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CHAPTER 5. PCLI CY STATEMENTS CONCERNI NG CHANGES I N
JURI SDI CTI ONAL BOUNDARI ES OF MORTGAGE
| NSURANCE OPERATI ONS

5-1. PURPCSE. This chapter furnishes instructions to be followed in
nort gage i nsurance operations when there are changes in the
jurisdictional boundaries of field offices.

5-2. CGENERAL. Whien notice is received of changes in jurisdictiona
boundaries, the office |losing and the office gaining the
territory
will coordinate the transfer of files, applications and
reports so as to prevent confusion and delay in nortgage
i nsurance
operations. Mortgagees, builders, real estate conpanies,
and others doi ng business with HUD-FHA in the area nust be
notified by both field offices by circular letter of the change
in jurisdictional boundaries. The circular letter should
furnish instructions on the nortgage i nsurance operations
af fected by the change.

5-3. ASSI GNI NG FHA CASE OR PRQIECT NUMBER. All applications for
nort gage i nsurance on properties in an area which is being
transferred to another office, that are received four days or
| ess before the effective date of the change in jurisdictiona
boundaries, are to be withheld from processing and forwarded to
the office which will take over the responsibility for the area.

The losing office will notify the nortgagee that the application
has been forwarded to the office gaining the territory. The
FHA case or project nunmber will be assigned to the application

by the gaining office.

5-4. HOVE MORTGAGE QUTSTANDI NG COVM TMENTS AND APPLI CATIONS I N
PRCCESS.
FHA case nunbers on home nortgage cases in the area being
transferred will not be changed. All case binders on properties
in the area, including all expired cases for which the case
bi nders have not been destroyed, conditional and firm
conmi t ment s,
subdi vision files, Cost Handbooks, and Mrtgage Credit
files are to be forwarded to the gaining office for subsequent
processing actions. All applications in the processing stream
on the effective date of the change are to be processed by the
I osing office through the present stage of processing. The case
bi nder will then be forwarded to the gaining office. The gaining
office will accept the previous processing determnations
made by the losing office. The case binder will include the
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unused OCR Forns for use by the gaining office in reporting
subsequent ADP actions. The losing office will record the FHA
case nunber and date of transfer of all case binders on Form
FHA 2089d, Record of Hone Myrtgage Applications Received and
Processed.

a. Notification of Transfer. The losing office will notify
the nortgagee in witing that the case file has been

transferred

and will furnish the Director, Mrtgage |nsurance

Accounting, Attention: Billing Control Branch, by menorandum
a list of the FHA case nunbers for cases transferred,

the office to which transferred and the date of transfer.

b. FHA Forns 2089d and 1702. The gaining office will record
the transferred cases on FHA Form 2089d, Record of Hone
Mort gage Applications Received and Processed. As OCR Forns
are conpleted for processing actions for transferred cases,
t hey rmust be grouped and submitted to Washington with a
separate FHA Form 1702, ADP Card Transnittal Notice.

PROJECT MORTGAGE APPLI CATI ONS. Proj ect nortgage insurance
applications on properties located in the transferred area
which are in process on the effective date of the change will
be processed by the losing office through the present stage of
processing (e.g., feasibility, conditional commtnent, firm
commitment, initial endorserment, or final endorsenent). The
entire project case file together with all related data files
is then to be forwarded to the gaining office for subsequent
processing. Projects which are under construction will remain
tinder the jurisdiction of the losing office until conpletion
of construction and final endorsenent. In the absence of error
concerning a material fact, the gaining office will accept the
previ ous processing determ nations made by the | osing office.

The losing office will record the date of transfer and the
office to which the case is transferred on FHA Form 2404,

Mul tifam |y Housing Status Record Card. The gaining office wll
establish a new FHA Form 2404 for each project transferred.

a. Notification of Transfer. The losing office is to notify
the nortgagee in witing that the project case file has been
transferred and is to furnish the Director, Mrtgage

| nsur ance

Accounting, Attention: Billing Control Branch, by
menorandum a |ist of the FHA Project nunbers for projects



transferred, the office to which transferred and the date
of transfer.

4/ 74 Page 5-2

HUD- Wash., D. C.

4010.1
CHG
b. Changing the Project Nunber. Upon receipt of the project
file, the gaining office will assign a new project nunber
and enter it on all docunents in the case file. The
nor t gagee

will be notified in witing of the change and will be
requested to change the project nunber on all records
established for the case.

(1) Irmmediately upon assigning the new project nunber, the
gaining office will provide the Director, Mrtgage
| nsurance Accounting, Attention: Receipts Contro
Branch, with a "no nmoney" official receipt show ng the
new proj ect nunmber in the panel headed "FHA case or
proj ect nunber" and the old project nunber in the pane
headed "A d Case No."

(2) The name of the office fromwhich the project was
transferred will be entered in the panel headed "Type of
Transaction," e.g., "Transfer from Topeka, Kansas."

(3) If a change in project nunmber involves a rent suppl enent
project on which a rent supplenment contract has
been executed, the gaining office will prepare a
separ at e nenorandum gi vi ng the project nunber being
cancel | ed and the new nunber assigned and forward it to
the Director, General and Program Accounting, Attention:
Di versified Paynents and Recei pts Divi sion.

5-6. SUBSI DI ZED MORTGAGE | NSURANCE PROGRAMS. All contract authority
for transferred cases, either prelininary reservations or firm
obligations of contract authority, will be transferred to the
gaining office. This applies to all subsidized prograns for
bot h hone nortgage and project nortgage cases.

a. Notification to Miultifamly Underwiting Division. For
transferred cases, on which prelimnary reservations or firm
obligations of contract authority are outstanding, the |osing
of fice nust provide the Director, Miultifam |y Underwiting
Division with a nmenorandum giving the case or project

nunber,



t he nunber of units and the anmpbunt of contract authority.

The
contract authority rmust be identified to indicate whether it
is a regular or special purpose contract allocation.
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b. Contract Authority Adjustments. The losing office wll
notify
the Director, Miultifamly Underwiting Division, who wll
nake
the required allocation adjustnents in contract authority
bet ween the | osing and gaining offices. The contract
aut hority
adj ustment between the offices is to be carefully coordi nated
to assure that all required changes in contract authority are
recorded on the fiscal records and reports of both offices in
t he sane nont h.

5-7. TRANSFER OF CONTRACT AUTHORI TY. As indicated in paragraph 5-6.b.
above, contract authority adjustments for transferred cases are
to be recorded in the fiscal records and reports of the | osing
and gaining offices in the same nonth. Under no circunstances
can the adjustnment be recorded by either office until the

al | ocati on

noti ce has been received fromthe Director, Miltifamly
Underwriting Division. The following entries are to be made on
fiscal records and reports maintained by the | osing and gaini ng
offices to report adjustrments for contract authority anounts
reserved or obligated under Sections 235, 236 and the rent

suppl enent prograns for transferred cases on which contract

aut hority has been reserved or obligated.

a. Entries Required by the Losing Ofice for Section 235
Transferred Cases - Prelimnary Reservations. Qutstanding
prelimnary reservations for Section 235 transferred cases
are to be recorded by the losing office as a cancell ation
of a prelimnary reservation on the followi ng FHA fisca
records and reports:

(1) FHA Form 3123, Record of Section 235(i) Prelimnary
Reservati ons.

(2) FHA Form 3127, Report of Contract Authority obligated.

(3) FHA Form 3138, Status of Reservations and Obligations.



b. Entries Required by Gaining Ofice. The gaining office is
to record the prelimnary reservations for the transferred
cases on the following fiscal records and reports:

(1) A separate record is to be established on FHA Form
3123 for prelimnary reservations for transferred
Section 235 cases.
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(2) Entries are to be nade on FHA Form 3127 for the
prelimnary reservations for transferred cases since
t hey
are being reported as cancellations in the nonthly
activity for the losing office.

(3) The total number of units and total amount of
prelimnary
reservations transferred are to be entered by
the gaining office on Line (5 of FHA Form 3138.

c. Entries Required by the Losing Ofice for Section 235
Transferred Cases - Firm Obligations. Qutstanding firm
obligations for Section 235 transferred cases are to be
recorded by the losing office as a cancellation of a firm
obligation on the followi ng FHA fiscal records and reports:

(1) FHA Form 3124, Record of Contract Authority Obligated
for Assistance Paynents Under Section 235(b).

(2) FHA Form 3127, Report of Contract Authority Obligated.
(3) FHA Form 3138, Status of Reservations and Obli gations.

d. Entries Required by Gaining Ofice. The gaining office is
to record the firmobligations for the transferred cases on
the followi ng fiscal records and reports:

(1) A separate record is to be established on FHA Form 3124
for firmobligations for transferred Section 235 cases.

(2) Entries are to be nade on FHA Form 3127 for the firm
obligations for transferred cases since they are being
reported as cancellations in the nmonthly activity for
the losing office.



(3) The total number of units and total amount of firm
obligations transferred are to be entered by the
gai ning office on Line (1) of FHA Form 3138.

Entries Required by the Losing Ofice for Sections 235(j)
or 236 Transferred Cases - Prelimnary Reservations.

Qut standing prelimnary reservations for Section 235(j) or
236 transferred cases are to be recorded by the | osing
office as a cancellation of a prelimnary reservation on
the following FHA fiscal records and reports:
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(5-7) (1) FHA Form 3125, Record of Contract Authority Reserved
and Obligated for Assistance Payments or Interest
Reducti on Paynents Under Section 235(j) or Section 236.

(2) FHA Form 3127, Report of Contract Authority obligated.

(3) FHA Form 3138, Status of Reservations and Obligations.

Entries Required by Gaining Ofice. The gaining office is

to record the prelimnary reservations for the transferred

cases on the following fiscal records and reports:

(1) A separate record is to be established on FHA Form 3125
for prelimnary reservations for transferred
235(j) or 236 cases.

(2) Entries are to be nade on FHA Form 3127 for the
prelimnary reservations for transferred cases since
they are being reported as cancellations in the nonthly
activity for the losing office.

(3) The total nunber of units and total amount of
prelimnary reservations transferred are to be entered

by
the gaining office on Line (5) of FHA Form 3138.

Entries Required by the Losing Ofice for Sections 235(j) or

236 Transferred cases -- (bligations. Qutstanding firm

obligations for Sections 235(j) or 236 transferred cases are

to

be recorded by the losing office as a cancellation of a firm



obligation on the followi ng HUD-FHA fiscal records and

reports:
(1) FHA Form 3125, Record of Contract Authority, Reserved
ol igated for Assistance Paynents or Interests
Reducti on
Paynments Under Section 235(j) or Section 236.
(2) FHA Form 3127, Report of Contract Authority Obligated.
(3) FHA Form 3138, Status of Reservation; and Obligations.
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h. Entries Required by Gaining Ofice. The gaining office is
to record the firmobligations for the transferred cases

on the followi ng fiscal records and reports:

(1) A separate record is to be established on FHA Form
3125 for firmobligations for transferred Sections
235(j) or 236 cases.

(2) Entries are to be made on FHA Form 3127 for the firm
obligations for transferred cases since they are being
reported as cancellations in the monthly activity for
the losing office.

(3) The total number of units and total ampunt of firm
obligations transferred are to be entered by the gaining
of fice on Line (10) of FHA Form 3138.

i. Entries Required by the Losing Ofice for Transferred Rent

Suppl erent Projects - Original Reservations. Qutstanding

original reservations for transferred rent suppl enent

projects are to be recorded by the losing office as an
out ri ght

cancel l ation of an original reservation on the follow ng

FHA f or s:

(1) A separate record is to be established on FHA Form 2591
Record of Rent Suppl enent Reservations, for origina
reservations for transferred rent suppl enent projects.

(2) Entries are to be made on FHA Form 2593, Report of Rent
Suppl emrent Reservations and Obligations, for the

origina

reservations for transferred cases since they are



(

being reported as cancellations in the nonthly activity
for the losing office.

3) The total nunber of rent supplenent projects, units and
dol I ar armount of original reservations transferred are
to be entered by the gaining office on the appropriate
line of FHA Form 2595, Status of Rent Suppl enent
Reservations and Obligations.
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(5-7) j.

origina

appropriate

Entries Required by Gaining Ofice. The gaining office is
to record the original reservations for the transferred
rent suppl ement projects on the follow ng forns:

(1) A separate record is to be established on FHA Form
2591 for original reservations for transferred rent
suppl enent proj ects.

(2) Entries are to be nade on FHA Form 2593 for the

reservations for transferred cases since they
are being reported as cancellations in the nonthly
activity for the losing office.

(3) The total nunber of rent supplenent projects, units
and dol I ar anpbunt of original reservations transferred
are to be entered by the gaining office on the

line of FM For m 2595.

Entries Required by the Losing Ofice for Transferred Rent
Suppl emrent Projects - Firm Cbligations. Qutstanding firm
obligations for transferred rent supplenment projects are
to be recorded by the losing office as a cancellation of a
firmobligation on the following FMform

(1) For transfers of firmobligations, the losing office
will type or print in the space between itens (11) and
(12) on FHA Form 2595: "LESS: TRANSFERS TO ( NAME OF
OFFICE)." Appropriate entries are then to be nmade for
the transfers.

(2) The losing office is to prepare and attach to the Form
2595 subnmitted to the Director, General and Program
Accounting, a menorandum setting forth the foll ow ng



informati on for each such contract cancelled on its
records and transferred: project nunber, nunber of
units, contract ampunt cancell ed and date of transfer.

Entries Required by Gaining Ofice. The gaining office is
to

record the firmobligations for the transferred rent
suppl enent

projects on the following fiscal records and reports.
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(1) A separate record is to be established on FHA Form
2592 for firmobligations transferred for rent
suppl enent
proj ects.

(2) No entries are to be nade on FHA Form 2593 for firm
obligations for transferred rent suppl enent projects.

(3) For transfers of firmobligations, the gaining office
will type or print in the space between Lines (11) and
(12) on Form 2595: "ADD: TRANSFERS FROM ( NAME OF
OFFICE)." The total nunber of projects, units and
dol I ar amount of firmobligations transferred are to
be entered between Lines (11) and (12) of FHA Form 2595.

5-8. PENDI NG ACTIONS. O her pending actions such as construction
conpl aints, conpliance matters, Congressional or public
correspondence, etc., should be forwarded to the gaining office

as
soon as practicable. 1t is not necessary to wait until the

action is
finally resolved. The files on such actions nust be fully
docunent ed.

It there are any questions concerning these instructions, please
t el ephone the followi ng offices:

Fiscal - Ofice of Finance and Accounti ng,
Systens and Procedures Staff

Al Oher - Ofice of Field Support

Page 5-9 (and 10)
4/ 74

HUD- Wash., D. C.



