Industry User Guide for the REQUEST STATUS BOX
Financial Assessment Subsystem - Multifamily Housing (FASSUB) Release 6.0.0.0

Chapter 10: Administrative Request Status Box

The Administrative Request Status Box provides electronic notification to owner-authorized
users on the status of specific administrative requests (e.g., 30-Day Extension Requests,
Resubmission Requests, Waiver Requests) via FASSUB. Initially all electronic administrative
requests are assigned a status of “Pending” by the system, and are visible in the
Administrative Request Status Box. Electronic administrative requests are reviewed by
REAC analysts who provide a decision of approved or disapproved. The Administrative
Request Status Box only displays administrative requests, and detailed status information for
annual financial statements that owners are authorized to access.

Administrative Request Status Box

The Administrative Request Status Box is set-up in a table format with easy to use features,
including columns, links, view options, and sorting capabilities. It defaults to a view of All,
displaying all requests in ascending order (oldest to newest).

Status Box

Period Period Date
From To Re ceiueg

Project Type Status

Status Box

Project This column displays the FHA and/or Contract
number and name of the Multifamily Housing project.
If the project is a combined submission, all the
projects associated with that particular AFS data
submission display in a drop-down list.

Period From This column displays the start date of the reporting
period for the annual financial statement.

Period To This column displays the end date of the reporting
period for the annual financial statement.

Date Received This column displays the date the electronic request
is received in the system.
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Type This column displays the nature of the request (e.qg.,
RESUB, EXTEN, and WAIVR).
Status This column displays the status of the request. The

underlined status links to a detail page that provides
specific information, including the decision and
reason for the decision about that request (if a
decision is made).

The View Options indicator located at the bottom allows the user to view or filter the different
types of submitted requests that are assigned to that owning entity. The Administrative
Request Status Box separates the requests into categories, as indicated in the chart below.

“iew Options: All Hesubmission Extension  WWaiver

SELECT DISPLAYS
All (Default) All Requests
Resubmission Only Resubmissions
Extension Only Extensions
Waiver Only Waivers
Pending Only Pending Requests

Sorting

The Project, Date Received and Period To headings have sorting capabilities.

Sorting

Project This heading sorts the Administrative Request
Status Box in ascending numerical order (lowest to
highest number); by FHA number and/or Contract
number. If a project is a combined submission, then
the Administrative Request Status Box sorts with
the lowest FHA and/or Contract number displaying.
Date Received This heading sorts the Administrative Request
Status Box by ascending received date; oldest date
on top to most current date at the bottom of the list.

Period To This heading sorts the Administrative Request
Status Box by ascending end date, oldest date on
top to most current date at the bottom of the list.
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Detailed Status Information

To review the details of the status of a particular administrative request, click on an underlined
status link (APPRVD, DISAPPD, and PENDING).

The

Provides the decision status of an administrative request, and the reason for that
decision, once a decision is made.

Detail information varies if the administrative request is for an audited or owner certified
annual financial statement.

Each administrative request has a status link of APPRVD, DISAPPD, and PENDING
that provides detailed status information for each specific administrative request.
Approved or disapproved administrative requests can be removed from the
Administrative Request Status Box by accessing the detail status pages.
Administrative requests with a Pending status (awaiting a decision) remain in the
Administrative Request Status Box, and cannot be removed.

FASS records and maintains the receipt of all administrative requests for each annual
financial statement, by request type (e.g., EXTEN, RESUB, and WAIVR), and assigns a
sequential number to each administrative request type (e.g., First, Second, Third, etc.).

Zel Ibutton located on the detail pages returns the user to the Administrative

Request Status Box.

Viewing an Administrative Request

1. Goto the Select an Option screen

drirueal Financial Statem et

Elect Submissi
ectronic Submission r%

L5, Department of Housing and Urban
Real Estate Assessment Center (REAC)

Salact fm Option
Lroe Mow R8G5 ol Dol Ei0m
Sushindssion Stabes Bod
Hegues 0Ly CAonson
Faquesi Arsubmission
B Wabe
A aive Feguesl Staius Ros
= Wigw Prior Year &FS Data Submission

® @ ® @ & @
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2. Click on the Administrative Request Status Box link. The Administrative Request Status
Box screen displays (next page).

Annual Financial Statement

Electronic Submission

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

Real Estate Assessment Canter (REAC)

Administrative Request Status Box
Date Data Date  yoe  Stamm

N Fiom  Ts  Becehved
O10TEN11 - HARDEN APARTMENTS (1) =] 0011955 12/31/1935 DRA142003 EXTEN |APRRVD
QSOTCSS1 - THE VILLAGE (1) 011 2003 123172003 (e ExTen [iaaay

TOTCET - DAVID BARKER TOWNHOUSES COOPERATVE (1) | DTANG00E 123152003 [SAEZ00I EXTEN INESISS

|070TC772 - ACRES HOMES @) = 01012003 12/31/2003 [9A62003 EXTEN

OSOTCEST - THE VILLAGE (1) 011/2003 12312003 [9AHEZ003 WANR  Pending
[0207TC221 - DAVID BARKER TOWNHOUSES COOPERATIVE (1) =] 01012003 1281/2003 (BHEDI03 WaVR  Peading
D10TCH11 - HARDEN APARTMENTS (1) =) DVNA996 124311996 (972003 EXTEN Pending

Pmjects 1 through 7 of 7

The Administrative Request Status Box displays Individual, Combined and Consolidated
submissions. By selecting the drop-down arrows, all properties associated with that submission
are displayed.

Combined Submission

|EI2EITCEE1 - DAVID BARKER TOWNHOUSES CODOPERATIMVE (1) j

. 21 - DAVID BARKER TOWMNHOUSES COOPERATMNVE (1)
DEDTCEEE - DAYID BARKER TOWWNHOUSES COOFERATIVE (2
020TC223 - DAVID BARKER TOWNHOUSES COOPERATIVE (3)
020TC224 - DAVID BARKER TOWNHOUSES COOPERATIVE (4)
020TC225 - DAVID BARKER TOWNHOUSES COOPERATIVE (B)
Combined Statement

Consolidated Submission

|EI'IEITC111 HARDEM APARTMEMNTS (1) j

0107111 - HARDEN APARTMEMT!
0107112 - WEAYER APARTWMENTS (2)
Consolidated Statement
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REQUEST STATUS BOX

Pending Request

1. Select the Pending link from the Status field to view the First Extension Request for this

Tax ID and year.

Annual Financial Statement

Electronic Submission

U.5. Department of

Housing and Urban Development §

Real Estate Assessment Center (REAC)

Request Date:

Reason for Request:

First Extension Request

Organization: HAEDEN & WEAVEE, & PARTHEESHIP
Tax ID: BERZEEES]
AFS FYE: 1213141995
Project Name Date From
Consolidated Statement 010141995
010TC111 - HARDEM ARPARTMEMTS (1) 01/01/1995
DaTci12 - WEAVER APARTMENTS (2) 01011995
Andit Firm: First I Last, CPA CPA Engagement date:
Auditor Phone 123-456-T891 Date Received:

Anditor E-mail: CPA@emal com

01772003

Date To
12/31/1995
12/31/159395
12/31/1995

12/31/19%4
091772003

Enter data into the fields that have ared * nest to them,

Back

FASSUE Main Menu

<REALC Financial Assessment for FHAME Housing=

Cormrments of Questions <REAC Technical Assistance Centars

2. Click the button when done viewing the screen.
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Approved Request

Annual Financial Statement

Electronic Submission
R@

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

First Extension Request

Organization: HARDEN & WEAVEE, & PARTHEESHIF
Tax IT): 888588881
AFS FYE: 121311995
Project Name Date From Date To
Consolidated Statement 01/01/1595 123141995
010TC111 - HARDEN APARTMENTS (1) 010171995 12/31/1995
0107C112 - WEAVER APARTMENTS (2) 01.01,/1995 12/3111995
Andit Firm: First M. Last, CPA CPA Engagement date: 12/51/15%4
Auditor Phone 125-456-T891 Date Received: 081772003

Anditor E-mail: CPA@emal com

Request Date: 09/14/200%
Reason for Request: Enter data into the fields that hawe a red * next to them
Disposition
Decision: Lpproved
Due Date: 03/31/1996
Reason: This request was approved. A reason is not required on approvals, only

required when a request has been disapproved.

Clear Status Back

FASSUE Main Menu

<FEAL Financial Aszsessment for FHAME Housing=

Cornents o Questions_2BEAT Technical Assistance Centerz
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REQUEST STATUS BOX

Disapproved Request

Annual Financial Statem ent

Electronic Submission

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

=

Anditor Phone
Anditor F-maal:

Request Date:

Decision:
Due Date:

Reason:

Reason for Request:

First Extension Reguest

Organization: HAERDEN & WEAVEE, A PARTHEEZHIF
Tax ID: HEEEEEER]
AFS FYE: 1213171955
Project Name Date From
Consolidated Statement 01./01/1935
01O0TS111 - HARDEN ARPARTMERNTS (1) 014011955
0DM0TC112 - WEAVER APARTMENTS (2) 010141995
Aundit Firm: First 1L Last, CPA CPA Engagement date:

Date To
123171995
123171895
123171995

121311554
0%/17/2003

123-456-78%1 Date Received:
CPA@emal com
09172003
Enter data mto the fields that have a red * nest to them.
Disposition
Disapproved
037311296

The reason for disapproval s found here.

Clear Status Back

FASSUE Main Menu

=REAC Financial Assessment for FHAME Housing=

Corrnents of Questions_<REAT Techhical Asslstance Centers
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Clearing an Administrative Request

Administrative requests with the status of APPRVD or DISAPPD can be removed from the

Administrative Request Status Box by clicking on the| Clearstais | hutton. Administrative

requests remain in the Administrative Request Status Box, until the Clear Status button is
selected. Click on the button to return to the Administrative Status Request Box.

1. Access the Select an Option screen

Annual Financial Statem ent

Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Select An Option

* Create New AFS Data Submission

* Submission Status Box

Request 30-Day Extension

Request Resubmission

Request Waiver

Administrative Request Status Box

* View Prior Year AFS Data Submission
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2. Click on the Administrative Request Status Box link. The Administrative Request Status
Box screen displays (next page).

Annual Financal !;tiﬁ-l‘l'l @t . .
Electronic Submission

ULS. Department of Housing and Urban Develspiment EW

Real Estate Assessment Canter (REAT)

Administrative Request Status Box

Broject FD,:: ILI? EIE!‘E;H Type  Status
[0IOTC11 - HARDEN APARTMENTS (1) =] DLNASE5 12311986 (842003
DSOTCSS1 - THE VILLAGE (1) CADN/2003 12/31/2008 (EAE2003

|lIIT'.‘22I - 0AYVID BARKER TOWNHOUSES COOPERATHVE (1) | D1ANZ003 126512003 (EMeE003
[07OTCT72 - ACRES HOMES @) = D0M/2003 12/31/2003 [BMERI EXTEN
DEOTCEAT - THE VILLAGE (1) 0101/2003 1231/2008 (BMEZ003 WANE  Panding

|:E‘IIITE.E'21 04VID BARKER TOWNHOUSES COOPERATIVE (1) 'i 02003 12312006 MEARE003 WaANR  Pending

|_'L||'."| 11 - HARDEN APARTHENTS (1) =| DN ASEE 12311956 (ATA03 EXTEN Panding

Hezuhmiwsior

Higecis 1 through & ool £

~Aa==LE KA Mecg

<REALC Financial #ssessmenl for FHAMNE Housing=

Commants oF Queshions < REAC Terfricsl dnsstance Cerdars
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3. Select either an APPRVD or DISAPPD link from the Status field. The Approved request
displayed below is used as an example.

Annual Financial Statement

Electronic Submission
R@

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

First Extension Eequest

Organization: HAERDEN & WEAVEE, A PARTHEESZHIF
Tax ID: BEEEEEEE]
AFS FYE: 123171955
Project Name Date From Date To
Caonsolidated Statement 010141995 12/31/1995
010TC111 - HARDEN APARTRMENTS (1) 01/01/41995 1243141995
010TC112 - WEAWER APARTMENTS (2 01/01/1995 12£31/1995
Andit Firm: First . Last, CPA CPA Engagement date: 12/31/1254
Anditor Phone 123-456-7891 Date Received: 081772003

Auditor E-mail: CPARemal com

BEequest Date: 091472003
Feason for Request: Enter data nto the fields that have a red * next to them.
Disposition
Diecision: Approved
Due Date: 03/31/1596
Reason: Thiz request was approved. A reason 18 not required on approvals, only

required when a request has been disapprowed.

Clear Status Back

4. Click on the |[__“IBarStalUS |y ton. The Project is then removed from the
Administrative Request Status Box.
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