Appendix 5-4


U.S. DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT

WASHINGTON, D.C. 20410-8000

OFFICE OF THE ASSISTANT SECRETARY

FOR HOUSING-FEDERAL HOUSING COMMISSIONER

July 25, 2002

MEMORANDUM FOR:  All Multifamily Hub Directors




      All Multifamily Program Center Directors




      All Multifamily Operation Directors
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FROM:  Beverly J. Miller, Director, Office of Asset Management, HTG

SUBJECT:  OMHAR Watch List Tracking and Servicing


Acting Deputy Assistant Secretary Frederick Tombar III, forwarded the Revised Guidance and Monitoring OMHAR Watch List properties on September 27, 2001.  That Guidance explained that a formal tracking system would be developed.  In the meantime, the Field was to follow the Guidance for servicing and develop an interim tracking process.  This interim servicing/tracking system was to, at a minimum, keep the Hub Director informed of troubled Watch List properties, and in turn, the Hub Director was to advise Headquarters, through their Desk Officer, of all troubled properties where the Department was at risk.


Since the Guidance was issued, Watch List servicing was discussed on a number of conference calls, during the most recent Hub Directors meeting, and in some detail, during the satellite training.


Attached is the Headquarters developed tracking format.  Tracking of all data on the Watch List properties, to be comprehensive, requires using this tracking regime in concert with REMS.  This is to take effect immediately, with the first report being due July 31, 2002.


You will shortly be provided additional guidance in the form of an Excel Workbook to assist you with inputting and reporting capability.

Attachment

Project Manager (PM) Tracking Report


This report is to augment the OMHAR Watch List Guidance dated September 27,2001.  It is designed to be a working tracking report for the Watch List properties assigned to the PM.  This also revises the Guidance in that the Watch List properties are to be assigned to a seasoned PM, rather than a Senior Project Manager.  In future guidance revisions, the word “senior” will be deleted.  It is expected Watch List properties will be assigned to experienced Project Managers.


The PM is to forward the entire report to the Hub Director & OMHAR Regional Director quarterly indicating in Column 18 the properties which the PM wishes to call particular attention to.  The Hub Director in turn must forward a report on to the Headquarters assigned Desk Officer on any serious problem.  They can merely designate in Column 18 the particular property they wish to point out.  The narrative in column 13 and data in REMS should be sufficient to explain the problem.


With the exception of denoting if “Monthly Accounting Reports” are being received by filling in Column 12, REMS must be used to track and explain “Monthly Accounting Reports” and all other matters related to the property.      

All WATCH LIST PROPERTIES REQUIRE CLOSE FOLLOW-UP.  

THIS TRACKING REPORT IS FOR THE

· PM to track monthly activity

· PM to report on all cases to the HUB Director and OMHAR quarterly


· HUB Director to report to the HQ Desk Officer, at least quarterly, on serious problem cases

Instructions to complete the tracking file on multifamily Watch List properties.

	Column Number
	Column Name
	Column’s Input data and/or explanation

	1
	Project Manager (PM)
	Name of PM assigned

	2
	Property-id
	Self-explanatory

	3
	FHA number
	Self-explanatory

	4
	Contract number
	Self-explanatory

	5
	Property name
	Use official property name

	6
	Reac last inspection date
	Self-explanatory

	7
	Reac last inspection score
	Self-explanatory

	8
	AFS required indicator
	AFS required ‘Y’ or ‘N.’  This should be same as in REMS.

	9
	Fiscal Year ending date
	AFS last received

	10
	Fass last performance value
	Self-explanatory.  (Red, Yellow or Green)  

	11
	Watch List effective date
	Self-explanatory

	12
	Monthly accounting report received.
	All Watch List properties are to submit monthly accounting reports (at least during the first year).  If reports are being received, denote by ‘Y’ if not denote by ‘N.’ 

	13
	Problem Statement and/or Follow-up Plan (Narrative Description)
	Provide problem narrative on anything the PM wants to record for the records and for personal tracking.  This should be current, as the PM must inform the Hub Director on specific problems on a monthly basis.  The entire report is to be transmitted to the Hub Director quarterly with an e-mail telling the Hub Director which properties should receive special scrutiny.  This column should be used to add narrative explaining any anomaly. 

	14
	Hub Director Notified Date
	Date of quarterly report transmitted to Hub Director.

	15
	Asset Management Desk Officers in Headquarters Notified Date
	Date the Asset Management Desk Officers notified.  Check problem cases in column 18.

	16
	Returned to OHMAR Date
	Place the date in this column when the property is formally taken back by OHMAR for any reason.

	17
	Watch List removal Date
	Place the date in this column that OHMAR advised the property has been dropped from the Watch List.

	18
	Problem cases indicator
	If property is a problem case, denote by ‘Y.’


NOTE:

Where there is no value, place a “NA” in the appropriate column.  For example, if property is not required to file an annual financial statement, place a “NA” in column 9 and column 10.  Also, if annual financial statement is required but not being submitted, leave column 9 blank and explain in comments.

