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A Pre-Construction Conference is required prior to the start of construction for all New Construction, Substantial 

Rehabilitation and 241(a) loans. (232 Handbook, Section II, Production, Chapter 10.3). 

• The Lender conducts the PreConstruction Conference and shall be held no earlier than one week prior to Initial 

Endorsement.  

• For loans with Early Start or Early Commencement, the PreConstruction Conference shall be held after receipt of 

ORCF’s Early Start or Early Commencement approval, but prior to construction.  

For Early Commencement/Start guidance, refer to 232 Handbook, Section II, Production, Chapter 10, appendix 10.1 as well 

as the following link: 

https://www.hud.gov/federal_housing_administration/healthcare_facilities/residential_care/underwriting/earlystart

Definitions for Start of Construction:

• Initial Endorsement:  Start of construction notice to proceed is Initial Endorsement.

• Early Commencement: Start of construction is prior to issuance of a firm commitment.  This is applicable to Section 

241(a) projects only.

• Early Start:  Start of construction is after issuance of a firm commitment, but prior to Initial Endorsement. This is 

applicable to Section 241(a) projects only.  (See Appendix 4.1 when DBWD applies on a 241a loan) 

Lender’s Pre-Construction Conference Duties are detailed on the HUD.gov website under the Section 232 program at the 

following link: https://www.hud.gov/sites/dfiles/Housing/documents/Pre-con_Duties.docx  

Lender’s PreConstruction Conference

https://www.hud.gov/federal_housing_administration/healthcare_facilities/residential_care/underwriting/earlystart
https://www.hud.gov/sites/dfiles/Housing/documents/Pre-con_Duties.docx
https://www.hud.gov/sites/dfiles/Housing/documents/Pre-con_Duties.docx
https://www.hud.gov/sites/dfiles/Housing/documents/Pre-con_Duties.docx
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The purposes of the PreConstruction Conference are to: 

1) Review contractual roles and responsibilities

2) Review HUD construction administration policies, requirements, procedures & forms

It is recommended that Lender’s Construction Administrator perform a thorough review of the Firm Commitment (as 
amended) as well as conduct the PreConstruction Conference to ensure all items are appropriately covered.

Attendance required at the PreConstruction Conference are typically the following:

• Lender’s PreConstruction Conference Coordinator

• Owner / Borrower

• General Contractor

• Design Architect

• Supervisory Architect (if different than Design Architect)

• ORCF Construction Manager

• HUD Contract Inspector

• HUD Labor Compliance Specialist (if Davis-Bacon Wage Decision is applicable)

• ORCF Underwriter (optional attendee)

• ORCF Account Executive (optional attendee)

Lender’s PreConstruction Conference Cont’d
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Prior to the Start of Construction:

The final three sets of approved Plans and Specifications shall be prepared and distributed as described below:

“HUD As-Built Set” of Plans and Specifications

• Full-size set of Plans, and full-size Specifications manual, annotated, “HUD As-Built Set” on each

• Both shall be signed and dated on the front sheet of the plans and cover of the specifications by the Architect, General 

Contractor, General Contractor’s Surety (if applicable), and the Borrower

• Given to the General Contractor, for use at the jobsite

• This set is not to be used for construction purposes, but rather is red lined as any changes are made to the original 

documents

“HUD Inspection Set” of Plans and Specifications

• Legible, half-size set of Plans, and full-size Specifications manual, annotated, “HUD Inspection Set” on each

• Both shall be signed and dated on the front sheet of the plans and cover of the specifications by the Architect, General 

Contractor, General Contractor’s Surety (if applicable), and the Borrower

• Sent to the job site, where the HUD Contract Inspector will pick up at their first site visit

 “HUD Master Set” of Plans and Specifications

• “HUD Master Set – Plans and Specifications” cover sheet shall be executed, scanned, and uploaded with the PDF version 

of the Plans (Plans identical to those used for the Inspection and As-Built Sets above) 

• PDF’s of HUD Master Set shall be sent on a flash drive to the ORCF Construction Manager. 

Lender’s PreConstruction Conference Cont’d
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Roles & Responsibilities

It is both valuable and necessary to review the roles and responsibilities of all 

parties during construction based on the specific requirements by ORCF on 

HUD insured loans. 

Having a clear understanding of these contractual obligations and boundaries 

improves communication and performance – and reduces conflict and risk. 

Let’s review…
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Roles & Responsibilities Lender

  (Initial Endorsement Items)

❖ Below are the documents needed by the ORCF Construction Manager prior to commencement of construction:  

These documents are essential for inspections and protecting the Owner / Borrower and HUD’s interests during 

construction.

❖ Lender (with assistance from the Owner / Borrower's Attorney as necessary) shall provide an electronic copy (in 

pdf format) emailed to the ORCF Closer assigned to the project.  The ORCF Closer will ensure the HUD ORCF 

Construction Manager has access to these documents following Initial Endorsement.  

❑ Closing Documents for Construction Inspections

• Fully Firm Commitment 

• Latest Firm Commitment Amendment (with ALL accompanying documents)

• All AIA Document B108 Owner/Architect/Engineers Agreement(s)

• All HUD-92408-ORCF, HUD Amendment to AIA Document B108(s)

• HUD-91124-ORCF, Design Architect’s Certification 

• HUD-92442-ORCF, Construction Contract Section 232 - complete copy 

including, but not fully limited to: 

o HUD Special Conditions, 

o AIA-Document A201, General Conditions of the Contract for 

Construction

o HUD-92554-ORCF, Supplemental Conditions of the Contract for 

Construction,

o Amendment to the Construction Contract for Payment of Components 

Stored Offsite (if previously approved)

o HUD-5372, Construction Progress Schedule (final version)

o HUD-92328-ORCF, Contractor’s and /or Mortgagor’s Cost Breakdown 

(final version)

• HUD-91071-ORCF, Escrow Agreement Off-Site and/or Off-Site Construction 

Contract 

• Demolition Escrow Agreement and/or Demolition Construction Contract 

• HUD-92412-ORCF, Working Capital Escrow Agreement (if applicable to 

fund Change Orders)

• List of Major / Minor Movable Equipment with Cost

• HUD-9443_ORCF, Minor Movable Equipment Escrow Agreement

• HUD-9442-ORCF, Memo Requesting Post-Commitment Early Start of 

Construction

• HUD-92415-ORCF, Request for Permission to Commence Construction Prior 

to Initial Endorsement for Mortgage Insurance (Early Start of Construction)

• Early Start Approval Notice from Underwriting (241a Only)

• Early Commencement Approval Notice from Underwriting (241a Only)

• Ensure HUD As-Built Set, HUD Inspection Set and HUD Master Set of Plans 

and Specification discussed during Pre-Construction Conference are 

distributed per Lender’s Pre-Construction Duties.
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Roles & Responsibilities Lender

❑ Lender’s Construction Administrator controls the project funds during construction- their involvement and approvals are 

essential. Lender works closely with the Borrower and HUD staff. Lender disburses payments.   

❑ Lender’s Construction Administrator assists Borrower in completing all required HUD forms including payment requests. On 

Advance of Mortgage Proceeds HUD-92403-ORCF (“Draws”), Lender reviews and approves payments (except the first and last 

draws, done at initial and final endorsement – which are approved by HUD). 

❑ For all Escrowed Funds (costs not included in the Contractor’s Schedule of Values form HUD-92328-ORCF) the Lender’s 

Construction Administrator reviews form HUD-92464-ORCF PRIOR to sending to HUD staff for approval - which is typically 

used for payment of completed work on approved change orders, off-site work, demolition, minor movables, etc.

❑ Lender’s Construction Administrator reviews all Change Order requests (and CO payments on form HUD-92464-ORCF) and 

ensure funds are available and/or escrowed to cover cost of changes PRIOR to submission to HUD for approval. Lender’s 

signature on change order confirms funds are with Lender  OR WILL BE prior to approval of the next Draw).  Lender reviews 

Time Extension Change Orders for potential impact on loan and fees. Confirms that Consent of Surety is complete.

❑ Lender’s Construction Administrator ensures Borrower’s PTO is complete and all insurance requirements are in place 

(consistent with the Firm Commitment) PRIOR to executing and sending to HUD ORCF Construction Manager for approval.

❑ Lender’s Construction Administrator coordinates proper flow of documents and communication, distributes copies of approved 

documents once approved by HUD to Owner / Borrower and development team as appropriate. Assists Borrower and 

Contractor in completing their Cost Certification and other requirements for Final Endorsement.
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Roles & Responsibilities
The following contract documents form the foundation for defining the Borrower, 

Architect and Contractor’s roles and responsibilities during construction:

▪ Borrower- Architect Agreement - AIA Document B108 with HUD Amendment (HUD-92408-
ORCF)

▪ HUD form HUD-92442-ORCF, Construction Contract (Cost Plus or Lump Sum)

▪ General Conditions of the Contract for Construction, AIA Document A201 (unaltered, as edits are 
not allowed) 

Contractor

Architect

Administrator of the 

Construction Contract

Borrower

These above documents emphasize that, during construction:

❑ The Architect is solely responsible for the Administration of the Construction Contract.

❑ The Architect is the only member of the development team with the authority to instruct the 

Contractor.  Formal communications between Borrower and Contractor must be through the 

Architect.
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Roles & Responsibilities Architect

❑ The Architect is in a key leadership position. The Borrower and Contractor rely on the Architect for decisions, 

administration and documentation as the Administrator of the Construction Contract.  As such, the Architect is to 

provide the meeting agenda and run each draw and progress meetings as well as and provide the official meeting notes 

to the Development Team. 

❑ “The Architect shall interpret and decide matters concerning performance of the Owner and Contractor under 

requirements of the Contract Documents…”(Article 3.6, AIA Document B108)

❑ “The Architect will interpret and decide matters concerning performance under, and requirements of, the Contract 

Documents…” (Article 4.2, AIA Document A201)

❑ The Architect is a representative of the Owner and has authority to act on behalf of the Owner in their duties as Architect 

and Contract Administrator.  

❑  “The Architect shall have the authority to act on behalf of the Owner…”. (Article 3.6, AIA Document B108)

❑ “The Architect will provide administration of the Contract as described in the Contract Documents and will be an 

Owner’s Representative during construction, …. The Architect will have authority to act on behalf of the Owner 

…” (Article 4.2, AIA Document A201) 

❑ The Architect must instruct the Contractor in writing through the use of appropriate administrative tools. (ASI, Change 

Order, etc.).

❑ The Architect must review the Contractor’s monthly pay requisition for work in place – so as not to overpay at any time 

during construction.
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Roles & Responsibilities 

❑ The Architect (and their consultants) must guard against defects and deficiencies in the construction while 

performing their duties as the Administrator of the Construction Contract (Article 4.2, AIA Document A201). 

❑ The Architect (and its consultants) must clarify and interpret the contract documents for strict compliance – to 

ensure that construction is carried out in accordance with these documents.   Note: Architect’s services consist of 

usual and customary structural, mechanical, and electrical engineering (Article 3.1, AIA Document B108).

❑ The Architect must restrict materials, products and equipment to those specified.  Also, restrict all deviations to 

those consistent with the HUD approved Construction Documents, including form color and texture.  

Immediately inform the Borrower, Lender and HUD Inspector of any changes to plans and specifications. and 

substitutions (Handbook, Section II, Production, Chapter 10.5). 

❑ As the Administrator of the Construction Contract the Architect must visit the site as defined in the AIA B108 

contract at intervals appropriate to the progress of the work and as necessary to perform adequate services. This 

includes critical phases of the work.  If the Architect's services are inadequate, then HUD may enforce contract 

terms and withhold Architect’s fees and, if necessary, require the Owner terminate the Architect’s contract 

(Handbook, Section II, Production, Chapter 10.6). 

Architect
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Roles & Responsibilities 

❑ The Architect must maintain an up-to-date “Architect’s Log” that is readily available to 

the Borrower, Lender, GC and HUD Contract Inspector. This can be available in paper 

format, or electronically on-line if readily available to Borrower, Lender, GC and HUD 

on site. 

Architect

❑ Include the following in the Architect’s Log:

1) Architect’s Field Reports as well as its Consultants’ Field Reports.

2) Meeting Notes (if separate from the Field Report) – Note: Architect shall provide 
the meeting agenda, run all site meetings and provide meeting notes.                      
(Contractor may do their own meeting notes as well)   

3) Architect’s Logs - Proposal Requests (PR), Architect Supplemental Instructions 
(ASI) & Change Order (CO) logs. 
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Roles & Responsibilities 
❑ Architect is required to provide a Field Report (AIA Document G711 or equal) for each site visit 

(including consultants). Email to the development team, Lender, and HUD Contract Inspector.

❑ Architect’s Field Report/Meeting Notes must include the Architect’s assessment of the progress and a 

record of the actions taken to ensure that the work is accordance of the Contract Documents.  Architect to 

email a copy of each Architect's Field Report & Meeting Minutes to the HUD Contract Inspector after 

the site visit/meeting.

 The minimum information required in the Architect’s Field Reports (232 Handbook Section II, 

Production, Chapter 10.5) include:

1. Date of Inspection

2. HUD Project name, number and its location

3. Time, weather and temperature range

4. Estimated % of completion & conformance (or not) with contractor’s progress schedule 
(Ahead, Behind or On Schedule)?

5. Work in progress – including labeled photos.

6. Person’s present/trades working

7. Observations and items to verify.

8. Information or actions required – by Architect or others (often a chart or matrix for tracking)

9. Firm, Architect’s Name and their Signature with date

Architect
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Roles & Responsibilities General Contractor

❑ The General Contractor is responsible for building the project in strict accordance with the Contract 
Documents – Approved Construction Plans & Specifications, Construction Contract (HUD-92442-ORCF), 
General Conditions of the Contract for Construction (AIA Document A201), and in compliance with the 
Supplementary Conditions of the Construction Contract (HUD-92554-ORCF).

❑ The Contractor’s formal communications to Borrower must be through the Architect.

❑ Contractor is required to maintain a progress schedule on the job site in accordance with the specifications. 
Email copy of schedule and updates to the Borrower, Architect and HUD Contract Inspector. 

❑ Contractor to email Construction Start Letters to Lender, ORCF Construction Manager, HUD Contract 
Inspector and HUD LR staff. Note date of initial start date (when mobilized on site) and permanent start date 
(when something - pipe, footing, etc. are permanently placed in the ground). Note: The HUD Initial 
Endorsement is the Notice To Proceed.

❑ Contractor is required to maintain accurate records, including all changes in the work in As-Built Record 
Documents, including but not limited to the location of underground utility lines which are to be recorded on 
the ALTA Survey. 

❑ Provide a meeting space on site/in trailer large enough to facilitate productive progress and pay draw 
meetings.  Provide space within the job trailer/office for the HUD Contract Inspector to work while on site. 



NC Lender Roundtable, September 2022 – Revised April 2025

Rick Price, ORCF Construction Manager

1. The General Contractor and all subcontractors are required to comply with federal wage and reporting requirements, including the 

payment of Davis Bacon prevailing wages and the submission of weekly certified payroll reports.  Prompt and proper record keeping 

is required.

2. The General Contractor and all subcontractors shall submit Certified Payrolls electronically via web-based service (as determined by 

HUD Labor Relations Specialist – typically assigned to the project during Underwriting).  Coordination is typically discussed at the 

PreConstruction Conference.

3. The General Contractor and all subcontractors shall comply with all regulations issued by the Secretary of Labor pursuant to 29 CFR 

Part 1926, and failure to comply may result in imposition of sanctions pursuant to the Contract Work Hours and Safety Standards 

Act, 40 U.S.C 3701 et seq (Article 4 form HUD-92554-ORCF).

4. The Davis Bacon Wage Decision in effect at time of Initial Endorsement (or Early Start) AND HUD 92554-ORCF Supplementary 

Conditions of the Contract for Construction must be part of all subcontracts.

5. The wage determination (including any additional classification and wage rates conformed under 29 CFR 5.5(a)(1)(v)) and the 

Davis-Bacon poster (WH-1321) shall be posted at all times by the Contractor and its subcontractors at the site of the work in a 

prominent and accessible place where it can be easily seen by the workers (Article 1 form HUD-92554-ORCF). (One source of 

posters for the Davis-Bacon posters is at the following link: https://www.dol.gov/sites/dolgov/files/WHD/legacy/files/fedprojc.pdf)

6. The General Contractor and all subcontractors shall inform its employees of HUD Contract Inspector’s wage interviews – purpose, 

intent to facilitate timely cooperation.

General ContractorRoles and Responsibilities 
Davis Bacon Wage Requirements
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1. Borrower is required to follow Fair Housing requirements regarding marketing and 

outreach per their Affirmative Fair Housing Marketing Plan (AFHMP). (form HUD-

935.2D-ORCF)

2. Contractor is required to post the Equal Employment Opportunity Poster on site.  Posters 

can be found at the following link:  https://www.dol.gov/agencies/ofccp/posters

a. The Contractor and its subcontractors shall comply with all provisions of Executive 

Order 11246 of September 24, 1965, as amended, and of the rules, regulations, and 

relevant orders of the Secretary of Labor. (Article 2.f form HUD-92554-ORCF) 

For additional guidance, refer to the following link: 

https://www.dol.gov/agencies/ofccp/executive-order-11246/as-amended

b. Contractor is also required to post the Equal Housing Opportunity logo on its project 

sign.  See next slide for sign details.  Logos can be found at the following link: 

https://www.hud.gov/library/bookshelf11/hudgraphics

                                                          

(232 Handbook Section II, Production, Chapters 2.5 and 10.13)

General ContractorRoles and Responsibilities – EEO / FHEO Requirements
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General Contractor is required to install onsite.  If the Architect has not already included requirements for a project sign in the plans or 

specifications, then HUD encourages the use of following, in a visible location, containing the following information:

Names (and logos if desired) of: 

• The Project Name

• Owner / Borrower 

• Architect

• Contractor 

• Lender 

Please also include:

• U.S. Department of Housing and Urban Development 

• Office of Residential Care Facilities

• FHA Project #

• Program

• HUD’s and Fair Housing Equal Opportunity Logos

Note: The Fair Housing Equal Opportunity Logo is also required for all permanent project signs.

 

Providing a background of red, white, and blue in three (3) horizontal bands (as shown above) may help improve visibility.

Roles and Responsibilities - Project Construction Sign General Contractor
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General Contractor

1. An updated Construction Progress Schedule (form HUD-5372) is required to submitted to Lender 

and HUD at least 10 calendar days prior to Initial Endorsement. The Schedule must also be dated 

within 30 days of Initial Endorsement per Email Blast on 2/24/2021.

2. The Lender’s analyst must review the Construction Progress Schedule to assure it relates to the 

entire project to the extent required by the contract documents. The final version of the Schedule 

shall be executed by the Architect’s and General Contractor and attached to the Construction 

Contract. 

3. Architect must review the GC’s Construction Progress Schedule with actual progress and report 

any non-compliance at the Draw Meeting as well as document findings in the Architect’s Field 

Report.

4. General Contractor to revise and include a Construction Progress Schedule for each Requisition 

(Draw Meeting) to show actual completion percentage  vs planned completion percentage.

5. An updated Construction Progress Schedule must be submitted to Lender and HUD when 

construction falls more than 10% behind schedule (a revised schedule is not usually submitted 

when the project is ahead of schedule).

6. An updated Schedule is also required back-up for Time Extension Change Order Requests. 

Roles and Responsibilities – Construction Progress Schedule
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Roles & Responsibilities 

❑ During construction the Owner / Borrower must be able to make timely decisions regarding 

construction issues (payment of approved requests, proposal requests, change order proposals, 

construction delays, etc.) to their Architect, who instructs the Contractor as appropriate.  

❑ The contract documents require the Owner / Borrower to designate in writing an Owner’s 

Representative for construction. This individual must have the authority to make decisions and bind 

the Owner / Borrower contractually and fiscally as well as sign all documents (draws, change 

orders,) at the site, must attend the on-site Draw Meetings / Progress meetings.  

Owner / Borrower

▪  “The Owner shall designate a representative authorized to act on the Owner’s behalf with respect 

to the Project. …shall render decisions…in a timely manner…” (Article 5.3, AIA Document B108)

▪   “… The Owner shall designate in writing a representative who shall have express authority to 

bind the Owner with respect to all matters requiring the Owner’s approval or authorization.” 

(Article 2.1, AIA Document A201).

❑ Owner / Borrower and/or Owner Rep.’s formal communications to Contractor must be through the 

Architect (Article 4.2, AIA Document A201 GC).

19
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Roles & Responsibilities Owner / Borrower

❑ Owner / Borrower is required pay for changes to the Contract work.  Once the approved change work is 
completed by Contractor, inspected by the Architect and HUD Contract Inspector, Contractor may request 
payment. 

❑ When project contingency (working capital) is exhausted for change orders, the Owner / Borrower must 
provide Lender with additional funds to cover the cost.

❑ The Owner / Borrower shall prepare for occupancy, and a smooth transition from construction to 
operation.  Lender and HUD Asset Management will provide assistance if desired.

❑ The Owner / Borrower must complete their Cost Certification and other closing requirements in a timely 
manner – so as not to delay the Final Endorsement.

❑ Owner / Borrower Consultants:

1. Owner / Borrower shall coordinate the services of its own consultants with those services provided by the 

Architect.  Consultants are allowed only for Owner / Borrower’s contractually defined responsibilities 

(geotechnical, environmental, seismic evaluation, radon testing, and other specialized consultants for 

special inspections or testing) (AIA Document B108 w/ HUD Amendment and AIA Document A201)

2. If Owner / Borrower desires more onsite oversight of the Contractor, then it is recommended to increase 

the Architect’s role through the AIA Document B108 (prior to initial endorsement)
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HUD Contract Inspector
232 Handbook, Section II, Production, Chapter 10.4

❑ HUD Contract Inspector is HUD’s Representative and is required to visit the site monthly. Each visit will 

coincide with the Draw Meeting. HUD Contract Inspector has the authority to adjust Pay Requests based on 

actual progress.  

❑ HUD Contract Inspector will walk the site with the Supervisory Architect and document its observations, 

quality of construction, non-compliances in the work, as well as performance of both the Supervisory 

Architect and Contractor, in writing on the HUD Representatives Trip Report (form HUD-95379-ORCF) to 

the HUD ORCF Construction Manager. 

❑ HUD Contract Inspector will verify materials acceptably stored on site (materials stored offsite are not 

allowed).

❑ HUD Contract Inspector will confirm delivery and installation (or acceptably stored on site) of Major 

Movable Equipment and the invoice amounts.  The Inspector will initial the major movable summary sheet as 

well as document its observations and conclusions in the HUD Representative’s Trip Report.

❑ HUD Contract Inspector will review Change Orders, Contractor’s Requisitions, Requests for Escrow 

Advance as well as execute HUD Permission to Occupy (PTO). 

❑  HUD Contract Inspector will perform a minimum of two warranty inspections (follow-ups may be needed 

to confirm any latent defects are acceptably completed).

Roles & Responsibilities 
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Roles & Responsibilities HUD Contract Inspector
Wage Interviews - Labor Requirements
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Information to be kept Confidential

1. HUD Contract Inspector verifies that Wage Decision, Notice to Employees (WH-1321), EEO Posters and Logos are conspicuously posted 

on job site – outside of trailer. Takes photos of these required postings and includes them in an early HUD Trip Report.

2. HUD Contract Inspector conducts Wage Interviews with labor from each trade, completes HUD-11 Form and emails, along with the 

corresponding HUD Trip Report from that visit, to the ORCF Construction Manager.

3. ORCF Construction Manager reviews each HUD-11 for completeness and forwards to Department of Labor (DOL) for their compliance 

review.  DOL will communicate directly with the Contractor for any non-compliance.
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Administration and Documentation

& Changes to the Work
(232 Handbook, Section II, Production, Chapter 10)
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Request For 

Information (RFI)

• NOT a change to the 

Contract Documents

RFI, ASI &

Change Orders

Architect’s Supplemental 

Instruction (ASI) AIA G710

•  Minor changes
(all structural changes are not minor)

•  No Cost

•  No Time

Change Order

HUD-92437-ORCF

• Not Minor

• Cost Change

• Time Change

Timely documentation of clarifications, interpretations, decisions & changes is key to a successful project.

Contractor’s RFI

Architect’s Response

Change Order Request (COR) may 

lead to ASI or a CO ( a Change to 

CD’s) as determined by Architect

NOT a Change to CDs

or

Note:  If contractor 

proceeds with change 

work per ASI, then there 

is no cost, no time & no 

change order! 
Architect to provide  

timely responses to 

RFIs!

ASI voided if Contractor 

responds with legitimate cost 

or time impact to ASI and a 

Change Order results.

Changes to the Plans 

and Specifications 

can ONLY be made 

with documented 

ASI’s or approved 

Change Orders.
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Submittals Log

Architect’s RFI Log

1. Request for Information (RFI) - 
if not relying on contractor’s log.

2. Submittals log

3. Proposal Requests (PR) log

4. Architect Supplemental  

Instructions (ASI) log

5. Change Orders log

Architect’s Logs Contractor’s Logs

1. Request for Information (RFI) log

2. Submittals log

3. Change Order Requests (COR) log

Submittals Log

Contractor’s RFI Log

Architect’s PR Log 

(proposed changes)

Contractor’s COR Log

(proposed changes)   

Review at meetings, prioritize 

items, Architect addresses 

response times by architect 

(including their consultants) 

and by contractor.  

(No copies needed by HUD).

(Architect to provide to HUD Contract 

Inspector each  month – at pay draw 

meeting & via email). 

Review at meetings, Architect 

provides administration and 

documentation for all changes - 

written instructions for all 

changes, submission of complete 

change orders and payment 

approvals once work is complete 

(form HUD-92464-ORCF).

ASI Log

Change Order Log     
(include costs in log)

Architect’s and 
Contractor’s Logs

Note: Owner / Borrower does not sign the 

Contractor’s COR or any form approving 

changes to the work, other than the HUD 

CO Form. For offsite changes only an 

AIA CO formatted form is allowed.

Administration & Documentation Cont’d
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HUD Change Orders
(232 Handbook Section II, Production, Chapter 10)
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❑ Architect’s Change Order Log – are to be shared 

with the Owner / Borrower, Contractor and HUD Contract 

Inspector at site meetings, and emailed with each change 

order submittal. 

The Architect, Lender and HUD ORCF Construction Manager maintain change order logs.  Change order logs are 

important tools for tracking the change orders submittals, cost/time amounts, type/classification, and review and 

approval status.

Tracking Change OrdersChange Order Logs

❑ Lender’s Change Order Log – are to be emailed  

to the ORCF Construction Manager with each Change 

Order Request and each Change Order Release for the 

duration of construction.

❑ HUD’s Change Order Log – the HUD ORCF 

Construction Manager maintains a Change Order Log for 

all HUD approved Change Order Request and Change 

Order Release during construction.

Change 

Order No.

Date Change 

Order 

submitted to 

HUD

Date Change 

Order 

Approved by 

HUD
Form 92464 

Disb. No.

Date  Form 

92464 

submitted to 

HUD 

Date HUD 

approved 

Disbursement

Date  Funds 

Disbursed

Date  

Funds 

Rec'd

Change Order Description
Change 

Order Class

Working Capital 

Contingency

Working Capital 

Escrow 

Working Capital 

Escrow-LoC  

Operating Deficit 

Escrow   LoC  
Offsite Escrow Working Capital HCD Escrow LoC 

Change Order 

Amount

Change Order 

Escrow Requirement

 $            1,026,500.00  $              285,833.00  $              740,667.00  $              2,907,696.00  $                921,983.00  $               285,833.00  $                2,185,555.00 

1 06/15/15 06/16/15
 Remove Fabric under BART parking lot 

pavement 
N 36,826.00$              

2 06/15/15 06/16/15 7 day time ext associated w CO1 N -$                        

3 06/15/15 06/16/15
General Conditions associated with removal 

of fabric in CO1
N 10,684.00$              

4 06/15/15 06/16/15 Lime treament of soils N 29,041.00$              

5 06/15/15 06/16/15 9 day time ext. associate with CO4 N -$                        

6 06/15/15 06/16/15
General Conditions associated with removal 

of fabric in CO4
N 13,736.00$              

7 06/15/15 06/16/15 Change ductile iron piping to C900 PVC N (5,520.00)$               

8 06/29/16 06/30/15 Remove concrete footings N 5,249.00$                

1 07/07/15 07/10/15 07/16/15 CO#1, 4,#7 N 53,760.00$                  

9 07/20/15 07/21/15
Change unground plumbing from cast iron 

to PVC
B (18,492.00)$             (18,492.00)$              

2 08/15/15 08/20/15 08/27/15 #1,3,4,7,8 N 4,724.00$                    

10 10/22/15 10/22/15 Change unit plumbing from copper to PEX B (64,215.00)$             (64,215.00)$              

11 09/11/15 09/22/15 Joint Trench Revisions N 6,384.00$                

12 09/11/15 09/22/15 2nd lift of asphalt on cadence way road B 16,018.00$              16,018.00$                

13 11/24/15 12/01/15 Add Tremco Foundation Drain N 8,642.00$                

13 11/24/15 12/01/15 Relocate Stair #1 Wall N 1,035.00$                

14 11/24/15 12/01/15
Plumbing & electrical cost for Dog Wash 

Room
B 18,969.00$              18,969.00$                

14 11/24/15 12/01/15 Extend Gas Line into Public Right of Way N 18,073.00$              

14 11/24/15 12/01/15 Car Charging Stations B 19,722.00$              19,722.00$                

14 11/24/15 12/01/15 Courtyard Lighting Revisions N (1,446.00)$               

15 12/02/15 12/03/15 Conduits for Security System B 21,467.00$              21,467.00$                

15 12/02/15 12/03/15
Closure Metal at vertical faces at Eden 

Bldg
N 1,090.00$                

15 12/02/15 12/03/15 Topographic Survey at north property line N 839.00$                   

3 01/20/16 01/21/16 01/27/16 #1,3,4,7,8,13 N 8,708.00$                    

16 01/28/16 01/28/16 Dixon Street Windows -STC Rating N 9,493.00$                

17 01/28/16 01/28/16
Perimeter drainage connection to storm 

lines
N 13,330.00$              

17 01/28/16 01/28/16 Elevator lobby lighting N 5,374.00$                

17 01/28/16 01/28/16 Podium Curb & Slab depressions N 8,474.00$                

18 01/28/16 01/28/16 Podium Drain Substitutions E -$                        

18 01/28/16 01/28/16 Fan Coil Unit/Heat Pump Substitutions E -$                        

18 01/28/16 01/28/16 Exhaust Fan Substitution E -$                        

18 01/28/16 01/28/16 Air Conditioner Substituion E -$                        

18 01/28/16 01/28/16 Rough Carpentry Nails Substitution E -$                        

4 02/03/16 02/18/16 02/29/16 #1,3,4,7,8,13,15 N 755.00$                       

19 02/23/16 02/29/16 Door Closer Substitution E (10,100.00)$             

20 02/23/16 02/29/16 Added Exhaust Fans N 2,637.00$                

20 02/23/16 02/29/16 BBQ and Fire Pit Power N 2,991.00$                

20 02/23/16 02/29/16 03/03/16 Bike and Dog Wash Room Equip B 4,839.00$                4,839.00$                  

20 02/23/16 02/29/16 Dixon Street Patio Doors N 15,037.00$              

20 02/23/16 02/29/16 03/03/16 CMU Color Change B 14,982.00$              14,982.00$                

21 02/23/16 02/29/16 Washing Machine Box Substitution B -$                        

21 02/23/16 02/29/16 Wood Doors Substitution B -$                        

22 02/23/16 02/29/16 Delete Cadence Road Retaining Wall N (60,301.00)$             

22 02/23/16 02/29/16 03/03/16 Elevator CCTV Prewire B 6,753.00$                6,753.00$                  

22 02/23/16 02/29/16 Drywall Trash Lids and Joist Bays N 31,801.00$              

22 02/23/16 02/29/16 03/03/16 Restroom Hardware/Fixture Upgrades B 22,894.00$              22,894.00$                

22 02/23/16 02/29/16 03/03/16 CCTV, Security & Access Added B 101,226.00$            101,226.00$              

22 02/23/16 02/29/16 Lower Installed Boxes per PG&E N 6,436.00$                

23 02/23/16
02/29/16

03/03/16
Add Fan Coil & Heat Pump at Bike and 

Dog Wash Rooms
B 12,924.00$              12,924.00$                

23 02/23/16 02/29/16 Door Hardware Revisions N 3,515.00$                

23 02/23/16 02/29/16 03/03/16 Unit Lighting Changes B 69,053.00$              69,053.00$                

23 02/23/16 02/29/16 03/03/16 Telco and CASTV Unit Revisions B (26,467.00)$             (26,467.00)$              

24
02/23/16

02/29/16

Wood Deck Waterproofing Product 

Change N 68,326.00$              

02/29/16 03/07/16 HUD approved HCD LoC Reduction 1,304,863.03$                 

25 03/15/16 03/24/16 03/21/16
Countertop Revision / Floor Covering 

Revisions
B 53,799.00$              53,799.00$                

Project  FHA #XXX-XXXXX  Change Orders & Escrow Disbursement Log

Change 

Order No.

Date Change 

Order 

submitted to 

HUD

Date Change 

Order 

Approved by 

HUD
Form 92464 

Disb. No.

Date  Form 

92464 

submitted to 

HUD 

Date HUD 

approved 

Disbursement

Date  Funds 

Disbursed

Date  

Funds 

Rec'd

Change Order Description
Change 

Order Class

Working Capital 

Contingency

Working Capital 

Escrow 

Working Capital 

Escrow-LoC  

Operating Deficit 

Escrow   LoC  
Offsite Escrow Working Capital HCD Escrow LoC 

Change Order 

Amount

Change Order 

Escrow Requirement

 $            1,026,500.00  $              285,833.00  $              740,667.00  $              2,907,696.00  $                921,983.00  $               285,833.00  $                2,185,555.00 

1 06/15/15 06/16/15
 Remove Fabric under BART parking lot 

pavement 
N 36,826.00$              

2 06/15/15 06/16/15 7 day time ext associated w CO1 N -$                        

3 06/15/15 06/16/15
General Conditions associated with removal 

of fabric in CO1
N 10,684.00$              

4 06/15/15 06/16/15 Lime treament of soils N 29,041.00$              

5 06/15/15 06/16/15 9 day time ext. associate with CO4 N -$                        

6 06/15/15 06/16/15
General Conditions associated with removal 

of fabric in CO4
N 13,736.00$              

7 06/15/15 06/16/15 Change ductile iron piping to C900 PVC N (5,520.00)$               

8 06/29/16 06/30/15 Remove concrete footings N 5,249.00$                

1 07/07/15 07/10/15 07/16/15 CO#1, 4,#7 N 53,760.00$                  

9 07/20/15 07/21/15
Change unground plumbing from cast iron 

to PVC
B (18,492.00)$             (18,492.00)$              

2 08/15/15 08/20/15 08/27/15 #1,3,4,7,8 N 4,724.00$                    

10 10/22/15 10/22/15 Change unit plumbing from copper to PEX B (64,215.00)$             (64,215.00)$              

11 09/11/15 09/22/15 Joint Trench Revisions N 6,384.00$                

12 09/11/15 09/22/15 2nd lift of asphalt on cadence way road B 16,018.00$              16,018.00$                

13 11/24/15 12/01/15 Add Tremco Foundation Drain N 8,642.00$                

13 11/24/15 12/01/15 Relocate Stair #1 Wall N 1,035.00$                

14 11/24/15 12/01/15
Plumbing & electrical cost for Dog Wash 

Room
B 18,969.00$              18,969.00$                

14 11/24/15 12/01/15 Extend Gas Line into Public Right of Way N 18,073.00$              

14 11/24/15 12/01/15 Car Charging Stations B 19,722.00$              19,722.00$                

14 11/24/15 12/01/15 Courtyard Lighting Revisions N (1,446.00)$               

15 12/02/15 12/03/15 Conduits for Security System B 21,467.00$              21,467.00$                

15 12/02/15 12/03/15
Closure Metal at vertical faces at Eden 

Bldg
N 1,090.00$                

15 12/02/15 12/03/15 Topographic Survey at north property line N 839.00$                   

3 01/20/16 01/21/16 01/27/16 #1,3,4,7,8,13 N 8,708.00$                    

16 01/28/16 01/28/16 Dixon Street Windows -STC Rating N 9,493.00$                

17 01/28/16 01/28/16
Perimeter drainage connection to storm 

lines
N 13,330.00$              

17 01/28/16 01/28/16 Elevator lobby lighting N 5,374.00$                

17 01/28/16 01/28/16 Podium Curb & Slab depressions N 8,474.00$                

18 01/28/16 01/28/16 Podium Drain Substitutions E -$                        

18 01/28/16 01/28/16 Fan Coil Unit/Heat Pump Substitutions E -$                        

18 01/28/16 01/28/16 Exhaust Fan Substitution E -$                        

18 01/28/16 01/28/16 Air Conditioner Substituion E -$                        

18 01/28/16 01/28/16 Rough Carpentry Nails Substitution E -$                        

4 02/03/16 02/18/16 02/29/16 #1,3,4,7,8,13,15 N 755.00$                       

19 02/23/16 02/29/16 Door Closer Substitution E (10,100.00)$             

20 02/23/16 02/29/16 Added Exhaust Fans N 2,637.00$                

20 02/23/16 02/29/16 BBQ and Fire Pit Power N 2,991.00$                

20 02/23/16 02/29/16 03/03/16 Bike and Dog Wash Room Equip B 4,839.00$                4,839.00$                  

20 02/23/16 02/29/16 Dixon Street Patio Doors N 15,037.00$              

20 02/23/16 02/29/16 03/03/16 CMU Color Change B 14,982.00$              14,982.00$                

21 02/23/16 02/29/16 Washing Machine Box Substitution B -$                        

21 02/23/16 02/29/16 Wood Doors Substitution B -$                        

22 02/23/16 02/29/16 Delete Cadence Road Retaining Wall N (60,301.00)$             

22 02/23/16 02/29/16 03/03/16 Elevator CCTV Prewire B 6,753.00$                6,753.00$                  

22 02/23/16 02/29/16 Drywall Trash Lids and Joist Bays N 31,801.00$              

22 02/23/16 02/29/16 03/03/16 Restroom Hardware/Fixture Upgrades B 22,894.00$              22,894.00$                

22 02/23/16 02/29/16 03/03/16 CCTV, Security & Access Added B 101,226.00$            101,226.00$              

22 02/23/16 02/29/16 Lower Installed Boxes per PG&E N 6,436.00$                

Change 

Order No.

Date Change 

Order 

submitted to 

HUD

Date Change 

Order 

Approved by 

HUD
Form 92464 

Disb. No.

Date  Form 

92464 

submitted to 

HUD 

Date HUD 

approved 

Disbursement

Date  Funds 

Disbursed

Date  

Funds 

Rec'd

Change Order Description
Change 

Order Class

Working Capital 

Contingency

Working Capital 

Escrow 

Working Capital 

Escrow-LoC  

Operating Deficit 

Escrow   LoC  
Offsite Escrow Working Capital HCD Escrow LoC 

Change Order 

Amount

Change Order 

Escrow Requirement

 $            1,026,500.00  $              285,833.00  $              740,667.00  $              2,907,696.00  $                921,983.00  $               285,833.00  $                2,185,555.00 

1 06/15/15 06/16/15
 Remove Fabric under BART parking lot 

pavement 
N 36,826.00$              

2 06/15/15 06/16/15 7 day time ext associated w CO1 N -$                        

3 06/15/15 06/16/15
General Conditions associated with removal 

of fabric in CO1
N 10,684.00$              

4 06/15/15 06/16/15 Lime treament of soils N 29,041.00$              

5 06/15/15 06/16/15 9 day time ext. associate with CO4 N -$                        

6 06/15/15 06/16/15
General Conditions associated with removal 

of fabric in CO4
N 13,736.00$              

7 06/15/15 06/16/15 Change ductile iron piping to C900 PVC N (5,520.00)$               

8 06/29/16 06/30/15 Remove concrete footings N 5,249.00$                

1 07/07/15 07/10/15 07/16/15 CO#1, 4,#7 N 53,760.00$                  

9 07/20/15 07/21/15
Change unground plumbing from cast iron 

to PVC
B (18,492.00)$             (18,492.00)$              

2 08/15/15 08/20/15 08/27/15 #1,3,4,7,8 N 4,724.00$                    

10 10/22/15 10/22/15 Change unit plumbing from copper to PEX B (64,215.00)$             (64,215.00)$              

11 09/11/15 09/22/15 Joint Trench Revisions N 6,384.00$                

12 09/11/15 09/22/15 2nd lift of asphalt on cadence way road B 16,018.00$              16,018.00$                

13 11/24/15 12/01/15 Add Tremco Foundation Drain N 8,642.00$                

13 11/24/15 12/01/15 Relocate Stair #1 Wall N 1,035.00$                

14 11/24/15 12/01/15
Plumbing & electrical cost for Dog Wash 

Room
B 18,969.00$              18,969.00$                

14 11/24/15 12/01/15 Extend Gas Line into Public Right of Way N 18,073.00$              

14 11/24/15 12/01/15 Car Charging Stations B 19,722.00$              19,722.00$                

14 11/24/15 12/01/15 Courtyard Lighting Revisions N (1,446.00)$               

15 12/02/15 12/03/15 Conduits for Security System B 21,467.00$              21,467.00$                

15 12/02/15 12/03/15
Closure Metal at vertical faces at Eden 

Bldg
N 1,090.00$                

15 12/02/15 12/03/15 Topographic Survey at north property line N 839.00$                   

3 01/20/16 01/21/16 01/27/16 #1,3,4,7,8,13 N 8,708.00$                    

16 01/28/16 01/28/16 Dixon Street Windows -STC Rating N 9,493.00$                

17 01/28/16 01/28/16
Perimeter drainage connection to storm 

lines
N 13,330.00$              

17 01/28/16 01/28/16 Elevator lobby lighting N 5,374.00$                

17 01/28/16 01/28/16 Podium Curb & Slab depressions N 8,474.00$                

18 01/28/16 01/28/16 Podium Drain Substitutions E -$                        

18 01/28/16 01/28/16 Fan Coil Unit/Heat Pump Substitutions E -$                        

18 01/28/16 01/28/16 Exhaust Fan Substitution E -$                        

18 01/28/16 01/28/16 Air Conditioner Substituion E -$                        

18 01/28/16 01/28/16 Rough Carpentry Nails Substitution E -$                        

4 02/03/16 02/18/16 02/29/16 #1,3,4,7,8,13,15 N 755.00$                       

19 02/23/16 02/29/16 Door Closer Substitution E (10,100.00)$             

20 02/23/16 02/29/16 Added Exhaust Fans N 2,637.00$                

20 02/23/16 02/29/16 BBQ and Fire Pit Power N 2,991.00$                

20 02/23/16 02/29/16 03/03/16 Bike and Dog Wash Room Equip B 4,839.00$                4,839.00$                  

Project  FHA #XXX-XXXXX  Change Orders & Escrow Disbursement Log

Architect’s CO Log 

Lender’s CO Log 

HUD’s CO Log 
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Change Orders:    

4 Types
Change Order Types

AIA    

Format  

Change 

Order

Added 

Cost

Time 

Extension

Offsite 

Change
Credit / 

Deduct

Change Request to ONSITE Plans / Specs

❑ For construction change work within the mortgaged 

premises and related to the HUD Construction 

Contract, use Request for Construction Changes on 

Project Mortgages, form HUD-92442-ORCF

Change Request to OFFSITE Plans and Specs

❑ For construction change work outside the 

mortgaged premises, use AIA Document 

G701, Change Order (or equal) 

28

HUD  

Change 

Order

HUD  

Change 

Order

HUD  

Change 

Order
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Offsite Change Orders Change Orders
AIA Document G701

HUD Contract Inspector    

Date      

Offsite Change Orders may not be submitted on the HUD Change Order Form 92437-ORCF 

(232 Handbook Section II, Production, Chapter 10.9), however the CO is processed the same 

as onsite change orders, including back-up documents & HUD review and approval required.

The American Institute of Architects (AIA) Change Order G701 format has been established 

as an acceptable alternative form for offsite change orders. This form must be signed and 

dated as follows for HUD change order processing, review and approval: 

NOTE: Add these signature blocks below, or on an additional page, for Lender and HUD review and approval:

Lender           HUD ORCF Construction Manager 

Date       Date 

Architect                    Contractor                            Owner / Borrower

Date                             Date                                        Date 

Signatures required for AIA Formatted Change Order
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▪ May not use Change Order to alter the intent of Contract 

Documents, lower quality or reduce value of the project. May 

not adversely impact the project income.  Downgrades or 

value engineering during construction are not allowed. 

▪ All changes must be accurately reported and accounted for 

(pursuant to US Criminal Code, Section 1010, Title 18, USC). 

232 Handbook Section II, Production, Chapter 10.9 

▪ All changes must be approved in writing by Lender and HUD 

before they are made per 232 Handbook Section II, 

Production, Chapter 10.9 

▪ Any change made without written formal approval, must be 

recorded as noncompliance by the HUD Contract Inspector 

until noncompliance is resolved or Change Order is approved  

by Lender and HUD. 232 Handbook Section II, Production, 

Chapter 10.9 

▪ Regarding additive change orders, the Lender must not give 

any explicit or implied assurance to the mortgagor or the 

contractor that an increase in the insured mortgage amount 

will be granted when construction changes are approved. (232 

Handbook Section II, Production, Chapter 10.9).

Architect writes Change 

Order & 

Completes this

Portion of Form H
U

D
 O

R
C

F
 

C
M

 

C
o
m

p
le

te
s 

th
is

 P
o
rt

io
n
s

Coop/Non-Profit Owner/Borrower             

Completes This Portion

HUD ORCF Construction Manager Completes 

This Portion

Instructions:

Change Orders 
HUD-92437-ORCF
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Change Order Form Instructions Change Orders 
HUD-92437-ORCF

HUD ORCF Construction 

Manager completes this 

portion

A
rc

h
it

ec
t 

li
st

 d
o
ll

ar
 

am
o
u
n
ts

 p
er

 i
te

m

Architect Signs 

Owner / Borrower

CO #

Lender
Contractor

Total Cost – incl. Overhead & 

Profit filled in by ArchitectTo be filled in by Lender 

Blank

Contractor Signs Lender Signs Borrower Signs 

Change Order must be signed by Architect, Contractor and Borrower before submitting to Lender – then Lender to HUD
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Change Orders 
HUD-92437-ORCF

+ Cost      2

No cost      1  

Credit      3

No Cost Change Order:  Non-Profit Organization/Owner can check Box 1 to 
accept a zero cost change order.

Added (+) Cost Change Order: Once the contingency is spent, the Non-Profit 
Organization/Owner / Borrower must get Board approval to take on increased 
financial responsibility before checking Box 2 and accepting an increased cost 
change order.

Credit (-) Change Order: Non-Profit Organization/Owner / Borrower can check 
Box 3 to accept a credit.

For Non-Profits and Cooperatives

Change Order Form Instructions
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1.a. Effect on cost of previously accepted changes 

should equal the total change order prior to the 

one being reviewed.

1.b. Effect on cost to date should equal the total 

aggregate amount including the change order 

under review.

1.c. The percentage increase between 1.a and 1.b.

2.a. The amount of the change order under review.

2.b. The total of the changes previously approved. 

2.c. The total change orders approved, including the one under 

review.

2.d. The % of increase in the original construction Contract 

amount.  Once the amount is 10% or more, Surety approval is 

required and for each thereafter.

Owner / Borrower’s Construction Costs HUD Recognized Change in Construction Costs

HUD Recognized Change in Construction Costs

1.a 1.b
2.a 2.b

2.c
1.c 2.d

Owner / Borrower’s Construction Costs

1.b

The HUD ORCF CM shall review all Change Orders and render a decision – approval or rejection

Required if  > 10% of 

construction or time 

extension

Note: The HUD Contract Inspector 

reviews, but does not approve 

Change Orders

Please note, pursuant to 3.a of 

the approved change order, no 

further advances of the mortgage 

proceeds under the Building 

Loan Agreement are approved 

unless the total sum shown in 

Box 1b is on deposit with the 

Lender.

Change Orders 
HUD-92437-ORCF

Change Order Form Instructions
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Consent of Surety If 

appropriate for Time 

(always) or dollars if 

changes >10% of 

construction cost.

Contractor’s Cost 

Breakdown (labor & 

materials breakdown)

Architect’s 

description

Architect’s Letter 

of Justification 
(with Checklist)

Change Order: 

HUD-92437-ORCF

or 

Offsite CO
(AIA Format)     

                                      

                      Not both

Assembling Change Order Submittals Change Orders
HUD-92437-ORCF

1. Signed and properly completed Change Order form               

HUD-92437-ORCF (Note: if an off-site change or not 

included in mortgage, then use AIA format, not HUD form).

2. Architect’s Letter of Justification on their letterhead               

(with checklist for electronic submittal).

3. Architect’s description of revised CDs to define scope of 

proposed change (Proposal Request, sketch, spec, detail, 

plan, etc.) is required.

4. General Contractor’s Cost Breakdown – a summary of labor 

and materials on their letterhead.  (Additional back up from 

subcontractors, suppliers, etc. is not necessary to be attached. 

Architect’s copy must have this back-up as they must explain and 

justify the cost of the proposed change to the Owner / Borrower, 

Lender and HUD.)

5. Consent of Surety - for Time Extension Requests or if CO 

costs are >10% of construction $$ (232 Handbook Section II, 

Production, Chapter 10.9).

Please assemble the electronic versions of these documents (.pdf format) in this order. 

A complete Change Order includes:

1

2

3

4

5

*
The Supervisory Architect  

of Record must define the 

scope of the change and 

provide written 

instructions – plan, spec, 

detail, section, sketch, etc.

*
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The Supervisory Architect must write a Letter of Justification for each change order.  This 

Letter of Justification on Architect’s letterhead must include the following five items:

Assembling Change Order Submittals Cont’d Architect’s Justification

1. The Project Name, HUD Project Number and 

Architect’s project Change Order Number.

2. Reason/justification for each proposed change item 

described in detail. One letter per entire CO is okay.

3. Classification of each proposed change item - by 

Necessity, Betterment or Equivalent and sub-

classification. (See 232 Handbook Section II, 

Production, Chapter 10.9 for definitions)

4. Supervisory Architect must state they have reviewed 

and accepted Contractor’s proposed costs and/or time 

requested. 

5. Architect’s Checklist must also be included with 

justification letter for each change order.

Architect’s 

Checklist
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Change Order Back-UpAssembling Change Order Submittals Cont’d

LABOR Hours TotalRate/HourClassification (ex. Carpenter, Electrician)

MATERIALS Quantity TotalUnit CostItem(s)

Forman

Apprentice

Laborer

Other

Total

Material Total

General Contractor to provide on their letterhead, a summary of their labor and 

material breakdown for each Change Order item:

Tax

Labor Total

L&M subtotal

Overhead & Profit

Grand TotalContractor’s Total Cost for Change Order

General Requirements, Overhead, Profit, and Bond) are limited to the percentages 

on form HUD-92328-ORCF, Contractor's and or Mortgagor's Cost Breakdown 

Schedule of Values.  Architect, as the Contract Administrator, shall verify prior to 

approving the Change Order

Laborer

Note: Only the GC’s 

Labor and Material 

Summary need be 

submitted with the CO 

as contractor back-up 

when emailing the CO 

to the Lender and HUD 

(unless requested 

otherwise). 
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1. Delay must be beyond Contractor’s control.

2. Record with Architect for analysis & approval within 21 days of delay. 

3. Time extension requests are to be submitted separate from construction changes.

4. Record in full calendar days (not working days).  If weather delay, provide data that actual weather was beyond normal 

(was unusual). Website resources include: www.noaa.gov, www.accuweather.com, www.weather.com, 

www.wunderground.com  

5. General Requirements (GR) for associated delay may be claimed, if desired.  If not requested at this time, then General 

Contractor misses their opportunity to do so.  Allowable GR is calculated as follows:

• Divide the cost of General Requirements from the contractor’s approved Form HUD-92328-ORCF by the number 

of months estimated for construction period on Firm Commitment form HUD-92264a-ORCF (as may be amended).  

Sixty-five percent (65%) of this amount is the estimate per month of additional general requirements.

• Use one quarter of the monthly estimate per week

• Use 7 calendar days of the weekly estimate to derive at a daily amount.

• There is no cost effect for extensions of time for less than 7 days.

6. Compute soft cost pro-rata daily rate of interest (based on interest rate), taxes and insurance using estimates shown Firm 

Commitment form HUD-92264a-ORCF (as may be amended). For time extension change orders extending the duration 

of construction beyond what is shown in the Firm Commitment, an additional year of MIP will be required as well.

7. Attach revised Construction Progress Schedule clearly showing revised completion date.

8. Attach Consent of Surety

Time Extension Change Order Requirements:

Time Extension CO’sAssembling Change Order Submittals Cont’d
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Consent of Surety

1. A separate Consent of Surety is required for each time extension request - no blanket consents for 
multiple time extension requests. 

2. Consent of Surety must be addressed to the Lender (for insured projects).

3. Consent of Surety must acknowledge and approve the extension of the contract time by both:

a) the number of whole calendar days, and

b) the date to which the contract completion is extended. 

4. Consent of Surety must be signed by the Attorney-in-Fact for the Surety Co.

5. Consent of Surety must be Notarized.

6. Power of Attorney document must be attached to the Consent of Surety as evidence that the 
signature on the Consent of Surety is the Surety Company’s Attorney-in-fact. 

Note:  If a Letter of Credit is provided in lieu of Bond (Lender shall inform the HUD ORCF   
Construction Manager), then Consent of Surety is not required.

Consent of Surety is required for all time extensions requests and where the aggregate change 

orders to date are greater than 10% of the original construction cost and must comply with the 

following requirements:
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1. Architect writes and assembles a complete Change Order and submits it to the Owner / Borrower, Contractor and HUD 

Contract Inspector at the site meetings for review, acceptance and signatures.  The HUD Contract Inspector 

completes its review for technical acceptability at the Draw Meeting on the spot and provides its initial and date in 

the upper right corner of the Change Order.  The Change Order is then emailed by the Architect along with their CO 

Log to the Lender, with cc to the Owner / Borrower, Contractor, HUD Contract Inspector. 

2. Lender must review all Change Orders prior to sending to HUD for approval per Section 232 Handbook, Section II, 

Production, Chapter 10.11, Change Orders – Lender’s Architectural Reviewer and Cost Analyst’s Instructions.  If 

acceptable, Lender verifies funds are with the Lender to pay for the change, signs and emails the Change Order and the 

Lender’s CO log (demonstrating funds are available) to the HUD ORCF Construction Manager for HUD review.

3. HUD reviews the proposed changes and, if technically acceptable, approves the Change Order so that work may 

proceed.  The HUD ORCF Construction Manager emails a copy of the HUD approved Change Order to Lender, 

Borrower, General Contractor, Architect and HUD Contract Inspector. and processes the change order. If  the change 

order is NOT acceptable, then the HUD ORCF Construction Manager immediately emails the Lender (with cc to all the 

development team members on the original email) as to why change order cannot be processed.

3 Step Process:

Change Order 
   Review & Approval

Process
Change Order Submittal, Review & Approval Process

(232 Handbook Section II, Production, Chapter 10)
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1. For Insured Advances New Construction projects, the Working Capital Escrow requirement is 4% of the loan amount, half of 

which will be a construction contingency for cost overruns and approved change orders (232 Handbook Section II, Production, 

Chapter 2.6).  A separate section to the working capital escrow will govern the construction contingency. Once these funds are 

exhausted, it is the Lender’s responsibility to ensure the Borrower deposits funds into the Escrow to cover the cost of the Change 

Orders prior to Lenders approval.  The construction contingency portion of the Escrow will be refunded to the developer at Final 

Endorsement if not used. A Working Capital Escrow is required for both for-profit and non-profit projects.

2. New Construction projects that apply for insurance upon completion (without insured construction advances) and Substantial 

Rehabilitation projects must meet the working capital requirements for projects with insurance of advances except for the extra 

2% construction contingency section of the working capital requirement.  Construction Contingency, as a loan line item, may be 

available (refer to the Firm Commitment for specifics). Therefore, it is the Lender’s responsibility to ensure the Borrower 

deposits funds, as needed, into the Change Order Escrow to cover the cost of all Change Orders prior to Lenders approval.  Any 

portion of the Change Order Escrow (cash) not used will be refunded to the developer at Final Endorsement.

3. For 241(a) projects, no Working Capital Escrow is required at Initial Endorsement. (232 Handbook Section II, Production, 

Chapter 2.8). Therefore, it is the Lender’s responsibility to ensure the Borrower deposits funds into the Change Order Escrow to 

cover the cost of all Change Orders prior to Lenders approval.  Any portion of the Change Order Escrow not used will be 

refunded to the developer at Final Endorsement. 

Paying for Change Orders

REMINDER, pursuant to 3.a of an applicable HUD approved Change Order (form HUD-92437-ORCF), no further advances of the 

mortgage proceeds under the Building Loan Agreement are to be approved unless the total sum shown in Box 1b is on deposit with the 

Lender
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Payment Requests Forms & Instructions
(232 Handbook Section II, Production, Chapter 10, Appendices 10.2 – 10.4)
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HUD-92448-ORCF

HUD-92464-ORCF

HUD-92403-ORCF

+

Contractor’s Requisition

Advance of Escrow Funds

Owner’s Advance of 

Mortgage Proceeds

Owner / Borrower provides supporting documentation (bills, 

invoices, receipts, etc.) for other actual expenses (not 

estimates) – including Contractor’s request, Architect’s Fees, 

consultant's fees, taxes, Major Movables (approved by HUD 

Inspector), etc.

For Change Orders, Off-Sites, 

Minor Movables & Demolition

Note: Bond Premium & Other 

Fees, and Change Orders are 

billed separately.
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Payment Requests Forms & Instructions
(232 Handbook Section II, Production, Chapter 10, Appendices 10.2 – 10.4)
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HUD-92403-ORCF

1. Owner / Borrower (Lender assists) prepares Owner’s 

Application for Advance of Mortgage Proceeds form 

HUD-92403-ORCF.

2. Owner / Borrower includes Contractor’s Request for 

Payment Application HUD-92448-ORCF with their 

Application for Advance of Mortgage Proceeds form 

HUD-92403-ORCF.

3. Owner / Borrower provides supporting documentation 

(bills, invoices, receipts, etc.) for other actual expenses 

(not estimates) – including interest, consultant's fees, 

taxes and Architect’s fees (on % completion basis) - 

Note: Architect Fees will be withheld if performance 

is inadequate.

4. Owner / Borrower submits the Application for 

Advance of Mortgage Proceeds form HUD-92403-

ORCF to their Lender.

Instructions:

Owner / Borrower Completes 

this Portion. 
(Lender assists as needed.)
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HUD-92403-ORCF

5. Lender reviews and processes Draw request and provides a 

copy to HUD upon Lender’s approval. 

6. HUD ORCF Closer reviews and approves only the first and 

the last Draws, for all insured projects.  All others are 

approved by Lender.

7. Lender will monitor Interim Draws.  If a problems is 

encountered during an Interim Draw, Lender will present 

the problem and solution to the HUD ORCF Construction 

Manager, if necessary, HUD ORCF Asset Management in 

order to determine if Lender will modify the next Draw or 

withdraw the Lender’s authority to approve advances.

Instructions (continued):Lender Completes 

this Portion

HUD Completes this 

Portion for First and 

Last only - Lender 

does all others
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HUD-92448-ORCF

1. Contractor makes requisitions for payment on a monthly basis, for work in place, on 

form HUD-92448-ORCF. Do not include the AIA Document G702, Draw Request 

form.

2. Contractor, Architect, Owner / Borrower and HUD Contract Inspector review the 

payment requisition schedule at the monthly Draw Meeting.

3. After the Architect and HUD Contract Inspector have reviewed and approved, the 

Contractor submits copies of their payment requisition to the Owner / Borrower for 

preparation of Owner / Borrower’s Application for Advance of Mortgage Proceeds 

Form HUD-92403-ORCF. 

4. Owner / Borrower submits the Contractor’s Request for Payment to the Lender with 

their Application for Advancement for Advance of Mortgage Proceeds Form HUD-

92403-ORCF. 

5. Lender reviews and processes payment requests and emails a copy of the approved 

draw request to the HUD ORCF Construction Manager. (HUD only reviews and 

approves first & last draws.)

Instructions:
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HUD-92448-ORCF

Same as Original 

Schedule of Values 
(HUD-92328-ORCF)

A
Work in Place,

excluding any 

stored materials 

onsite, off-site 

work.

HUD Inspector 

adjustments – 

lists amount 

approved

CB

• Column A: Shall be identical to approved cost breakdown (Schedule of Values HUD-92328-ORCF) –  

 excluding bond premium and Contractor’s other fees if paid at Initial Endorsement).

• Column C: Shall be used by the HUD Contract Inspector for adjustments should the amounts listed need to be     

reduced due to over estimations, OR non-compliances – adjustment and reason will be in HUD Trip 

Report.

• Column B: Shall be the Contractor’s estimate of work-in-place. Attach formatted back-up (similar to AIA 

 G703) to show breakdowns for payment requests. Use whole dollar amounts, not cents. Note: Bond 

Premium & Other Fees, and Change Orders are billed separately.

Page 1Instructions (continued):
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HUD-92448-ORCF
Page 2

For deductive change orders that add up to more than 2.5% of the contract price, the 

amount must be reflected on the Contractor’s Requisition (see line 8 above). 

(232 Handbook Section II, Production, Chapter 10, Appendices 10.2 – 10.4)

Instructions (continued):
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HUD-92448-ORCF

Other Fees & Bond Premium are excluded Work in Place

HUD 

Inspector’s 

adjustments 

as necessary

Contractor certifying what they have actually been paid – Lender & 

HUD staff verify this amount is the same

Note Retainage Held

``

Contractor certifying that work 

is completed per Contract 

Documents – Architect & HUD 

Contract Inspector checking.

what was paid

Contractor Signature

$  x  %

Page 2Instructions (continued):

Identity of Interest 

Contractor’s are 

subject to 10 % 

retention holdback 

until Final 

Endorsement

$  x  %
$  x  %
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HUD-92448-ORCF

Contractor is certifying compliance with labor requirements regarding paying 

prevailing wage rates (if/when Davis-Bacon Wages are required). 

Certifications

Note:   HUD relies on the Architect’s review and certification

Inspector is checking Architect’s review & certification, verifying the work

Architect

HUD Inspector

Certifications

Page 2

Contractor

Instructions (continued):

HUD Inspector will check one box
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HUD-92448-ORCF

Contractor may request payment for materials acceptably stored On-Site. A copy of the inventory for that month (itemized per 

standard unit of measure and cost) shall be attached and reviewed by Architect and HUD Contract Inspector – both sign and 

date this inventory. Provide copy of invoices for material stored.  See form instructions and (232 Handbook Section II, 

Production, Chapter 10, Appendix 10.3)

On-Site Stored Materials typically allowed (see 

note at bottom of next page)

On-Site Stored Materials –inventory required with Draw Request

Off-Site Stored Materials never allowed. 

Offsite “Stored Components” may be, if 

approved in advance of Initial 

Endorsement 

(see 232 Handbook Section II, Production, 

Appendix 10.3 for eligibility and approval 

requirements).   

Page 2Instructions (continued):

Contractor to 

provide invoices 

to support any 

claim for 

inventory of 

material. stored 

on site.
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HUD-92448-ORCF

On-Site Stored Materials – attach a summary sheet with the inventory of stored 

materials to date to the Draw Request (example below).

1) Material previously stored onsite through _______ (date of previous requisition). $ ________

2) Less - Installation of same through ________ (date of current requisition).  ($________)

3) Subtotal balance of prior stored material.        $ ________

4) New  material stored onsite through _________ (date of current requisition).  $ _________

5) Total inventory of materials stored onsite (attach copies of invoices).   $ _________

Project Information: 

name, HUD/FHA #, address
Contractor Draw Request #____
Date _____

Note: The On-Site Stored Materials eligible for payment, are those materials stored in advance of the 

sequence of the work. The materials included in the Schedule of Values (HUD-92328-ORCF) line 

items, are typically delivered and installed in sequence with the progress of work, and thus most 

materials are drawn for within that line item, not as stored materials. (232 Handbook Section II, Production, 

Chapter 10, Appendices 10.2 – 10.4)
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Advance of Escrow Funds HUD-92464-ORCF
Page 1

Note: The different escrow accounts for which this form is used – 

including for offsite work and change orders. Form HUD-92464-

ORCF is required to access Working Capital contingency funds for 

payment of completed work in approved change orders as well as 

other various escrows.

To release funds placed in an Escrow Account to pay for completed 

offsite work, demolition, approved change order work, or resident 

relocation. The Owner / Borrower, with assistance of their Lender as 

needed, must submit a completed Request for Advance of Escrow 

Funds HUD form HUD-92464-ORCF for HUD approval through the 

Lender.  

Lender reviews and signs 

acknowledging approval, before 

emailing the request to HUD staff 

for approval.

Owner Completes 

this Portion

Instructions:

Lender Completes 

this Portion
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Advance of Escrow Funds
Page 2

HUD-92464-ORCF

HUD Staff Completes 

this Portion

53

If HUD approved amount 

differs from the amount 

requested, HUD staff will 

provide reason here

Instructions (continued):
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Advance of Escrow Funds HUD-92464-ORCF
Pages 3 & 4

Page 3 Instructions: 

Owner / Borrower (with Lender assistance) 

completes pages 3 and 4 of form HUD-92464-

ORCF. 

❑ All Change Orders to date are to be listed.  

❑ Submit release requests for change order hard costs (General 

Contractor costs) separately from change order soft costs.

❑ Construction hard costs are subject to retention withholding

❑ Soft cost release requests (interest, taxes, insurance, MIP) are not 

subject to retention withholding.

❑ Architect and HUD Contract Inspector review the completed work 

(offsite, change order, or other) and if acceptably complete, they 

sign the request (Page 6) at the Draw Meeting. 

❑ The Architect and HUD Inspector are not required to review Minor 

Movable or Soft Cost Escrow Release Requests.

Escrow Item or

All Approved Change 

Orders to Date Listed in  

Order

Less Retained_____% (Holdback)

Retention % in 

effect at time of 

Release Request
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Owner / Borrower Completes this Portion

Instructions (continued):
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Advance of Escrow Funds HUD-92464-ORCF
Pages 3 & 4

Note 1: All Change Orders to date are to be listed.  Submit release requests for change order hard costs (General 

Contractor costs) separately from change order soft costs (interest, taxes, insurance, MIP)

Note 2: Do not mix request types (offsite, demo, change order hard costs, change order soft costs, minor 

movable, etc.) – submit on separate HUD-92464-ORCF forms.

Note 3: Identify sources of funds: be they working capital, contingency, cash, or other sources of funds -provide 

appropriate source(s). 

Note 4: When requesting payment for more than one change order, provide back-up CO Log spreadsheets 

detailing amount requested this time against the total paid to date and the total cost of the change order.

Note 5: The amount approved for release must include the percentage of retention being held on the requisitions, 

based on the percentage of construction completion – (typically 10%, then if approved, reduced to 5% at 

90% completion, then reduced to 2.5% at 100% construction completion).

Note 6: Soft cost release requests (interest, taxes, insurance, MIP) are not subject to retention withholding.

Pages 3 & 4 Notes: 

Instructions (continued):
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Advance of Escrow Funds HUD-92464-ORCF
Page 5

Owner (with Lender assistance) completes page 5 of the 

form HUD-92464-ORCF. Identify the type of escrowed 

funds for which payment is being requested. 

Owner / Borrower Completes 

and Signs this Portion

Appropriate 

box needs to 

be checked

Instructions (continued):
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Advance of Escrow Funds HUD-92464-ORCF
Page 6

1. Owner / Borrower submits / emails a pdf of the 

completed and signed HUD-92464-ORCF to the 

Lender.

2. Lender reviews and signs their approval, before 

emailing the request to appropriate HUD staff for 

review & approval. 

3. HUD staff reviews and if approved, executes and 

emails it back to the Lender.

4. Lender Releases the funds to the Owner / 

Borrower.

5. Owner / Borrower pays contractor. 

After pages 1 - 6 are completed (as shown here): 

One of these must be 

checked

Architect signature confirms completed work

HUD Inspector signature confirms completed work

`

Owner / Borrower 

Completes 

this Portion

Architect and HUD Contract 

Inspector review the completed 

work (offsite, change order, or 

other) and if acceptably 

complete, they sign the request  

Form HUD-92464-ORCF at the 

Draw Meeting

• N/A for Soft Cost or Minor 

Movable Requests

Instructions (continued):
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Applies to forms HUD-92448-ORCF and HUD-92464-ORCF
Refer to 232 Handbook Section II, Production, Chapter 10, Appendix 10.4 for guidance on release of Contractor’s Retention:

Release Retention Subject to the following conditions:

1. Contractor has no identity-of-interest with the Owner / Borrower greater than a five-

percent equity interest.

2. Prior written consent from the Surety Company must be attached to the request for 

release of retention (when Bond involved).

3. Contractor’s performance is acceptable - with regard to quality of the work, progress of 

the work, schedule, changes to the work, and compliance with contract documents. 

Including all Davis-Bacon payroll requirements have been satisfied (Note: Clearance 

obtained from HUD Office of Labor Relations). 

4. Lender’s request for reduction /release of retainage must include Specimen Letter 

which is executed by Lender, Borrower, and General Contractor. (Appendix 10.4)

Retention Release if conditions above are met:

1. 10% held until 90% construction completion, then only reduction to 5%

2. 5% held until 100% construction completion, then only reduction to 2.5%

3. 2.5% held until FINAL Closing/Endorsement of the Loan.
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HUD Permission To Occupy

& Final Inspection
(232 Handbook Section II, Production, Chapter 10)
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Pre-Occupancy  / Closing

70% Construction Completion (or first phase, if phased occupancy approved by HUD):

The HUD ORCF Construction Manager notifies the Lender,  HUD ORCF Closer, ORCF 

Account Executive, and HUD Labor Relations via email with corresponding Trip Report 

when actual construction progress achieves approximately 70% completion. At 

approximately this time:

❑ The ORCF Closer will make contact with the Lender / Borrower to discuss Cost 

Certification and Final Endorsement requirements.

❑ The ORCF Account Executive will make contact with the Lender / Borrower to discuss 

Pre-Operating Activities, Ongoing Asset Management and continued operations activities 

(241a projects). 

❑ The HUD Labor Relations Specialist may address any outstanding Labor issues in 

advance of the Final Inspection.  Any issues cited by Labor Relations will been to be 

resolved prior to Final Endorsement.
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HUD Contract 

Inspector

80% Construction Completion:
When construction is approximately 80% complete, the HUD Contract Inspector will review the 

HUD Pre-Construction Conference materials with the development team at a Draw Meeting to recap 

upcoming HUD Occupancy, 100% Final, Close-out and Warranty requirements.  The HUD Contract 

Inspector will address any questions the Owner / Borrower, Architect or Contractor may have about 

these requirements or procedures. The HUD Contract Inspector will consult with the HUD ORCF 

Construction Manager for assistance when needed.

Some of the items that will be covered at this meeting include:

1. HUD Permission to Occupy Requirements

2. Radon Testing (and Mitigation if Required) Prior to Final Inspection

3. Items required for 100% Final Inspection

4. All Change Orders Approved 

5. Contract Close-out Requirements – including Record Documents; “As-Built’ plans, O& M Manuals, 

Owner / Borrower Instruction per Architect, ALTA Survey Requirements

6. Contractor’s Requisition at Final Inspection

7. Guarantee/Warranty Inspections 

8. Items of Delayed Completion (if any allowed)

Contract Inspector’s Pre-Final Inspection Review
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Occupancy Options
Occupancy Planning

HUD-92485-ORCF

Phased Occupancy - 

by building(s) or 

floor(s), units 

complete, safe means 

of ingress/egress 

provided.

(bring units online before construction 

complete to generate income) 

Phased Occupancy - 

all interior work is  

complete, exterior 

work remains, yet  

safe means of 

ingress/egress 

provided. 

Occupancy - after all 

work complete (interior 

and exterior), except 

contract close-out 

requirements/documents 

not complete. 

Occupancy - after all 

work complete 

(interior and exterior), 

and all contract   

close-out 

requirements 

/documents met. 

(complete all the work before 

residents move in) 

HUD requires radon testing/mitigation be performed prior to occupancy as it 

promotes cleaner and easier transition from construction to operation with limited 

disruption to residents.

Although most project request occupancy upon project completion, Owner / Borrower, with assistance from their Lender, Architect 

and Contractor, may submit a proposed Occupancy Phasing Plan. Lender will review and make recommendation for approval to 

HUD. For phased occupancy, this should include a marked-up site plan indicating the proposed phasing.  It is recommended that 

Phased Occupancy, if any, be disclosed and discussed at the Pre-Construction Conference.
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Radon Test Results

Acord 28 

Owner’s Evidence 

of Insurance 

Coverage

Architect’s AIA 

G704 – Certif. Of 

Subst. Completion 

(w/punch list items)

Local Gov. Certif. 

Of Occupancy

Permission To Occupy (PTO)

3

4

5

1. HUD PTO form HUD-92485-ORCF

2. Certificate of Occupancy (CofO) by Local Jurisdiction (Temp 

CofO is acceptable for PTO.

3. Architect’s Certificate of Substantial Completion (AIA G704- 

latest edition).  Executed by Architect, Borrower and GC.

4. Owner’s Evidence of Property and Liability Insurance coverage 

(Accords ) –  Lender must review insurance coverage in detail 

for compliance to requirements cited in the Firm Commitment 

(as may be amended) prior to sending to HUD ORCF 

Construction Manager for approval.

5. Radon Testing Results

Please assemble (in this order) for each PTO submittal:

2

Required PTO Documents Permission to Occupy

   Assembling PTO

❑ Owner’s Preoccupancy Conference with HUD Asset 

Management Account Executive is recommended before HUD’s 

PTO is granted. The final and executed documents must be 

approved prior to HUD’s approval of the Permission to Occupy.

❑ Phased occupancy must be agreed upon with Lender and HUD 

in advance – the earlier the better. Submit marked-up site plan 

for proposed phased occupancy.

HUD-92485-ORCF

HUD form HUD-

92485-ORCF:  

Signed by all but 

Lender and HUD. 

Owner / Borrower 

submits to Lender

1
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HUD’s Permission to Occupy

The units may not be occupied until the HUD ORCF Construction Manager has executed the PTO

HUD-92485-ORCF

Provide address, 

building number and 

unit numbers (if 

phased occupancy).

Address shall match 

what is shown on the 

Firm Commitment 

and Certificate of 

Occupancy
Owner / Borrower

Architect

HUD Inspector

General Contractor

HUD ORCF CM

HUD ORCF CM

Lender

PTO will be 

sequentially 

numbered (if phased 

occupancy).

Borrower Completes

This

Portion
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HUD’s Permission to Occupy

1. The Owner / Borrower emails the full signed PTO package (with all required attachments – not just the 

HUD PTO Form) to the Lender. 

2. Lender reviews (particularly the insurance coverage) and signs the HUD PTO Form. Lender emails the 

full submittal (with attachments) to the HUD ORCF Construction Manager

3. HUD ORCF Construction Manager reviews the PTO submittal and, if acceptable, executes and emails the 

approved PTO to Lender, Borrower, GC, Architect, HUD Contract Inspector, HUD ORCF Closer and 

HUD Asset Management. Once fully signed and approved by the HUD ORCF Construction Manager, the 

facility may be occupied.  

Please note, appropriate licensing must be in place prior for operation of the facility for its intended use.

3 Step Process:

Submittal  & Processing Procedures 

HUD-92485-ORCF
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1. HUD-95379-ORCF - 100% Final Completion Trip Report (by 

HUD Contract Inspector). List Items of Delayed Completion if 

appropriate.

2. Confirmation All CO’s Approved. NO exceptions.

3. Architect’s Field Report(s) – with AIA G704 to 100%.

4. Radon Test results demonstrating levels below4 picocuries per 

liter of air (pCi/L) with mitigation, as necessary.

5. HUD-92485-ORCF - Permission to Occupy Form & Documents 

if not previously submitted.

6. Copy of Transmittals of all Contract Close-out (per spec)                                

items to Owner / Borrower - approved As-Built Record 

Drawings, Operating and Maintenance Manuals ,keys, spare 

parts, excess materials, etc., training of Owner / Borrower’s 

maintenance staff on equipment and systems as required by 

specifications. 

7. HUD-92448-ORCF – Contractor’s Requisition for 100% with 

AIA G703 (certificate for payment) formatted breakdown as 

back-up.

8. HUD-92464-ORCF - Last Requests for Advance of Escrowed 

Funds – for review and approval of completed change order 

and/or offsite work.

9. General Contractors Energy Efficiency Letter

10. HUD-91111-ORCF - Surveyor’s Report  w/ALTA Survey (if by 

General Contractor. If by Owner / Borrower then allowed to be 

an IDC if not complete).

11. Confirmation Major Movables in place

Required Documents for 100% Final Completion:

HUD 100% Final Completion Documents 

Note: If change orders submittals are delayed, or in dispute, Final Inspection be 

held-up until issues are resolved.

100% Final Inspection/Trip Report:
Assembling 100% Final Documents

HUD-95379-ORCF

The date of Final Completion shall 

be the date the HUD 

Representative (HUD Inspector) 

signs the final HUD 

Representative’s Trip Report (form 

HUD-95379-ORCF) provided 

that the trip report is 

subsequently endorsed by the 

ORCF Construction Manager 

(Article 3.D of form HUD-92442-

ORCF, Construction Contract)

Confirmation all Major 

Movables are in place

11

Surveyors Report and ALTA 

Survey

10

GC’s Energy Efficiency Letter

9

Request for Advance of 

Escrow HUD-92464-ORCF

100% Contractor’s 
Draw HUD-92448-ORCF 

with AIA G703

Transmittals – of Contract 

Close Outs

PTO & attachments.

Radon Test Results

Architect Field Report 

w/AIA G704

3

4
5

6

7
All CO’s Approved

HUD Inspector’s

100% Trip Report

1
2

8
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Guarantee/Warranty Inspections
(232 Handbook Section II, Production, Chapter 10)

Purpose:

Identity and correct any latent defects, due to faulty materials or workmanship, which appear within twelve (12) months from the 

Date of Final Completion (Article 3.D of form HUD-92442-ORCF, Construction Contract), the date the HUD Contract Inspector 

signs form HUD-92379-ORCF, Final HUD Representative's Trip Report.
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Guarantee/Warranty Inspections 9-Month Warranty Inspection

9-Month Guarantee/Warranty Inspection:

1. The 9-Month Guarantee/Warranty Inspection team shall include (at a minimum): HUD Contract Inspector, 
Supervisory Architect, Borrower, General Contractor, and if possible, Onsite Maintenance representative; 
Architect shall identify any latent defects in the materials or work performance, the method of correction, 
and estimated cost.                         

                `

This is done through visual inspections of the project, and through conversation with the Owner / 
Borrower, Property Manager and Maintenance staff. The Contractor is responsible for correcting these 
items prior to the 12-month inspection.

2. The Owner / Borrower is responsible for correcting damage resulting from lack of proper maintenance, or 
normal wear and tear prior to the 9-month inspection.

3. Any latent defects noted will be subject to an escrow of 150% of the cost to repair as determined by the 
Architect.  The latent defect escrow will be returned to the Borrower when it has been confirmed by 
Architect that the repairs are acceptably completed. 

4. At this time the Architect can verify completion of any of the approved Items of Delayed Completion 
established at the 100% Final inspection.

1. latent defect method of correction & identification of who is responsible cost estimate $

2. latent defect method of correction & identification of who is responsible cost estimate $
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Guarantee/Warranty Inspections 12-Month Warranty Inspection

12-Month Guarantee/Warranty Inspection:

1. During the 12-Month Guarantee/Warranty Inspection (same team that attended the 9-Month Guarantee/Warranty 

Inspection) at approximately 335 days beyond the Final Inspection, the Architect verifies Contractor’s correction of all 

latent defects identified during the 9-Month Guarantee/Warranty Inspection as well as any new latent defects in the 

materials or work performance observed during this inspection, must also be reported by the Architect. The Contractor 

must correct items identified since these are still covered under the warranty period.

2. Any latent defects noted will be subject to an escrow of 150% of the cost to repair as determined by the Architect.  The 

latent defect escrow will be returned to the Borrower when it has been confirmed by Architect that the repairs are 

acceptably completed.

3. The Owner / Borrower is responsible for correcting damage resulting from lack of proper maintenance, or normal wear and 
tear prior to the 12-month inspection.

4. This is the last opportunity for the Architect to verify completion of the approved Items of Delayed Completion (if 

any) established at the 100% Final inspection. If not completed at this time, the escrowed funds can be used by the 

Owner / Borrower to complete the work. 

5. Any incomplete latent defects or new repairs/maintenance identified at the 12-Month Warranty Inspection may require 

a follow up Warranty Inspection by the HUD Contract Inspector for any new or remaining latent defects reported to 

verify they are acceptably completed, on a case-by-case basis as determined by the HUD ORCF Construction 

Manager.
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