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HOUSING ASSISTANCE PAYMENTS
PROGRAM ACCOUNTING HANDBOOK

INSTRUCTIONS FOR PREPARATION OFf FORM HUD 52063
REQUISITION FOR PARTIAL PAYMENT OF ANNUAL CONTRIBUTIONS
HOUSING ASSISTANCE PAYMENTS PROGRAM

1. GENERAL.
s.  The (irst requisition (HUD-52663) may be distely foll the approval by HUD of the Estimate of

Yotal Required Annual Comnibutions (Form HUD-52666 for Section 23 or Form HUD-52673 for Section B) for the
project. The first requisition may cover & period from the date the Annual Contributions Contract is exscuied 10 the
end of the calendar quarter which is not mote than four months frum the date of such Contract.

b.  The second and ding requisi should be prepared a8 of the first day of the month preceding the beginning of
‘the calendat quarter jor which 2 partial payment is being requested. and it should be mailed to the appsopriate HUD
field office not Iater than the Sth day of that month. For exampie, a requisition for the quarter ending June J0th
should be prepared as of March I3t snd mailed to the HUD field office not later than Masch Sth.

c.. Aseparate isition (HUD-52663) shall be prepared for sach project.
d. For Section 8 Ewsting projects. the following { shall be hed with this form in any fiscal year for which
s Ieasing schedule has been approved by HUD.
QUARTIRS
Approved Leauing Schedule for Current Fiscal Year
QuaRTEns
Units Leased (based on actual and sstimate thru
tequested quartes)
HEADING, The heading of this requisition thall be pleted by wng in the spaces provided the following
Information:
2. Check the appropriate block to indicate the type of program, i.e.. Section 23 ot Secuion 8, for which this requisition is
being prepared.
b. Date of requusition. that is, the first day of the month preceding the calendas quarter fur which » pertial payment is
Beng requested.

¢. The Public Hounng Agency’s fiscal yesr ending date. If the date is not known st the tme the requisition is being
prepartd, enter the esumated Jncal year ending date and insart “estimate” opposite the date l

d. For Quarter Ending. Enter the ending date of the calendar quatter for which the requisition is prepared,

e. name and address of the Housing Agency . including zip code.

f. The name and address of the bank, including up code. to which partial psyments are to be mailed by HUD and the
Housing Agency sccount number. The bank 30 designated shall be the bank for which the Housing Agency has executed
s Form HUD-274, Designation of Depositary for Deposit of Loan and/or Grant Funds
The Annual Contributions Contract Number.

s

h.  The Project Number.

i. The num&r of months in fiscal year. The first fiscal yeas may cover a period from 12 to 23 months: thereafter. each
fiscal year will cover a penod of 12 monthu.

j. Check 1ype of project. The term “Existing™ means Existing Houting. the wrm “New" means New Construction: and
the term “'Rehab™ means Substantial Rehabilitation.

k. Linesa, b, and ¢ are seifexplanatory.

COLUMN (2) ESTIMATE OF REQUIRED ANNUAL CONTRIBUTIONS. Enter in this column the amounus spproved on

Form HUD-52666 or Form HUD-52673, Esti of Total Required Annual Contri for the ies of expense
lsted on Lines 1,2,3.6, 7.8, 13 snd 14. Line 14 shall only be completed for Sectibn 23 projects. Enter on Line 9 the
hly rate of ina fee approved for the fiscal year

COLUMN (3), TOTAL COST INCURRED TO DATE.

o.  For requisitions submitied dufing the period from dase of ion of Annual Contrib Coatract to the end of
the Public Housing Agency’s first ftacal yeas, this Column (3) shall be completed 13 follows-
(1) Enter on Line | total preliminary sdmunistrative sxpense incurred pror to the execution of the Annval
Contributions Contract for such project. The amount of such expense i subject 10 HUD spproval (see Form
)

HUD-52666 or Form HUD-52673, of Total Required Annual Conributi
(2) Enter on Lines 2 through 7 the total cost, if any, incurred from date of of Annual C
Coatract to date the requisition is prepared.
b. For mquusitioms submitted ducing the second and subsequent flacal yesrs, enter in this Column (3), by account
fication, total cost d from the b ing of the fiscal year to date the requitition is prepared.

COLUMN (4), ESTIMATED ADDITIONAL COST TO END OF REQUESTED QUARTER. Enter an estimate of the
d3iuonal cost that will e incurred Tor cach category of expeme bsted on Lines 2 through 7 for the penod from the date of
the requisition. or from the first day of the flical year, a5 applicable, to the end of the calendar quarter for which the
requisition is prepared.

e et N
1 Section 23 qumlmmm.mmmmmmmmnmnyofmmu-mm-nmwum-nou

oligible (asmily and ends on U lnst day olmtuumFnulV-n—hmmo.lolAnu»lconm'-mu:aauuuvmunlh-m
12 monthe aftar (s commancement date of much Fiscal Yaar. For Existing projects, U first fiscad yeas shall b8 Une peniod begpnaing with the,
daw of of the Annual C Cu\lnﬂu‘“ﬂmlhInlﬁydl'luuﬂﬂ-lf-ul!m(-ﬁcmo.)n“hw
Contributions Contract) which is not iew than 12 months alter the bagmnamg detc of such Fiscal Yoer.

Secgon §: Far New and m.np:mlhlhllhnlyuvmumlﬂm—ﬁudmMwhymucmrmw
ends on the last day of e established Fiacal Yoar (e Secoom 0.3 of e Asswet Contributions Cantract) wiich is a0t Jem than 12 moaths after
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tha commencament date of mch Fiscal Year. For Eximing projcts, the flrst flecal your on the duts of of the Anmual
Comuributions Conuract and eads o8 the laat day of the estabiushed Fiacal Yous (see Section 0.) of the Ansunl Contrismutions Contract) which n
#ot Josn than 12 monthe afss the beginaing of mch Fiscal Yoar. N
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6. COLUMN (5). CUMULATIVE TOTAL FUNDS REQUIRED.

s, Lines | thru 7. Enter i thas Column (5) the sum of the smounts in Columns (3) and (4) for exch line item. The amount
in Column () for each tine 1nem (other than Lines 4 and $) shail not exceed the amount 1n Column (2) for esch such

line item
b. Line 10. Enter the amount of the sdmini fee p ly itioned for the fiscal ysar, which will be the
smoum thown on Line 12, Columa (5), of the approved i for the preceding quarter.

€. Line 11. Enter an estimate of the additional sdmunisisstive (ee required 10 the end of the requested quarter. Except for
the last quarter of the fiscal year, the amount requisitioned shall be himited 10 the monthly rate on Line 9, Column (2),
multiphed by the number of months covered by the requitition. If a grester amount is required by the PHA & statement
justifying the need for such greater smount shall be attached. When preparing the requinition fur the last quarter of the
fiscal year. enter on this Line 1) the g balance of i {ee app d for the fscal year (ie., the
amount on Line 8. Column (2). minus the smount on Line 10, Column ($))4

d. Line 12. Seif explanatory. The amount on this iine shall not exceed the amount on Line 8, Clumn (2).

¢ Line I3 Enter on ths hine the amount to be paid for the independent Public Accuuntsnt audit. This line shall ondy be
compieted for the quarter in which the audit costs ure 1o be paid The cost of such audits shall only be requesitioned for
Section B projects

f. Line IS, Enter the smount previously requisitioned for the fiscal year for secunty snd utility deposits. which will be
the amount thown on Line 17, Column (5), of the approved req fot the p ding quarter &

8- Line 16 Enter an estimate of the additional funds required for secunty and utility depomts to the end of the requested
qQuarter. When prepanng the requisiion for the last quarter of the fiscal year, enter on this line the remaning belance ol
the amount approved for secunty and utdity depouts (1.2., the amount on Line 14, Column {2), minus the smount on
Line 15, Column ($)) 34

h. Line |7 Seifexplanatory. The amount un this line shall not exceed the amwunt un Line 14, Culumn (H4

i. LGnels. Seclf-explanatory .

j. Line 19. Enter total partul payments recerved for fiscal year 1o dare. which will be the smount shown on Line 18 of

pp g for the p ding calendar quarter

k. Line 20. Selfexpianstory.

1

2 Fot New and Rehad projxcin. Pudlic Houting Agencies shali aot requisition funds fur admuautrstive (s privt 10 the calendar querter 1 which
he first Ciscal Yew bepns. For Sectian § Exsung propcts ive sdmenstiative foc shall be requisitioned oy (or umsts under an exncyted
Houung Assstance Pay ments Contiact

2 Pwbix Houmng Agencats wath Section 23 projects shall no1 requisition funds for wcurity and stility despoas pnor 10 the colendas quarier wiuch
the first uns will be lessed to an eligbie family

4 Secunity and Utilisy Deposits shali only be mquitiisoned for Section 2) projects
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