Industry User Guide for the REQUEST STATUS BOX
Financial Assessment Subsystem - Multifamily Housing (FASSUB) Release 7.4.0.0

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).
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Status Box
: Period Period Date
Project Ee To Received 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.
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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.

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.
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“iew Options: Al Hesubmission Extension  Waiver

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.

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).

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

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

e Each administrative request has a status link of APPRVD, DISAPPD, and PENDING
that provides detailed status information for each specific administrative request.
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o Approved or disapproved administrative requests can be removed from the
Administrative Request Status Box by accessing the detail status pages.

e Administrative requests with a Pending status (awaiting a decision) remain in the
Administrative Request Status Box, and cannot be removed.

e 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.).

The Sl button located on the detail pages returns the user to the Administrative

Request Status Box.

Viewing an Administrative Request

1. Go to the Select an Option screen

Annual Financial S_tatement . .
Electronic Submission

U.S. Department of Housing and Urban Development g

Real Estate Assessment Center (REAC)

Select An Option
* Create New AFS Data Submission

s Submission Status Box

+ Request 30-Day Extension

* Request Resubmission

* Reguest 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).

Annhual Financial Statement

Electronic Submission

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

Administrative Request Status Box

. Date ate ate
Eroject From To Received Type <l
|D1DTC111 - HARDEM APARTMENTS (1) j 01014995 124311995 08/14,2003 EXTEN [ APPRYD
050TCEST - THE WILLAGE (1) 010152003 1243152003 094162003 EXTEN IRl sl

|D2DTC221 - DAVID BARKER TOWYNMHOUSES CODPERATIVE (1) ﬂ 010172003 127312003 09416/2003 EXTEN pNlERAEEN

|D?DTC??2-ACRES HOMES (2} j 01/01/2003 12/31/2003 09/16/2003 EXTEN pelEslE;

050TCEST - THE WILLAGE (1) 01012003 123142003 09416/2003 WANE  Pending

|EI2EIT[3221 - DAVID BARKER TOWWNHOUSES COOPERATIVE (1) j 01/01/2003 12/31/2003 09M16/2003 YWANVR  Pending

|D1DTC111 - HARDEM APARTMENTS (1) j 010141896 123141996 09417/2003 EXTEN  Pending

“iew Options: Al Hesubrission Extension  YWaiver

Projects 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

0207TC221 - DAVID BARKER TOWMHOUSES CODOPERATIVE (1) j

020TC221 - DAVID BARKER TOWWNHOUSES COOPERATIVE (1)
020TC222 - DAVID BARKER TOWNHOUSES COOPERATMNE ()
020TC223 - DAVID BARKER TOWNHOUSES COOPERATIMVE (3]
020TC224 - DAVID BARKER TOWNHOUSES COOPERATIMNE (4)
020TC225 - DAVID BARKER TOWNHOUSES COOPERATIMNE (5)
Corbined Statement

Consolidated Submission

|EI1I:ITC111 - HARDEN AFPARTMENTS (1) j

éij*i'ij'T'ufif:':1'"-'1'*1""I"H’.ﬂ.ﬁft:i'l'é"r%ij"jﬂjﬁijﬁjﬁiﬁ}i'E"ri-ijfi 1| ..................
MOTC112 - WEAVER APARTMENTS (2
Consolidated Staterment
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Pending Request

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

Tax ID and year.

Electroni

Annual Financial Statement

U.5. Department of
Real Estate Assess

¢ Submission W
Housing and Urban Development ‘\'\//

ment Center (REAC)

Request Date:

Reason for Request:

First Extension Request

Organization: HARDEN & WEAVEE, &4 PARTHEESHIF
Tax I BEXBEEER]
AFS FYE: 12/31/1995
Project Hame Date From
Consolidated Staterment 010141995
010TC111 - HARDEM ARPARTMENTS (1) 010141994
0D1a7C112 - WEAVER APARTMENTS () 01/01/1995
Andit Firm: First 1. Last, CPA CPA Engagement date:
Auditor Phone 123-456-7891 Date Received:

Anditor E-mail: CPARemail com

0172003

Date To
12311995
123171995
12311995

12131715954
091772003

Enter data imnto the fields that have a red * nest to them.

Back

FASSUE Main Menu

<REALC Financial Assessment for FHAME Housing=

Cormrments of Questions <REAC Technical Assistance Centarz

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

Annual Financial Statement

Electronic Submission
R@

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

First Extension Request

Organization: HARDEN & WEAVEE, & PARTHEESHIF
Tax ID: BEEE88881
AFS FYE: 1213171595
Project Name Date From Date To
Consolidated Statement 01,/01/1935 123141995
010TC111 - HARDEM APARTMENTS (1) 010171995 12/31/1995
0107C112 - WEAVER APARTMEMNTS (2) 0101419395 1243111935
Andit Firm: First M. Last, CPA CPA Engagement date: 1273171954
Anditor Phone 123-456-T7891 Date Received: Q81772003

Anditor E-mail: CPA@emal com

Request Date: 091472003
Reason for Request: Enter data into the fields that have a red * next to them.
Disposition
Decision: Lpproved
Due Date: 0373171994
Reason: This request was approved. A reason iz not required on approvals, only

required when a request has been disapproved.

Clear Status Back

FASSUE Main Menu

<FEAL Financial Assessment for FHAME Housings=

Copnents of Questions_ < RBEAT Techiical Assistance Center=
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Disapproved Request

Annual Financial Statem ent

Electronic Submission

U.S5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

=

Anditor Phone
Anditor E-mail:

Request Date:

Decision:
Due Date:

Reason:

Reason for Request:

First Extension Reguest

Organization: HARDEN & WEAVEE, A PARTHEESHIF
Tax ID: HEBEEHEER]
AFS FYE: 1213171955
Project Name Date From
Consolidated Statement 01/01/1995
0107111 - HARDEN ARPARTMEMNTS (1) 0140141995
0D10TC112 - WEAVER APARTMENTS (2) 01011995
Andit Firm: First I Last, CPA CPA Engagement date:

Date To
12/31/1995
123115895
12/31/1995

12/31/1554
091772003

123-456-7891 Date Received:
CPA@emal com
09172003
Enter data mto the fields that have a red * next to them.
Disposition
Disapproved
031311996

The reason for disapproval 12 found here.

Clear Status Back

FASSUB Main Menu

=REAC Financial Assessment for FHAME Housing=

Corrrnents of Questions_<REAT Technical Assistance Centers
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Clearing an Administrative Request

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

Administrative Request Status Box by clicking on the| button. 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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REQUEST STATUS BOX

2. Click on the Administrative Request Status Box link. The Administrative Request Status

Box screen displays (next page).

Annual Financial E_ntatem ent

Electronic Submission

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

=

Administrative Request Status Box

Projact From
|EI1EITC111 - HARDEN APARTMENTS (1) j 014011995
0a0TCA51 - THE WILLAGE (1) 01012003
|D2DTC221 - DAVID BARKER TOWNHOUSES CODPERATIVE (1) j 01/01/2003
|D?’DTC?’?2 - ACRES HOMES () j 01/01/2003
050TCA51 - THE WILLAGE (1) 01012003

|DEDT0221 - DAYID BARKER TOWNHOUSES CODPERATIVE (1) j 01/01/2003

|D1DTC111 - HARDEN ARPARTMENTS (1) j 01/01/1996

All Besubrission Extension

Wiew Options:

Prajects 1 through 7 of ¥

FASSUR Main Menu

Date
To

12/31/1995

124312003

12/31/2003

12/31/2003

124312003

12/31/2003

12/31/1996

=REAC Financial Assessment for FHAME Housings

Corments or Questions <REAT Technical Assistance Centers

Date
Received

03142003

09/16/2003

09/16/2003

09/16/2003

0216,2003

09/16/2003

09/17/2003

Type  Status

EXTEN [ARPPRVD
EXTENM

EXTEN

EXTEN

WANE  Pending

WANRE  Pending

EXTEM Pending
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REQUEST STATUS BOX

3. Select either an APPRVD or DISAPPD link from the Status field. The Approved request

displayed below is used as an example.

Annual Financi

al Statement

Electronic Submission

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

=

Organization:
Tax I
AFS FYE:

Andit Fom:
Anditor Phone
Anditor E-mail:

Request Date:

Decision:
Due Date:

Reason:

First Extension Request

HAEDEN & WEAWVEER, A PARTHERSHIP
888888881
12/31/1995

Project Name

Consolidated Statement

First WL Last, CPA
123-456-7891

CPA@enal

10TC111 - HARDEN APARTMENTS (1)
010TC112 - WEAVER APARTMENTS (2)

LCoin

09/14/2003

Approved

Disposition

03/31/1596

Thiz request was approved. A reason is not required on approvals, only

Date From
01/01/1995
01011995
010119595

CPA Engagement date:

Date Received:

required when a request has been disapproved.

Clear Status

Date To
123171995
12/31/15995
1213171835

1273171594
08/17/2003

Feason for Request: Enter data nto the fields that have a red * next to them

4, Click on the

Clear Status

Administrative Request Status Box.

button. The Project is then removed from the
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