U.S. Department of Housing and Urban Development

PUBLIC AND INDIAN HOUSING

___________________________________________________________________________

Special Attention of:

                                           



Notice   PIH 94-64 (HA)

  Secretary's Representatives;

  State and Area Coordinators;             

Issued:  September 16, 1994

  Field Office Directors of

  Public Housing; Field Office             

Expires: September 30, 1995

  Accounting Divisions;                    


________________________________

  Administrators, Office of                


Cross References:

  Native American Programs;

  PHAs/IHAs Administering Section 8

  Programs

___________________________________________________________________________

Subject:   Revised Submission Requirements for Requisition for

                Partial Payment of Annual Contributions, Form HUD-52663

I.              PURPOSE.  This Notice informs Field Offices and Public

                Housing Agencies (HAs), including Indian Housing

                Authorities, of new HA submission requirements for Form

                HUD-52663, Requisition for Partial Payment of Annual

                Contributions.  This Notice also provides instructions for

                Field Office approval and disbursement of annual

                contributions payments for the Rental Certificate, Rental

                Voucher, and Moderate Rehabilitation Programs.

II.             APPLICABILITY.  The procedures in this Notice apply to HAs

                administering Rental Certificate, Rental Voucher, and

                Moderate Rehabilitation Programs.  Field Offices must

                follow the policies and procedures in this Notice to

                assist HAs and to review and approve Form HUD-52663.

III.            BACKGROUND.  Handbook 7420.7 , Chapters 8 and 12, and

                Handbook 7420.3 , Chapter 5, provide guidance and

                instructions regarding HUD submission requirements for the

                Form HUD-52663.  Under current procedures, HAs must submit

                a consolidated requisition (Form HUD-52663) for the Rental

                Voucher Program, a consolidated requisition for the Rental

                Certificate Program, and a separate requisition for each

                Moderate Rehabilitation Project, to the HUD Field Office

                forty-five calendar days before each calendar quarter for

                which payments are being requisitioned.

                In an effort to streamline and simplify processing of the

                Form HUD-52663, HUD is changing its submission

                requirements for the Form HUD-52663 from a QUARTERLY basis

                to an ANNUAL basis.
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IV. REVISED REQUIREMENTS FOR SUBMISSION OF FORM HUD-52663.  In place of

    submitting quarterly requisitions, Form HUD-52663, HAs will submit one

    annual requisition for their entire fiscal year.  The annual

    requisition must be submitted 90 calendar days prior to the start of

    the HA's next fiscal year, along with the HA's Forms HUD-52672 and

    HUD-52673.  The requisition will reflect 12 monthly payments based on

    the HUD approved budget totals, and the payments can be paid in equal

    or unequal amounts.  HAs shall continue to submit quarterly

    requisitions through the end of the current HA budget year.

    The Form HUD-52663 has been revised for use as an annual requisition

    and is in the Departmental clearance process.  Until such time that

    the revised Form HUD-52663 has been approved by both the Department

    and the Office of Management and Budget, HAs shall use the suggested

    format shown on Attachment I, Requisition for Partial Payment of

    Annual Contributions, to requisition funds for the Rental Certificate,

    Rental Voucher, and Moderate Rehabilitation Programs.  HAs may use

    this suggested format until the new, streamlined form is issued by

    HUD.  Please note that Attachment II provides instructions for

    preparing the revised requisition form.

        A. HUD's revised submission requirements will be implemented

           beginning January 1, 1995 for HAs with a fiscal year-end of

           December 31, 1994. These HAs shall submit a consolidated Form

           HUD-52663, Requisition for Partial Payment of Annual

           Contributions, covering the period of January 1, 1995 through

           December 31, 1995.  The annual requisition must be submitted with

           an HA's consolidated Forms HUD-52672 and HUD-52673 covering the

           HA's entire fiscal year, which is due 90 days before the

           beginning of the HA's fiscal year.  For the Moderate

           Rehabilitation Program, the annual requisition must be submitted

           with an HA's Form HUD-52672 and HUD-52673 for each Moderate

           Rehabilitation project.

        In preparing the Forms HUD-52672 and HUD-52673, the HA should use

        realistic estimates regarding housing assistance payments,

        preliminary fees, hard-to-house fees, IPA audit costs, and

        ongoing administrative fees.  To arrive at realistic estimates,

        the HA should consider the following:
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          (a)  the number of units estimated to be leased;

          (b)  the weighted average payment standard/gross rent

               by bedroom size; and

          (c)  the average monthly amount payable by the

               participating families.

        The annual payment schedule should be established based upon the

        annual contributions required (total of Line 26 of the Form

        HUD-52673).  If the HA requests monthly payments in equal amounts

        (Item 21 of revised Form HUD-52663), the HA shall divide the

        total of Item 17 of the Form HUD-52663 by 12 to project the

        future monthly payments, and enter the monthly amounts in Item

        22.  If the HA requests payments of unequal amounts, the HA must

        designate the month and amount applicable to the month on the

        requisition in Item 22.

        B. Revised budgets and requisitions must be completed and submitted

           to the HUD Field Office if the HA determines the following:

             1. The amount of funding reflected in the initial budget

                submission and the amount of annual contributions requested

                on the annual requisition will not be sufficient to cover

                the HA's annual contributions requirements for the entire HA

                budget year.  Additional funding may be required if the HA

                receives funding for new units, renewals, or from the ACC

                reserve account if the Fair Market Rents, gross rents, or

                payment standards change significantly.

             2. The amount of funding reflected in the initial budget

                submission and the amount of annual contributions requested

                on the annual requisition will cause the HA to receive

                advances in excess of five percent of actual annual

                contributions required for the year.

                (a) No later than 90 days following the first day of the HA

                    fiscal year, the HA MUST review its estimate of annual

                    requirements for the current budget year.  The HA

                    should complete Exhibit 8-1 of Handbook 7420.7, and use

                    it as a basis to determine the correctness of Items 13

                    and 14 of the Form HUD-52663.
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                    In order to minimize interest costs to the Government,

                    HAs should limit amounts requisitioned to the amount

                    required to operate the Rental Certificate, Rental

                    Voucher, and Moderate Rehabilitation Programs.

                (b) If it appears that the HA will receive advances in

                    excess of five percent of the total annual

                    contributions required for the current budget year, the

                    HA MUST immediately submit a revised Form HUD-52663 and

                    Exhibit 8-1 as supporting documentation to the HUD

                    Field Office.  The revised Form HUD-52663 must be

                    received by the HUD Field Office no later that 45 days

                    before the beginning of the third quarter of the HA

                    fiscal year.

                (c) HAs are required to invest any overadvances in HUD

                    approved interest bearing accounts and report the

                    interest earned on Line 28 of the year-end statement,

                    Form HUD-52681.

                (d) Sanctions and penalties may be imposed by the HUD Field

                    Office if an HA does not:

                    (1) submit an adjusted payment schedule to reflect

                        reduced amounts before the last quarter of the

                        HA's fiscal year; and

                    (2) report any interest as being earned on

                        overadvances received from HUD.

V.   INSTRUCTIONS FOR COMPLETING THE ANNUAL REQUISITION FORM HUD-52663 ARE

     IN ATTACHMENT II.

VI.  FIELD OFFICE RESPONSIBILITIES.

The Field Office will review the Forms HUD-52672, HUD-52673, and

HUD-52663 in accordance with outstanding instructions in HUD

directives (i.e., Notices, Handbook Changes, and Memoranda).  Field

Offices are reminded of the following changes to the review procedures

of Section 8 budgets and year-end statements, which were authorized in

Former Assistant Secretary Schiff's November 30, 1992 memorandum:
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     A. Budget Review.  Field Office staff are not required to perform

        detailed reviews of Section 8 budgets pursuant to Handbook 7420.3

        REV-2 CHG.14, page 5-12(a).  Proposed monthly gross rents to

        owners, tenant contributions and preliminary expenses do not have

        to be checked by HUD Field staff.  Field staff must not approve

        deficit budgets and must make certain that the HA's projected

        expenses for the entire budget year (line 26 of Form HUD-52673)

        do not exceed total funds available (line 15 of Form HUD-52673).

        B.Financial Statement Reviews:  It is no longer necessary for HAs

to submit supporting documentation with their Form HUD-52681 to

justify portability activities.  HAs are only required to submit

a certification with the HUD-52681 stating that the Rental

Certificate and or Rental Voucher Programs financial statement(s)

"do not include as an expense portability payments due from other

HAs".  However, HAs are required to maintain records of

portability activity on file for future Field Office review.

In addition, Field Office staff, at a minimum, must verify the

following on the annual requisition:

- Funds Required for Requested Year:  The amounts must be the same by

line item as those approved on the latest HA budget, Form HUD-52673.

If the amounts exceed the HUD-approved budget, the HA must submit a

revised Form HUD-52673 for field office approval.

- Line Item 18.  Payments Previously Approved for the Fiscal Year.

Applicable only to revised requisitions.  The amount entered on this

line should equal the HA's previous annual requisition amount.

- Line Item 19.  Adjustment to Requisition.  This is an adjustment to

the HA's previous request and may be either an increase or decrease.

For example, if the HA had previously submitted an annual requisition

for $130,000 and is revising its requisition to reflect $140,000 on

Line Item 17, the additional amount of $10,000 should be shown on this

Line Item.

- Line Item 20.  This represents the total funds required to the end

of requested HA fiscal Year.  The amount must be reasonable for the

number of units anticipated to be leased during the HA's fiscal year.

The amount entered should be equal to Line Item 18 plus or minus the

amount of adjustment on Item 19.  The total must equal Line Item 17.
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- Line Item 23.  The sum of HA monthly payments does not exceed Line

Item 17 if initial request, or Line Item 20 if revised request.

After the HA submits its year-end statement, Form HUD-52681, Field

office staff should compare the amount of annual contributions

required on Item 34 to the total partial payments approved by HUD on

Line Item 35.  The purpose of this comparison is to determine whether

the HA received an overadvance of more than five percent.  If the HA

received an overadvance of more than five percent, the Field Office

may apply sanctions discussed in Section VII.

Although HUD is committed to streamlining the financial management

procedures and documents for the Rental Voucher, Rental Certificate

and Moderate Rehabilitation Programs, and eliminating unnecessary

procedures and processing, HUD office staff may eliminate only those

review processes and procedures which are specifically authorized by

Headquarters.  This policy applies before and AFTER the restructuring

of HUD offices under the Price-Waterhouse model.

VII.FIELD OFFICE SANCTIONS FOR NONCOMPLIANCE.  In the case of HAs which do

not follow the procedures described under Section IV of this Notice,

the Field Office may reduce the HA's total administrative fees earned

during the HA's fiscal year.  The Field Office has discretion in

determining the amount of the reduction, and under what circumstances

the HA's administrative fee will be reduced.  In making this

determination, the Field Office should consider whether the amount of

fee reduction would significantly jeopardize HA program operations.

If the HA's year-end statement, Form HUD-52681, reflects an

overadvance due HUD on Line Item 37, and interest income for the

overadvanced funds has not been entered on Line Item 28, the Field

Office should estimate what the investment income would have been had

the HA invested the overadvances.  To calculate the amount of

estimated investment income, the Field staff should multiply the

amount of overadvance times the actual average 91-day Treasury Bill

Rate.  This amount should be deducted from the HA's total annual

contributions due for the fiscal year, which is reflected on Line Item

34 of Form HUD-52681.
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VIII. CONTACTS.  Should your staff need further assistance, they may

         contact Mary Conway, Director, Financial Management Procedures Staff,

         at 202-708-2934.

                                ___________________________________

                                        Joseph Shuldiner

                                        Assistant Secretary for Public

                                        and Indian Housing

 Attachments

ATTACHMENT I

___________________________________________________________________________

        Suggested Format for

                Requisition for Partial

                Payment of Annual Contributions

********************************************************************

* *

* *

* *

* *

* *

* *

* *

* *

* *

*       GRAPHICS  MATERIAL  IN  ORIGINAL  DOCUMENT  OMITTED        *

* *

* *

* *

* *

* *

* *

* *

* *

* *

********************************************************************

___________________________________________________________________________

ATTACHMENT II

INSTRUCTIONS FOR PREPARING FORM HUD-52663, REQUISITION FOR

PAYMENT OF ANNUAL CONTRIBUTIONS

1.General.

        a.The first requisition (Form HUD-52663) for the Section 8 program

must be submitted with the Estimate of Total Required Annual

Contributions (Form HUD-52673).  The first requisition may cover

a period from program initiation to the end of the HA fiscal year

(i.e., less than one year.)

        b.The second and succeeding requisitions must be submitted at least

ninety calendar days prior to the start of each HA fiscal year,

along with the Form HUD-52673.

        c.A separate requisition must be prepared for each Moderate

Rehabilitation project (i.e., funding increment) and a

consolidated requisition must be prepared for each consolidated

Annual Contributions Contract (ACC) for the Rental Certificate

Program; and a consolidated requisition must be prepared for each

consolidated ACC for the Rental Voucher Program.

        d.HUD Handbook 7420.7 has a suggested format (Exhibit 8-1) for

required supporting documentation for the Rental Certificate and

Rental Voucher programs.

        e.Copies.  An original and two copies of the Form HUD-52663 must be

submitted to the Field Office.

2.Line-by-Line Instructions, as Necessary.

Item 1.  Date of Requisition:   Enter the date the HA submitted the

requisition to the Field Office for approval.

Item 2.  Number of months in first HA fiscal year:   Enter the number

of months remaining in the HA's first fiscal year.  The total should

equal the number of months covered by the HA's first Form HUD-52672

and Form HUD-52673.

Item 3.  Project Number:

      (a)  Moderate Rehabilitation.  Enter the project

           number; leave the last three boxes blank.

      (b)  Rental Certificates and Rental Vouchers.  Enter the

project numbers of the first and last projects approved

(e.g., 001/005).
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Item 6.   HA Fiscal Year Ending Date.  Check the appropriate block and

enter the year to indicate the HA fiscal year ending date

for which Form HUD-52663 is prepared.

Funds Required for Fiscal Year.

Items 12-16.   The amounts must be the same by line item as those

approved on the latest HA budget, Form HUD-52673.  If

the amounts exceed the HUD-approved budget, the HA must

submit a revised Form HUD-52673 for Field Office

approval.

Item 17.       Total Funds Required to End of Requested Year.  Enter

the sum of Line Items 12 through 16.  This amount

cannot exceed Line Item 26 on Form HUD-52673.

Item 18.       Payments Previously Approved for the Fiscal Year.  This

line item is only applicable to revised requisitions.

The amount entered on this line should equal the HA's

previous annual requisition amount.

Item 19.       Adjustment to Payment Schedule.  This line item is only

applicable to revised requisitions.  Enter on this line

the amount of increase or decrease to the payments

previously approved for the fiscal year.  For example,

if the HA had previously submitted an annual

requisition for $175,000 and the HA has determined that

its funding requirement for the fiscal year will be

$150,000, the amount of $25,000 should be shown on this

line.

Item 20.       Total Payment Requirement for Requested Year.  Enter

the total funds required to end of the requested HA

fiscal year.  The amount cannot exceed the HA's

HUD-approved budget, Form HUD-52673.

Item 21.       Check appropriate block to indicate if required

payments are equal or unequal amounts.
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Item 22.       Installment.  Enter monthly payment amounts.  To

determine monthly payments in equal amounts, divide

Line Item 17 by 12.  To request monthly payments in

unequal amounts, enter the amount applicable to the

month in the appropriate block.

Item 23.       Enter the sum of the monthly payments in Line Item 22.

This amount cannot exceed Line Item 17.

Item 24.       Enter the month any installment revision is to be

effective.

