Role Information

(For Non-HUD
properties only)

Conventional Property
HUD

Local Housing Authority
Rural Housing

State Agency

Project Role

Assoc. Vice President
Board Member

Board Officer

CEO

CFO

Chairperson

COO0
Consultant/Packager
Consultant

Contractor

Director

Facility Leasee

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
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Field

Options

Managing Limited Partner
Managing Member

Nursing Home Administrator
Nursing Home Operator
Officer

Owner/Mortgagor

Passive Investor

President

Sponsor/Developer
Shareholder of General Contractor
Stockholder

Turnkey Developer

Vice President

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
Not Available
Satisfactory
Superior
Unsatisfactory

Performed By

Contract Administrator
HUD/Contractor
Mortgagee
Mortgagor/Contractor
Other

PAE

State Agency

Last Management Review
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Field

Options

Rating

Average

Below Average
Not Available
Satisfactory
Superior
Unsatisfactory

Performed By

Contract Administrator
HUD/Contractor
Mortgagee
Mortgagor/Contractor
Other

PAE

State Agency

20.7 2530 Submission—Organization Change

Field

Options

Reason

Organization Change (Major)
Corporate Buyout
Organization Change (Court Order/Inheritance)

Select Participant
Processing

Certification
Organization Structure
Previous Participation

Select

Query

2530 Submission Package
Submission Status History

2530 Previous Participation Report
2530 Submission Directory Report
Organization Tier Structure Report
Participant Property Approval Report
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20.8 2530 Submission—Property

Field

Options

Reason

Assignment/Assumption of HAP Contract
Change/New Management Agent

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

Role

Assoc. Vice President
Board Member

Board Officer

CEO

CFO

Chairperson

COO0
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
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Field

Options

Nursing Home Operator

Officer

Owner/Mortgagor

Passive Investor

President

Sponsor/Developer

Shareholder of General Contractor
Stockholder

Turnkey Developer

Vice President

Select Participant

Certification

Processing Organization Structure
Previous Participation
Select Query 2530 Submission Package

Submission Status History

2530 Previous Participation Report
2530 Submission Directory Report
Organization Tier Structure Report
Participant Property Approval Report
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