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                    PROCESSING CHECKLIST

Project Name: _______________________________   FHA #: _________________________
Contract #: _________________________________    Expiration date: _________________
 FORMCHECKBOX 
   FUNDING            FORMCHECKBOX 
  CONTRACT                         # of Years_______________________
Step 1- OWNER’S INITIAL SUBMISSION
 FORMCHECKBOX 

AMEND RENTS
 FORMCHECKBOX 
 INITIAL RENEWAL
 FORMCHECKBOX 
 SUBSEQUENT RENEWAL
 FORMCHECKBOX 
        1-YEAR TENANT NOTIFICATION OF “OWNERS INTENT” LETTER INCLUDED IN      


OWNERS RENEWAL SUBMISSION
 FORMCHECKBOX 

CALL TO OWNER TO REMIND HIM OF OBLIGATION ON: _____________________
 FORMCHECKBOX 

CHECK FOR COMPLETE W/S & ATTACHMENTS

 FORMCHECKBOX 
        IF INCOMPLETE: DATE REQUESTED ADDITIONAL ITEMS ____________________

 FORMCHECKBOX 
        OCAF W/SHEET    FORMCHECKBOX 
   BUDGET W/SHEET AND CHECKLIST    FORMCHECKBOX 
   AAF W/SHEET 

 FORMCHECKBOX 

UTILITY ANALYSIS     FORMCHECKBOX 
 YES
 FORMCHECKBOX 
 NO          FORMCHECKBOX 
  N/A        

 FORMCHECKBOX 

RENT COMPARABILITY
 FORMCHECKBOX 
 YES      FORMCHECKBOX 
 NO      FORMCHECKBOX 
 OCAF ADJ.    FORMCHECKBOX 
 NOT REQUIRED

 FORMCHECKBOX 

COMPLETE R & R INCREASE (If applicable) BACK-UP DOC REQUIRED

 FORMCHECKBOX 

DEBT SERVICE BACK-UP REQUIRED (Mortgage Statement, Amrtz Schedule etc,)

STEP 2- COMPLETE PACKAGE RECEIVED
 FORMCHECKBOX 

CHECK REMS FOR OWNERS STATUS – Excluded Party List, Watch list, DEC
 FORMCHECKBOX 

ENTER INTO INTERNAL SECTION 8 DATABASE (Attach print screen to package)

 FORMCHECKBOX 

ENTER INTO REMS- S/8 Tab-Enter new renewal (Attach REMS print screen to package)

 FORMCHECKBOX 

UPDATE REMS (STAGE/COMPLETED) (RENTS FINAL/YES)
              (If a budget renewal over 5%) then (Option Selected/In Process) (Rents Final/NO)

 FORMCHECKBOX 

ENTER REQUEST INTO PROJECT ACTION 

 FORMCHECKBOX 
 
PACKAGE REVIEWED AND APPROVED BY:_________________

 FORMCHECKBOX 

COVER LETTER TO HUD (Save in shared directory “Property folder”)
 FORMCHECKBOX 

COMPLETE EXHIBIT A (Amend Rents only) (Save in shared directory “Property Folder”)

 FORMCHECKBOX 

COMPLETE BASIC CONTRACT (Contract Renewals only) (Save in “Property Folder”)
 FORMCHECKBOX 

PREPARE PRE-APPROVAL LETTER (Save in shared directory “Property Folder”)

 FORMCHECKBOX 

COPY & SEND ENTIRE PKG. TO HUD ON (date) ___________________

 FORMCHECKBOX 

PLACE PKG IN TICKLER FILE MONTH FOLLOWING EXPIRATION DATE

STEP 3- PRE-APPROVAL LETTERS
 FORMCHECKBOX 

SEND PRE-APPROVAL LETTER TO OWNER WITH ATTACHMENTS
 FORMCHECKBOX 

UPDATE INTERNAL SECTION 8 DATA BASE          

 FORMCHECKBOX 

MOVE PACKAGE TO PENDING TICKLER FILE (waiting for owners signatures)

 FORMCHECKBOX 
         IF BUDGET SEND ADJUSTMENTS THAT WERE MADE & APPEAL PROCESS
STEP 4- PREPARE FINAL LETTERS
 FORMCHECKBOX 

PREPARE FINAL APPROVAL LETTER(S)


(Executed Exhibit A/Executed Contract-save in shared directory “Property folder”)

 FORMCHECKBOX 

COMPLETE NOTIFICATION OF S/8 CONTRACT RENTS & FUNDING


(Save in shared directory “Property folder”)

STEP 5- UPON RECEIPT OF THE ACC
 FORMCHECKBOX 

CHECK FOR COMPLETENESS 

(Owners signatures, check 92458 for rents accuracy, etc)

 FORMCHECKBOX 

FINAL APPROVAL LETTERS, EXECUTED RENT SCHEDULE & AMENDED EXHIBIT A/CONTRACT SENT TO OWNER (Date) _____________

 FORMCHECKBOX 

EXECUTEDCONTRACT/ NOTIFICATION OF S/8 CONTRACT RENTS AND FUNDING (Sent to FW financial) only for subsequent and initial renewals

Contract received from Owner: __________        ACC Notification Date: _____________
Date Final package to HUD: ____________  Executed Cont. back from HUD_____________
 FORMCHECKBOX 

CLOSE OUT IN INTERNAL SECTION 8 DATA BASE (Change date of contract/funding date to coincide with renewal)
 FORMCHECKBOX 

CLOSE OUT IN PROJECT ACTION (Contract sent to HUD) SUBSEQUENT / INITIAL
 FORMCHECKBOX 
        ENTER HUD 92458 IN HDS.  “SCHEDULE INACTIVE” BOX SHOULD BE CHECKED SO REPS KNOW PROCESS HAS BEEN COMPLETED AND RENTS ARE FINAL.
 FORMCHECKBOX 

QUALITY CONTROL CHECK COMPLETED BY (Initials) _________


