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3.0 Property Submissions

2530 Property Submissions are made to participate in a HUD project as an owner mortgagor,
management agent or in any other capacity. In addition to providing the reason for a submission, the
applicant has to identify the specific property role for which they are applying. This is done under the role
drop-down on the 2530 submission screen. HUD field staff will review Property submissions, and, if
further review is required, the submission will be forwarded to HUD headquarters.

Applicants should pay attention to pick the correct reason and role while making property submissions.
For example, if the submission reason is ‘Transfer of Physical Assets’, the property role must be
‘Owner/Mortgagor.’

e Starting a Property Submission will lock the baseline in process.

o Electronic 2530s could be submitted only for active properties (those with active FHA or
Contract numbers).

3.1 Creating a Property Submission

Step 1. Onthe APPS Home Page, select “Create Submission” from the Submission Processing drop-
down list.

Step 2. Click “Go”.
Active Partners Performance System

APPS Home Page
Click "What's New" for useful APPS related information

Submission Processing:
Secure Systems Create Submission

Housing

Participant Processing:

HUD Home
s -

HUD LDPs

Reports:

5

Step 3. The Create Submission screen will display.
Step 4.  Enter the applicant’s TIN.

Page 2



HUD APPS Industry User Guide Chapter 3: Property Submission

Step 5.

Step 6.
Step 7.

Step 8.

Step 9.
Step 10.

Click “Submit”.
Active Partners Performance System

Create Submission

TIN: | 999999999 (no dashes)
or

Secure Systemns SSN: (I]l] dﬁshes]

e [[1Check if SSN is used as Trust submission

HUD Home

HUD LDPs

The Create Submission screen with the option to select a submission type will display.

Select “Property Submission” from the Select the type of submission you would like to create
drop-down list.

Click “Submit”.

Active Partners Performance System

Create Submission

Select the type of submission you would like to create:

Property Submission hd
Secure Systems
Submit
Housing
HUD Home APPS Home Page

Last Updated: February 1. 2013

HUD LOPs

The Property Search Screen will display.

Enter the Contract Number

OR FHA Number

OR Property ID

OR Property Name (a partial name may be entered)
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Step 11. Click “Search”.

Active Partners Performance System

_‘_
L4k Property Search

?ﬁ At least one Multifamily property value is REQUIRED
Fc—:—::l badk
Secure Systems Multlfamdy Property
Contract Number: or
Housing
FHA Number: or
HUD Home
Property ID: or
el Property Name: Village

Step 12. A warning will appear if an applicant has a baseline in process or a baseline that has not been
completed.

Windows Internet Explorer

9 By creating this 2530 submission, you will lock your current baseline submission. This means that you will not be allowed to
\?I make any additional changes to your baseline. This action can not be reversed!

Are you sure you want to create a new submission?

‘ oK |’ Cancel ]

[Note] By selecting “OK” you are locking the baseline, preventing further changes to the
organization structure without a 2530 submission for organization change.

Step 13. Select “OK” to proceed.
Step 14. The Property List screen displays.

[Note] If multiple properties are listed, select the property for which you are submitting the
2530.
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Step 15. Click “2530 Submission”.

Active Partners Performance System

Property List
Records (1-7) of 7
Select Property ID Property Name City State
Seaue Systems @ | 800000019 |VILLAGE APARTMENTS ROANOKE VA
Housing O | 800000026 |VILLAGE WILLOW APARTMENTS CLIFTONPARK | NY
. O | 800000034 |VILLAGE CREEK APARTMENTS CAPITOL HEIGHTS | MD
| 800000049 | VILLAGE QAK APARTMENTS RICHMOND VA
HUD LOPs
O | 800000950 | WESTGATE VILLAGE APARTMENTS ELOY
| 800000957 | ENGLISH VILLAGE APARTMENTS PHOENIX AT
O | 800000969 | VILLAGE SQUARE APARTMENTS Cottonwood AZ
e —
[ (2530 Submission}) |
What's New Prope earch
Step 16. The 2530 Submission Select Reason and Role screen displays.
Step 17. Select the correct Reason and the appropriate Role for the submission.
Step 18. Click “Next Step™.
Active Partners Performance System
2530 Submission
Select Reason and Role
Submission ID: 107117 Reason: Incomplete Property
Seoure Systerns Property ID: 800000019 Name: Village Apartments
Housing Applicant: XYZILLC Current Status: In Process, 02/07/2013
(999999999)

HUD Home
HUD LDPs

GS5A EPLS

User ID:
OO

What's New

Online Help

Glossary

Property Information
ID/Servicing Site: 800000019 / Richmond

Name: Village Apartments
FHA: Primary 051EE033
Contract: VA365941007

*Reason: | — Select A Reason — v @

*Role: | — Select A Role — v é
[ Save & Exit ] [ Cancel Submission

APPS Home Page
Last Updated: February 4, 2013
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Step 19. The 2530 Submission Edit Contact information screen displays.
Step 20. Edit the contact information (if applicable).
Step 21. Click “Next Step”.

Active Partners Performance System

_f :
apps 2530 Submission

Edit Contact Information

Feedbadk Submission ID: 107118 Reason: Substantial Rehab

- R Property ID: 800000019 Name: Village Apartments

Secure Systems

Housing Applicant: XYZLLC Current Status: In Process, 02/07/2013
(999999999)

HUD Home

HUD LDPs Contact Information

& -
= Name: |Jane Doe

* Phone: |123-456-7390

2530 Contacts

Fax:

* Email: jane doe@xyz.com

What's New Pager:
. h—
Online Help Previous Step H(Ne;d Step)” Save & Exit ] [ Cancel Submission

Glossary
APPS Home Page

Last Updated: October 3, 2011

Step 22. The 2530 Submission Edit Applicant Comments screen will display.

Step 23. Enter comments in the comments field (if applicable). Important: If the total ownership does
not add up to 100% in any tiers listed, provide the comments (Example: The 2 members not
listed in ABC LLC in tier 2 own less than 25% in the LLC. Shareholders not listed in XYZ
Corporation own less than 10% shares in the corporation etc.).
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Step 24. Click “Next Step™.

Active Partners Performance System

2530 Submission
Edit Applicant Comments

Submission ID: 107118 Reason: |Substantial Rehab

Property ID:  |800000019 Name: Village Apartments
Housing

Applicant: XYZLLC

AlnET Current Status: In Process, 02/07/2013

HUD LDPs

Applicant Comments:

NGO

What's New

. T ——
Online Hel Previous Step ! Mext Step ![ Save & Exit ] [ Cancel Submission

Glossary
APPS Home Page
Last Updated: July 8, 2011

Step 25. The 2530 Submission Certify Submission screen displays.

[Note] “Update your previous participation at the applicant level before submitting to HUD” is
a friendly reminder to update the previous participation before sending the submission to HUD.
Update the participation at the applicant level to ensure previous participation is rolled down to
all participants. To update previous participation, click on the “Edit Previous Participation”
button.
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Active Partners Performance System

2530 Submission
Certify Submission

Reminder: Update vour prévious participation at the applicant level before
sohmitting to HUD

Applicant Submission ID: 107119
Direct
Select Name TIN/SSN Previous | Certified
Participation
® XFEZLLC 95090995 Mo No
Parficipanis
Direct
Select Name TIN/SSN Tvpe Previous Certilied
Participation
) WM _
What's New 7429 |Oroamzation|  Yes ne
Doe, Jane K;;;f Indmidual Yes Na
Online Halp -
£ Do, John }’EI-IK- Trdividual Yas Mo
7062
Glossany
/t ([ Cenify
[ Edit Previous Participation ]
| Previous Step || Mext Step || Save &Exit | [ Cancel Submission |

Step 26. Select the applicant and each participant (one at a time) and click “Certify”. Make sure the
certification is read before certifying.
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Step 27. The Participant Certification screen will display. Click “Add Certification”. The Participant
Certification will refresh with the certification statements.

Active Partners Performance System

4

il PARTICIPANT CERTIFICATION
XYZ LLC (XXX-XX- )
iﬂ PARTICIPANT ©o;toy , VIRGINIA
Secure Systerns
Certify for: Submission ID:

Housing Verify that neither you nor any of your principals or affiliates have ever been found to be in
noncompliance with any applicable fair housing and civil rights requirements in 24 CFR

HUD Home 5.105 {a). If you or any of your principals or affiliates have been found to be in
noncompliance with any such requirements, attach a signed statement explaining the
relevant facts, circumstances, and resolution, if any. I certify that all statements made by

HUD LDPs

e me are true, complete and correct to the best of my knowledge and belief and are made in
good faith, including the data contained in Schedule A and Exhibits signed by me and

GSAEFLS attached to this form. Warning: HUD will prosecute false claims and statements. Conviction
may result in criminal and/or civil penalties. (18 U.5.C 1001, 1010, 1012;31 U.5.C

2530 Contads 3725,3502)

I further certify that:
1. Schedule A contains a listing of every assisted or insured project of HUD, USDA-FmHA
and State and local government housing finance agencies in which I have been or am now
a principal.
® True C False
What's New Explanation 1:

Online Help

Glossary

2. For the period beginning 10 years prior to the date of this certification, and except as
shown by me on the certification.
a. No mortgage on a project listed by me has ever been in default, assigned to the
Government or foreclosed, nor has mortgage relief by the mortgagee been given;

® True O False

Explanation 2a:

b. I have not experienced defaults ar noncompliances under any Conwventional Contract or
Turnkey Contract of 5ale in connection with & public housing project;

Step 28. Read and answer the certification statements, when finished click “Save”. If any of the
statements are not applicable, select “False” and provide an explanation.

7. I am not & Member of Congress or & Resident Commissioner nor otherwise prohibited or
limited by law from contracting with the Government of the United States of America.

® True C False
Explanation 7:

( Save ’

Participant Certification List

Page 9



HUD APPS Industry User Guide Chapter 3: Property Submission

Step 29.

Step 30.

Step 31.
Step 32.
Step 33.

3.2

The 2530 Submission Certify Submission screen will display with the message, “Certification
has been saved successfully”.
Active Partners Performance System

2530 Submission
Certify Submission

q Certification bas beon saved successfully

Reminder: Update vour previous participation at the applicant level before
submitting to HUD

The 2530 Submission Certify Submission screen will display with “Yes” listed in the
“Certified” column.

Click “Next Step”.
The 2530 Submission Send to HUD screen will display.

To view the applicant’s entire organization structure, select the “Organization Tier Structure
Report” from the Select Query drop-down list (please refer to Chapter 8, Submission Queries
and Reports).

Printing Submission Package without Submitting to HUD

If the applicant needs a significant amount of time to obtain all the signatures, the applicant has the ability
to print the submission package without first sending the submission to HUD. Once the applicant has
acquired all the necessary signatures, the applicant may mail a hard copy of the application or upload a
PDF copy.

Step 1.

Step 2.

From the 2530 Submission screen, select “2530 Submission Package” from the “----------
Select query ---------- ” drop-down list.

Click “Go”.

Applicant Comments:

Current Submission Status: In Process

2530 Submission Package v Select submission query

Warning: HUD will prosecute false claims and statements. Conviction may result in criminal and/or civil
penalties. (18 U.S.C. 1001, 1010, 1012; 31 U.S.C. 3729, 3802)

[ Previous Step ][ Send To HUD ] [ Cancel Submission

Page
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Step 3.

Step 4.
Step 5.

Step 6.

3.3

Step 1.

Step 2.

Step 3.

3.4

Step 1.

Step 2.
Step 3.

The 2530 Submission Package Screen will appear.

2530 Submission Package

US.Department of Agriculture
Fosral Housing
OMB Approval Ne 25020118
(Exp.11/30/2012)

US.Department of Houzing
and Urban Development
Offics of Hovsing Faderal Hovsing Commissionsr

Send To: Dept ofHousing & Urban Development (HUD Office)
Multifamity Housing
600 EastBroad Street, Suite 300
Richmond, VA 23219-1800

Submission [x 107118 Submission Contact JanzDez
jon Resson: ial Rehab Contact Phone: 1234567850

Submission Status:  In Procsss Submitted To: HUD

Statuz Date: 0210712013

Property Name: Villazz Apartments City/State: ROANOKE VA

Property Role: Vics Chairman Section of the Act (Description} ZPE (202 Capital Advancs for Eléerly)

Primary FHA Numben Other FHA Numbers

Property I; 800000019 Contract Number:

Applicant: ¥¥Z LLC (XXXXX.7484)

Name TINASN Orgasizaiios Type Type of Ouaerckip Streec Addres: City Tp Floae

HYZLLC Praren it Lirited Perieraiy Proft Mogvaed 1_' T;';’f Laz2 Faifax A 2081 1234367590

Organization Structure

Tierl: Applicant Organization: X¥ZLLC (XXX-XX-7484)
e— —— Parecpiat Ralein [— BegaDarein Otter Previos:
Click “Print” on your browser’s toolbar.

Once you print the Submission Package, you need to obtain signatures and send the hard copy
to the address listed on the submission package or upload the submission package after sending
the submission to HUD.

Click “Back” on your browser’s toolbar to exit the 2530 Submission Package.

Canceling the Submission

If you entered incorrect information or no longer wish to send the 2530 submission, you may
cancel the submission by clicking on the “Cancel” button.

A warning will appear stating “All information in this submission will be deleted! Are you sure
you want to cancel?”

Click “OK” to cancel the submission.

Sending to HUD

From the 2530 Submission Send to HUD page, click “Send To HUD” if all information is
accurate.

A message will appear stating “Action cannot be reversed! Change status to “Send To HUD”?”
Click “OK” to proceed.

Page
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Step 4. The screen will refresh with the message “Submission sent to HUD Successfully” at the top of
the page.

3.5 Printing the Submission Package

After you have successfully sent the submission to HUD, upload the signed submission package (provide
upload steps here) or mail the hard copy with signatures to the address listed on the submission package.
Step 1. Click “Print Submission Package” on the 2530 Submission page.

Step 2.  The 2530 Submission Package Screen will display.

2530 Submission US. Deparaent of Housing U.S. Department of Agriculture
Packao and Urhan Derelopment Busal Housing
ackage Office of Housing Federal Housinz Commissioner OMB Approv 25020118

Exp. 11302012

Send To: HUD Office
235 Cumberland Bend Drive
Suite 200
Nashville. TN 37228-1803

Submission ID: 10001 Submission Contact: Holly Tos
ion Reason: = Assumption of HAP Contract  Contact Phone:

Submission Status:  InProcess Submitted To:

Status Dare: 08/11:2010

Property Name: ABC Company, Ine City/State: SHELBYVILLE TN

Property Role: Investor Limited Partner in Limited Partnership Section of the Act (Description): OMI (2214 NC/SR)

Primary FHA Number: Other FHA Numbers:

Property ID: Contract Number:

Applicant: ABC Company, Inc (xXX-XX-0977)

Type of Ownership Street Address | Ciry ‘ c

Name TINSSN Orzganiz
Li

[[2BC Company. In= [ ooeaocoert [ se30Dyest [ Datas [ T |[ 72080000 |[ 222

Step 3. Click “Print” on your browser’s toolbar.

Step 4. Once you print the Submission Package, you need to obtain signatures and send the hard copy
to the address listed on the submission package or upload the package.

Step 5. Click “Back” on your browser’s toolbar to exit the 2530 Submission Package.

3.6 Querying the Submission
Refer to Chapter 8, Submission Queries and Reports.

3.7 Withdrawing the Submission

Step 1. From the APPS Home Page, Select “View my Submissions in Review” from the Submission
Processing drop-down list.

Step 2.  Click “Go”.
Step 3. The Submission List screen will display.

Step 4. Select the Submission you would like to withdraw.

Page
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Step 5. Click “2530 Submission”.
Step 6. The 2530 Submission screen will display.
Step 7.  Enter explanatory comments in the Applicant Comments (for Withdraw only) field.

Applicant Comments:
(for Withdraw onlv)

I am withdrawing this submission, and these are my cComments
explaining why.

Current Submission Status: Field Office Review Sent to HUD: 02/08/2013
"""""" Select query ——— b’ Select submission query

Warning: HUD will prosecute false claims and statements. Conviction may result in criminal and/or
civil penalties. (18 U.S.C_ 1001, 1010, 1012; 31 U.S.C. 3729, 3802)

Step 8.  Click “Withdraw”.
Active Partners Performance System

2530 Submission

Step 9. A warning will display, ‘Action cannot be reversed! “Withdraw”?’
Step 10. Click “OK”.

Windows Internet Explorer E|

9 Action cannot be reversed!
“—'H "Withdraw"?

(o ][ coen ]

Step 11. The screen refreshes with “Submission XXXXXX has been withdrawn successfully.”
Active Partners Performance System

2530 Submission

Submission 107119 has been withdrawn successfully.

Feedbadk
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