HUD ACTIVE PARTNERS
PERFORMANCE SYSTEM

(APPS)

Industry User Guide

Disclaimer: This user guide is intended solely to demonstrate the features of the Active
Partners Performance System for use by industry and/or HUD users. The information
contained in this user guide is not and should not be construed as an interpretation of 24
C.F.R. Part 200, Subpart H, HUD Handbook 4065.1, or any other HUD publications.



Table of Contents

1.0

2.0

3.0

4.0

5.0

Introduction to the Active Partners Performance System (APPS)........ccoceeeuveevvveennenns 5
1.1 SUDINISSIONS 1.ttt ettt sttt ae st be b st e e et et et eae st e st e st et et et e st eneesesbeseesan 5
1.2 SUDMISSION REVIEW ...ouiieieiiciciciicese ettt srenas 6

Baseline INtroduction.....ccccoiiiiiiiiiiiiiiiiiiiieeiererececerenesesesesesesesesesesssssesesesssssssssssssasssssnes 8
2.1 Creating @ Baseline ........cccoooieiiiiiiiecceceesee ettt st ettt s 8
2.1.1  Adding Principals to Organization StrucCture ..........cccoceveevierieieecesieseeseseeeee e 9
2.2.1 Establishing Previous Participation .........ccccccverenereiieieinisesesieseeeeeeesesee s 13
2.2.2  Editing Previous PartiCipation ......ccccccviiieiiieeieesieeesie et sne e 18
2.3 AddINg COMMENTS.....ccueieieieiieisirereieie et sa e essestessesaeseaeseesessessessens 19

Property SUDMISSIONS.........cciuuuiiiiiiiiiieee e eeeeceeeeetceeeeereeeeesaaneeeessnneeessannneeesnnnn 22
3.1 Creating a Property SUDMISSION. .....cccccucvieieiiiriiesieieeeeeeee et seens 22
3.2 Printing Submission Package without Submitting to HUD...........c.cccveevennnes 31
3.3 Canceling the SUDMISSION ......ccociiiiiirieiei e 32
3.4 Sending to HUD .....oooioiceeee ettt nae 32
3.5 Printing the Submission Package .......cccoceeveiiiieiiiicciececeeeseeee e 33
3.6 Querying the SUDMISSION .....ccvciiirierieieieeee st sesresaenas 33
3.7 Withdrawing the SUDMISSION ........ccveiiiiiiiiereeeeeeee e 33

Adding Previous PartiCipation..........cccuuueeeieieieieiereieieieeeinnceeerssnieeeressneeesrssnnesessssnenens 36
4.1 Editing Previous PartiCipation.........cccccieieiinieiienieciesiecteeie et 40

Organization Change SUbmMIiSSIONS........ccuuuiuuiiiiiieiiiiiiiiceee e eeeerereeeeeeeeeeeerasasnans 44
5.1 Major Organization Change SUDMISSIONS ......cccevveveiririniinesesesceeeeeee e 44
5.2 Creating a Major Organization Change SUbmISSION ......ccccveveeveereereinreceenreereenne. 44
5.3 Adding a Principal ...ttt 47
5.4 Editing Principal ...ttt ettt ae e reebeesbeesbeesaaeeaveens 49
5.5 Printing Submission Package without Sending Submission to HUD ................ 57
5.6 Sending the Submission to HUD Once All Signatures Have Been Obtained ..59
5.7 Sending the Submission to HUD ........c.coooooiiiiiciiiiceceeeceee e 60
5.8 Printing the Submission Package .......cccoveveviiieieiiiceeiicecee e 62
5.9 Upload Signed 2530 Submission Package in APPS ... 63
5.10 Canceling the SUDIMISSION ..cc.iiiivviiiieeececeeere ettt ettt ee b ereeee b s esneereennes 64
5.11 Querying the SUDMISSION ....ccoiiiciieiceececece ettt et ee ettt steernebeereenns 66
5.12 Withdrawing the SUDMISSION .....cccccveiiiiiiirereeee e 66

Page 2



6.0

7.0

8.0

9.0

5.13 Organization Change — Minor Introduction.........cccceceevirieviiniecieneseecese e 67

5.14 Editing a Principal.......ccccoeiiiiiicseeceees ettt 68
5.15 Removing a Principal ........cccooveiiieiieieicecisese et 68
5.16 Querying the SUDMISSION ....cc.ccecieiiicieeseces ettt s 70

Introduction — Modified Transfer of Physical Assets .......ccccceeeiiieeiiiiiniciiieinncienennnee. 72
6.1 Creating a Modified TPA SUDMISSION .....ccveiviiirierieieieieieeee et 72
6.2 Adding @ Principal ......cocveieiiiiieceeeeeeese ettt nne s 74
6.3 Editing Information .........ccceciiiecieniiieeseeeee sttt 76
6.4 Sending the Submission to HUD ........cccooieiiiiinieecccseseseee e 82
6.5 Canceling the SUDMISSION ......ccccciiiiierieiciceceeeee e 83
6.6 Querying the SUDMISSION ....cc.ccvciiiiiciecseee et st 83
6.7 Printing the Submission Package .........cccceviviiivieiicieiciccceeeee e 84
6.8 Withdrawing the SUDMISSION ......ccocieiviiirireeee e 84

{75347 1 162211 (o) o WU RO 86
7.1 Certifying SUbmMiSSIONS 1N PTOCESS ..c.ovvviiiiriiriirierieieeec e 86
7.2 Sending to HUD .....oooioieeee ettt nn 88
7.3 Printing the Submission Package .........ccccvviviiievieicieiecceeeeee e 88
7.4 Upload Signed 2530 Submission Package in APPS ..., 88

Submission Queries and Reports..........ccoouuuniiiiiiiiiiiiiiieeeeeiece e eee e ee e ee e 90
8.1 View My Submissions I ProCeSS.......coiiiiiiiiiieieiiieeeere et sve e 90
8.2 View My Submissions i REVIEW .......cccoieeiiriiieeiiiceecreceeee et 90
8.3 View All SUDMISSIONS 1N PTOCESS ..c.vovveiieiiiiieiiriesieeeee e 91
8.4 Submission Status HISTOTY ...cocciiiiieiiiicececeeeeceeeecre ettt e 91
8.5 Verify Submission HISTOTY .....ccocivirerieieirieireseseeeeee s 93
8.6 2530 Previous Participation Report ......cccccccviieiiciciccicicececee et 93
8.7 2530 Submission Directory Report.......cciiiiieciciceeeeceeeecteceeere et 95
8.8 Organization Tier Structure Report ........cccocviveieneieinieeresee e 95
8.9 Participant Property Approval Report ......cccoiiiiieceiiciecececece e 96

GSA EPLS, Entity Flag Report, HUD LDP INnqUiries........ccccccvvuuueceeerereeerennnnerenerenens 99
9.1 Searching the GSA Excluded Party List (GSA EPLS).....cccocoovveoieeeeeeeeeeerenne. 99
9.2 Entity FIag RepPort ......cocioiiieieeceeeesese ettt 102
9.3 Searching HUD Limited Denial of Participation (HUD LDPs) ...........cccouu....... 104

Page 3



Chapter

Introduction




1.0 Introduction to the Active Partners Performance System (APPS)

The Active Partners Performance System (APPS) is developed to automate the submission and review of
the HUD Previous Participation Certification (Form 2530). This User guide provides the step by step
instructions to perform various functions using APPS. The HUD-2530 form initiates the approval process
for Industry partners who wish to participate in HUD projects. The HUD-2530 contains data concerning
principal participants in Multifamily Housing projects, including their previous participation with HUD
and other housing agencies. Examples of when an applicant must submit a 2530 include, but are not
limited to:

e Toinitiate management of a project
e To take ownership of a project (Transfer of physical assets)
e Make changes in the organization of the participant entity

The HUD-2530 form requires applicants to provide detailed information about their current organization
makeup and previous participation in relevant housing projects. HUD reviews each HUD-2530 that is
submitted and determines the applicant’s suitability to participate in light of their previous records in
carrying out past financial, legal and contractual obligations in a timely and satisfactory manner.

1.1 Submissions
There are two major types of HUD-2530 submissions:

e Property Submission - allows an entity to seek HUD’s approval to play a specific role in a
particular project.

o Organization Change Submission - enables an organization to make changes in the organization’s
current makeup (example: to add, edit, or remove principals).

Applicants select a relevant reason and role while making a property submission. Examples of various
reasons for submitting 2530 include:

o New Role in Project

e Substantial Rehab

e Application for Mortgage Insurance

e Assignment/Assumption of HAP contract
e Transfer of physical assets

o Risk Share Project

¢ New Management Agent

e Conditional Commitment for Mortgage Insurance
e Firm Commitment for Mortgage Insurance
e 202 Fund Reservation

e 202 Capital Advance

e 811 Fund Reservation
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1.2

Depending on the type of submissions, the APPS automatically routes the submissions to the correct
location/staff. For example, all property submissions are automatically routed to the HUD project
manager (PM) responsible for the project. All organization changes, including modified transfer of
physical assets, are routed to Policy and Participation Standards Division (PPSD) at HUD Headquarters in
Washington DC. All organization changes that are deemed by the system as minor organization changes
are instantly approved by the system without HUD staff review. Baselines are not submitted to HUD and

811 Capital Advance

Reservation of funds for assistance payments
Proposed New property

Assumption of Interest Reduction Contract
Assumption of Rent Supplement Contract
Assumption of Rental Assistance Payment Contract
New lessee

New facility operator

Buy foreclosure property

Buy secretary owned project

Buy mortgage note held by Commissioner
GRP Grant/Loan

Green Retrofit Program

Submission Review

are not reviewed by HUD staff.
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2.0 Baseline Introduction

Completing a Baseline will be an organization’s first step toward creating an electronic 2530. Through
this step, an organization will establish its Organization Structure and Previous Participation. Baselines
will not require HUD review; they are simply a means to establish the organization structure in APPS.
The following qualifications must be met in order to complete a Baseline:

e An applicant that is an organization must have a Participant record in APPS. [Must be
registered at Business Partner Registration, HUD Multifamily (See APPS Quick Tips for
Details at http://portal.hud.gov/hudportal/documents/huddoc?id=appsquicktips.pdf

e If the principal being added to the applicant’s organization is an organization, that
organization must have completed a Baseline in APPS.

2.1 Creating a Baseline
Step 1. On the APPS Home Page, select “Create Baseline” from the Submission Processing drop-down
list.

Step2. Click “Go”.
Active Partners Performance System

|
apps APPS Home Page

Qﬁ Click "What's New" for useful APPS related information
]

Submission Processing:

[ Create Baseline ~ 2]

Housing
Participant Processing:

HUD Home l L.: 2I

HUD LDPs

GSA EPLS Reports:

| Bl

Step 3.  The Create Baseline screen displays.

[Note] If a Baseline already exists in the system for that TIN, the Create Baseline page will
display with message “Baseline already exists”.

2530 Contacts
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Step 4.
Step 5.
Step 6.

Step 7.
Step 8.
Step 9.

2.1.1
Step 1.

Active Partners Performance System

|
" apps Create Baseline

Submitting for: Baseline

.Qﬁ TIN: | 999999999 | (no dashes)
or
SSN: (no dashes)
[[JCheck if SSN is used as Trust submission

Housing

HUD Home
‘ Submit ’
HUD LDPs

Enter the entity’s TIN.
Click “Submit”.

The Edit Contact Information screen will display.

Active Partners Performance System

Step 1. Edit Contact Information

Submission ID: |103069 Reason: Baseline Organization Definition

Feedbads

Applicant: .

Secure Systems : :
Current Status: In Process, 12/10/2012
Housing

HUD Home

HUD LDPs Contact Information

& -

i Name: John Doe

* Phone: 999-999-9999
Fax:

* Email: john.doe@contoso.com

Pager:

What's New

Online Help [ NextStep || Save&Exit | [ Cancel Submission |

Enter the Contact Information. The fields marked with an asterisk (*) are mandatory.
Click “Next Step”.

The Edit Organization Structure screen will display. From this screen you can add Principals to
the Organization.

Adding Principals to Organization Structure
On the Edit Organization Structure screen, click the “Add Principal” button.
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Step 2.

Step 3.

Step 4.

[Note] You can return to the previous screen at any time by clicking the “Previous Step” button.

Active Partners Performance System

Step 2. Edit Organization Structure

Feedbad Submission ID: 105069 | Reason: Baseline Organization Definition
Secure Systems Applicant: -
Housing Current Status: In Process, 12/10/2012

Ownership . . .
“SA EFLS Select Name Type Role Percent Begin Date in Organization

No principals within this organization.

00X Add Principal
What's New [ Save & Exit ] [ Cancel Submission

You must add an individual to vour organization struction before moving to the next step.

Online Help

The Participant Search Screen will display.

Active Partners Performance System

Participant Search
TIN: (no dashes)
or

Secure Systems SSN: (999999999 (nu dashes]
Housing
HUD Home

|  Organization Structure |
HUD LDPs

Enter the principal’s TIN or SSN.

[Note] To add an entity as principal, the entity must be already registered in Business Partner
Registration.

Click “Search”.
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Step 5. The Add Principal to Organization screen will display with principal’s information if the
principal is already registered.

Active Partners Performance System

Add Principal to Organization

Prefix: v
S S * First Name: | John
Middle:
Housing
* Last Name: |Doe
HUD Home
Suffix: w
HUD LDPs :
* 8SN: -

GSAEPLS . .
= = Physical delivery address

2530 Contacs * Address: 999 Contoso Strest
User ID:
MOOOGK * City: Fairfax
What's New * State: VIRGINIA hd
* Zip Code: 22031 -
Online Help * Country: =H -
Glossary If country not United States
Territory: v
* Postal Code:
* Phone: 999-999-9999
Fax:
* E-mail: john doe@contoso.com
Cell Phone:
Parent Participant: -
* Role in Entity: Manager v

Role Comment:
* Percent Ownership in Entity: 10000 %% (100.00)
* Starting Date in Entity: o - 01 _ 2011 (mm-dd-yyyy)

Save

[ Parent Organization Structure ]

[ 2530 Submission |

To add the above principal to the organization, enter all the required (*) information, such as Role
in Entity, Percent Ownership in Entity and Starting Date in Entity, and click the “Save” button.
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If you are trying to add an individual as principal who is not registered in Business Partner
Registration, the following screen will appear.

Feedbadk
Secure Systems
Housing

HUD Home
HUD L DPs
GSA EPLS

2530 Contacls

User 1D:
MXOCOOCK

What's New

Online Help

Glossary

Active Partners Performance System

Add Principal to Organization

Prefix: v
* First Name:
Middle:
* Last Name:
Suffix: v
* 88N:
Physical delivery address

* Address:

* City:
* State: w
= Zip Code: -
* Country: UsA v
If country not United States
Territory: v
* Postal Code:
* Phone:
Fax:
* E-mail:
Cell Phone:

Parent Participant:

* Role in Entity: v
Role Comment:

* Percent Ownership in Entity: 0 %% (100.00)

* Starting Date in Enfity: L L (mm-dd-yyyy)

Save

[ Parent Organization Structure ]

[ 2530 Submission |

Step 6. Enter the Principal’s information. The fields marked with an asterisk (*) are mandatory.

[Note] Special fields are noted below.
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Data Element Description

* Role in Entity The principal’s role in the company.

* Percent Ownership | The principal’s ownership in the company.
in Entity

* Starting Date in Date the principal joined the organization.
Entity

Step 7. To add the principal to the organization, click the “Save” button.
Step 8.  The screen refreshes with the message “Principal added Successfully”.

Active Partners Performance System

|
ee Step 2. Edit Organization Structure
e

Feedback Principal added Successfully

Secure Systems
Submission ID: 105069 Reason: Baseline Organization Definition

Housing

Applicant: .

HUD Home
- o ) 3 7)
T Current Status: In Process, 12/10/2012

GSAEPLS

2530 Contacts

Select Name Type Role S Beginl.)a(e.in
Percent Organization
User ID:
MXOOOXX O Individual Manager 100 01/01/2011
What's New
[ Add Principal || Edit Principal | Remove Principal |
Online Help
[ Previous Step ][ Next Step l[ Save & Exit l [ Cancel Submission ]

Glossary

Step 9. Repeat the process to add any additional principals.

e To Edit Principal information, select the radio button next to that principal and click the
“Edit Principal” button.

o To Remove a Principal, select the radio button next to that principal and click the “Remove
Principal” button.

e To Cancel the Baseline Submission, click the “Cancel Submission” button.

2.2.1 Establishing Previous Participation

You can add/edit Previous Participation while creating the baseline submission. Previous Participation is
also accessible from the APPS Home Page under the Participant Processing drop-down list. Previous
Participation will roll down to nth tiers of a Trust's or an organization’s structure. Add/edit previous
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participation at the applicant level (Tier 1).

Step 1.  From the Edit Organization Structure screen, click “Next Step”.

Step 2. The Edit Previous Participation screen will display.

Active Partners Performance System

Step 3. Edit Previous Participation

Submission ID: 105069  Reason: Baseline Organization Definition

Feedbadk

Applicant: .

Secure Systems
Current Status: |In Process, 12/10/2012

Housing
HUD Home
HUD LDPs Applicant
Direct
Select Name TIN/SSN Previous
Participation
@ L - o No
Participants
What's New Direct
Select Name Type Role P erSh:P :geng.)“;m Previous
Online Help ereen FRARIZAUON b ticipation
vidual Manager 2 (es
Individual M 100 01/01/2011 ¥

Glossary

[ Previous Participation

Step 3. Click “Previous Participation”.
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Step 4. The Previous Participation List screen will display.
Active Partners Performance System

Previous Participation List

Submission ID: (105069 | Reason: Baseline Organization Definition

Feedbadk

Applicant: -

Secure Systermns
Current Status: |In Process , 12/10/2012

Houwsing
HUD Home a

Participant:

-

HUID LDPs
GSA EPLS
2530 Contadis . : L
=SSares Direct Previous Participation
User ID: Sulocs Property Originasted  HUD  Property From Te UL“: e
MOOOK SR Name Name  Multifamily? Role Date Date = or

Date Physical Inspection

What's New o . .
No direct previous participation.

Online Help

Add Participation

Glossary

[ 2530 Submission Edit Previous Participation ]

Step 5. Click “Add Participation”.

Step 6. The Previous Participation Property Search screen will display.

Active Partners Performance System

Previous Participation Property Search

* Property Role: General Partner w
Secure Systems @ HUD Property () Other Property
Housing HUD Multifamily Property
Contract Number: or
HUD Home
FHA Number: or
HUD LDPs Property ID: N

GSAERLS Property Name: |ABC

2530 Contacts

User ID:

M3OOOCK

Page
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Step 7.  Select a Property Role, select “HUD Property” (if adding a HUD project) or “Other Property”,
and enter property identification information into the field(s) as appropriate to search for the

property.
Step 8. Click “Search”.

Step 9. The Previous Participation Property List screen will display. If multiple properties are
displayed, while searching by property name, select the property for which you want to
establish Previous Participation.

Step 10. Click “Previous Participation”.

Page
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Step 11. The Previous Participation Detail screen displays.
Active Partners Performance System

Previous Participation Detail

SUBMISSION ID: 105069

REASON: Baseline Organization Definition

Seowe Systems APPLICANT:
CURRENT STATUS: In Process, 12/10/2012
Housing
PARTICIPANT:
HUD Home
PROPERTY NAME: ABC Apartments
HUD LOPs PROPERTY ID:
GSA EPLS PROPERTY TYPE: Multifamily
CONTRACT NO(S): CA390031001
2530 Contacts
CONTRACT
AMOUNT: $44,800.00

LOAN AMOUNT: $1,543,800.00
What's New FHA No(5):

Agency/Role Information

Online Help

*Agency: |[HUD “Project Role: | General Partner v
“From Date: I:l D “To Date: I:l n
Glossary (mm/dd/yyyy) = (mm/dd/yyyy) =

Affiliation Comments:

(check if current)

Loan Status Information

[Default or Delinguency Status: N/A ]

Was Project in

Loan Loan Status As of Date Loan Status Default Explanation for
# (mm/dd/yyyy) Comment during your Project default
participation
i O *) W
s || @
Last Physical Inspection [ No scores received
- Inspection Date: n
Inspection Number [ | g | | = ¢
REAC Score|[ | v Rating %

Performed By e
Explanation for Rating

Physical Inspection Infermation retrieved from HUD's Database |[] I agree to this score

Inspection Number: Inspection Date:

(mm/dd/yyvy)
REAC Score: Rating:
Performed By:
Last Management Review [] No scores received
- Review Date: o
3 (mmnf cdtyoy| 1B

Performed By e
Explanation for Rating

Management Review Information retrieved from HUD's Database |[] 1 agree to this score

Rating| Satisfactory
Review Date:

e, ) 09/18/2009

Performed By| HUD/Contractor

Previous Participation List |

Step 12. Enter the Agency/Role Information. If the “To Date” is current, check the “(check if current)”
checkbox.

Page
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Step 13.

Step 14.

Step 15.

Step 16.
Step 17.
Step 18.

2.2.2

Enter the Loan Status Information. If the “As of Date” is current, check the “(check if current)”
checkbox.

Review the Physical Inspection score (if applicable). If the score is accurate, click “I agree to
this score” and update the “Performed by” box to indicate who performed the inspection
(usually this is the HUD contractor). If you did not receive a physical inspection during your
participation, check “No scores received”.

[Note] The “Explanation for Rating” field is editable for any comments the participant may
want to enter. The following comment will populate automatically when “No scores received”
is checked: “No physical inspection score.”

Review the Management Review Information rating (if applicable). If the rating is accurate,
click “I agree to this score” and update the “Performed By” box to indicate who performed the
inspection. If you did not receive a management review during your participation, select “No
scores received”.

[Note] The “Explanation for Rating” field is editable for any comments the participant may
want to enter. The following comment will populate automatically when “No scores received”
is checked: “No management review rating.”

When all required information has been entered, click “Save”.
The screen will refresh with the message “Save was successful”.

[Optional] Click “Previous Participation List” to return to the Previous Participation List
screen.

Editing Previous Participation

An applicant’s Previous Participation will be automatically rolled down to all participants in its
organization structure (Previous Participation (PP) is rolled down to the nth tiers). Participants should list
their previous participation in HUD/FmHA and state and local housing finance agency projects for the
last 10 years.

Step 1.

From the APPS Home Page, select “Edit Previous Participation” from the Participant
Processing drop-down list.

Active Partners Performance System

APPS Home Page

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

Fc—:—-::l badk

Submission Processing:
Secure Systems View My Submissions In Process v

Housing

Participant Processing:
Edit Previous Participation |+

HUD Home
HUD LDPs

Reports:

7 G
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18



Step 2.
Step 3.

Step 4.

Step 5.
Step 6.
Step 7.
Step 8.
Step 9.

Click “Go”.

The Previous Participation Search screen or the Previous Participation List screen displays
depending on where you started. If at the Search page, enter Participant TIN or SSN and click
“Search” and the Previous Participation List screen will display.

Select the Previous Participation to edit by selecting the radio button next to the Property
Name.

Click “Edit Participation”.

When all required information (*) has been entered, click “Save”.

The screen will refresh with the message “Save was successful”.

When you are finished, click “Previous Participation List”.

The Previous Participation List screen will display with your new information.

Active Partners Performance System

Previous Participation List

Participant:

Direct Previous Participation Records (1 - 1) of 1

HUD Home .
——ame nn Last Management Review
Select Property Name Or;'[g:::ed HUD Multifamily? PrRozle:ty From Date To Date I.ms]t)lllrate and/or
HUD LDPs Physical Inspection
G54 EPLS ABC Apartments Yes General
EERZES Willew Wood | (San Francisco Field . 08/01/2012 | Cugrent | 12/10:2012
artner
2530 Conlads
User ID: [ Add Participation ] [ Edit Participation
MO0
What's New Delete Participation

Step 10. [Optional] Click “2530 Submission Edit Previous Participation” to return to the 2530

2.3

Submission page.

Adding Comments

The 4th step in the Baseline process is the Applicant Comments section.

Step 1.
Step 2.

From the Edit Previous Participation screen, click “Next Step”.

The 2530 Edit Applicant Comments screen will display.
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[Note] Comments added here are for an applicant’s own information and will not be carried
forward while creating a property submission.
Active Partners Performance System

’
ope Step 4. Edit Applicant Comments

?ﬁ Submission ID: 105069 | Reason: Baseline Organization Definition

Feedbadk

Applicant: -

Secure Systemns

Current Status: In Process, 12/10/2012
Housing

HUD Home . . . . N
- Comments inserted here will not be carried forward to any new submissions

HUD LDPs
Applicant Comments:

GSAEPLS

2530 Contacts

‘ Previous Step . | Finish || Save & Exit ‘ ‘ Cancel Submission |

What's New

Step 3.  Add any comments and click “Finish” only if the baseline has been completed. If you want to
continue editing at a later time/date, click the “Save & EXxit” button. Once you finish a baseline,
any edits to the baseline can be done only through an organization change submission.

Step 4.  You are returned to the APPS Home Page with the message, “Baseline Submission XXXXXX
has been locked.”

Active Partners Performance System

APPS Home Page

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

Baseline Submission 105076 has been locked.

Secure Systems

Submission Processing:

Housing . P
View My Submissions In Process v
HUD Home
HUD LDPs Participant Processing:
.
GSA EPLS
Page
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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 APPS Home Page

Qﬁ Click "What's New" for useful APPS related information
F|:-|:—E::;t:-:id~:
Submission Processing:
Secure Systems Create Submission I
Housing
. Participant Processing:
HUD Home 3z
HUD LDPs
Reports:
3
Step 3. The Create Submission screen will display.
Step 4.  Enter the applicant’s TIN.
Page
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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]D daShES)

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

Property Search

At least one Multifamily property value is REQUIRED

e S Multifamily Property
—SECUNe oy ms

Contract Number: or
Housing

FHA Number: or
HUD Home

Property ID: or
el Property Name: Village

GSAEPLS

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

Step 13.
Step 14.

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.

Select “OK” to proceed.
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”.

Secure Systems

Housing

HUD Home

HUD LDPs

What's New

Active Partners Performance System

Records (1-7) of 7

Select Property ID

o|C|o|o|0 0@

300000019
300000026
300000034
300000049
300000930
200000057
200000069

Property List

Property Name

VILLAGE APARTMENTS

VILLAGE WILLOW APARTMENTS
VILLAGE CREEK APARTMENTS

VILLAGE OAK APARTMENTS

WESTGATE VILLAGE APARTMENTS
ENGLISH VILLAGE APARTMENTS
VILLAGE SQUARE APARTMENTS

T
[ (2530 Submission}) |

Prope

earch

City
ROANOKE
CLIFTON PARK
CAPITOL HEIGHTS
RICHMOND
ELOY
PHOENIX

Cottonwood

Step 16. The 2530 Submission Select Reason and Role screen displays.

Step 17. Select the correct Reason and the appropriate Role for the submission.
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Step 18. Click “Next Step™.

Active Partners Performance System

2530 Submission
Select Reason and Role
Feedback Submission ID: 107117 Reason: Incomplete Property
S Property ID: 800000019 Name: Village Apartments
Housing Applicant: XYZILLC Current Status: In Process, 02/07/2013
(999999999)

HUD Home

Property Information
HUD LDPs ID/Servicing Site: 800000019 / Richmond

Name: Village Apartments

FHA: Primary 031EE033

Contract: VA365941007
User ID: *R - | — Select A Reason — v
" eason @
eIl “Role: | — Select A Role — v @
Online Help EN;d Steps [ Save & Exat ] [ Cancel Submission

s —

Glossary

APPS Home Page
Last Updated: February 4, 2013

Step 19. The 2530 Submission Edit Contact information screen displays.
Step 20. Edit the contact information (if applicable).
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Step 21. Click “Next Step™.

Active Partners Performance System

_f :
apps 2530 Submission

Edit Contact Information

Feedbadk Submission ID: 107118 Reason: Substantial Rehab

- - ~ 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

k3 -
e ETLS Name: |Jane Doe

* Phone: 123-456-7890

2530 Contacts
Fax:
User ID: . T
NDOO00K Email: |jane.doe@xyz.com
What's New EaEs
- —
Online Hel Previous Step | |(" Next 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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What's New

Online Halp

Glossary

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 SH99e095 Mo No
Parficipanis
Direct
Select Name TIN/SSN Tvpe Previous Certilied
Participation
x:fr.i:;;' Qrgamzation Yas M
Doa, Jane Ki;;-;:- Individual Yes Na
i Doe, Jahn }’?ﬂ_f'ég;- Individual Yes No
/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
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Step 29. 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

Step 30. The 2530 Submission Certify Submission screen will display with “Yes” listed in the
“Certified” column.

Step 31. Click “Next Step™.
Step 32. The 2530 Submission Send to HUD screen will display.

Step 33. 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).

3.2 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. From the 2530 Submission screen, select “2530 Submission Package” from the “----------
Select query ---------- ” drop-down list.
Step 2. 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
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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 TINSN Orgasization Trpe Tope of Ouwmership it Commter Tp Fhox
HYZLLC UL Limdted Partnarsbip Profat Motvated Fairi VA 61 1234367890
Organization Structure
Tierl: Applicant Organization: X¥ZLLC (XXX-XX-7484)
e— —— Parecpiat Ralein [— BegaDarein Otter Previos:

Step 4. Click “Print” on your browser’s toolbar.

Step 5.  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.

Step 6. Click “Back” on your browser’s toolbar to exit the 2530 Submission Package.

3.3 Canceling the Submission

Step 1.  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.

Step 2. A warning will appear stating “All information in this submission will be deleted! Are you sure
you want to cancel?”

Step 3. Click “OK” to cancel the submission.

3.4 Sending to HUD

Step 1. From the 2530 Submission Send to HUD page, click “Send To HUD” if all information is
accurate.

Step 2. A message will appear stating “Action cannot be reversed! Change status to “Send To HUD”?”
Step 3. Click “OK” to proceed.
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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 U-S. Department of Housing U.S. Deparment of Agriculrure
Package and Urban Development Rural Ho 2
= Office of Housing Federal Housing Commissioner ONB Apy Vo 2302-0118
(Exp 11302012

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

Submission ID: 10001 Submission Contact:
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

ountry

[[2BC Company. In= [ oo | [ se30Dyese [ Dats |[ T [ 752080000 221-236-0000

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

I am withdrawing this submis=sion, and these are my comments
explaining why.

Current Submission Status: Field Office Review Sent to HUD: 02/08/2013
"""""" Select query ——— ' 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 US.C. 3729, 3802)

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

2530 Submission

Feedbadk

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

Windows Internet Explorer E|

9 Action cannot be reversed!
“—'4-/ "Withdraw"?

o [ cmen ]

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

2530 Submission

Submission 107119 has been withdrawn successfully.
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Participation




4.0 Adding Previous Participation

[Note] Always update previous participation at the entity level to roll down the participation to all
participants under that entity.

Step 1. From the APPS Home Page, select “Edit Previous Participation” from the Participant
Processing drop-down list.

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

APPS Home Page

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

Feedbadk

Submission Processing:
Secure Systems View My Submissions In Process N

Housing
Participant Processing:

HUD Ho:
. Edit Previous Participation |+ @

HUD LDPs

Reports:

5 &

Step 3. The Participant Search page will display.
Step 4.  Enter Participant TIN or SSN.

Step 5.  Click “Search”.
Active Partners Performance System

Participant Search

Previous Participation

Fc—c—-:.:lt:-:ad-:

S TIN: 999999999 | (no dashes)
or

Housing

SSN: (no dashes)
HUD Home
HUD LDPs

GSA EPLS

Step 6. The Previous Participation List screen will display.
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Step 7. Click on the “Add Participation” button.
Active Partners Performance System

_(
i Previous Participation List

3 . XYZILC (XXX-XX-7484)
S Participant: | @ o VIRGINIA

Secure Systerns

Housing

Direct Previous Participation

HUD Home .

== | . . | Last Last Management Review
Select Property Originated HUD Property From To Vor

Name Name  Multifamily? Role Date Date lipdae

HUD LOPs Date Physical Inspection

GSAEPLS o . L.
No direct previous participation.

2530 Contacts

e
[ (Add Participation}). |
SN———

Step 8.  The Previous Participation Property Search page will display.

Step 9.  Select the Property Role. (Example: Managing Agent, Owner/Mortgagor, Limited Partner, etc.)
Step 10. Enter one of the following: Contract Number, FHA Number, Property ID, or Property Name.
Step 11. Click on the “Search” button.

Active Partners Performance System

Previous Participation Property Search

», * Property Role: | Managing Agent v

Secure Systems (& HUD Property ) Other Property
Housing HUD Multifamily Property

Contract Number: or
HUD Home

FHA Number: or
HUID LDPs

- Property ID: o

SEEEE Property Name: |\illage

2530 Contacts

What's New

Step 12. The Previous Participation Property List page will display.
Step 13. Select the radio button (if not already selected) next to the property you want to add.
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Step 14. Click on the “Previous Participation” button.
Step 15. The Previous Participation Detail page will display.

Active Partners Performance System

Previous Participation Detail

PARTICIPANT: ABC 123 Company (xxxxx2226), Denver, COLORADO
PROPERTY NAME: APPLE AVE APTS

Secure Systems PROPERTY ID: 800030529

PROPERTY TYPE: Multifamily
Housing

CONTRACT NO(S): Mone

HUD Home

CONTRACT AMOUNT: MNone
HUD LDPs LOAN AMOUNT: None
GSAEPLS FHA NoO(S): MNone
Agency/Role Information
“Agency: |HUD “Project Role: |Lesscr (Landlord) k|
“From Date: l:l n “To Date: |:| .
(mm/dd/yyyy) @’ (mm/dd/yyyy) @’
Affiliation Comments:
What's New =l

2530 Contacts

User ID:

(check if current)

Online Help

Glossary

Loan Status Information

[Default or Delinquency Status: N/A ]

Was Project in

Loan As of Date Loan Status Default Explanation for
Leam ST (mm/dd/yyyy) Comment during your Project default
participation
. —5 &= | Hio |lg. | =
(check if current) =] ves H
Add
Last Physical Inspection [ No scores received

Inspection Number| l:l II(]:FE,?;:S:,'IV[::::; :l@
REAC Score l:l - Rating I -
Performed By -

Explanation for Rating

E
Physical Inspection Information retrieved from HUD's Database |[” I agree to this score
. ] Inspection Date:
Inspection Number: (mm/dd/yyyy)
REAC Score: Rating:
Performed By:
Last Management Review " No scores received
5 = Review Date: n
B Bl (mm/dd/yye) | B
Performed By 'I
Explanation for Rating
E
]

Management Review Information retrieved from HUD's Database | [T 1 agree to this score

Rating
Review Date:

Performed By (mm/dd/yyyy)

Previous Participation List |

Step 16. If the Agency/Role Information “To Date” is current, click the “(check if current)” checkbox.
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Step 17.

Step 18.

Step 19.

Step 20.
Step 21.

Step 22.

Enter the Loan Status Information. If the “As of Date” is current, click the “(check if current)”
checkbox.

Review the Physical Inspection score (if applicable). If the score is accurate, click “I agree to
this score” and update the “Performed by” box to indicate who performed the inspection
(usually this is the HUD contractor). If you did not receive a physical inspection during your
participation, check “No scores received”.

[Note] Users must select a response for the Performed by drop-down list while updating a
score. The “Explanation for Rating” field is editable for any comments the participant may
want to enter. The following comment will populate automatically when “No scores received”
is checked: “No physical inspection score.” You can edit this comment and enter any relevant
comments that you want.

Review the Management Review Information rating (if applicable). If the rating is accurate,
click “I agree to this score”. If you did not receive a management review during the time you
were part of the property, select “No scores received”.

[Note] Users must select a response for the Performed by drop-down list while updating a
score. The “Explanation for Rating” field is editable for any comments the participant may
want to enter. The following comment will populate automatically when “No scores received”
is checked: “No management review rating.”

Click “Save”.

Screen displays with the message “Save was successful”.
Active Partners Performance System

Previous Participation Detail
Save was successful

PARTICIPANT: XYZ LLC, ). Fairfax, VIRGINIA
PROPERTY NAME: Access Village
PROPERTY ID: 800000997
PROPERTY TYPE: Multifamily
CONTRACT NoO(S):
CONTRACT AMOUNT: 5165,600.00
LOAN AMOUNT: $1,312,600.00

FHA No(s):
User ID: Agency/Role Information
NGO “Agency: |HUD “Project Role: |Board Member -
. “From Date; o “To Date; l:l o -
What's New (mm/dd/yyyy) 02/01/2013 @ (mm/dd/yyvy) @ (check if currant)

\Affiliation Comments:

Online Help

Glossary

Loan Status Information

When you are finished, click on the “Previous Participation List” button.

Previous Participation List |
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Step 23. The Previous Participation List screen will display with your new information.

Active Partners Performance System

I
L Previous Participation List

Qﬁ .. XYZLLC (XXX-XX-7484)
[} Participant: Faitfax, VIRGINIA

Feedbark

Secure Systems

Housing
Direct Previous Parficipation Records (1 - 1) of 1
nr 5 Last Management Review
Select  Property Name Orl:lguuted HUD Multifamily? L] From Date To Date e and/or
= ame = Role Date 5 -
Physical Inspection
- (New York Field Board . N
(@] KYZLLC Office) Member 02/01/2013 | Current |  02/08/2013
User ID: [ Add Participation ] l Edit Participation
INDOOOOC
What's New Delete Participation
Online Help
Glossary
‘APPS Home Page
Last Updated: September 11, 2012
4.1 Editing Previous Participation

Step 1. From the APPS Home Page, select “Edit Previous Participation” from the Participant
Processing drop-down list.

Step 2. Click “Go”.

Active Partners Performance System

APPS Home Page

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

Feedbadk .. .
Submission Processing:

Secure Systems View My Submissions In Process hd

Housing

Participant Processing:

HUD Hor
= Edit Previous Participation | % @

HUD LDPs
GSA EPLS Reports:

56

25

Step 3. The Participant Search page will display.

[Note] During the process of creating any submission or a baseline, a user can update the
previous participation of an applicant.
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Step 4. Enter Participant TIN or SSN.
Step 5.  Click “Search”.

Active Partners Performance System

Participant Search

Previous Participation

Feedbadk

TIN: (999999999 | (no dashes)

Secure Systems

or
Housing
SSN: (no dashes)
HUD Home
HUD L DPs

GSA EFLS

Step 6. The Previous Participation List screen will display.
Step 7. Select Previous Participation to edit by selecting the radio button next to the Property Name.
Step 8. Click on the “Edit Participation” button.

Active Partners Performance System

Previous Participation List

XYZ LLC (3O0CXX-T484)

Participant: Fairfax, VIRGINIA

Direct Previous Participation Records (1 - 1) of 1

.. _ Last Management Review
Select | PropertyName | CRif™ gy nptifamity? PP rom Date ToDate | L2StUpdate and/or
& Name U Role Date - .
Physical Inspection
Village Apartments e Vet Tiad

( 99) xvzice (Mew VoricField | Board 1o ) 5015 | Cusrent | 02/082013

S - Office) Member

New York, NY

—

User ID: [ Add Participation ] [ (Ed\t Pammpatlog ]
NZGOOKK —
What's New Delete Participation

Online Help

Glossary

[APPS Home Page
Last Updated: September 11, 2012

Step 9. The Previous Participation Detail page will display.
Step 10. Edit any relevant Information and update the inspection score and MOR rating, if applicable.
Step 11. Click “Save”.
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Step 12. The Previous Participation page displays with the message “Save was Successful”.
Active Partners Performance System

User ID: Agency/Role Information

*Agency: HUD

“From Date:
(mm/dd/yyyy)
Affiliation Comments:

What's New

Online Help

Glossary

Loan Status Information

PARTICIPANT:
PROPERTY NAME:
PROPERTY ID:
PROPERTY TYPE:
CONTRACT NO(S):
CONTRACT AMOUNT:
LOAN AMOUNT:
FHA No(s):

e

Previous Participation Detail

Save was successful.

Test 2
800218559
Multifamily

None
$0.00
10198091

*Project Role:

“To Date:
(mm/dd/yyyy)

Key Principal

Step 13. When finished, click on the “Previous Participation List” button.
Step 14. The Previous Participation List screen will display with your new information.
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5.0  Organization Change Submissions

Organization Change Submissions will enable an organization to make changes to the principals in the
organization. Every organization change submission must have one of the following reasons:

e Major Organization Change
e Modified TPA

e Court Order/Inheritance

5.1 Major Organization Change Submissions

Major Organization Change Submissions will allow an entity to add or change principals in its
organization structure. Users can add individuals/organizations as principals in the organization. If the
principal being added is an organization, that organization must have completed a Baseline in APPS. If
the principal being added is an individual, that individual may either exist within APPS or the
Coordinator can create them.

5.2 Creating a Major Organization Change Submission
The Organization Change Submission is a Wizard process that will take you through each of the steps.

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

Active Partners Performance System

.f :
apps APPS Home Page

Qﬁ Click "What's New" for useful APPS related information
[

Feedbadk

Submission Processing:
Secure Systems Create Submission ~ @

Housing
Participant Processing:

HUD Home
s -

HUD L DPs

GSAEPLS Reports:

7

2530 Contacts

Step 2. Click “Go”.

Page 44



Step 3. The Create Submission screen displays.
Active Partners Performance System

Create Submission

TIN: | 999999939 (no dashes)
or

Secure Systems SSN: (I]D dashes]

[ Check if SSN is used as Trust submission

Housing

HUD Home

HUD LDPs

Step 4.  Enter the applicant’s TIN or SSN.
Step 5.  Click “Submit”.
Step 6. The Create Submission screen will display.

Step 7. Select “Organization Change” as the type of submission you would like to create from the
drop-down list.

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

| (
apps Create Submission

Q’E Select the type of submission you would like to create:
[ E3

Feedbadk R .
Organization Change v @

Secure Systermns

Housing

Step 9. A warning will appear if an applicant has a baseline in process or a baseline that has not been
completed.

Message from webpage Y

By creating this 2530 submission, you will lock your current
¥ baseline, if not already locked.
This action cannot be reversed!

OK ‘ l Cancel ‘

[Note] By selecting “OK” you are locking the baseline, preventing further changes to the
organization structure without a 2530 submission for organization change.
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Step 10. Select “OK” to proceed.
Step 11. The 2530 Submission Select a Reason screen will display.
Step 12. Select “Organization Change (Major)” from the Organization Change Reason drop-down list.

[Note] Even if the Organization Change is minor, you should select Organization Change
(Major) as the reason while creating the submission.

Step 13. Click “Next Step”.
Active Partners Performance System

2530 Submission
Select a Reason

Submission ID: 105888 Reason: Incomplete Organization
Change
Applicant: XYZLLC Current Status: In Process, 01222013
(99999999)
Organization Change Reason: Organization Change (Major) v
Office of HealthCare Program (OHP): OYes ®No
[ MNextStep || Save & Exit | Cancel Submission

Step 14. The 2530 Edit Organization Structure screen will display.
Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: 105888 | Reason: Organization Change (Major)

Secure Systerns

Housing Applicant: KYZLLC (99999999)
HUD Home Current Status: [n Process, 01/22/2013
GSAEPLS
User ID: o DOEI;DQJ?-};;S?Q{_ Individual Hﬁ:pal 0 03/01/2009
oo o Lg?gf"g” SQLQL;: Organization| S0 | 001 08/102007
What's New
Online Help [ Add Principal H Edit Principal ][ Remove Principal ]
[ Save & Exit ] [ Cancel Submission ]

Glossary
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5.3

Step 1.
Step 2.
Step 3.
Step 4.

[Note] The “Next Step” button does not display until after a principal is added to the
organization structure.

Adding a Principal

From the Edit Organization Structure screen, Click “Add Principal”.
The Participant Search screen displays.

Enter the participant’s TIN or SSN

Click “Search”.

[Note] If you add a participant that is the same as the applicant, you will receive the following
message: “Participant already exist. You cannot add same participant to a submission.”

Active Partners Performance System

Participant Search
TIN: (no dashes)
or
Secure Systemns SSN: 999999999| (no dashes)
Housing
HUD Home ]"

[ Organization Structure ]

HUD LDPs
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Step 5. The Add Principal to Organization screen displays.
Active Partners Performance System

Add Principal te Organization

Feedback Prefix: w

* First Name: |Jane

Secure Systerns

Middle:
Housing
* Last Name: Doe
HUD Home
Suffix: v
HUD LOPs :
* SSN:
OSEEERS Physical delivery address
2530 Contacts * Address: 999 Anywhere Strest
User ID: Suite 123
MXXXXX * City: Fairfax
What's New * State: VIRGIMIA v
* Zip Code: 22031 -
Online Help :
* Country: USA v
Glossary If country not United States
Territory: v
* Postal Code:
* Phone: 999-999-3999
Fax: 999-999-9999
* E-mail: jane doe@contoso.com
Cell Phone:
Parent Participant: SN
* Role in Entity: v
Role Comment:
* Percent Ownership in Entity: |0 og (100.00)
* Starting Date in Entity: L L (mm-dd-yyyy)
[ Parent Organization Structure ]

[ 2530 Submission |

Step 6. Select the Principal’s Role in Entity; enter Percent Ownership in Entity and Starting Date in
Entity. You will not be able to enter a future date as Starting Date. Fields marked with a red
asterisk (*) are required. If you are adding a principal to a nonprofit entity or adding a trustee,
percent ownership is zero.
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Step 7. Click “Save”.

Step 8. The Add Principal within Organization screen refreshes with the message “Principal added
Successfully.”

Step 9. The 2530 Submission Edit Organization Structure screen will display with the new principal
information.

Active Partners Performance System

|
apps 2530 Submission

Edit Organization Structure
T

Feedback

Secure Systems Principal added Successfully

Housing
Submission ID: 105888 Reason: Organization Change (Major)

HUD Home

Applicant: XYZ LLC (99999999)

HUD LDPs

Current Status: In Process, 01/22/2013
GSAEPLS

2530 Contacts

User ID:

Ovwnership  Begin Date in

MXXXXX Select Name Type Role Pt Organization Change
Wil © | Pure é\)“ Individual | PSSV 0 01/01/2013 Add
Online Help O Doe}.{‘.lzl:xgs(f:).\'}{- Individual Pnigpal 0 03/01/2009

— 0O L?{:}g”&‘“i _L;')C Organization g:‘;’: 0.1 08/10/2007

[ Add Principal | [ Edit Principal [  Remove Principal |

[ Previous Step ][ Next Step H Save & Exit ] [ Cancel Submission ]

5.4 Editing Principal
Step 1. On the 2530 Submission Edit Organization Structure screen, select the principal to be edited.
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Step 2.

Step 3.
Step 4.

Step 5.

Secure Sy

Housing

HUD Home

HUD LDPs

Click “Edit Principal”.

Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: 105888 | Reason: |Organization Change (Major)
Applicant: XYZ LLC (99999999)

Current Status: In Process, 01/22/2013

Ownership  Begin Date in

@ Name Type Role Percent Organization Change
_O_ D“gﬁ“;gﬁ“ Individual I‘;‘f:;:f 0 01/01/2013 Add
® D‘“’-}bi"'?_*_;{;;[j?m‘ Individual Pﬁﬁ;‘p B 0 03/01/2008
SRR o ngg‘;gnj;f Organization ﬁ;’if:j 0.01 08/10/2007

Online Help

Remaove Principal ]

| Add Principal ][(EditF';;c?:haD][

[ Previous Step H MNext Step ” Save & Exit ] [

Glossary

Cancel Submission ]

The Edit Principal within Organization screen displays.

Make the necessary edits to the principal. A coordinator/authorized user can edit all fields
except SSN for individuals and TIN, legal structure and type of ownership for entities.

Click “Save”.
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Active Partners Performance System

Edit Principal within Organization

Prefix: Mr. ha
S — * First Name: |John
Middle:
Housing
* Last Name: |Doe
HUD Home
Suffix: b
HUD LDPs ,
* 88N:
GSAEFLS Physical delivery address
2530 Contads * Address: 123 Anywhere Street
User 1D Suite 123
MXXXXX * City: Fairfax
What's New * Btate: VIRGIMIA, A
* Zip Code: |22031 -
Online Help :
e e * Country: USA b
Glossary If country not United States
Territory: W
* Postal Code:
* Phone: 999-999-9999
Fax: 999-999-9999
* E-mail: john_doe@contoso.com
Cell Phone:
Parent Participant: XYZLLC
* Role in Entity: Key Principal b
Role Comment:
* Percent Ownership in Entity: 0 % (100.00)
* Starting Date in Entity: 3 o1 _|2009 (mm-dd-yyvy)
[ Parent Organization Structure ]

| 2530 Submission |

APPS Home Page
Last Updated: August 23, 2012
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Step 6. The screen refreshes with the message “Save was successful.”

Step 7. Click “Parent Organization Structure”.

[ Parent Organization Structure ]

Step 8. The 2530 Submission Edit Organization Structure screen displays.
Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: |105888 | Reason: |Organization Change (Major)

Applicant: XYZ LLC(99999999)

Current Status: In Process, 01/22/2013

Ownership  Begin Date in Change

Select Name Type Role Percent i
Doe, Jane (300 . Passive 2013
User ID: & 3X-7062) Individud | 1 estor 0 01/01/2013 Add
MK Doe, John (300X- . Key - . é
] XX.2034) Individual Principal 30 03/01/2009 Change
What's New LMNOP Hills, LLC A General
_—= == : 2007
] (XKX-XK-7429) Organization Partner 0.01 08/10/2007
Online Help
Glossa [ Add Principal ] [ Edit Principal ] [ Remaove Principal ]
[ Previous Step ][ Next Step ][ Save & Exit ] [ Cancel Submission ]

Step 9. Repeat the process to edit other principals.
Step 10. Click “Next Step”.

Page 52



Step 11. The 2530 Submission Edit Contact Information screen will display.

Step 12.
Step 13.
Step 14.

Step 15.

Active Partners Performance System

_‘ :
apps 2530 Submission

Edit Contact Information

Feedback Submission ID: 105888 Reason: Organization Change
5 T (Major)
. Applicant: XYZLLC Current Status: In Process, 01/22/2013

e (99999999)

HUD Hor .
5503 Contact Information

HUD LDPs * Name: Sam Doe

GSA EPLS * Phone: |999-999-9999

2530 Contacts Fax: 999-999-9999

* Email: sam doe(@contoso.com

User ID:
NGOG Pager:

[ Save & Exit ] [ Cancel Submission

What's New

Online Help
Edit contact information as necessary and click “Next Step”.
The 2530 Submission Edit Applicant Comments screen will display.

Enter relevant comments. 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.

Click “Next Step”.

Active Partners Performance System

_f :
apps 2530 Submission

Edit Applicant Comments
".Q'F pp

e Submission ID: 105888 | Reason: |Organization Change (Major)

Sl Applicant: XYZ LLC (99999999)

e Current Status: In Process, 01/22/2013
HUD Home

HUD LDPs

Applicant Comments:

GSAEPLS

2530 Contacts

User ID:
MO0

What's New [ Save & Exit | [ Cancel Submission

Step 16. The 2530 Submission Certify Submission screen will display.
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Active Partners Performance System

I
apps 2530 Submission

Certifyy Submission
- "

Feetbeck Submission [D: 105888 Reason: Organization Change (Major)

Secure Bystems

Applicant: XYZ LLC(99999999)
Housing
R Current Status: In Process, 01/22/2013
HUD LDPs
GSAEPLS Reminder: Update your previous participation at the applicant level before
submitting to HUD
2530 Contacts
User ID: Only the new person(s)/entity added to the organization and the applicant have to
MEB0G52 certify and sign the submission package
What's Nesw Applicant Submission ID: 105888
Online Help Direct
Select Name TIN/SSN Previons  Certified
Glossary . s s
Participation
® XYZLLC 999999999 No No
Participants
Direct
Select Name TIN/SSN Type Previous Certified
Participation
Doe, Jane I:;élsxf_ Indnadual Yes No
Doe, John I;;';;:' Indinadual Yes No
LMNOP Hills, LLC I:;:';;" Organization Yes No

| Edit Previous Participation |

Previous Step | | Mext Step || Save & Exit | | Cancel Submission

Information on how to send a submission to HUD when the coordinator does not
have access to a participant is described in step 6 of the APPS Quick Tips Guide
under the APPS Wizard Process section.

[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 Edit Previous Participation button.

Step 17. Select the applicant and each participant (one at a time) and click “Certify”. Important: For
organization change submissions, only the applicant and new participants have to certify. Make
sure the certification is read before certifying.

Step 18. The Participant Certification screen will display. Click the “Add Certification” button.
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Step 19. The Participant Certification will refresh and display the certification statements.

Feedbadk
Secure Systemns
Housing

HUD Home
HUD LDPs

GSA EPLS

2530 Contacts

User ID:
MOOCKX

What's New

Online Help

Glossary

Active Partners Performance System

PARTICIPANT CERTIFICATION

XYZ LLC (0XK-XX- )
PARTICIPANT © o\ fax , VIRGINIA
Certify for: Submission ID:

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
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
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
attached to this form. Wamning: HUD will prosecute false claims and statements. Conwviction
may result in criminal and/or civil penalties. (18 U.5.C 1001, 1010, 1012;31 U.5.C
3729,3802)

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 O False
Explanation 1:

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 er noncompliances under any Conwventional Contract or
Turnkey Contract of Sale in connection with & public housing project;

Step 20. Read and answer the certification statements, when finished click “Save”. If any of the
statements are not applicable, select False and provide 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 O False
Explanation 7:

( Save ’

Participant Certification List |

Step 21. The 2530 Submission Certify Submission screen will display with the message, “Certification
has been saved successfully”.
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Step 22. Repeat this process until the applicant and all new participants are certified.
Step 23. Click “Next Step”.

Active Partners Performance System

I
apps 2530 Submission

Certifyy Submission
- "

T Submission ID: 105888 Reason: Organization Change (Major)

Secure Systems

Applicant: XYZ LLC(99999999)
Housing
R Current Status: In Process, 01/22/2013
HUD LDPs
GSAEPLS Certification has been saved successfully
BRI [ETTE Reminder: Update your previous participation at the applicant level before
User ID: submitting toc HUD
MBOG52
Only the new person(s)/entity added to the organization and the applicant have to
What's New certify and sign the submission package
Online Hel, " . 2
P Applicant Submission ID: 105888
Glossary Direct
Select Name TIN/SSN  Previous Certified
Participation
® XYZLLC 999959999 No No
Participants
Direct
Select Name TIN/SSN Type Previous Certified
Participation
Dee, Jane Ii?;:f' Individual Yes No
Doe, John x:;g-}:r;:- Individual Yes No
LMNOP Hills, LLC I:.:';;' Organization Yes No
| Edit Previous Participation |
Previous Step | | Mext Step | | Save & Exit | | Cancel Submission
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Step 24. The 2530 Submission Send to HUD screen will display.
Active Partners Performance System

| g
apps 23530 Submission

IQE' Previous Step H Send To HUD I [ Cancel Submission

Feedbadk

el | Submission ID: 105888

Housing Current Status: In Process
HUD Home Organization Change |Reason: Organization Change (Major)

HUD L DPs

Applicant
GSAEPLS Direct
Name TIN/SSN Previous Certified
2530 Contadls N
Participation
User ID: XYZLLC 999999999 No Yes
MXOOCKK
— Select participant processing — ¥
What's New
Contact Information
Online Help _
* Name: Sam Doe
Glossary * Phone: 999-999-9999
Fax: 999-999-9999
* Email: sam.doe@contoso.com
Pager:
[ Save Contact Information ]

Applicant Comments:

Current Submission Status: In Process

"""""" 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)

[ Previous Step ][ Send Te HUD I [ Cancel Submission ]

Step 25. 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).

5.5 Printing Submission Package without Sending Submission 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 7. From the 2530 Submission screen, select “2530 Submission Package” from the “----------
Select query ---------- " drop-down list.
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Step 8. Click “Go”.

Applicant Comments:

Current Submission Status: In Process

2630 Submission Package (0] setect 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

Step 9. The 2530 Submission Package Screen will appear.

2530 Submission Package

US.Department of Houzing UsS. Department of Agriculture

and Urban Development
Offics of Housin Fadera! Housinz Commissionsr

Rural Housing
OMB Approval No. 25020118
(Exp.11/302012)

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

Submission I 107118 Submission Contact Janz Doz
ion Reazon: ial Rehab Contact Phone: 123436-7830
Submizzion Statuz=  InProcess Submitted To: HUD
Statuz Date: 02/07/2013
Property Name: Village Apartments City/State: ROANOKE VA
Property Role: Vics Chairman Section of the Act (Description} ZPE (202 Capital Advancs for Elderly)
Primary FHA Number: Other FHA Numbers:
Property ID: 800000019 Contract Number:

Applicant: X¥Z LLC (XXX XX 7484)

Name TINASN Orgasizacien Trpe Trpe of Gunerskip City Comtnr Tp Fhens
EYZLLT HDOLI0ETHM Limiand Parmansbip Proft Mothvassd Fairfax. VA 031 1234367890
Organization Structure
Tierl: Applicant Organization: XYZLLC (XXX XX 7484)
Fartcipast N Fardcipast Ralein Owserbip Begia Dacein Otber Previess

Step 10. Click “Print” on your browser’s toolbar.

Step 11. Click “Back” on your browser’s toolbar to exit the 2530 Submission Package and return to the
2530 Submission page.

Step 12. Click on the “Previous Step” button to return to the 2530 Submission Certify Submission page.
Step 13. Click the “Save & Exit” button to save and exit.

Step 14. Once the 2530 Submission Package has been printed, all the necessary signatures must be
obtained.
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Step 15. Once all the necessary signatures are obtained, the applicant must either mail a hard copy to the
address located on the 2530 Submission Package OR Upload a PDF version of the signed 2530
Submission Package to APPS (Section 5.9).

5.6 Sending the Submission to HUD Once All Signatures Have Been Obtained

If you decided to postpone sending the submission to HUD in order to obtain all the required signatures,

you must go back into APPS and send the submission.

Step 1. On the 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

Feedbadk .. .
Submission Processing:

Secure Systems View My Submissions In Process v @

Housing

Participant Processing:

HUD Home
v

HUD LDPs
GSAEPLS Reports:

12

2530 Contacts

Step 3.  The Submission List page displays.
Step 4.  Select the submission you would like to send to HUD.
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Step 5.  Click the “2530 Submission” button.
Active Partners Performance System

Submission List

For User ID: JOHN DOE (MXXXXX)
Housing Records (1 - 27) of 27
HUD Home
ARl Apoli Date of Cr
@Jﬁls . N cant Tax ID Last S Reazon For Submission

ame . D

S | Action

LS (@] Pmlz‘less SOO-XO0-8627 (01/04/2013 | 106786 Organization Change (Major)
2 ntacts In

@] Process XYZLILC 30003007484 (02/152013 | 107127 Organization Change (Major)

User ID:
MOOOO
What's New E 2530 Submission '

e

Submission Search ]

Online Help [

Glossary

APPS Home Page
Last Updated: July 18, 2011

Step 6. The 2530 Submission Select a Reason page will display.

Step 7. Click “Next Step”.

Step 8. The 2530 Submission Edit Organization Structure Page will display.
Step 9. Click “Next Step”.

Step 10. The 2530 Submission Edit Contact Information screen will display.
Step 11. Click “Next Step”.

Step 12. The 2530 Submission Edit Applicant Comments page will display.
Step 13. Click “Next Step”.

Step 14. The 2530 Submission Certify Submission screen will display.

Step 15. Click “Next Step”.

Step 16. The 2530 Submission page will display.

5.7 Sending the Submission to HUD

Step 1. Ifall information is accurate, click “Send to HUD” on the 2530 Submission Send to HUD page.
| Send ToHUD |
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Step 2. A message will appear with the message, ‘Action cannot be reversed! “Send To HUD”?. If
you would like to proceed, click “OK”.

Windows Internet Explorer @

b ] Action cannot be reversed!
\-—‘;/ "Send To HUD"?

o [ o ]

Step 3. The screen will refresh with the message “Submission sent to HUD Successfully” displayed at
the top of the page.
[Note] If all principals who are supposed to certify have not certified, the system will not allow
you to send the submission to HUD. If an error message appears while trying to send the
submission, fix the error and send the submission.
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Active Partners Performance System

2530 Submission
Submission Sent to HUD successfully
= Please Print out the submission package,sign and send to HUD
Secure Systems [ Print Submission Package ]
Housing
HUD Home Submission ID: 105888
D LDPs Current Status: PPSD Review
- Sent to HUD: 01/22/2013
GSA EPLS 2530 Package Received at HUD:
2530 Gontacts Organization Change |Reason: Organization Change (Major)
User ID: Applicant
MO .
Direct
What's New Name TIN/SSN Previous Certified
Participation

Online Help Sp'e 78 # o] 999999999 No Yes

Glossary — Select participant processing — ¥

Contact Information

* Name: Sam Doe

* Phone: 999-999-9999
Fax: 999-999-9999

* Email: sam._doe@contoso.com
Pager:

| Save Contact Information |

Applicant Comments:
(for Withdraw only)

Current Submission Status: PPSD Review  Sent to HUD: 01/22/2013

"""""" Select query ———— M 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)

| Print Submission Package |

5.8 Printing the Submission Package

Step 1. From the 2530 Submission Screen, click the “Print Submission Package” button.
Step 2. The 2530 Submission Package screen will display.

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 submission package.
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5.9 Upload Signed 2530 Submission Package in APPS

[Note] In order to upload a PDF version of the signed 2530 Submission Package, the 2530 Submission
must already have been submitted to HUD (Section 5.7). Only the coordinator/user that created the
submission can upload the package. Sign the submission package, scan and save it, using the submission
ID, as a PDF file on a computer.

Step 1. On the APPS Home Page, select the “Upload Signed 2530 Submission Package” from the
Submission Processing drop-down list.
Step 2. Click on the “Go” button.

Active Partners Performance System

.f :
apps APPS Home Page

Q’ﬁ Click "What's New" for useful APPS related information
[E:

Feedbadk .. .
Submission Processing:

Secure Systems Upload Signed 2530 Submission Package @

Housing

Participant Processing:

HUD Home
.

HUD LOPs

GSA EPLS Reports:

56

2530 Contacts

Step 3.  The Upload Signed 2530 Submission Package page will display.

Step 4. Click the Browse button next to Submission ID and select the submission package file from its
saved location on your computer.

Step 5. Choose the correct Signed PDF’d 2530 Submission Package from your computer.
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Step 6.  Click the “Upload” button.
Active Partners Performance System
Upload Signed 2530 Submission Package
User ID: JOHN DOE {(MXXXXX)
Fee
Secure Systems
. Submission  Reason for Applicant = File
e B i Submisisen Uy name  Name
Ry tine  |Organizati : .
HUD LOFs 107125 Chﬁga@;;or} 3?;1 XYZLLC
GSA EPLS
2530 Contadis APPE Home Page
Last Updated: June 22, 2012
Step 7. The Upload Signed 2530 Submission Package page will display with the message “File Upload
was Successful!”
Active Partners Performance System
Upload Signed 2530 Submission Package
@’; User ID: JOHN DOE (MXXXXX)
FI:—E—:;b-Elj!:
Seawe Systems File Upload was Successful!
Housing
HUD Home Submission ~ Reason for Applicant  File
R jnj Submisizon UL name Name
HUD LDPs
Crganization -
554 EPLS Upload 107125 [Change (Major) 33~  [XYZLLC |testpdf
T
sntacts
User ID: [APPS Home Page]
[T Last Updated: June 22, 2012
5.10  Canceling the Submission

Step 1. If you entered incorrect information or no longer wish to send the 2530 submission to HUD, you

may cancel the submission by clicking “Cancel Submission” button.
[Note] You can cancel the submission at any step during the wizard process.
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Active Partners Performance System

2530 Submission
Certify Submission

Update vour previous participation at the applicant level before submitting to

HUD.
Secure Systemns
Housing Applicant Submission ID: 105888
Direct
HUD Home . - - - . .
Select Name TIN/SSN Previons |Certified
HUD LDPs Participation
S ETs ® XYZLLC 999999999 No Yes
Participants
2530 Contacts B
Direct
User ID: Select Name TIN/SSN Tvpe Previous |Certified
MXXXXX Participation
KRR -H- L
Doe, Jane Individual Yes Yes
What's New © 7062
O |Doe, John }()2()9(‘—3:-2(— Individual Yes Yes
Online Help
O  |Lmop Hills, LLC Xoe lorganization|  Yes Yes

Glossary

[ Edit Previous Participation ]

Previous Step ” MNext Step H Save & Exit ] [(Cancelm
_—

Only the new person(s)/entity added to the organization has to certify and sign
the submission package.

Step 2. A warning displays with the message, “All information in this submission will be deleted! Are
you sure you want to cancel?”

Windows Internet Explorer @

2 All information in this submission will be deleted!
&

Are you sure you want to cancel?

o [ o

Step 3.  Click “OK” to cancel the submission. By cancelling the submission, only changes made to the
organization through this submission will be lost.
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Step 4. You are returned to the APPS Home Page with the message, “Submission ID: XXXXX has been
canceled for Applicant: Applicant Name.”

Active Partners Performance System

APPS Home Page

Click "What's New" for nseful APPS related information

Feedbadk

Submission ID: 105888 has been cancelled for
Secure Systerns Applicant: XYZ LLC

5.11 Querying the Submission

Refer to Chapter 8, Submission Queries and Reports.

5.12  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.

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)
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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|

9P Action cannot be reversed!
4(-’ "Withdraw"?

| oK || Cancel |

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

5.13  Organization Change — Minor Introduction

Minor Organization Change Submissions will allow an entity to make minor changes to its
organization structure. The following are examples of minor organization changes

e Changing Starting date in the organization

e Changing Roles in the organization (except for changes to Limited Partner, General Partner
or Managing General Partner)

e Ownership percent (other than changing a limited partner’s or member’s ownership to more
than 25% or a shareholder’s ownership to more than 10%)

These submissions will not require HUD review. The following message will appear stating the
submission was approved, “Since only minor changes to the organization were made, the Submission has
been changed to a Minor Organization Change which does not require a HUD review. Submission Sent to
HUD successfully.” Important: The applicant does not have the option to choose minor organization
change while creating organization change submission. Therefore, all organization change submission
should select “Organization Change Major” as the reason while creating the submission. If the submission
gualifies as a minor organization change, the system will automatically notify the user if a submission
was approved without review soon after the submission is sent to HUD. If this message appears, a user
does not need to send/upload a submission package.
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5.14  Editing a Principal

Refer to Chapter 5, Section 4, Editing Principal.

5.15 Removing a Principal

Step 1. Toremove a principal, select the principal on the 2530 Submission Edit Organization Structure
screen.

Step 2.  Click “Remove Principal”.

Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: 105890  Reason: Organization Change (Major)

Secure Systerns

Housing Applicant: XYZLLC (999999999)
HUD Home Current Status: In Process, 01/22/2013
p - - Direct
Select Name Type Role Ol:rnershp D ]-)lt?lll Previous  Certified Change
ercent Organization Srons
Participation
User ID: (@] Doe, Jane JO0CRKE-T062 ) Individual Manager 0 01/01/2013 Tes No Add
MXXXXX ® Doe, John (XXX-XX-2934)  Individual  Key Principal 0 03/01/2009 Yes No
What's New LMNOP Hills, LLC (XXX-XX- . General 2007 . .
AWhat's New O 74203 Organization Partner 0.01 08/10/2007 Yes No
Online Help
[ Add Principal ] [ Edit Principal ] [ ( Remaove Principal n
Glossary —
Principal Structure
[ Previous Step ][ MNext Step ][ Save & Exit ] [ Cancel Submission ]

Step 3.  The Remove Principal from Organization screen displays.
Step 4. On the Remove Principal Organization screen, enter the Ending Date in Entity.

OR

Click the checkbox labeled, “Check here if principal originally added in error:” if you are
removing a principal added erroneously.

[Note] If a user removes a principal because they are no longer part of the organization
structure, the removed principal will show on the Edit Organization Structure page with a
“Remove” indicator. The principal is marked as deleted but not erased from the system.
Alternatively, if a principal is removed due to an error, it is permanently purged from the
system.
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Active Partners Performance System

Remove Principal from Organization

Feedback Prefix: Mr.
Secure Systems First Name: John
Housing Middle:
HUD Home Last Name: Doe
AL Suffix:
SEAERLS * SSN:
oS REomacks Physical delivery address
User ID: Address: 123 Anywhere Street
MXXXXX Suite 123
What's New City: Fairfax
Online Help State: VIRGINIA
Glossary Zip Code: 22031
Country: USA

If country not United States

Territory:

Postal Code:
Phone: §99-999-9599
Fax: 999-999-9999
* E-mail: john doe@contoso.com
Cell Phone:
Parent Participant: XYZLLC
Role in Entity: Key Principal

Role Comment:
Percent Ownership in Entity: 0%

Starting Date in Entity: 03/01/2009 (mm-dd-yvvy)

Ending Date in Entity: 01 _ |10 _ 2013 (mm-dd-yyyy)
or
Check here if principal originally added in error: []

[ Remove Principal ]

[ Parent Qrganization Structure ]

[ 2530 Submission |
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Step 5.

Step 6.

Step 7.

5.16

Click “Remove Principal”.

[Note] If the “Check here if principal originally added in error” box was checked, then the
following alert message reading “Participant’s previous participation will be deleted from the
Applicant” will appear after clicking the “Remove Principal” button.

Message from webpage Py
i Participant's previous participation will be deleted from the
* . Applicant

-

The 2530 Submission Edit Organization Structure screen displays with the message “Principal
has been removed successfully.”

The 2530 Submission Edit Organization Structure screen displays the new structure.

Active Partners Performance System

2530 Submission
Edit Organization Structure

Secure Systems Principal has been removed successfully.

Housing
Submission ID: 107121 | Reason: Incomplete Organization Change
HUD Home

Applicant: XYZLLC (999999995)

HUD LDPs
Current Status: In Process, 02/11/2013

Contacts

User ID: - . I Direct
MXKXXXX Select Name Type Role ol,“““'“" D Previous  Certified Change

& ercent Organization S

Participation
What's How (@] XYZ Express LLC (300{-XX-0999) Organization g:nmer:j 0.01 08/10/2007 Yes No @
nlincttel o Doe, Jane (XX-XX-2034) Individual | _ &Y 0 03/01/2009 Yes No
Principal
Glossary
[ Add Principal I [ Edit Principal I [ Remaove Principal I
[ Previous Step ][ Mext Step ][ Save & Exit ] [ Cancel Submission ]

[APPS Home Page
Last Updated: November 26, 2012

Querying the Submission

Refer to Chapter 8, Submission Queries and Reports.
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Modified TPA




6.0 Introduction — Modified Transfer of Physical Assets

Modified TPA submissions are made to change ownership percentages of principles in an entity. Changes
in ownership percentages are made within existing principals of the entity or by adding new principles to
the current organization structure. Details on the types of transactions that qualify as modified TPA are
discussed in HUD Handbook 4350.1, Chapter 10.

6.1 Creating a Modified TPA Submission
The Modified TPA Submission is completed via a wizard process guiding users through each step.

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

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

_f :
apps APPS Home Page

Qﬁ Click "What's New" for useful APPS related information
[E3

Fecdbad

Submission Processing:
Secure Systerns Create Submission v @

Housing
Participant Processing:

HUD Home -
.

HUD LOPs

GSAEPLS Reports:

2530 Contacts

Step 3. The Create Submission screen displays.
Step 4. Enter the applicant’s TIN or SSN.

Step 5.  Click “Submit”.
Active Partners Performance System

| .
apps Create Submission

@"ﬁ TIN: 999999999 | (no dashes)

Feedback

or
Secure Systemns SSN: (no dash ES]

[JCheck if SSN is used as Trust submission

Housing

HUD Home

HUD LDPs

Step 6. The Create Submission screen will display.
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Step 7.  Select “Modified TPA/Org. Change” from the type of submission drop-down list.
Step 8.  Click “Submit”.

Active Partners Performance System

_(
apps Create Submission

Qﬁ Select the type of submission you would like to create:

Feedbad:
Modified TPA/Org. Change hd @
Secure Systems

Housing

Step 9. The 2530 Submission Select a Reason screen will display.

Step 10. Select “Modified Transfer Physical Assets (TPA)” from the Organization Change Reason
drop-down list.

Step 11. Click “Next Step™.

Active Partners Performance System

2530 Submission
Select a Reason
Submission ID: 107126 Reason: Incomplete Organization
Change
Secure Systems . i ’
Applicant: XYZLLC Current Status: In Process, 02/14/2013
Housing (999999999)
HUD Home
HUD LDFs Organization Change Reason: | Modified Transfer Physical Assets (TPA) Q
GSAEPLS [(Next SteQH Save & Exit l [ Cancel Submission l

Step 12. The 2530 Edit Organization Structure screen will display.
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6.2 Adding a Principal

Step 1. From the Edit Organization Structure screen, click “Add Principal”.
Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: [107126 | Reason: Incomplete Organization Change

Secure Systermns

Housing Applicant: XYZ LLC (999999999)
HUD Home Current Status: In Process, 02/14/2013

HUD L OPs

o . . . Direct
Select Name — Type Rale P ership Begml&ht:em Previous Certified Change
ercent Organization Participati
pation
User ID: ?°E= -
ane ey
Sl O (00 Individual Principal 0 03/02:2011 Yes No
K-
What's New 2034 )
Online Help T —
!Add F'rincipal! [ Edit Principal H Remove Principal ]
Glossary
[ Save & Exit ] [ Cancel Submission ]

Step 2. The Participant Search screen displays.

Step 3. Enter the participant’s TIN or SSN (To add an entity to the organization structure, the subject
entity should have a baseline in APPS).

Step 4. Click “Search”.

Active Partners Performance System

_" _
apps Participant Search

lQﬁ TIN: (no dashes)

Feedbadk

or

Serne Systeme SSN: 999999999 | (no dashes)

Housing

__
HUD Home [ Search

[ Qrganization Structure ]

HLUID | DPs

Step 5. The Add Principal to Organization screen displays.
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Step 6.  Enter the Role in Entity, Percent Ownership in Entity and Starting Date in Entity. Fields
marked with a red asterisk (*) are required.

Step 7. Click “Save”.
Active Partners Performance System

Add Principal to Organization

Feedbadk Prefix: v

* First Name: .ohn

Secure Systermns

Middle:
Housing
* Last Name: Doe
HUD Home
Suffix: v
HUD LDPs :
* 88N:
SEe Physical delivery address
2530 Contacts * Address: 999 Contoso Street
User 1D:
MXXXXX * City: Fairfax
What's New * State: VIRGINIA A
* Zip Code: 22031 -
Online Help '
e te * Counfry: UsA w
Glossary If country not United States
Territory: v
* Postal Code:
* Phone: 999-999-9999
Fax:
* E-mail: john_doe@contoso.com
Cell Phone:
Parent Participant: XYZLLC
* Role in Entity: Manager ~
Role Comment:
* Percent Ownership in Entity: 0 %% (100.00)
* Starting Date in Entity: 02 _ |01 _ 2013 (mm-dd-yyvy)

EDp

[ Parent Organization Structure ]

[ 2530 Submission |

—- Select participant processing — %
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Step 8.

6.3
Step 1.

The 2530 Submission Edit Organization Structure screen will display with the new principal
information and will display the following message: ‘“Principal added Successfully”.

Active Partners Performance System

2530 Submission
Edit Organization Structure

Srere Spens # Principal added Successfully

Housing

Submission ID: 107126 Reason: Incomplete Organization Change
HUD Home

Applicant: XYZ LLC (999999999)

HUD LDPs

Current Status: In Process, 02/14/2013
GSAEPLS

Contacts

User ID:
= . - nl.'l' m
MOOKOCKX o Ownership Begin Date in k -
Select Name  Type Role =T Previous Certified Change
Percent Organization Participati
What's New Doe,
Jane Eey
i O (xX- Individual . - 0 03022011 Y N
Online Help . f}\-:\ AEVICU prncipal b ud
- 2934)
Llossary Doe.
John -
O (33 Individual Manager 0 02/01/2013 Yes No @
XX
7062)
[ Add Principal H Edit Principal ][ Remove Principal ]

[ Previous Step H Next Step ” Save & Exit ‘ [ Cancel Submission J

Editing Information
On the 2530 Submission Edit Organization Structure screen, select the principal to be edited.
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Step 2.

Step 3.
Step 4.

Click “Edit Principal”.

Secure Systemns
Housing

HUD Home
HUD LDPs
GSAEPLS

2 zontacts

User ID:
MOOOOCK

What's New

Online Help

Glossary

Active Partners Performance System

2530 Submission
Edit Organization Structure

Principal added Successfully

Submission ID: 107126 Reason: Incomplete Organization Change
Applicant: XYZ LLC (999999999)

Current Status: In Process, 02/14/2013

4

" " . Direct
Select Name  Type Role 0;:““‘"’ Begmo D‘t‘::: Previous Certified Change
Participation
Doe,
Jane Key
@ (OO0 Individual | - 0 03/02/2011 Yes No
- Principal
-
2934)
Doe,
John
O |(CX- Individual Manager 0 02/01/2013 Yes No Add
ol
7062 )
Add Principal iEdl[ Principa, [ Remove Principal ]

S —

I Previous Step ” Next Step H Save & Bxit ] [ Cancel Submission ]

The Edit Principal within Organization screen displays.

Make the necessary edits to the principal.
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Step 5.

Step 6.

Click “Save”.
Active Partners Performance System

Feedback Prefix: Mr. v

* First Name: Jane

Secure Systerns

Middle:
Housing
* Last Name: Doe
HUD Home
Suffix: v
HUD LDPs :
* SSN: 410762934
GEAESS Physical delivery address
2530 Contacts * Address: 999 Contoso Drive
User ID:
XXX * City: Fairfax
What's New * State: VIRGINIA
* Zip Code: 22031 -
Online Help
ine e * Country: USA v
Glossary If country not United States
Territory: v
* Postal Code:
* Phone: 999-999-9999
Fax:
* E-mail: jane doe@contoso.com
Cell Phone:
Parent Participant: XYZLLC
* Role in Entity: Owner
Role Comment:
* Percent Ownership in Entity: 100 %%
* Starting Date in Entity: 3 |2 - 2011

ED)

[ Parent Organization Structure ]

[ 2530 Submission |

—- Select participant processing — %

The screen refreshes with the message “Save was successful.”

Edit Principal within Organization

(100.00)

(mm-dd-yyyy)
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Step 7.

Click “Parent Organization Structure”.

[ Parent Organization Structure ]

Step 8.
Step 9.
Step 10.

Secure Systems
Heousing

HUD Horme

What's New

Online Help

Glossary

The 2530 Submission Edit Organization Structure screen displays.
Repeat the process as necessary.
Click “Next Step”.

Active Partners Performance System

2530 Submission
Edit Organization Structure

Submission ID: 107126 | Reason: \Incomplete Organization Change
Applicant: XYZ LLC (999999999

Current Status: In Process. 02/14/2013

. . . Direct
Select Name  Type Raole D;‘ners]l.lp Begin I.)l“.am Previous Certified Change
ercent Organization o
Participation
Doe,
Jane -
O | (00 |Individual | Owner 100 03/02/2011 Yes No @
K |
2034
Doe,
Jahn
O | (300 Individual Manager 0 02/01/2013 Yes No Add
-
7062 )

[ Add Principal H Edit Principal H Remaove Principal ]

[ Save & Exit ] [ Cancel Submission ]

Step 11. The 2530 Submission Edit Contact Information screen will display.
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Step 12. Edit necessary contact information and click “Next Step”.

Active Partners Performance System

_f :
apps 2530 Submission

Edit Contact Information

Feedback Submission ID: 107126 Reason: Modified Transfer Physical
. Assets (TPA)
Secure Systemns
Applicant: XYZLLC Current Status: In Process, 02/14/2013

Housing (999999999)

HUD Home -
E— Contact Information

HUD LDPs * Name: Jane Doe

GSAEPLS * Phone: 123-456-7890

2530 Contacts Fax:

* Email: jane doe z.com
User 1D: : 8y
XXX Pager:

What's New

[ Save & Exit ] [ Cancel Submission
S ——m

Online Help

Step 13. The 2530 Submission Edit Applicant Comments screen will display.
Step 14. Enter the necessary comments and click “Next Step”.

Active Partners Performance System

2530 Submission
Edit Applicant Comments
= Submission ID: 107126 | Reason: Modified Transfer Physical Assets (TPA)
Sl Applicant: XYZ LLC (999999999)
e Current Status: In Process, 02/14/2013

HUD Home

HUD LDPs

SIS Applicant Comments:

Enter your comments here.
2530 Contacts

User ID:
OO0

What's New

[ Previous Step ”@e;d_s?;‘ﬁl[ Save & Exit ] [ Cancel Submission

Step 15. The 2530 Submission Certify Submission screen will display.
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Step 16. Click “Certify” and complete the certification.
Active Partners Performance System

2530 Submission
Certify Submission
Feedback Update your previous participation at the applicant level before submitting to
HUD.

Secure Systems
Perfrr Applicant Submission ID: 107126
D Ho Direct
e Select Name TIN/SSN Previous | Certified
HUD LDPs Participation

® XF¥ZLLC 999999999 Yes No

Participants
Direct
Select Name TIN/SSN | Type Previous Certified

User 1D: Participati
MXXXXX articipation
s O |Doe, Jane X:g:;_;ﬁ(_ Individual Yes No

O |Doe, John X);:é—ﬁxz:(— Individual Yes No
Online Help
Glossary

[ Edit Previous Participation ]
Previous Step ” MNext Step ][ Save & Exit ] [ Cancel Submission

Only the new person(s)/entity added to the organization has to certify and sign
the submission package.

Step 17. Click “Next Step”.

Step 18. The 2530 Submission Send to HUD screen will display.
[Note] 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).

Page 81



Active Partners Performance System

2530 Submission
Previous Step H Send To HUD ] [ Cancel Submission
Feedbad
5 Systems
sesue e Submission ID: 107126
Housing Current Status: In Process
HUD Home Organization Change |Reason: Modified Transfer Physical Assets (TPA)
HUD LDPs Applicant
GSAEPLS Direct
Name TIN/SSN Previous Certified

2530 Contads . .
E— Participation
User ID: X¥YZLLC 999999999 Yes Yes
MK

--- Select participant processing — %
What's New

Contact Information
Online Help _

* Name: Jane Doe
Glossary * Phone: 123-456-7890

Fax:
* Email: jane_doe@xyz.com
Pager:
[ Save Contact Information ]

Applicant Comments:

Enter yvour comments here.

Current Submission Status: In Process

Organization Tier Structure Report |+ @ussmn 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 Te HUD ] [ Cancel Submission

6.4 Sending the Submission to HUD

Step 1. If all information is accurate, click “Send To HUD” on the 2530 Submission Send to HUD
page.

Send To HUD
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Step 2.

Step 3.

6.5
Step 1.

Step 2.

Step 3.

Step 4.

6.6

A message will appear with the message, “Action cannot be reversed! ‘Send To HUD’?” If you
would like to proceed, click “OK”.

Windows Internet Explorer @

9 Action cannot be reversed!
H-"H "Send To HUD"?

o [ o ]

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

[Note] If all principals who are supposed to certify have not certified, the system will not allow
you to send the submission to HUD. If an error message appears while trying to send the
submission, fix the error and send the submission.

Canceling the Submission

If you entered incorrect information or you no longer wish to send the 2530 submission to
HUD, you may cancel the submission by clicking “Cancel”.
[Note] You can cancel the submission at any step during the wizard process.

A warning displays with the message, “All information in this submission will be deleted! Are
you sure you want to cancel?”” Click “OK” to cancel the submission.

Windows Internet Explorer FZl

.
2

All information in this submission will be deleted!

Are you sure you want to cancel?

o [ o

By cancelling the submission, only changes made to the organization through this submission
will be lost.

You are returned to the APPS Home Page with the message, “Submission ID: XXXXXX has
been canceled for Applicant: Applicant Name”.

Active Partners Performance System

APPS Home Page

Q’ﬁ Click "What's New" for useful APPS related information

Feedbacdk

Submission ID: 105888 has been cancelled for
Applicant: XYZ LL.C

Secure Systerns

Querying the Submission

Refer to Chapter 8, Submission Queries and Reports.
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6.7 Printing the Submission Package
Refer to Chapter 5, Section 8, Printing the Submission Package.

6.8 Withdrawing the Submission
Refer to Chapter 5, Section 12, Withdrawing the Submission.
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7.0 Certification

[Note] Submissions created by one coordinator can also be certified by another coordinator.

7.1 Certifying Submissions in Process
Step 1. Onthe APPS Home Page, select “Certify Submission” from the Participant Processing drop-
down list.

Active Partners Performance System

| /
res APPS Home Page

Qﬁ Click "What's New" for useful APPS related information
(E

Feedbadk

Submission Processing:

Secwe Systermns View My Submissions In Process hd
Housing

Participant Processing:

HUD Home
Certify Submission v +——

HUD LDPs

GSA EPLS Reports:

96

2530 Contacts

Step 2. The Participant Search screen will display.

Step 3. Enter the TIN or SSN for the participant for whom you would like to Certify and click
“Search”.

Active Partners Performance System

Participant Search
? 1 Certification
Fi =
Secure Systems TIN: (IJD daShES]
or

Housing

SSN: (999999999 | (no dashes)

HUD Home

D LOPs
HUD LDPs Search

GSA EPLS
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Step 4.

Feedbads

Secure Systems

Housing

HUD Home

HUD LDPs

GSAEPLS

2530 Contacts

User ID:
MOOCOK

What's New

Online Help

Glossary

The Participant Certification screen will display.

Active Partners Performance System

PARTICIPANT CERTIFICATION

John Doe (XXX-XX-7062 )

PARTICIPANT -/} mbia , SOUTH CAROLINA

Certify for: Submission ID: l:l

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
5.105 (a). If you or any of your principals or affiliates have been found to be in
noncompliance with any such reguirements, attach a signed statement explaining the
relevant facts, circumstances, and resolution, if any. I certify that all statements made by
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
attached to this form. Warning: HUD will prosecute false claims and statemenis. Conviction
may result in criminal and/or civil penalties. (18 U.5.C 1001, 1010, 1012;31 U.5.C
3729,3802)

I further certify that:
1. 5chedule 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 O False
Explanation 1:

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 a8 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 or noncempliances under any Conventional Contract or
Turnkey Contract of Sale in connection with a public housing praject;

@ True O False
Explanation 2b:

Step 5.  Enter the Submission ID.

Step 6.  Select “True” or “False” for each statement (the default position is “True”).

Step 7. Enter Explanation if “False” is selected (required).
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Step 8.  Click “Save”.

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

® True O False
Explanation 7:

( .Save )

Step 9. The “Certification has been saved successfully” message will display.

Active Partners Performance System

PARTICIPANT CERTIFICATION

Certification has been saved successfully

Step 10. Once certified, proceed to send the submission to HUD.

7.2 Sending to HUD
Refer to Chapter 5, Section 7, Sending the Submission to HUD.

[Note] Only the coordinator who created the submission can send the submission to HUD.

7.3 Printing the Submission Package
Refer to Chapter 5, Section 8, Printing the Submission Package.

7.4 Upload Signed 2530 Submission Package in APPS
Refer to Chapter 5, Section 9, Upload Signed 2530 Submission Package in APPS.
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8.0 Submission Queries and Reports
Submission queries and reports allow users to extract and/or display relevant information from APPS.
8.1 View My Submissions in Process

Step 1. From the APPS Home Page, select “View My Submissions in Process” from the Submission
Processing drop-down list.

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

|
e APPS Home Page

Qﬁ Click "What's New"' for useful APPS related information
(|

Feedback L .
Submission Processing:

Secure Systems View My Submissions In Process ~ <

Housing

Participant Processing:

HUD Home -
.

HUD LDPs
GSAEPLS Reports:

v

2530 Contacts

Step 3. The Submission List screen will display.

8.2 View My Submissions in Review

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

Page 90



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

|
et APPS Home Page

Qﬁ- Click "What's New" for useful APPS related information
(E

Feedbad:

Submission Processing:
Secwre Systemns Wiew My Submissions In Review e +—

Housing
Participant Processing:

HLUID Home —
ptins v

HUD LOPs
GSA EPLS Reports:

I

2530 Contacts

Step 3. The Submission List screen will display.

8.3 View All Submissions in Process

Step 1. From the APPS Home Page, select “View All Submissions In Process” from the Submission
Processing drop-down list.

Step 2. Click “Go”.

Active Partners Performance System

|
Ires APPS Home Page

Q’ﬁ Click "What's New" for useful APPS related information
(E:

Feedbadk o .
Submission Processing:

Secure Systerns Wiew All Submissions In Process e <

Housing

Participant Processing:
HUD Horme —
— g

HUD LDPs
GSAEPLS RG‘[)D['I'S:

o

2530 Contacts

Step 3.  The Submission List screen will display.

8.4 Submission Status History

This allows the user to view the chronological history of submission statuses.
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Step 1. From the APPS Home Page, select “View My Submissions in Process” from the Submission
Processing drop-down list.
[Note] The Submission Status History can also be accessed through “View My Submissions in
Review”, and “View All Submissions in Process”.

Step 2. Click “Go”.

Active Partners Performance System

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

Submission Processing:
Secure Systems View My Submissions In Process v @

Housing
Participant Processing:

HUD Home
s .

HUD | OPs

GSA EPLS Reports:

7E

Step 3. The Submission List screen will display.
Step 4. Select “Submission Status History” from the Select Query drop-down.
Step 5. Click “Go”.

AbsUCdles

In

(@] Process EYZLLC  |33C-XE-T484 02232013 | 107132 |Organization Change (Court Order/Inheritance)

2530 Submission

[ Submission Search ]

Submission Status History v @

Step 6. The Submission Status History screen displays.
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8.5 Verify Submission History
This allows a user to view the final disposition for 2530 submissions with view only rights.

Step 1. From the APPS Home Page, select “Verify Submission History” 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 Verify Submission History v @

Housing
Participant Processing:

HUD Home
.

HUD LOPs

Reports:

1=

Step 3. The Final disposition for 2530 Submission screen will display.

8.6 2530 Previous Participation Report

Step 1. From the APPS Home Page, select “Previous Participation Report” from the Reports drop-
down list.

Active Partners Performance System

APPS Home Page

Qﬁ Click "What's New" for useful APPS related information
i

Feedbadk .. -
Submission Processing:

Secure Systems View My Submissions In Process W

Housing

Participant Processing:

HUD Home
.

HUD | DPs

Reports:

Previous Participation Report % @
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Step 2. The Previous Participation Report Search screen will display.
Step 3.  Enter the TIN or SSN.
Step 4. Click “Search”.

Active Partners Performance System

Previous Participation Report Search

TIN: 999999999 (no dashes)

Feadbadk
or

Secure Systerns SSN: (no dashes)

Housing

HUD Home ‘i

Step 5. The 2530 Previous Participation Report will display.

2530 Previous Participation
U.5. Department of Agriculture
FRural Housing
OME Approval No. 2502-0118
(Exp. 11/30/2012)

U.5. Department of Housing
and Urban Development
Office of Housing Federal Housing Commissioner

Organization: XV7 LLC (XXX-XX-7484)

Name TIN/SSN Orgamization Tvpe | Tvpe of Ownership |  Strest Address | City g:;t‘:_ Zip Phone

13 ommmain Lams
XYZLLC | JODE-3CL-7484 | Limited Partnership Profit Motivated 123 Eﬂﬁ'ﬁf;‘ﬂ' FeitBx | VA 22051 | 123-456-TES0

Schedule A: List of Previous Projects and Section 8 Contracts.
By my neme= bslow is the complats list of my previows projects and my perticipetion history 2 2 principal: in MultiEmily Housing programs of

HUDVFmHA, Stst2, and Locsl Housing Finence Agencias.

1. Lizt Each 2. Lizt Previous Projects 3. Lizt Principals' Role(z) 4. Status of Loan & Was Project ever 6. Last Alanagement
Principal's Name {zive the ID number, project ({indicate datex {current, in Default Review and'or
(List in name, city location, and participated and if fee or defaulted, during your Phyvsical T 5
alphabetical order, government agency involved if identity of interest azzigned, or e -
lazt name first) other than HUD) participant) foreclozed) o
e,
Yes No  explain
HEYZLLC BOOD00eeT Board hizmber Cugrant N No manzzsment visw
(CODLID-T4R4 ) Fr: 02/01/2013 Cugrent TEting.
Clzremont, CA To: Cument

No physical inspaction
0072,

Step 6.  Click “Print” on your browser’s toolbar if you want to print the report.

Step 7. To exit the Previous Participation Report, click “Back” on you browser’s toolbar (in this case,
the Back button can be used).
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8.7 2530 Submission Directory Report
This allows users to see a list of the principals in the submission with all of their participant information.

Step 1. From the APPS Home Page, select “View My Submissions in Process” from the Submission
Processing drop-down list.

Active Partners Performance System

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

Submission Processing:

Secure Systems View My Submissions In Process v @

Housing

Participant Processing:

HUD Home
.

Reports:

ol

Step 2. The Submission List screen will display.
Step 3. Select “Submission Directory Report” from the Select Query drop-down list.
Step 4. Click “Go”.

Mszuliaics

In

O Process EYZLLC | EO-RE-T484 0272520130 107132 Organization Change (Court Order/Inheritance)

2530 Submission

[ Submission Search ]

2530 Submission Directory Report % @

Step 5.  The 2530 Submission Directory Report displays.
Step 6.  To print the report, click the browser’s “Print” button.

Step 7. To exit the 2530 Submission Directory Report, click the browser’s “Back” button (in this case
the Back button can be used).

8.8 Organization Tier Structure Report

This allows a user to view an Organization’s Structure.

Step 1. From the APPS Home Page, select “Organization Tier Structure Report” from the Reports
drop-down list.
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Step2. Click “Go”.
Active Partners Performance System

| 4
res APPS Home Page

Q’ﬁ Click "What's New" for useful APPS related information
E

Feedback

Submission Processing:

Secure Systemns Review Your Submissions hd
Housing

Participant Processing:

HUD Horme i~
v

HUD L OPs

GSA EPLS Reports:

Organization Tier Structure Report (NEW) |+ =

PPRS/F19

Step 3. The Organization Tier Structure Report Search page displays.
Step 4. From the Organization Tier Structure Report Search page, enter the TIN.

Step 5. Click “Search”.
Active Partners Performance System

{.
I e e Organization Tier Structure Report Search

@F TIN: (999999399 | (no dashes)

Feedback

or

Secure Systermns SSN: (no dashes)

Housing

HUD Home 'w

Step 6. The Organization Tier Structure Report will display.
Step 7. To print the report, click the browser’s “Print” button.

Step 8. Use the browser’s “Back” button to exit the Organization Tier Structure Report (in this case the
Back button can be used).

8.9 Participant Property Approval Report
This allows a user to view the dates on which a participant last had a 2530 approved.
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Step 1.

Step 2.
Step 3.
Step 4.

Step 5.
Step 6.
Step 7.

From the APPS Home Page, select “View My Submissions in Process” from the Submission
Processing drop-down list.

Active Partners Performance System

." :
apps APPS Home Page

Qﬁ Click "What's New" for useful APPS related information
i

Feedbadk .. .
Submission Processing:

Secure Systems View My Submissions In Process v @

Housing
Participant Processing:

HUD Home
s -

HUD LOPs

GSAEPLS Reports:

ol

2530 Contacts

The Submission List screen will display.
Select “Participant Property Approval Report” from the Select Query drop-down list.
Click “Go”.

Azzuuacs

In

O Process EYZLLC  |ZOO0ECT484 0225/2013 1 107132 |Organization Change (Court Order/Inheritance)

2530 Submission

[ Submission Search ]

Participant Property Approval Report % @

The Participant Property Approval Report displays.
To print the report, click the browser’s “Print” button.

To exit the Participant Property Approval Report, click the browser’s “Back” button (in this
case the Back button can be used).
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GSA EPLS, Entity
Flag Report, HUD
LDP Inquiries




The HUD Limited Denial of Participation (HUD LDPs) and GSA Excluded Party List Search (GSA
EPLS) functions are accessible to coordinators and users from the left navigation pane (blue sidebar) on
APPS Home Page.

9.0 GSAEPLS, Entity Flag Report, HUD LDP Inquiries

Upon submission of 2530, APPS automatically generates findings for participants. It generates both
critical and non-critical findings. Critical findings are non-compliance flags associated with the
participants. APPS will automatically generate an initial set of findings when a submission is sent to HUD
that requires review and approval. At any time during the review, the HUD reviewer can generate new
findings. In cases where time has elapsed since the initial findings are generated, generating new findings
ensures that decisions are made based on the most recent information available about the participants.

e APPS identifies critical findings from the following sources:
o GSA Excluded Parties List

o Entity Flag Report (Participants can view all flags pertaining to them

9.1 Searching the GSA Excluded Party List (GSA EPLS)

Step 1. Click “GSA EPLS” on the APPS Home Page on the blue sidebar.
Active Partners Performance System

.f :
apps APPS Home Page

Qﬁ Click "What's New" for useful APPS related information
[

Feedback o .
Submission Processing:

Secure Systemns View My Submissions In Process b

Housing

Participant Processing:

HUD Home
.

HUID LDPs
GSA EPLS Reports:

e

2530 Contacts

Step 2. The GSA Excluded Party List Search page will display.
Step 3.  Enter the Organization Name
OR
Individual Name
Step 4. Indicate whether or not you wish to search HUD Only (optional) by clicking the checkbox.
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Step 5. Click “Search”.
Active Partners Performance System

GSA Excluded Party List Search
Rver
|

() (o]
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Step 6. The GSA Excluded Party List screen will display.
Active Partners Performance System

GSA Excluded Party List

Search Name: River

Search Tvpe: |Organization

Records (1 - 3) of 5

Name Address Causes Agencies Exc}".hd
Until
Red River. Inc. ﬁi‘;‘;‘g?ﬁf} R HUDP  Indefinite
Candy River. Tnc: %ﬁ::::ig rss0s R.Z1 g{:;i © |Indefinite
Riverdells Falls éﬁ?;g;r 03075
Biverside Boad Company Memphis, TN Y VA Indefinite
Biversaddle Homes Y VA Indefinite

Aberdeen, M5

EPLS Search | [Print | [ Close |

[ GSA Cause Definitions ] [ GSA Agency Contacts ]
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Step 7. To view detailed information on a participant, click the name (which serves as a hyperlink).
The GSA Excluded Party List Detail screen displays.

Active Partners Performance System

GSA Excluded Party List Detail

.  Excluded
Name Address Causes Aoencies )
= Until
Redriver Club, Inc. 99 Anywhere St. F HUDP Indefinite

Aurora, CO 30010

[ EPLS List ][ EPLS Search ][Print][cmse]

[ GS5A Cause Definitions ] [ GSA Agency Contacts ]

Alternative Option:

To view the cause of the EPLS flag, click the letter(s) (which serve as hyperlinks) under the “Causes”
heading. The GSA Excluded Party Cause and Treatment Description screen displays (See #3 is this step
#3).

Step 1. To view the definitions of the causes for HUD EPLS flags, click the corresponding hyperlink at
the bottom of the page under the heading “GHA Cause Definition”.

Step 2. The Excluded Party Cause and Treatment Description screen displays.
Step 3. Toreturn to the Excluded Party List screen, click “Close”.
Step 4. Toreturn to the Excluded Party List screen, click “EPLS List”.

9.2 Entity Flag Report
The Entity Flag Report allows a Participant to view all flags pertaining to them.

Step 1. From the APPS Home Page, select “Entity Flag Report” from the Reports drop-down list. You
can view both the entity and individual flag report from this screen.
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Step 2. Click “Go”.

Active Partners Performance System

_f :
apps APPS Home Page

Q’ﬁ Click "What's New' for useful APPS related information
[ E3

Feedbadk .. .
Submission Processing:

Secure Systems View My Submissions In Process v

Housing

Participant Processing:

HUD Home
.

HUD LOPs

GSAEPLS Reports:

Entity Flag Report v @

2530 Contacts

Step 3. The Entity Flag Search Screen will display.

Step 4. Enter TIN if you want to view the flags for an entity or SSN for flags associated with
individuals. HUD strongly recommends using TIN/SSN for accurate flag information.

OR

Organization Name
OR

Last Name

OR

First Name
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Step 5.

Step 6.

9.3

Step 1.
Step 2.
Step 3.
Step 4.

Click “Search”.

Active Partners Performance System

| apps Searchby:  TIN/SSN: 999999999 | (no dashes)

or

Organization Name:
l&ﬁ (contains)
E or
Feedbadk
Leedhad Last Name:
(starts with)
Secure Systermns
s or
. First Name:
Housing (starts with)
HUD Home Display SSN:
HUD LOPs
GEA EPLS ‘

2530 Contacts

Leave input fields blank to search all flags for your user ID that have access.
A coordindator should also setup access to individuals.

The Entity Flag Report will display.

Searching HUD Limited Denial of Participation (HUD LDPs)
Click “HUD LDPs” on the APPS Home Page blue sidebar.

The Limited Denials of Participation screen displays.

Click “Limited Denial of Participation List”.

The Limited Denials of Participation and VVoluntary Abstention List screen displays. The names
are listed alphabetically.

Page

104



