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	Field Office Request to Create RAD Contract in the TRACS integrated Contracts System (iCon)



Request to Create RAD ContractWhen There is:

I. No Pre-existing iREMS Property ID and No existing project in tracs 
AND/or 

II. NO Funding LINE from PAS
A new contract can be created via integrated Contracts (iCon) when there is funding line from PAS and either a project exists in TRACS or a property record exists in iREMS with at least Property Name, Primary Address, and other related data. If field office staff cannot add new contract via iCon, please submit a ticket to the Multifamily Help Desk via e-mail at tracs@hud.gov or call (800) 767-7588 for assistance.
The following information will be needed for the initial load:

· Contract Number: ____________________

· Effective Date: _______________________

· Execution Date: ______________________

· Expiration Date: ______________________

· Total Units: __________________________

· Contract Type – HAP for Housing Assistance Payment contract
· Contract Version – predefined by MFH and set by the system

· Program Type: ________ Enter  [1] “RAD PH CONV” for public housing units converted under Rental Assistance Demonstration or [2] “RAD ModRehabCon” for Section 8 Moderate Rehabilitation Units converted under Rental Assistance Demonstration or [3] “RAD RS/RAP Conv” for Rent Supplement (Rent Supp) and Rental Assistance Payment (RAP) properties converted under Rental Assistance Demonstration
· Contracted BA: ______________________
· HUD Contract Indicator:  Indicate Y(Yes) HUD is Contract Administrator
· Term: ________________________________

· Assigned 4-digit Office Code: ______________
· Contract Status:  “PEND” status predefined by MFH.  The “PEND” status indicates Contract Status to be “PEND” allowing the field office to execute the contract in iCon upon contract execution.
Once this is loaded and sent to HEREMS via interface, a property record will be created in iREMS, then an authorized user can add this property to iCon and associate it to this contract and maintain the property/project total units, unit distribution (including unit type, special identifier, and total units), and rents/utilities in iCon.
