Industry User Guide for the ADMINISTRATIVE REQUESTS ASSOCIATED WITH
Financial Assessment Subsystem - AFS SUBMISSION PROCESS
Multifamily Housing (FASSUB) Release 4.1.0.0

Chapter 9: Administrative Requests Associated with
AFS Submission Process

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

An administrative request can be submitted for single, consolidated or combined
submissions.

Administrative Request Procedures:

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

e User selects appropriate administrative request link (e.g., waiver, extension,
resubmission) from the Select An Option screen.

» User selects and verifies criteria, enters information and submits request.

 REAC analyst reviews and enters a decision into the system.

» User accesses FASSUB, and views the results of the decision via the
Administrative Request Status Box.

30-Day Extension Request

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

» Extension requests must be submitted electronically in FASSUB.

* No limit to the number of extension requests that can be submitted.

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

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

» Reason for the extension must be included for all requests.

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

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

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

1. Access the Select An Option screen.

Annual Financial S_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select An Option

Create Hew AFS Data Submission
Submission Status Box

Request 30-Day Extension

Reqguest Resubmission

Reqguest Waiver

Administrative Request Status Box

* Yiew Prior Year AFS Data Submission

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

Annual Financial S_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End: |12/3 1/1999

Date exarmple: 123172000

Continue |

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

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

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

|568868607 - Lakeland Properties =

Continue |

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

j

BSDBBEEBD - Camlu-Pendletan, Inc.
952954903 - United Laguna Hills Mutual

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

Select a Property

(00077701 - Bayside Apartments =]

Threshold for Annual Expenditures

|Greaterthan or equal to $300k annually j

Continue |
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7. Select a property associated with the owning entity from the drop-down menu.

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

Less than $300K annually

9. Click on the L_S2MNY8 | tton. A JavaScript message displays.

@ WARMINGI

You are about ko create the template for a zingle statement. When multiple HUD projects share a single Tax
|dentification Murmber, owners have the option of submitting a single audited statement for each project, or a
conzolidated audited statement covering all projects az well az an entity-level financial statement covering all financial
activities conducted under the T ax Identification Mumber.

Once a zingle statement iz created. you cannot go back and change it to a consolidated project statement.

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

statement’?
Cancel |

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

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

U.5. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Verify AFS Submission Criteria

|0rganizatiun |Lake|and Froperties

[Tax ID 19993999339

|Murtgagur Type |Nun—F'rnﬂt [OME A-133)

|Lega| Structure |Curporation

|Type of Submission ||Audited Submission |AYY OMB Circular A-133 =]

|Federa| Award Threshold |Greater Than or Equal To $300,000

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

| Lakeland Apartments | 12345678 | | D1m1nee7 | 12314997

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

| Submission Criteria Verification Yes No
Have you verified that your Twpe of Submission (i.e. Owner Certified, A-133

or 15 2000.04) listed or selected above is the type of submission you intend | © | &
to submit?

|Have you verified that the Tax ID listed above is your correct Tax D7 | e ’7
Hawve you verified that all of the HUD related properties listed above are - &
correct?

Hawve you verified that the Federal Award Threshold is correct (if e &
applicable)?

|Have you verified that the Mortgagaor Type listed abowve is cormect? | o ’7
|Have you verified that the Legal Structure listed above is correct? | o ’T
Have you verified that the M2M Indicator listed for all the HUD related - &
properties above is correct (if applicable)?

Caontinug |

11. Select either Owner Certified or Audited, in the Submission Type drop-down list
display field.

Cryrier Certified
Owner Certified

Audited Submission AW OMB Circular A-133

NOTE: Itis important to note that the Type of Submission field does not always
offer a drop-down menu. Additionally, verify the accuracy and
completeness of the data displayed on this screen. The screens and
accounts made available for data entry are based on this information.
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12. Click on the appropriate Yes or No radio buttons for each of the seven questions in
the Submission Criteria Verification section. The default setting for the questions is

No.

NOTE:

13. Click on the [_S8MNUE |y tton. The AFS Extension Request screen displays.

(next page)

The user should not continue to the data entry screens if any information

on the Verify AFS Extension Request Criteria screen is incorrect. If the
user answers No to any of the seven questions in the Submission Criteria
Verification section, an error message displays. Until the user verifies the

information and changes the verification to Yes, they cannot

continue the extension request process.

Annual Financial 9_.tatement . .
Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessiment Center (REAC)

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

Back |
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Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Extension Request

|0rganizatinn |Lakeland Properties

[Tax ID |samassa07

|Type of Submission |Owner Certified

| Property Hame | FHA/Contract Humber | Date From | Date To

| Bayside Apartments | 00077701 [ otmeooo || 123172000

Reason for the Request:

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

Contact Information
- * #* -
First Hame ||HermEln Last Hame “HE lville
Phone Humber® A I
ZZ2-345-6789 Extension
.g. 333 220-5670 || | ‘

Submit Request I Cancel I

“Indicates recuired information

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

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

15. Select the WL et Lo button to submit the request.

An Extension Request receipt displays if the data was entered completely and
correctly. (next page)

May 31, 2002 9-7



Industry User Guide for the ADMINISTRATIVE REQUESTS ASSOCIATED WITH

Financial Assessment Subsystem - AFS SUBMISSION PROCESS
Multifamily Housing (FASSUB) Release 4.1.0.0

Annual Financial Statement

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Y our Extension Request for

Project Hame ! FHAContract Mumber | DateFrom |  DateTo
Bayside Apartments 5 00077701 [ ototzoo0 || 12172000

has been successfully submitted!

Extension for a Combined Submission

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

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

Annual Financial E‘_ntatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Enter Fiscal Year End {(FYE) Date for Owning Entity

Owning Entity Fiscal Year End: |12J‘3 1/1999
Date exarmple; 12312000

Continue |

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

Continue

button. The Select an Owning Entity screen displays.

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

| 952984803 - United Laguna Hills Mutual [«

Caontinue |

Click on the drop-down arrow and select the appropriate owning entity. If a list of

owning entities appears in the drop-down list, a user is authorized to submit for

multiple owning entities.

5. Click on the

883855807 - Lakeland Properties j

030935230 - Camlu-Pendleton, Inc.
9529584903 - United Laguna Hills Mutual

Continue

button. The Select a Property screen displays.

Select a Property

12223309 - UWITED LAGUNA HILLS MUTUAL
12223310 - UWITED LAGUNA HILLI MUTUAL

Combined

12223317 - United Laguna Hills Iutual

Thresheld for Annual Expenditures

Greater than or equal to $300K annually j

Continue |

May 31, 2002
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Properties associated with Combined submissions will be listed in the top portion of
the Select A Property screen. This indicates that the owning entity is a
Cooperative Corporation and financial statement data for multiple properties is
combined and submitted in a single AFS data submission.

Less than $300K. annually

6. Select a threshold’ if the Threshold for ETEErEETrTrErTrTrTTrTEEaT -

. . iLess than $300k annually
é\ilgg?;a;lsExpendltureS drop-down list Sreater than or egual to $300K annually

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

7. Click on the G button. The Verify AFS Extension Request Criteria

screen displays. (next page)
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This 30-Day Request submission lists all of the properties associated with the Combined
submission under the Property heading of the Verify AFS Extension Request Criteria.

Annual Financial Statem ent

Electronic Submission

Real Estate Assessment Center (REAC)

U.S. Department of Housing and Urban Development §

Verify AFS Submission Criteria

|0rganizatiun |Lake|and Properties

Tax ID 333355558

|Murtgagur Type |Nun-F'rDﬂt (OMEB A-133)

|Lega| Structure |Cooperative Carparation

‘Type of Submission ||Audited Submission 1AW OMB Circular 4133 =]

|Federa| Awvvard Threshold |Greater Than or Equal To $300,000

| Property HName | FHA/Contract Number |M2I'u| | Date From | Date To

| Comhined Statement | | | o1m1z0m | 1zmE2om
| Lakeland Apartrments | | 01234567 | | o1oteom | 1zEt2om
| Lakeland Apartments | | 12345675 | | 01012000 | 124312000

Do not continue if information is incorrect or missing from these fields.

Return to Main Menu

Contact the appropriate HUD field office representative to report any discrepancies.

| Submission Criteria Verification

Yes No

Hawe you verified that your Type of Submission (e, Owner Certified, A-133
or G 2000.04) listed or selected above is the type of submission you intend
to submit?

[aENEC

\Have you verified that the Tax 1D listed above is your correct Tax DY

K]

Hawe you verified that all of the HUD related properties listed above are
correct?

Have you verified that the Federal Award Threshold is correct {if
applicable)?

\Have you verified that the Mortgagor Type listed above is correct?

\Have you verified that the Legal Structure listed above is correct?

PRI

Hawe you verified that the M2 Indicator listed for all the HUD related
properties abowe is correct (if applicable)?

]
B

Caontinue |

8. Select either Owner Certified or Audited if applicable, from the Submission Type

down-down menu.

Crwnier Certified

Crhener Certified

Audited Submission 1AW OMB Circular A-133

May 31, 2002
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9. Click on the appropriate Yes or No radio buttons for each of the seven questions in
the Submission Criteria Verification section. The default setting for the questions is
No.

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

Annual Financial S_tatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

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

Back |

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

10. Click on the Ll button. The AFS Extension Request screen displays.
(next page)
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Annual Financial Statem ent

Electronic Submission

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

AFS Extension Request

|Organizatiun |United Laguna Hills hMutual

Tax ID 19525984903

|Type of Submission |Audited Submissian AW OMB Circular A-133

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

| Combined Statement | NAA, | 01/01/2000 || 12/31/2000
| UMITED LAGUMA HILLS MUTUAL || 12223309 | 010172000 || 12/31/2000
| UNITED LAGUMA HILLS MUTUAL | 12223310 | 01/01/2000 || 12/31/2000
| | |

United Laguna Hills Mutual 12223317 | 01012000 1243172000
Reason for the Request:
L reason for the request must be entered into this;l
field.
El
Contact Information
‘First Name" |Herman |Las1 Name" “HElVillE
Phone Numher’ 3353-234-5578 i I
=g 323 2345678 || SRR
Auditor Firm Information
: : * Iguditgr CPA Engagement Date” |12,ﬂ3 1/2000
Auditor Firm Name Il o
. *
Auditor Phone |333—234—55?8 Auditor Email Address: |
=g 323 2345678

Submit Request | Cancel |

“Indicates required mformation

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

NOTE: Be certain that the Contact Information is entered into the fields with red
asterisk. An error message displays if data is missing from the 30-Day
Extension Request.
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It is important to verify the accuracy and completeness of the data
displayed on this screen. The screens and accounts made available for
data entry are based on this information.

12. Select the [___=ubmit Request |, o to submit the request.

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development g

Real Estate Assessment Center (REAC)

Your Extension Request for

Project Name FHAContract Number | Date From Date To
Combined Statement 0170141929 1273111999
UMITED LAGUNA HILLES MUTUAL 12223308 01/011 3449 1213119494
UNITED LAGUMNA HILLS MUTLIAL 12223310 01/01/1999 1213111999
United Laguna Hills Mutual 12223317 0140111 9449 12031149499

has been successfully submitted!

An error message displays if data is missing from the 30-Day Extension Request.

Extension Request for Owner Certified Consolidated
Submissions

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

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

Annual Financial S_tatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End: |12;3u199§|
Date exampie: 122312000

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

Caontinue

3. Click on the
displays.

button. The Select an Owning Entity screen

Annual Financial E_tatem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

Continue |

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

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

Select a Property

Thresheld for Annual Expenditures

Greater than or equal to $300k annually j

Continue |

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

Less than $300K annually

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

8. Click on the G button. The following JavaScript message displays.

@ WARNING!

“Y'ou are about to create the template for a consolidated statement. *When multiple HUD projects zhare a zingle Tax
|dentification Mumber, owners hawve the option of submitting a single audited statement for each project. or a
conzolidated audited statement covering all projects and the overall awnerzhip entity.  The templates for a conzolidated
submizsion require the entry of financial statement data on each HUD project, as well az an entity-level financial
ztatement covering all financial activities conductad under the owner's T ax ldentification Murmber.

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

IF pou zelect the wiong type now, you will not be able to change it later. Are pou sure you want to create a consolidated

ztatement’?

........................................

9. Select the o : button. The Verify AFS Extension Request Criteria

displays (next page).
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Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Verify AFS Submission Criteria

|Drganizatiun |Lake|and Froperties

Tax ID 333888807

|I'I.I'Iurtgagur Type |Nnn—F'r|:|ﬁ1 (OMB A-133)

|Lega| Structure |Cnrpnratinn

|Ty'pe of Submission |»'3xudited Submission 1AW OME Circular A-133 j

[Federal Award Threshold \Greater Than or Equal To $300,000

| Property Hame | FHA/Contract Humber |I'LI'IZI'I.I'I | Date From | Date To
| Consolidated Statement | | 0012001 | 1243172001
| Lakeland Apartments || 01234567 | | 01012001 | 12/31/2001
| Lakeland Apartments 1| | 12345675 | | 01012001 | 12/31/2001

0o not continue if infarmation is incarrect or missing fram these fields,
Caontact the appropriate HUD field office representative to report any discrepancies.
Return to Main Menu

| Submission Criteria Verification 'Yes No
Have you verified that your Type of Submission (i.e. Owner Certified, A-133

or G 2000.04) listed or selected above is the type of submissionyou intend | © | &
to submit’?

|Ha-fe you verified that the Tax D listed above is your correct Tax |D? | e
Have you verified that all of the HUD related properties listed above are I
Correct?

Hawve vou verified that the Federal Award Threshold is correct {if ~
applicable)?

|Have yoll verified that the Mortgagor Type listed above is correct? | .
|Have you verified that the Legal Structure listed above is correct? | e

Hawve you verified that the M2 Indicator listed for all the HUD related ~
properies above is correct (if applicable)?

E]

BEERE

Caontinue |

NOTE: Itis important to verify the accuracy and completeness of the data displayed on

this screen. The screens and accounts made available for data entry are
based on this information.

May 31, 2002
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10. Click on the appropriate Yes or No radio buttons for each of the seven questions in
the Submission Criteria Verification section. The default setting for the questions is
No.

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

Annual Financial S_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Error

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

Back |

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

11. Click on the [_S8MINYE | tton to submit the request. The AFS Extension Request
screen displays. (next page)
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Annual Financial E_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Extension Request
|0rganizatiun |Lakeland Propetties
[Tax ID laasa8807
|T].rpe of Submission |Owner Certified
| Property Hame | FHA/Contract Humber | Date From | Date To
| Consolidated Statemert | i, | oiminges || 12314999
| Bayside Apartments | 00077701 | oiminges || 12314999
| Oakwood Commons | 00077702 | oiminges || 12314999
Reason for the Request:
Enter the reason for the request in this field. ;I

A red * means that data muast be entered into
those fields.

Contact Information

- * #* .
Firzt Hame IHE rman Last Hame IHE lville
Phone Humber® 7 I

Z2z2-345-8789 Extension
e.g. 333 234-5678 I |

Submit Request Cancel |

“Indicates re uired information

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

13. Click on the| ST RGeS | button to submit the request to REAC.

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

Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Y our Extension Request for

| Project Haime ' FHA/Contract Number | Date Froim | Date To

 Consolidated Staterent | [ o1o19eg 1203111899
Bayside Apartments 0007 7T 0140171999 1213171999
Dakwood Commons 0ooyTT02 0140171999 12131715994

has been successfully submitied!

Resubmission Request

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

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

* Resubmission requests must be submitted electronically in FASSUB.

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

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

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

* Reason for the resubmission request must be included.
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If a request for resubmission is approved, the annual financial statement submission
must be re-entered in its entirety in FASSUB. FASSUB does not allow users to edit prior
submissions.

Requesting a Resubmission of an annual financial statement
submission for a single property:

1. Access the Select An Option screen.

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

Annual Financial E_tatem ent . .
Electronic Submission

U.S5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End {FYE) Date for Owning Entity

Owning Entity Fiscal Year End: |12531f1999
Date exarmpie; 12312000

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

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

| 883338807 - Lakeland Properties =l

Caontinue |

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

Annual Financial E_tatem ent

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

Real Estate Assessment Center (REAC)

Submitted Annual Financial Statement

|0wner: Lakeland Properties

IFYE: 12/31/1996

| Project | FHAIContract | Submission Type
| Bayside Apartments | 00077701 | AUD-A133

FAZSLIB Main Menuy

5. Click on the Project name (e.g., Bayside Apartments). The AFS Resubmission
Request screen displays (next page).
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AFS Resubmission Request

|0rganizatiun |Lake|and Properies

[TaxID [238888807

|Type of Submission |Audited Submisgion AW G Handhook 2000.04

| Property Name | FHAIContract Humber | Date From | Date To

| Bayside Apartrments | 00077701 [ owotmess || 12311998

Reason for the Request:

Enter data in all fields that hawe a red ¥ next j
to thewm.

Contact Information
5 * #
First Mame IL‘.mn Last Mame IDEHWn
Phone Nl.,lrl'lliler’t |333—234—55?8 R I
e.g. 333 234-5678 Sl

Submit Request | Cancel |

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

Submit Reguest

7. Click on the
receipt screen displays.

button. The Your Resubmission Request

Annual Financial E_tatem ant . i
Electronic Submission

U.5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Your Resubmission Request for

Project Name | FHA/Contract Humber Date From Date To
Bayside Aparments | 0ooT7To;m 0170171996 1213111996

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

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

Annual Financial Statem ent

Electronic Submission

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

4

Enter Fiscal Year End {FYE) Date for Owning Entity

Owning Entity Fiscal Year End: |12,-*31f1999
Date exampie; 12312000

Caontinue |

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

Annual Financial E_tatem ent . .
Electronic Submission

U.S5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

- United Laguna Hills Mutual

Caontinue |

3. Select the Owning Entity and click on the LS8 { b, tton. The Submitted
Annual Financial Statement screen displays. (next page)
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Annual Financial Statem ent

Electronic Submission S

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

Submitted Annual Financial Statement
|0wner: United Laguna Hills Mutual
[FYE: 1213111994

| Project |  FHAiContract |  Submission Type
| Combined Statement | | AUD-A133
| UMITED LAGUNA HILLS MUTUAL | 12223309 | AUD-A133

4. Click on the Combined Statement link. The AFS Resubmission Request screen
displays.

AFS Resubmission Request

|0rganizaﬁun |United Laguna Hills Mutual

Tax ID [352984303

|T].me of Submission |Audited Submission AW G Handbook 2000.04

| Property Name | FHAContractNumber | DateFrom | DateTo
| Combined Statement | | 0101984 | 120311894
| UNITED LAGUNAHILLS MUTUAL | 12223309 | 01011984 | 1203101994
| UNITED LAGUNA HILLS MUTUAL || 12223310 [ D101i1994 | 120311994
| United Laguna Hills Mutual | 12223317 [ D101i1994 | 120311994

Reason for the Request:

Enter data in all fields that hawve a red * next ;I
to then.
Contact Information
* *
First Name |LYTm Last Name |D ENTON
Phone Nul’nher’t 333-234-5578 A I
a.q. 333 234-5678 I | Extension

Submit Regquest | cancel |

5. Enter an explanation in the Reason for the Request text box. An explanation must
be entered in this field prior to submitting the request. An error message displays if
the resubmission request has missing data.
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NOTE: Be certain that data is entered into the Contact Information fields that have
a red asterisk next to them.

Submit Reguest

6. Click on the
displays.

button. The Your Resubmission receipt screen

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development g

Real Estate Assessment Center (REAC)

Your Resubmission Request for

Project Name FHA/Contract Number I Date From Date To
Combined Statement | 0170171954 12311984
URITED LAGLRNAS HILLS MUTLIAL 12223309 [ 0100171954 123111954
LIMITED LAGLINA HILLS MUTLIAL 12223310 | 0140171994 1213119594
United Laguna Hills Mutuzl 12223317 [ 0170111934 127311994

has been successfully submitted!

NOTE: An error message displays if the resubmission request has missing data.

Requesting a Resubmission of a Consolidated annual financial
statement submission:

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

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

U.5. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Enter Fiscal Year End (FYE) Date for Owning Entity

Owning Entity Fiscal Year End: IlZ,-"SlleQQ
Date exarmple: 12:21/2000

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

Annual Financial E_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

| 888888807 - Lakeland Properties =l

Caontinue |

3. Select an Owning Entity and click on the button. The Submitted

Annual Financial Statement displays.

Annual Financial Statement

Electronic Submission

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

Submitted Annual Financial Statement

|0wner: Lakeland Properties
[FYE: 12/31/1995

| Project | FHA/Contract | Submission Type
| Consolidated Statement | | AUD-A133
| Bayside Apartments | 00077701 | AUD-A133
| Oakwood Commons | 00077702 | AUD A133
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4. Click on the Consolidated Statement link. The AFS Resubmission Request screen
displays.

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

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Resubmission Request

|0rganizatiun |Lake|and Froperties
Tax ID 012121212
|Type of Submission |Clwner Certified
| Property Hame | FHA/Contract Humber | Date From | Date To
| Consolidated Statement | | 01011998 | 124311999
| Bayside Apartments | 00077701 | 00141999 | 1243141999
| Qakwood Cormmons | 00077702 | 001999 | 1243141999
Reason for the Request:
[—

e o

Contact Information

First Hame™ I— Last Name* I—
Phone Number® .
e.g. 333 234-5678 | Extension [

Submit Hequestl Cancel |

*Indicates required imformation

5. Enter an explanation in the Reason for the Request text box. An explanation must
be entered in this field prior to submitting the request. Be certain that information is
entered in the Contact Information fields that have a red asterisk next to them. An
error message displays if data is missing from the Resubmission Request form.
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6. Select the [ SUbMmIt REGUESL |1 +on to submit the request. The Resubmission
Request Receipt screen displays.

Annual Financial Statement

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

Real Estate Assessment Center (REAC)

Your Resubmission Request for

| Project Name | FHAContractNumber | DateFrom | DateTo
Consolidated Statement ' 010141985 | 1203111995
Bayside Apartments 00077701 0110141995 1213111995
Oakwood Commaons 00077702 0140141985 12/31/1995

has been successfully submitted!

Waiver Request

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

* Requests for waivers can be submitted electronically in FASSUB.

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

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

» Waiver requests are only valid for one year.

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

*  When submitting a Consolidated administrative request, you will be required to
submit a Consolidated Financial Statement, which consists of data for each
property as well as data for the owning entity. Review details of Consolidated
statements in the Introduction prior to requesting a Consolidated administrative
request.
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To request an electronic Waiver of an annual financial statement
for a Single property:

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

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End {FYE) Date for Owning Entity

Owning Entity Fiscal Year End: |12.-"'3 1/1999

Date exampla: 12/31/2000

Continue |

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

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

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Select an Owning Entity

Continue |

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

Select a Property

00077701 - Bayside Apartments

Threshold for Annual Expenditures

Greater than or equal to $300K annually j

Continue |

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

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

The Threshold for Annual Expenditures
Less than $300K annually drop-down list is only available for entities
{ that are Non-Profit. It must be reselected
each time, regardless of whether the user
is creating a new AFS data record, or
modifying an existing record.

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

@ WARMNIMG!

Y'ou are about to create the template for a single statement. When multiple HUD projects share a zingle Taw
|dentification Murnber. owners have the option of submitting a zingle audited statement for each project. or a
consolidated audited statement covening all projectzs as well az an entity-level financial statement covering all financial
activities conducted under the T ax ldentification Mumber.

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

If pou select the wrong type now, you will not be able to change it later. Are you sure pou want ko create a single

statement™?
] Cancel |
e e | | |
9. Selectthel d button to continue with the waiver request.

The following Verify AFS Waiver Request Criteria screen displays:
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Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development

Real Estate Assessment Center (REAC)

=

Verify AFS Submission Criteria

|0rganizatinn

|Lake|and Properties

Tax ID

1999999939

‘I‘u‘lnrtgagur Type

INon-Profit (OMB 4-133)

‘Legal Structure

|Cnrp0ratinn

‘Type of Submission

| Audited Submission 1AW OMB Circular 4133 =]

|Federa| Award Threshold

|Greater Than ar Equal Ta $300,000

FHA/Contract Humhber Date To

|I'LI12I'I.|'I| Date From |
12345678 | | 01997 |

Do not continue if information is incorrect or missing from these fields.

| Property Name |
| Lakeland Apartments |

12311997

Contact the appropriate HUD field office representative to report any discrepancies.
\ Submission Criteria Verification

Return to Main Menu
Yes [No
Hawe vou verified that your Type of Submission (e, Owner Certified, A-133
or 15 2000.04) listed or selected above is the type of submissionyou intend | © | &
to submit?

‘Have you verified that the Tax D listed above is your correct Tax D7 ‘ e l?
Hawe you verified that all of the HUD related properties listed above are -~
correct?

Have you verified that the Federal Award Threshold is correct (if

applicable)?

\Have yoll verified that the Mortgagor Type listed abowve is correct?

\Have yoll verified that the Legal Structure listed abaove is correct?

Hawe vou verified that the M2M Indicator listed for all the HUD related
properties above is correct (if applicable)?

Continue |

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

No.

NOTE:

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

Annual Financial S_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Error

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

Back |

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

The AFS Waiver Request screen displays. (next page)
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Annual Financial E_-tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Waiver Request

|0rganizatiun |Lake|and Froperties

Tax ID lBaEae807

|Ty'pe of Submission |»'-Kudited Subrigsion AW OMB Circalar A-133

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

| Bayside Apartments || 00077701 | 0014996 | 12/31/1996

Reason for the Request: !

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

[

Contact Information

First Name " ILgrnn

Last Name |If'Eﬂt':'ﬂL

Phone Number" |3 33-234-5678] | example: 333 234-5675
Extension I—

Subrnit Reguest

11. Update the Reason for the Request text box. An explanation must be entered in this
field prior to submitting the request. Be certain that information is entered in the
Contact Information fields that have a red asterisk next to them. An error message
displays if data is missing from the AFS Waiver form.
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12. Click the [___=2ubmit Request |y 1ton.

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

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Your Waiver Request for

| Project Name | FHA/Contract Number | Date From | Date To
| Bayside Apartments || 00077701 | 01011996 | 12/31/1996

has been successfully submitted!

To request an electronic Waiver of a Combined annual financial
statement:

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

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Enter Fiscal Year End {FYE) Date for Owning Entity

Owning Entity Fiscal Year End: |12£3 1/13399

Date example: 12/31/2000

Continue |

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.
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3. Click on the I button. The Select an Owning Entity screen displays.

Annual Financial Statement

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

_____ - Lnited Laguna Hills Mutual

Continue |

4. Select the Owning Entity and click on the E button. The Select a
Property screen displays.

Select a Property

Combined
12223309 - UNITED LAGUNA HILLE MUTUAL
12223310 - UNITED LAGUNA HILLE MUTUAL
12223317 - United Laguna Hills Mutual

Threshold for Annual Expenditures

Greaterthan ar equal to $300K annually j

Caontinue |

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

Less than $300K annually

The Threshold for Annual :
Expenditures drop-down list is only [Greater than or egual to $300K annually
available for entities that are Non-
Profit. It must be reselected each time, regardless of whether the user is
creating a new AFS data record, or modifying an existing record.
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Continue

6. Click on the
screen displays.

button. The Verify AFS Wavier Request Criteria

Annual Financial Statement

Electronic Submission

U.5. Department of Housing and Urban Development

Real Estate Assessment Center (REAC)

=

Verify AFS Submission Criteria

|0rganizatiun

|Lake|and Froperties

Tax ID

86650888

|Mungagur Type

Non-Profit (OMB A-133)

|Lega| Structure

‘Cnnperative Corporation

|Type of Submission |Owner Certified j

|Federa| Award Threshold |GreaterThan or Equal To $300,000

| Property Hame | FHA/Contract Number | MZm | Date From | Date To

| Combined Statement | | | 010172001 | 123172001
| Lakeland Apartments | | 01234567 | | 01012001 | 123172000
| Lakeland Apartments 1| | 12345678 | | D1o2001 | 124312001

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

Return to Main Menu

| Submission Criteria Verification

Yes No

to submit’?

Havwe you verified that your Type of Submission (e, Cwner Certified, A-133
or 1 2000 .04) listed or selected above is the type of submissionyouintend | © | &

|Ha‘-fe you verified that the Tax

| IS

]

I listed above is your correct Tax DY

carract?

Hawe you verified that all of the HUD related properties listed above are

]

applicable)?

Hawe you werified that the Federal Award Threshold is correct (if

|Have you werified that the Mortgagor Type listed above is correct?

|Have yoU warified that the Legal Structure listed above is correct?

Havwe you werified that the M2M Indicator listed for all the HUD related
properties above is correct (if applicable)?

B RIS T e T

REREIE

Continue |

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

No.

May 31, 2002

9-37



Industry User Guide for the
Financial Assessment Subsystem -

Multifamily Housing (FASSUB) Release 4.1.0.0

ADMINISTRATIVE REQUESTS ASSOCIATED WITH
AFS SUBMISSION PROCESS

NOTE:

The user should not continue to the data entry screens if any information
on the Verify AFS Waiver Request Criteria screen is incorrect. If the
user answers No to any of the seven questions in the Submission Criteria

Verification section, an error message displays.

Annual Financial E‘:tatem ant . .
Electronic Submission

U.5. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

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

Back |

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

8. Click on the button to submit the Waiver request. The AFS Waiver

Request screen displays. (next page)
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Annual Financial E‘_-tatem ent . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Waiver Request
|Organization [United Laguna Hills Mutual
Tax ID 352984303
|T3.me of Submission |Owner Ceified
Property Hame FHA/Contract Number Date From Date To
Combined Statement MIA 01/01/1 996 1243111896

| | |
| | |
LIMITED LAGLUIMAHILLS MUTLUIAL | 12223309 | 01/01/1 996 | 121311996
| | |
| | |

LIMITED LAGLUIMAHILLS MUTLUIAL 12223310 01/01/1 996 121311996
Linited Laguna Hills kutual 1222337 01/01/1 996 121311996
Reason for the Reqm:st:*
Enter data into the fields that hawe a red * next to them.l j
[
Contact Information
*
First Name |Lymn
Last Name ID Enton
Phone Number |333-234—55?E‘| exammpie: 332 234-5678
Exiension I

Submit Request |

9. Update the Reason for the Request text box. An explanation must be entered in
this field prior to submitting the request. Be certain that information is entered in the
Contact Information fields that have a red asterisk next to them. An error message
displays if data is missing from the AFS Waiver form.
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10. Select the StbmItREaUest | putton. A screen displays informing the user that
the waiver request has been successfully submitted.

Annual Financial E_tatem ant . .
Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Your Waiver Request for

Project Name | FHA/Contract Number | Date From Date To
Combined Statament 01/01/1996 1273111996
LMITED LAGUMNA HILLS MUTLIAL 12223309 010011996 1273111996
LIMITED LAGUMA HILLS MUTLIAL 12223310 010111996 1 2031015996
United Laguna Hills Mutual 12223317 01/01/1996 | 12/31/1996

has heen successfully submitied!

Requesting an electronic Waiver of a Consolidated annual
financial statement:

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

Annual Financial B_tatem ant . .
Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

Enter Fiscal Year End {FYE) Date for Owning Entity

Owninyg Entity Fiscal Year End: |12f3 1/19399

Date exampls: 1273172000

Continue |

2. Enter the appropriate date in the Owning Entity Fiscal Year End field.
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3. Click on the I button. The Select an Owning Entity screen displays.

Annual Financial E_tatem ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select an Owning Entity

| 888888807 - Lakeland Properties =l

Caontinue |

4. Select the Owning Entity and click on the M button. The Select a
Property screen displays.

Select a Property

|Cnnanlidated j

Threshoeld for Annual Expenditures

|Greaterthan or equal to $300K annually j

Caontinue |

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

Less than $300K annually
displays. :

Greater than or equal to §300k annually

The Threshold for Annual Expenditures drop-down list is only available for
entities that are Non-Profit. It must be reselected each time, regardless of
whether the user is creating a new AFS data record, or modifying an existing
record.
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6. Click on the S button. A JavaScript message below will display.
This message alerts the user that they are going to be creating multiple
templates for a Consolidated submission.

@ WARNING!

Y'ou are about to create the template for a consalidated statement. *When muliple HUD projects share a single Tax
|dentifization Mumber, cwners have the option of submitting a single audited statement for each project, or a
canzalidated audited statement covernng all projects and the overall awnership entity. The templates for a consolidated
zubrmizzion require the entry of financial statement data on each HUD project, as wel az an entity-level financial
statement covering all financial activities conducted under the owner's Tax ldentification Murmber.

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

If wou zelect the wiong type now, pou will not be able to change it later. Are pou sure you want to create a consolidated

statement?
Cancel |
| e v |
7. Click on the L il button to continue.
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The Verify AFS Waiver Request Criteria page displays.

Annual Financial Statem ent

Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Verify AFS Submission Criteria

|0rganizatiun |Lake|and Properties

Tax ID |333835507

|Mnrlgagur Type |Nnn—F'mﬁt [OME A-133)

|Lega| Structure |Cnrpuratinn

‘Type of Submission ||Audited Subrmission AW OMB Circular 4133 =]

|Federa| Awarid Threshold |Greater Than or Equal To $300,000

| Property Name | FHA/Contract Numher | M2 | Date From | Date To

| Consclidated Staternent | | | o1o2001 | 1273172000
| Lakeland Apartments | | 01234567 | | o1o2001 | 1273172000
| Lakeland Apartrments I | 12345676 | | o1o2001 | 1273172000

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

| Submission Criteria Verification Yes [No
Hawe you verified that your Type of Submission (i.e. Owner Certified, A-133

or 1 2000.04) listed or selected above is the type of submissionyouintend | © | &
to submit?

|Have yol verified that the Tax 1D listed above is your correct Tax D7 | c F
Have you verified that all of the HUD related properties listed above are - e
correct?

Have you verified that the Federal Award Threshaold is correct {if - |l&
applicable)?

|Have you verified that the Mortgagor Type listed above is correct? | c l?
|Have you verified that the Legal Structure listed abowve is correct? | r l?
Have you verified that the M2M Indicator listed for all the HUD related - |l&
properties above is correct (if applicable)?

Continue |

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

No.

NOTE:

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

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Error

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

Back |

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

Annual Financial E_tatem ent . .
Electronic Submission

U.S5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

AFS Waiver Requeast

|Drganizatinn |Lake|and Froperies

[T=x 1D |zesssaa07

|Type of Subrmission |I:Il.n.|ner Certified

| Property Hame | FHASCortract Number | Date From | Date To

| Consolidated Statement | M, [ ototames || 1zmds000
| Bayside Apatments | 00077701 [ ototames || 1zmds000
| Dakwood Commons | 00077702 [ ototames || 1zmds000

R n for the Request:

It i= mandatory that data be entered in the AI
field=s that hawe a red * next to them.

Cortact Infor rnation

H
First Hame ||L5mn

Last Name" |ID‘=“'-"°“

] Fhane Humber” |333_234_5573 ; I
.. 333 334-5678 E:xtension
Submit Request I Cancel I
“Indicates recuired informatinn

FASSUB Main Menu

ZREAC Financial Assessment for FHASMWE Housing*

Commrents or Questions SREAC Techring! Assistance Cernters

10. Enter an explanation in the Reason for the Request text box. An explanation must
be entered in this field prior to submitting the request. Be certain that information is
entered in the Contact Information fields that have a red asterisk next to them. An
error message displays if data is missing from the AFS Waiver form.
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11. Click on the [__SubmitReavest | b ;tt0n to submit the request for processing by REAC.
A screen displays informing the user that the waiver request has been successfully
submitted.

Annual Financial Statem ent

Electronic Submission @
U.S. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Your Waiver Request for

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

| Consolidated Statement | N/A | 010141999 | 12/3141999
| Bayside Apartments | 00077701 | 010141999 | 12/3141999
| Oakwood Commons | 00077702 | 010141999 | 12/3141999

has been successfully submitted!
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