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RD I nstruction 1905-A
PART 1905 - MANAGEMENT SYSTEMS
Subpart A - District and County O fice Managenent Systens

8§1905.1 Purpose.

Thi s Subpart prescribes the policies and nmethods for naintaining the
Management Systemin District and County Ofices. The Managenment System aids
field personnel in planning and organizing District and County O fice
activities and in the timely execution of such activities. It provides for
t he mai nt enance of individual management cards on which is recorded pertinent
information relative to each borrower's case and for the use of visual signals
to indicate the types of assistance, certain conditions regarding |oan(s), and
supervi sory and servicing actions planned. It also aids in making required
reports.

8§1905.2 Responsibility.

District Directors and County Supervisors are responsible for the
mai nt enance and effective use of the Managenent System They assign to
clerical personnel the duty of posting pronptly the necessary information on
the cards. Ofice Managenment Assistants advise the State Director on
Management System natters covered by this Subpart. O fice Managenent
Assistants also train the District and County Office staffs in the application
of this Subpart and will continue to evaluate the Managenment System

8§1905.3 Definitions. (Revised 11-7-84, PN 947.)
(a) Ofice. District and/or County Ofice.
(b) Supervisor. District Director and/or County Supervisor

(c) Association. Goup Farner Prograns.

(d) Interest credit. The terms “interest credit” and “interest credit
assistance,” as they relate to Single Fam |y Housing (SFH), are

i nterchangeable with the term “paynent assistance.” Paynment assistance
is the generic termfor the subsidy provided to eligible SFH borrowers

to reduce nortgage paynents. (Added 10-27-95, SPECI AL PN.)

DI STRI BUTI ON:  WBDC Program QOper ati ons
Managenments Systens
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RD I nstruction 1905-A

8§1905.4 Conposition.

The Management System consists of the foll ow ng:

(a) Managenent System Box. A box (or boxes) used for the Managenent
System Cards are filed separately for each county, for the unit as a
whol e, or in any other manner as best serves the needs of the office.
However, Form RD 1905-5, "Management System Card - |ndividual (Rural
Housing Only)," is maintained separately fromall other individual
borrowers as prescribed in 81905.7 (a)(3) of this Subpart. Labeled,
one-third-cut dividers separate the Managenent System Box into

di vi si ons, sections, and subsections (see Exhibit A). Al phabetical

di viders may be used in the Supervision and Servicing division, if

desi red.

(b) Cards and signals.

(1) Form RD 1905-1, "Managenent System Card - Individual." (Form
RD 1905- 6, "Managenent System Card - Multifam |y Housing," is for

i ndi vidual Multifam |y Housing borrowers, except Labor Housing (LH)
borrowers with Farner Programtype |oans. Form RD 1905-1 may be
used for these LH borrowers.)

(2) Form RD 405-Al, "Operating Type Loans Maturity Schedul e
(Cont.)."

(3) Form RD 1905-4, "Application and Processing Card - Individual."
(Revised 11-7-84, PN 947.)

(4) Form RD 1905-5, "Managenent System Card - |Individual (Rural
Housing Only)."

(5) Form RD 1905-6, "Managenent System Card - Multifam |y Housing."
(6) Form RD 1905-10, "Managenent System Card - Association."™ This
formw Il be used for all group-type |loans/grants except Miultifanmly
Housi ng and Community and Busi ness Prograns.

(Revised 11-7-84, PN 947.)

(7) Form RD 1905-11, "Application and Processing Card -
Associ ation." (Revised 11-7-84, PN 947.)

(8) Form RD 1905-12, "Monthly Expirations."

2
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§1905. 4(b) (Con.)

(9) Form RD 451-26, "Transaction Record.” (Renunbered 08-20-97,
PN 280.)

(10) Plain Cards for reports and m scel | aneous menor anduns.
(Renunbered 08-20-97, PN 280.)

(11) Colored netal signals. On positions where nonthly signals are
prescribed, use the follow ng colors: (Renunbered 08-20-97,

PN 280.)

January........ Pi nk July........... Li ght Red
February....... Li ght Green August......... Dark Green
March.......... Dar k Red Septenber...... Bl ack
April.......... O ange Cctober........ Li ght Bl ue
May. . ... ... .. VWite November....... Yel | ow
June........... Dar k Bl ue Decenber....... Br own

NOTE: To serve as a nmenory aid in the use of the nmonthly signals,
arrange the twelve signals in order on a card with the proper nonths
assigned. Keep this card with the Managenent System Box for quick
ref erences.

(c) Code and signal diagranms. Exhibit B is a code and signal diagram
for Form RD 1905-1, Exhibit D for Form RD 1905-5, Exhibit E for Form

RD 1905-6, and Exhibit F for Form RD 1905-10. These di agrans are
provided as a training aid and to facilitate operations of the
Management System For ready reference keep a copy of these Exhibits in
t he Managenment System Box in a conveni ent place, such as the

"M scel | aneous Division" or the lid of the box. NOIE: A strip of matte
finish tape may be placed across the top of the Managenment System Card
to provide greater adherence of signals to the card. Also, if desired,
each position signaled on the card may be circled in pencil for easier
pl acenent of |ost signals.
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8§1905.5 M scel |l aneous di vi si on

Plain 5" x 8" cards may be used to record m scel |l aneous information not
ot herwi se recorded in the Managenment System such as; (1) a list of borrowers
wi th assignnent-type paynents; (2) a list of attorneys designated for the
office area with addresses and tel ephone nunbers; (3) nanes of County
Conmittee Menbers with Social Security nunbers, addresses, tel ephone nunbers,
and appoi ntment expiration dates; (4) a list of real estate brokers who have
signed a Master Listing Agreenment; (5) addresses of Secretary of State and
Regi stry of Deeds with amount of fees charged for recording financing
statenments, nortgages, and conpleting lien searches; (6) a list of borrowers
who have received deferrals, and the date the deferrals were approved, and (7)
a list of borrowers who have linmted resource |loans. File these cards
i medi ately behind the M scell aneous Division divider. This division of the
Management Systemis subdivided into the foll owi ng sections.

(Revi sed 04-12-89, PN 106.)

(a) Work organization neeting. This section contains plain 5" x 8"
cards on which notations are nmade of miscellaneous activities to be
reviewed at the work organization neeting. (Renunbered 08-20-97,

PN 280.)

(b) State Ofice personnel. This section contains plain 5" x 8" cards
for recording itenms to be discussed with the District Director, Ofice
Management Assistant, or other State O fice personnel

(Renunmbered 08-20-97, PN 280.)

(c) January - Decenber (divider for each nmonth and quarter).
(Renunmbered 08-20-97, PN 280.)

(1) This section contains plain 5" x 8" cards for each recurring
report prepared in the District or County Ofice. Each card wll
show (a) nane of the report, (b) formused, (c) number of copies
prepared, (d) distribution of copies, (e) subm ssion date, (f)
procedure reference for preparation, and (g) where to be filed.

O fice Management Assistants will maintain a current, conplete set
of report cards for their use in deternmining if report cards in the
District and County are being kept current. Wen the report is
prepared, file the card behind the quarterly and nonthly divider for
the nonth the next report is required. For special one-tine
reports, note information on the desk cal endar or in any nanner t hat
will serve as a rem nder to the office.

3
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8§1905.5(c) (Con.)

(2) This section may al so be used for filing rem nders for any
m scel | aneous reports or other activities planned or requiring
foll owup action during specific months in the year

(3) A record of insurance policies, financing statenents, and
buil der's warranties which will expire during the month may be
establ i shed. (Revised 08-20-97, PN 280.)

(4) Arecord will be maintained for the County Supervisor to
contact borrowers with | oans secured by chattels to conplete a new
Form RD 1962-1, "Agreenment for the Use or Proceeds/Rel ease of

Chattel Security,"” for the upcom ng year 60 to 75 days prior to the

expiration of the form (Revised 10-14-88, SPECI AL PN.)

8§1905.6 Application and processi ng division

This division is used for Forms RD 1905-4 and RD 1905-11 for all types of

assi stance. Establish as needed separate formfor each type and subtype of
| oan, grant, and guaranteed | oan and those shown in the list below File
fornms for guaranteed loans in the applicable type assistance section. This
di vi sion contains sections for: (Revised 08-20-97, PN 280.)

(a) Operation (Q).
(b) Farm Omnership (FO.

(c) Emergency (EM (A separate formfor each enmergency designation
nunber.)

4
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8§1905.6 (Con.) RD I nstruction 1905-A

(d) Econom c Energency (EE)
(e) Recreation - Individual (RL).

(f) Soil and Water - Individual (SWI1), including Land Conservation and
Devel opnent (LCD).

(g) Rural Housing (RH).
(h) Construction Defects.

(i) Conditional Commitnents (CC-RH). (A separate formfor each
conm tment applicant.)

(j) Miltifamly Housing (MH). (A separate formfor each type of
application and preapplication received fromindividuals or

organi zati ons under provisions of the RD Instruction 444 and 1944
series.)

(k) Rural Rental Housing (RRH).

(1) Labor Housing (LH).

(m Rural Cooperative Housing (RCH).
(n) Rental Assistance (RA)

(o) Softwood Tinber (ST). (Added 7-13-87, SPECI AL PN.)

81905. 7 Supervision and servicing division

Use only one Form 1905-1, RD 1905-5, or RD 1905-10 for each borrower
regardl ess of the nunber of |oans or type of assistance received. Use a
separate Form RD 1905-6 for each nmultifam |y housi ng project financed
regardl ess of the nunber of |oans/grants received except individual LH
borrowers with Farner Programtype |loans. Form RD 1905-1 may be used for
these LH borrowers. These forns are nmaintai ned al phabetically by name of
borrower in the applicable section of the Supervision and Servicing D vision
of the Managenent System Box for each active borrower, collection-only
borrower, and judgnent debtor owi ng one or nore types of Rural Devel opnent
| oans or judgnent debts, and for each grant-only case.

5
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8§1905.7 (Con.)

(a) "Active Borrowers (Individual)" section. (Excludes individual M-H
bor r ower s)

(1) Prepare and file Form RD 1905-1 or Form RD 1905-5 in this
section when the check is delivered to the borrower or deposited in
t he supervi sed bank account, or the loan is closed for each

i ndi vidual receiving initial |oan and/or grant assistance and for
the transferee in the case of an assunption agreenment. For

guar anteed | oans, see 1905.9 of this Subpart. For Qther Real Estate
(ORE) accounts see 81905.11 of this Subpart.

(2) Describe each prom ssory note and assunption agreenment on Form
RD 1905-1 or Form RD 1905-5 when the check is delivered, the
assunption agreenent is signed, or the loan is closed. The maturity
schedul e for operating-type |loans will be posted with pencil as it
wi Il be subject to change by virtue of the collection policy set
forth in RD Instruction 1951-A, or the cancellation of nultiple
advances. Cross out each installnent when paid. Draw a |line

t hrough each prom ssory note and assunption agreenent when paid in
full or otherwi se satisfied. (See Exhibit C)

(i) Recording Reanortized, Reschedul ed or Consoli dated
Accounts. Wen an account is reanortized, reschedul ed or
consolidated, draw a line through all entries nade on Form RD
1905-1 or Form RD 1905-5 for the note(s) involved. The revised
figures as reflected on the new pronissory note in the case of
an insured loan or a nmenorandum fromthe Finance O'fice in the
case of a direct loan will be entered on a new line, and the
wor d " REAMORTI ZED', "RESCHEDULED' or " CONSOLI DATED' will be
shown on the sanme line in the first col um.

(ii) Recording Deferred Paynents. |If both principal and

i nterest paynents have been deferred, show the word " DEFERRED'
in the applicable colum of Form RD 1905-1 or Form RD 1905-5.
If principal only is deferred, enter "Interest only" and the
amount. If interest only is deferred, enter "Principal only"
and the anount.

(iii) Recording Multiple Advances. |f the |oan being
processed provides for nultiple advances, the prom ssory note
wi |l be described on Form RD 1905-1 the sane as any ot her note.
In addition, for operating type |oans, the dates and the
amounts of the nultiple advances as prescribed by the
Supervi sor may be posted to the "Supervision and Servicing"
section of Form RD 1905-1.

6
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§1905.7 (a) (Con.)

(b)

(5- 14- 80)

(3) Section for "Rural Housing Only" borrowers. Miintain Form

RD 1905-5 in this section for all Rural Housing only borrowers,

i ncluding those classified as NP. At the discretion of the County
Ofice, all Forns RD 1905-5 nay be intermingled in the section or
they may be segregated as follows: (a) RH-Direct (Not Mnthly);
and (b) RH-Direct (Monthly), which would include borrowers wth
monthly installnent notes and those with annual installnment notes or
assunption agreenents who nust nmake twel ve nonthly paynents a year
If a borrower subsequently receives another type | oan, renove Form
RD 1905-5 fromthe "Rural Housing--Individual" section even though
the rural housing loan may continue to be on the direct paynent
system Prepare a Form RD 1905-1 for borrower and file in the
"Active Borrowers--Individual" section. A plain cross-reference
card may be filed in the section when an RHonly borrower receives a
Farmer Program | oan. (Revised 03-25-91, SPECI AL PN.)

"Active Borrowers (Miultiple Fam |y Housing)" section

(1) Prepare Form RD 1905-6 for each project when Form

RD 1944-51, "Multiple Famly Housing Obligation - Fund Analysis," is
entered on the conputer. The staff person then verifies that the
obligation for the initial loan or grant has been entered on the
conputer data base. For Nonprogram (NP) accounts see 81905. 11 of
this subpart. (Revised 11-1-85, SPECIAL PN.)

(2) Describe each prom ssory note, assunption agreenent and grant
agreenent on Form RD 1905-6 when the |loan, grant, transfer or credit
sale is closed. Flag the card if the loan is on a predetermn ned
anortization schedul e system (PASS). Draw a line through each

prom ssory note or assunption agreement when paid in full or

ot herw se satisfied. (Added 5-1-85, SPECIAL PN.)

(i) Recording Reanortized or Converted Accounts. When a |oan
is reanortized or converted to PASS, draw a |ine through al
entries made on Form RD 1905-6 for the note(s) involved. The
revised figures reflected on the Reanortization Agreenent or
Conversion Agreenment will be entered on a new

7
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RD I nstruction 1905-A
8§1905.7 (b)(2)(i) (Con.)

line and the words "REAMORTI ZED' or "CONVERTED' will be shown
on the sanme line in the first colum. (Added 5-1-85, SPECI AL

PN.)

(ii) Recording "MaximumDebt Limt (MDL)". For multiple
advance | oans record the MDL amount on the sanme line with the
loan in the [ast colum in pencil. Wen the interest is

capitalized and the paynents established the MDL may be erased.
(Revi sed 06-19-91, PN 167.)

(iii) Recording other information. Oher itenms will be
conpl eted on Form RD 1905-6 as the information becones
avai |l abl e. See 81905.11 of this Subpart concerning NP
accounts. (Revised 11-1-85, SPECIAL PN.)

(c) "Active Borrowers (Associations)" section. Prepare Form

RD 1905- 10 when Form RD 440-57 indicating that | oan and/or grant funds
have been obligated is received. Describe each prom ssory note or bond
evi denci ng advances nade to the borrower on Form RD 1905-10. Draw a

Iine through each pronissory note or bond when paid in full. See
81905. 11 of this Subpart concerning NP accounts. Deferred paynents,
reanmorti zed accounts and multiple advances will be recorded in the sane

manner as prescribed for individual borrowers in 81905.7 (a) (2) (i),
(ii) and (iii) of this Subpart. (Revised 11-1-85, SPECI AL PN.)

(d) "Liquidation pending (Individuals, Associations and Organizations)"

subsection. When the County Supervisor or District Director enters the
statement of facts in the "Running Record"” indicating the borrower's
account is to be liquidated, Forms RD 1905-1, RD 1905-5, RD 1905-6, or
RD 1905-10 will be noved fromthe "Active Borrowers (Individual),"
"Active Borrowers (Association)," or "Active Borrowers (Miultifamly
Housing)" sections and filed in the "Liquidations Pending" section

(e) "Collection-Only Borrowers" section. File Forms RD 1905-1

RD 1905-5, RD 1905-6 or RD 1905-10 in the "Collection-Only Borrowers"
secti on whenever a borrower is classified Collection-Only. When
segregation of Collection-Only borrowers will facilitate servicing
activities, "Servicing Actively," "Deceased" or Addressee Unknown," and
"Gt her" sections nay be used.

(f) "Judgnent Debtors" section. Wenever a borrower's tota

i ndebt edness to Rural Devel opnent is reduced to judgnent, including
deficiency judgnents defined in RD Instruction 1955-A, pertinent

i nformation regarding

8
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RD I nstruction 1905-A
8§1905.7 (f) (Con.)

t he judgnment account will be entered on Forns RD 1905-1,
RD 1905-5, RD 1905-6 or RD 1905-10 and the card will be filed in the
"Judgnment Debtors" section

(g) "Conpliance Review' section. Form RD 1905-10 for water and waste

di sposal devel opment grants "only" will be renmoved fromthe "Active
Borrowers (Associations)" section when the case is considered closed in
accordance with RD Instruction 2033-A and will be refiled and retained

in the "Conpliance Review' section until the association is no |onger
subj ect to conpliance review in accordance with RD Instruction 1901-E.

(h) "Interest Credit Recapture Receivables" section. Wen an RH
borrower pays their loan in full, but does not pay interest credit
recapture at the tine of payoff, Form RD 1905-5 w Il be renpoved fromthe

"Active Borrowers (Individual)" section, attached to a new Form RD 1905-
5 and filed in the "Interest Credit Recapture Receivables" section

Type "I NTEREST CREDI T RECAPTURE RECEI VABLE" on the top of the new card
and fill in the top section of the card with the borrower's nane,
address, and case nunmber. Use the "AMOUNT OF NOTE" field to record the
interest credit recapture receivable due and use the "MONTHLY

| NSTALLMENT" field to record paynents on the receivable. (Added 08-19-
92, PN 190.)

8§1905.8 "CGovernnent | nventory" division

VWhenever the Governnment acquired title to real property the Managenent

System Card for the previous borrower will be maintained in this division
EXCEPT for "collection-only" or "judgnment" cases. The card for a collection-
only borrower or judgment debtor will be filed as prescribed in 81905.7 (e) or

(f). Prepare a dunmy card showi ng the nane of the borrower and cross-
referenced to the "Collection-Only Borrowers" or "Judgnent Debtors" section
and file in this division. Wen property in Governnent inventory is |eased,
prepare a new card for the |l essee (NP debtor) and file in the "active"
borrowers section of the box. On the card filed in the "Governnent |nventory"
division, enter in pencil the name of the | essee i mediately bel ow the name of
t he previous borrower. Upon receipt fromthe Finance Ofice, enter the advice
nunber to the right of "Type of Assistance" on

8A
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8§1905.8 (Con.) RD I nstruction 1905-A

all cards in this division. Qher information such as the date acquisition
how acquired, inventory val ue, when advertised for sale, and inquiries
recei ved concerning property may be recorded on the card. When property in
CGovernment inventory is sold, renmove and file the card in the previous
borrower's case folder. (Revised 11-1-85, SPECI AL PN)

§1905. 9 "CGuar ant eed Loans" divi sion

Unl ess there is an existing card for the borrower, Form RD 1905-1 (for
i ndi vidual s and associations) will be established in the name of the borrower
no |ater than the date of issuance of the Conditional Conmtnent for Guarantee
or Letter of Conditions and will be maintained in this division. Any
i nformati on that may be hel pful to the office will be recorded on Form RD
1905-1, such as: (a) name and address of the |lender, (b) purpose of the |oan
(c) terns and conditions of the guarantee, including the number of years the
Contract of Guarantee will be outstanding, if applicable, (d) guarantee fee
and date paid, (e) inspections, (f) reports, and (g) annual audits due or
periodic financial statements. No signaling of this card is required except
the "Activity" positions which should be signal ed as needed. The Managenent

System cards for guaranteed | oans will be removed fromthe box and placed in
the case folder upon notification fromthe I ender that the | oan has been paid
in full. If a borrower has both an insured and guaranteed | oan, a plain 5" X

8" card with pertinent information may be kept in this section as a cross-
ref erence.

§1905. 10 Loan account status records.

The official record of |oan account bal ances is maintained in a conputer-
based systemin the Finance Ofice. Forms RD 1905-1, RD 1905-5, RD 1905-6,
and RD 1905-10 will serve as a record of |oan advances, maturities and
reanmortized installments. O fices will use the follow ng docunents furnished
by the Finance Ofice for |oan status and other detailed information. Ofice
Managenment Assistants are responsible for training all District and County
O fice personnel in the interpretation and use of all information shown on
t hese docunents.

(a) Form RD 389-223, "Rural Housing Monthly Paynent Account Status

Report." This formis used for servicing delinquencies of Rural Housing
nmont hly payment borrowers. It should be filed in a convenient place and

t hen destroyed upon recei pt of the next Form RD 389-223 or when Form RD
1951-9, "Annual Statenent of Loan Account," is received. (Revised 11-
23-88, PN 99)

(b) Form RD 389-401, "Report of Annual Payment Rural Housing
Borrowers." Use this formin servicing delinqguencies of borrowers with
other than 12 nonthly paynents. Form RD 389-401 lists all borrowers by
county, separating the behind schedule borrowers, and is

9
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RD I nstruction 1905-A
1905. 10 (b) (Con.)

furni shed nonthly by the Finance Office. It shows the m ni mum anount
due by January 1, the ampunt ahead or behind schedule, and the regul ar
annual installment. For each borrower behind schedul e, review Form RD
1905-5 and the |l atest transaction record to determ ne the account status
based on the borrower's Supplenentary Paynment Agreenent. Cross out from
Form RD 389-401 those | oans determined to be current. Any contact with
t he borrower based on this report should take into consideration any
paynment the borrower nmay have made which is in transit. Form RD 389-401
should be filed in a convenient place and then destroyed upon receipt of
t he next Form RD 389-401 or when Form RD 1951-9 is received. (Revised
11-23-88, PN 99)

(c) FormRD 389-375 A, B, C D, E, and F (Quarterly Report Code 616
"Active Delingquent Borrowers"). These reports show the percent and
nunmber of delinquent borrowers by State and National totals. The
reports also reflect other account status information that may be usefu
in analyzing and reviewing nultiple fam |y housing delinquencies. The
report should be filed in a convenient place and then destroyed upon
recei pt of the next Form RD 389-375.

(d) Report Code 616, "Active Borrowers Delinquent." This report is for
servicing delinquencies of nultiple fam |y housing borrowers. It should
be filed in a convenient place and then may be destroyed. (Revised 5-1-
85 SPECI AL PN.)

(e) FormRD 1951-9, "Annual Statenent of Loan Account and Form RD 1951-
54, "Multiple Fam |y Housing Annual Statenent of Loan Account." By
approxi nately January 14 each year, this formw Il be furnished to the
District or County Office and each borrower (including those with no
activity). Fornms RD 1951-9 and RD 1951-54 show all charges and credits
made during the cal endar year. They also show interest paid for incone
tax purposes. This formwll be filed in Position 2 of the borrower
case folder. (Revised

(f) FormRD 451-26, "Transaction Record," and Form RD 1951-53

"Multiple Family Housing Transaction Record." Except for direct nonthly
paynments made for Single Fanmily Housing | oans, Form RD 451-26 will be
sent to the office each tinme a transaction is processed to a borrower's
account which involves paynents, interest credits, recoverabl e cost
itenms, rental assistance and Transacti on Code 4Mto mature installments
and to reflect advances fromthe insurance fund. For interest credit
borrowers, the reduced interest rate is also shown. |n "scanning" the
transacti on records, upon receipt, any obvious discrepancies wll

i medi ately be brought to the attention of the Finance Ofice. FormRD
1951-53 will be sent for all Miltiple Fanm |y Housing | oans and grants.
Transaction records will be retained in the fold of the Managenent
Systemcard (in the project servicing file for Form RD 1944-53) until
Forms RD 1951-9, RD 1951-54, RD 451-26, and RD 1944-53 (Code 4M for the
current year are received. Al transaction records for the year just
ended will then be destroyed, except Form RD 451-26 or Form RD 1944-53
(Code 1L) which may be filed in position 2 of the borrower case file
when the recoverabl e cost charge has been repaid. 11-23-88, PN 99)
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8§1905.10 (Con.) RD I nstruction 1905-A

(g) Posting infornation to transaction records for conputer-based
accounts.

(1) Wen it is anticipated that additional paynents may be nade
prior to receipt of all of the transaction records for those
borrowers naki ng frequent paynments, the clerical personnel may post
such paynment(s), as received, on the latest transaction record in
the "Application of Credit" block. (See Exhibit G)

(2) Wen funds | oaned for capital expenditures are used for
operati ng expenses, enter on the |atest transaction record for the

| oan account concerned the anpbunt to be collected in addition to the
amount shown in the "M ni num Anobunt Due by Date Shown" bl ock of the
transaction record. Continue to record the additional anmount on the
transaction record(s) until it is paid. As payments are received,
Form RD 451-2, "Schedule of Remittances,"” will identify this anpunt
as an "extra paynment" to be deducted fromthe final installnent due,
except when paynents nust be applied as prescribed in RD Instruction
1951- A, 81951.10. This additional anpbunt will also be posted on the
Supervi sion and Servicing section of the Managenent System Card for
foll omup purposes. (See Exhibit C, exanple (5).)

(3) Paynent(s) made by a borrower to repay a recoverabl e cost
charge nay be posted to the transaction record (Transaction Code IL)
reflecting the charge until it is repaid, and then may be filed in
Position 2 of the borrower case fol der

8§1905.11 Non-Program Loan (NP) accounts. (Revised 11-1-85, SPECI AL PN.)

(a) Definition. A Non-Programloan results when credit is extended to
ineligible applicants and/or transferees in connection with sale of
inventory Properties and | oan assunptions. As such, these |oans are
only approved when it is in the best interest of the governnent.

(b) Managenent system Maintain Form RD 1905-1 in the Managenent
System for all NP accounts EXCEPT Rural Housing only. Form RD 1905-5
wi Il be nmaintained for Rural Housing only accounts. Wen real property
in Government inventory is sold or transferred to an ineligible
applicant, or is |eased, FormRD 1905-1 or Form RD 1905-5 will be
established in the nane of the | essee or purchaser. Managenent System
cards for NP accounts will be maintained in the District or County

O fice responsible for maki ng and servicing the type | oan for which rea
property had previously served as security.
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RD I nstruction 1905-A
§1905.11 (Con.)

(i) For NP |loans or assunption agreenents which provide for
anortized installnents including both principal and interest, the
annual installnments will be entered in the "Real Estate Type Loans
Instal | ment Schedul e" section of Form RD 1905-1 of Form RD 1905-5 in
accordance with the schedule in the prom ssory note or assunption
agr eenent .

(ii) Wen a nonfarmtract in Governnent inventory is |eased, enter
t he paynent schedule reflected in the lease in the "Real Estate Type
Loans Install ment Schedul e" section of FormRD 1905-5. In the case
of farm |l ease, post the terns of the |ease to the "Supervision and
Servicing" section of Form RD 1905-1 for servicing purposes.

8§1905. 12 Posting to supervision and servicing section

(a) Individuals. (For individuals with nultifam |y housing assistance
see 8§1905.12 (b).) Any information that would be hel pful in account
servicing, such as Statute of Linitations date, date of deposit
agreenent, etc., may be recorded in this section. Notations should be
brief and sufficiently specific to enable personnel to determ ne the
primary purpose of the action. Enter the date when each action is

pl anned to be taken in the "Date for Follow Up" columm. The date on
which followp action is conpleted may be entered in the "Date
Conpl et ed" columm for those itens on which this information should be
retained. Followp actions of a tenporary nature recorded in this
section are erased when the action is conpl et ed.

(1) Sources of information for posting to the Supervision and
Servicing section of Form RD 1905-1 or Form RD 1905-5. Cerica
personnel will, when applicable:

(i) Goup and record on Form RD 1905-1 (see Forns Manua
Insert) those mmjor inprovenents and practices which the
Supervi sor has indicated for foll owmp on Table D of Form RD
431-2, "Farm and Home Pl an."

(ii) Goup and record for followp from Table K of Form RD
431-2 the planned debt repaynment(s) to be made to Rura

Devel opnent, including any increase in paynents due to | oan
funds originally set up for capital expenditures which are used
for operating expenses.

(iii) Record any actions designated for foll owp on Table E of
Form RD 431-4, "Business Analysis - Nonagricul tural
Enterprises.”

(iv) Transfer those underlined activities fromthe running
record which require foll owp actions.
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8§1905. 12 (Con.) RD I nstruction 1905-A

(v) Record any needed fol |l owp action on borrowers requested
to refinance as reflected on Form RD 1951-24, "Results of
Borrower G aduation Review by County Conmittee and County
Supervisor." (Revised 8-28-83, SPECIAL PN.)

12A
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§1905. 12 (a)(1) (Con.) RD I nstruction 1905-A

(vi) Record pl anned anal ysi s.

(vii) Record any needed followp action on delinquent
borrowers as deterni ned on the annual review of delinquent
borrowers with the District Director

(viii) Record followp action required prior to expiration of a
noratorium period for Section 502 and 504 RH borrowers.

(ix) Record any needed foll owp actions noted through work
organi zati on neetings, correspondence, or through contacts in
person or by tel ephone.

(2) Recording expiration and due dates. Show in colum headed
"Dat e":

(i) Delinquent taxes - Wen it becones known that a rea
estate type | oan borrower is delingquent in paying taxes, show
the date the taxes officially becane delinquent or record
expiration date of a tax lien

(ii) Insurance - For Farnmer Program and Section 502 RH
borrowers, enter the date the insurance policy is to be
returned to the borrower. Form RD 1905-12 nay be used for this
purpose. For other type |loans, enter the expiration date of
each policy. Form RD 1905-12 may be used for this purpose. |If
the policy is continuous, show the letter "C' and this borrower
will not be shown on Form RD 1905-12.

(iii) Security Agreenment - For indebtedness secured by a
chattel and/or crop lien, insert the date of the | atest
Security Agreenent, or expiration date if applicable.

(iv) Financing Statement - For indebtedness not secured by a

l[ien enter "Note only." For indebtedness secured by chatte
and/or crop lien, enter expiration date of the Financing
Statenment. The expiration date in nost States will be five

years fromthe date of filing. Opposite "Financing Statenment"
inthe "Date for followp" colum, enter the first nonth, day,
and year of the 6-nmobnth period in which continuation of the

Fi nanci ng Statenent nust be acconplished. Each continuation
statement keeps the related Financing Statenent in effect an
additional five years fromthe date the Financing Statenent
(NOT the continuation statenent) was filed. 1In the
"Supervisory and Servicing Actions Planned"
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RD I nstruction 1905-A
8§1905.12 (a)(2) (Con.)

colum, enter the place of filing, the nunber assigned to the
statement by the recording official and the date filed. Form
RD 1905-12 may be adapted for listing all borrowers with
financing statenents and their continuation dates. Head
colums by year. Enter parenthetically beside name of borrower
the date the financing statement is initially filed. Enter
continuation dates under appropriate year columm. Place card
in the mscellaneous division behind the first nonth of the 6-
nonth period in which the next continuation falls due.

(v) Inspection - For annual inspections, show date 12 nonths
fromdate of |last annual inspection of security. For borrowers
with RH loans on nonfarmtracts, inspections ordinarily will be
made only if foreclosure action is likely to be taken, the
property i s abandoned, or when necessary to protect the

i nterest of the Government.

(vi) Builder's Warranty - Show the 1-year expiration date of
the builder's warranty. 1In the "Date for followp" columm
enter date two nonths before the expiration of the warranty
period for followp for notifying the borrower of the
expiration date by use of Form RD 1924-21, "Notice of
Expiration of First Year of Warranty." Subsequent followup
actions will be posted only if needed. Form RD 1905-12 nay be
used for this purpose. (Revised 5-12-87, SPECI AL PN.)

(vii) Devel opnent - Show date 15 nonths fromdate of |oan
closing or the date schedul ed for conpletion beyond 15 nont hs.
For regul ar inspection visits for devel opnment and mnaj or
construction, enter opposite "Devel opnent” in the "Date for
foll omup” columm the next scheduled visit, until fina

i nspection has been nade.

(viii) OQher - Space is provided for expiration dates or other
perti nent due dates which need foll owp action such as: (a)
expiration date of 3-year 504 Grant Agreenent; (b) expiration
date of 502 and 504 noratoriumgranted. (Revised 7-13-87,
SPECI AL PN.)
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8§1905. 12 (Con.) RD I nstruction 1905-A

(b) Associations and Multifam |y Housing. Supervisory and servicing
actions and expiration and due dates of these |oans are entered in the
"Servicing and Managenent Assistance" section of Forms RD 1905-6 and
1905-10. Fol l owup and conpletion dates will be used in the sane nanner
as for individual borrowers as prescribed in 81905.12 (a) of this
Subpart. Supervisory and servicing actions in addition to those
identified on the formw Il be entered under "Actions Planned.” Entries
will include information relating to:

(1) Major inprovenents in operation and nai ntenance which the
borrower or grantee should nmake during the ensuing year (determ ned
by the County Supervisor or District Director and borrower or
grantee as part of the annual analysis of association operations).

(2) Servicing actions shown in the running record as requiring
specific followp action. This information will normally be
obt ai ned during the annual inspection of facilities and services,
revi ew of annual analysis, contacts with association officials, and
attendance at the annual neeting, as well as neetings of the board
of directors.

(3) Devel opnent-conpletion dates will be established and mai nt ai ned
whi | e devel opnent is in process.

(4) Any other pertinent due, followp and/or conpletion dates in
connection w th needed supervisory actions.

81905. 13 Paid up or otherw se satisfied accounts.

(a) Renpve Form RD 1905-1, RD 1905-5, RD 1905-6 or RD 1905-10 fromthe
Managenent System and place in position 2 of the borrower's case fol der
when all accounts have been paid in full or otherw se satisfied, EXCEPT
as follows:

(1) Form RD 1905-1 or RD 1905-5 for Section 504 Rural Housing

| oans/grants will be renpbved fromthe Managenent Systemand filed in
position 2 of the borrower's case fol der when considered closed in
accordance with RD I nstruction 2033- A

(2) Form RD 1905-10 for associations which received |Industria
Devel opnent grants, Rural Devel opnent Assistance grants, or Self-
Hel p Techni cal Assistance funds will be renpoved fromthe Managenent
Systemand filed in position 2 of the borrower's fol der when

consi dered closed in accordance with RD Instruction 2033- A
(Revised 11-7-84, PN 947.)
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RD I nstruction 1905-A
8§1905.13 (a) (Con.)

(b) Form RD 1905-1 may be reused for paid-up borrowers who subsequently
recei ve another | oan.

Attachnents: Exhibits A, B, C, D, E F, and G

(0]0 )
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