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RD I nstruction 1951-K
PART 1951 - SERVI Cl NG AND CCOLLECTI ONS

Subpart K - Predeterni ned Anortizati on Schedul e System ( PASS)
Account Servi cing

§1951. 501 Ceneral.

(a) This subpart prescribes the policies, authorizations, and
procedures for inplenenting and servicing PASS for all of the follow ng
Rural Housing Service (RHS) Multiple Fanmily Housing (MFH) | oan
reci pi ents which includes Farm Labor Housing (LH) and Rural Renta
Housi ng (RRH) including Rural Cooperative Housing (RCH and Congregate
Housi ng and i ncl udes:

(1) Al MHIloans, credit sales, reanortizations, and transfers
cl osed on or after May 1, 1985, and

(2) Al MHIloan recipients converting fromthe Daily Interest
Accrual System (DIAS) to PASS according to §1951.517 of this
subpart, except:

(i) Seasonal LH and LH loans to individual farners nmay be

cl osed on nmonthly or annual payment schedul es and al so may be
closed on Daily Interest Accrual under Subpart A of Part 1951
of this chapter. Instructions for scheduling paynents are
according to the Forns Manual Insert (FM) for Form

RD 1944-52, "Multiple Fam |y Housing Prom ssory Note."

(ii) Rural Housing Site loans and Site Option (SO |oans wll
be cl osed and serviced on Daily Interest Accrual under Subpart
A of Part 1951 of this chapter. Payment billing is subject to
8§1951. 506 of this subpart.

(b) Al MHIoan recipients not described in paragraph (a) of this
section will continue to be subject to the servicing and collection
requi renents of Subpart A of Part 1951 of this chapter. For the
purposes of this subpart, all references to "County Supervisor" in
Subpart A of Part 1951 shall be construed to mean "District Director.”

(c) Al RHS MFH loans (RRH, RCH, LH, RHS, and SO whether DI AS or PASS,
are subject to the definitions contained in 81951.504 of this subpart,
and paynent application as outlined in 81951.510 of this subpart.

(d) Al MHIoan paynents will be processed using Exhibit A of this
subpart (available in any Rural Devel opment office).

DI STRI BUTI ON: WSDC Account Servi cing
Servicing and Col |l ections
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RD I nstruction 1951-K

8§1951.502 [Reserved]

8§1951. 503 Authorities and responsibilities.

District Directors are responsible for adm nistering this subpart under
t he general guidance and supervision of the State Director. The District
O fice Management Systemwi |l be fully used to acconplish this responsibility.

8§1951.504 Definitions and statements of policy. (Revised 05-07-97, SPECI AL
PN.)

Advance regul ar paynent. Regul ar paynents made at el ection of the
borrower to pay the account ahead of schedule. These paynents may be
either full or partial payments and will be applied to the anortized
paynment schedul e by the Finance O fice.

Anortization schedule. An anortization schedule is the projected
application of periodic payments to principal and interest at the

prom ssory note rate so the debt will be paid in full over the nunber of
peri ods specified in the prom ssory note, assunption agreenment (new
ternms), or reanortization agreenment. Conputation is based on a 30-day
nmonth and a 360-day year

Anortized recoverable costs. Recoverable cost itens may be anortized
over a period up to 5 years. This function will allow the servicing
official to voucher recoverable cost itenms such as taxes.

(1) Paynment of real estate taxes. Wen a borrower's taxes are paid
by voucher, the anortization period of the tax advance will be the
nunber of nonths for which the taxes are being vouchered with a

maxi mum of 5 years.

(2) Costs other than real estate taxes. Advances for costs other

than real estate taxes will be anortized for 12 nonths unl ess, based
on the borrower's repaynent ability, a |longer period is needed. An
anortization period of nore than 12 nonths will be used only when
the cost is of a nonrecurring type. In no case, however, will the

repaynent period exceed 5 years.

(3) Retroactive anortization of recoverable costs. Recoverable
costs whi ch have been vouchered since May 1, 1985, may, with

Nati onal Office approval, be retroactively anortized for applicable
time periods as shown in paragraphs (c)(l) and (c)(2) of this
Section, if paynents made since the costs were vouchered are
sufficient to bring both the | oan and cost accounts current. The
followi ng information should be forwarded to the National Ofice for

2
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RD I nstruction 1951-K
8§1951.504 (c)(3) (Con.)

approval of the reclassification to anortized status, and forwarded
to the Finance Office for processing: An audit showing all costs
vouchered along with paynents made since the Date of the cost item
and to be made prior to the reclassification; the estimated
reapplication of the payments due to reclassification showi ng that
the account will be current after the reclassification; and the
proposed budget and managenent case files.

Audit receivables. Loan, grant or subsidy funds which were used by the
borrower for unauthorized purposes; have been identified by the Ofice
of I nspector General (O G in an audit; and, which RHS is requiring the
borrower to repay.

Conversion. The act of changing a borrower's account from DI AS to PASS.

Daily Interest Accrual System (DIAS). A systemwhereby interest is
charged daily fromthe Date a paynent is received in the District Ofice
to the next Date a paynent is received. A daily interest accrual factor
is conputed by nultiplying the outstanding principal balance by the
effective interest rate and dividing by 365 days. Conputation is always
based on a 365 day year. Interest on each paynent is charged on the
actual nunber of days that a principal balance is outstanding.

District Director. For the purpose of this subpart the termincl udes
the Assistant District Director, and other qualified District staff who
may be del egated responsibilities according to §1930.143 of Subpart C of
Part 1930 of this chapter, and the provisions of Subpart F of Part 2006
of this chapter (available in any Rural Devel opment office). 1In the
case of LH loans still being serviced in the County Ofice, this
definition also includes qualified County Ofice staff. This definition
further includes the Area Loan Specialists in Al aska, Island Directors
in Hawaii, Directors of Western Pacific Territories, and other qualified
staff nenbers in Al aska, Hawaii, and Wstern Pacific Territories,
respectively.

Extra paynment. Extra payments are applied all to principal on the end
of the l[oan and are funds derived from

(1) Sale of basic chattel or real estate security, including renta
or lease of real estate security of a depreciating or depleting
nat ure.

3
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§1951.504 (h) (Con.)

(2) Refinancing of real estate debt.

(3) Mneral royalties.

(4) Cash proceeds of real property insurance as provided in
Subpart A of Part 1806 of this chapter (RD Instruction 426.1).

(5) Sale of real estate not nortgaged to the Governnent, pursuant
to a condition of |oan approval.

(6) Transactions of a simlar nature which reduce the value of the
security for the loan(s).

Non-recoverabl e costs. Paynments charged to a | oan program i nsurance
fund by use of a fund code. These costs are only incurred after
CGovernment acquisition of title to the property, and are therefore
charged to an inventory account.

Overage. This termrefers to both "overage" and "surcharge" described
in Exhibit Hto Subpart C of Part 1930 of this chapter. (Revised 01-27-
92, SPECI AL PN.)

Paynment effective Date. The paynment effective Date is the day of the
nmont h on whi ch paynents will be effectively applied to the account by
the Finance Ofice for the nonth payment is due regardl ess of the
paynment reception Date. On PASS all paynments will be applied as of the
first day of the nonth.

Paynment reception Date. The day of the nonth the paynment is received in
the District Ofice.

4
(Revi sion 2)



§1951. 504 (Con.) RD I nstruction 1951-K

Predeterni ned Anortization Schedul e System (PASS). System whereby RHS
will apply | oan paynents based on an anortization schedul e.

Project late fee. The ampunt charged a borrower's project account for a
del i nquent paynment according to 81951.510 (c)(2) of this subpart, or
when an uncol |l ecti bl e regul ar paynment has been processed according to
8§1951.506 (c) of this subpart.

Prom ssory note install nent. The unrounded anprtized install nent shown
on the prom ssory note, conversion agreenent, assunption agreenent or
reanmortizati on agreenent, whichever is currently in effect.

Recoverabl e costs. Additional project costs such as vouchered insurance
or taxes which RHS requires a borrower to pay.

Ref und paynent. Paynents from unused | oan funds which are applied to
principal on the end of the | oan account.

Requl ar paynment. All nonthly paynents schedul ed accordi ng to PASS.
Does not include extra paynents, advance regul ar paynents, refund
payments or voluntary additional principal paynents.

Subsi di zed installment. The prom ssory note installment reduced by the
terms of Form RD 1944-7, "Miltiple Fam ly Housing Interest Credit and

Rent al Assi stance Agreenent." The subsidized installment is the
unrounded anortized installment conputed at the subsidized interest
rate.

Subsidy credit. The difference between a borrower's nmonthly prom ssory
note installment and the nmonthly subsidized install ment.

Voluntary additional principal payment. Paynments applied all to
principal which are made at the el ection of the borrower in addition to
regul arly schedul ed paynents and with RHS approval. Such paynments will
not affect the schedul e paynment status or change the anobunt of the
regul ar nmonthly payments. Funds for voluntary additional principa
paynments are derived from sources other than extra paynent sources.
Payments will be applied to current |oans only.

8§1951. 505 [Reserved]

§1951. 506 Processing paynents.

5
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§1951. 506 (Con.)

(a)

wi | |

Requl ar _paynents. Regul ar payments and advance regul ar paynents
be processed as foll ows:

(1) Al payments will be based on tenants occupying the units as of
the first day of the month prior to the paynent due date. For
exanpl e, a payment due on July 1 is based on tenants occupying the
units June 1. For the purposes of this subpart, the word "tenant”
al so means RCH "nmenbers." (Revised 08-30-93, SPECI AL PN.)

(2) The borrower nust deliver all Forms RD 1944-8, "Tenant
Certification," or for tenants receiving Section 8 assistance, the
accept abl e Departnent of Housing and Urban Devel opment (HUD) formto
the District Director according to paragraph VIl F 1 of Exhibit B to
Subpart Cto Part 1930 of this chapter. The District Director wll
date stanp each certification and will verify the information on the
tenant certification also as required in paragraph VII F of Exhibit
B to Subpart C of Part 1930 of this chapter. The data fromthe
tenant certifications nust be entered into the Milti-Fam |y Housing
Tenant File System (MIFS) which will calculate the tenant's rent
payment. (Revised 08-30-93, SPECI AL PN.)

(i) If the calculations on the tenant certification do not
agree with MIFS, the District Office will contact the

borr ower/ managenent to resol ve the discrepancy. MFS
calculations will be used to calculate interest credit and
rental assistance due the borrower.

(ii) A copy of the MIFS "Project Wrksheet - Interest Credit
and Rental Assistance,” an automated printout report will be
generated and conpared to the borrower's Form RD 1944- 29,
"Project Wirksheet for Interest Credit and Rental Assistance.”
Only tenants with current tenant certifications shown on MIFS
will be certified for interest credit or rental assistance when
processi ng paynents.

(iii) A copy of the nmonthly MIFS project worksheet report will
be filed with Form RD 1944-29 to document the approved
subsi di es.

(1v) At the borrower's request, a copy of the MIFS project
wor ksheet report may be used as Parts | and Il in lieu of Form
RD 1944-29. The District Ofice will provide a copy of the
MIFS project worksheet report to the borrower about the about
the 20th of the nonth. Wen using

6
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(06- 19- 91)

RD Instruction 1951-K
(a)(2)(iv) (Con.)

t he MIFS project worksheet report as Parts | and Il of Form RD
1944-29, the borrower will verify the data, sign the MIFS
project worksheet report and return it with the monthly payment
to the District Office. Borrowers using the MIFS project

wor ksheet report as Part Il, only, will conplete, sign and
attach Part | of Form RD 1944-29 to the MIFS project worksheet
report, before returning it with the nmonthly payment.

Borrowers with Section 8 units who are reporting overage
payment, and/or excess HUD contract rent to the reserve account
are required to conplete Part | of either Form RD 1944-29 or

t he MIFS project worksheet report.

(3) On or about the 11th day of each month, the Finance Ofice wll
generate and mail to each borrower that is delinquent and/or has
|ate fees Form RD 1944-9A, "Miultiple Fanm |y Housing Statenent of
Payment Due," showi ng the current nonthly payment due, unpaid |ate
fees, and delinquent paynents, if any, due on the first day of the
followi ng nmonth. This paynment statement will be determ ned from
current Finance Office records but will not reflect overage due from
the borrower or rental assistance (RA) due the borrower. (Revised
05-07-97, SPECI AL PN.)

(4) Each borrower will subnmit to the District Ofice Form

RD 1944-29 with the required nmonthly paynment indicated or adjusted
as indicated in paragraph (a)(5) of this section regardl ess of

whet her or not Form RD 1944-9A is received. (Revised 11-02-94, PN
236.)

(5) Form RD 1944-29, prepared by the borrower nust reflect the
fol |l owi ng:

(i) Only tenants occupying units the first day of the nonth
prior to the paynment due date. (Revised 08-30-93, SPECI AL PN.)

(ii) Interest credit and RA may be clainmed only for tenants
with current tenant certification as specified in paragraph Vil
F of Exhibit B to Subpart C of Part 1930 of this chapter

(Revi sed 08-30-93, SPECI AL PN.)

7
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8§1951.506 (a)(5) (Con.)

(iii) Overage up to the market rent must be paid to RHS by the
borrower for tenants w thout current tenant certifications

unl ess there is a formal eviction in process, then the paynent
wi Il be based on the expired tenant certification. The
District Director nay determine that the tenant may be required
to reinburse the borrower for that overage as allowed in
paragraph VII F 6 ¢ of Exhibit B to Subpart C of Part 1930 of
this chapter. (Revised 08-30-93, SPECIAL PN.)

(iv) The borrower may subtract any RA due the project
(supported by current tenant certifications) fromthe paynent
due and renmit a "net" paynent. Calculations supporting the
"net" paynent nmust be shown on Part | of Form RD 1944-29. The
Fi nance Ofice will net enough RA to bring the account status
current and pay any unpaid overage, late fees, interest on
del i nquent principal, etc., based on the paynent reception
date. |If the account is on or ahead of schedul e on the paynent
reception date, enough RA will be netted to pay one ful

i nstal |l ment and any unpai d overage, interest on delinquent
principal, etc. (Renunbered and Revi sed 05-07-97, SPECI AL PN.)

(6) The District Director will verify that data on current tenant
certifications held in the District Ofice supports claim on Form
RD 1944-29. The District Director will prepare Form RD 1951-55,
"Col l ection Log" and input the payments through District Ofice
term nal s.

(7) Paynment input by RHS will be based on correct anounts
regardl ess of the ampunt renmitted by the borrower.
(Added 08-30-93, SPECI AL PN.)

(b) Qher paynments. Payments nade through the District Office will be
processed according to Subpart B of Part 1951 of this chapter (available
in any Rural Devel opnent office).

(c) Uncollectible paynment. Uncollectibles will be handl ed under
Subpart B of Part 1951 of this chapter. The paynent effective date wll
be the day of the npbnth on which the replacenent paynent is received in
the District Ofice. (Revised 08-30-93, SPECIAL PN.)

8
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RD I nstruction 1951-K

§1951. 507 Mai ntai ni ng borrower accounts.

(a) Accounts of active borrowers. The foundation for proper and tinely
debt payment is sound budgeting and nonthly review of inconme and
expenses by the borrower and, as necessary, the District Ofice staff.
Account mai ntenance, therefore, nust begin with initial planning and
must be an integral part of ongoing analysis, planning and foll ow up
management assi st ance.

(b) Accounts of collection-only borrowers. Collection only accounts
will be serviced according to 81951.7 (b) of Subpart A of this part.

(c) Notifying borrowers of late fees and past due paynments. The
Finance OFfice will automatically notify each borrower of late fees for
paynments whi ch were unpaid on the 10th day of the nonth. A copy of the
notice will be nailed to the District Ofice servicing the account.

(d) Subsequent servicing. Delinquent accounts will be serviced
according to the respective programrequirenents. Accounts will also be
servi ced under Subpart B of Part 1965 of this chapter

(e) District Ofice nonitoring. District Ofices should review each
account at least nonthly by accessing the Automated Ml ti-Housing
Accounting System (AMAS) through field office terminals. For projects
on PASS the Management Systemcard will be flagged with an orange signa
between Position "5" and "RRH." Exhibit A-1 of this subpart (avail able
in any Rural Devel opnent office) should be used to track paynents.

(Revi sed 08-30-93, SPECI AL PN.)

8§1951.508 [Reserved]

§1951. 509 COccupancy surcharges. (Revised 01-27-92, SPECI AL PN.)

(a) Authorization to Collect Occupancy Surcharge. Publ i c Law

101- 235 enacted Decenber 15, 1989, and amended by Public Law 101-625,
prescribed provisions for RHS to collect an additional nonthly anmount
fromborrowers on all initial Section 515 | oans nade or insured pursuant
to a contract entered into on or after Decenmber 15, 1989. (Revised
05-07-97, SPECI AL PN.)

(1) A contract entered into for this purpose is when a conpl eted
Form RD 1944-51, "Multiple Fam |y Housing Obligation - Fund

Anal ysis," is properly delivered to the borrower on or after
December 15, 1989. (That delivery date is the date entered in Item
51 on Form RD 1944-51).

8A
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§1951.509 (a) (Con.)

(2) The term "occupancy surcharge" shall be used hereafter to
describe this additional nonthly charge.

(b) Termination of Authority to Collect Occupancy Surcharge. Public Law
104- 193, enacted August 22, 1996, elimnated the collection of occupancy
surcharge payments. (Revised 05-07-97, SPECI AL PN.)

8B
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§1951. 509 (b) (Con.)

unit each year thereafter for 19 years. The anmpbunt of the surcharge

assessment which the tenant pays will be based on the income |evel of
each tenant househol d. Tenant househol ds who pay nore than 30 percent
of their annual adjusted income in rent and utilities will not be

required to pay occupancy surcharge.

(1) Annual increases will cease 20 years fromthe date of the first
surcharge payment due on the initial or oldest loan in the project.

(2) Surcharge paynents will continue after the annual increase
peri od has expired, but surcharge unit assessments will remain at
the I evel s established at year 20 of the initial |oan for the
remaining life of the |oan.

(3) If a subsequent loan is made and the initial loan in the
project is subject to occupancy surcharge, the annual increase
period will still expire 20 years fromthe first surcharge paynent
due on the initial Ioan.

(c) lncreases in Tenant Contribution Due to Cccupancy Surcharges.

Borr ower/ Managers are responsible for initiating and nonitoring
surcharge annual increases and all surcharge increases and decreases due
to change in tenant contributions. These changes require no prior
review by RHS. All tenants nust be notified of any changes in their
surcharge contribution in the foll owi ng manner:

(1) Tenants noving into newWy constructed projects in their first
year of operation should be informed of the occupancy surcharge
requi renents when their |lease and initial tenant certification is
signed. They should also be apprised at that tinme of possible
surcharge changes based on their income |evels.

(2) Wen there are surcharge changes due to incone changes and
regul ar recertifications, the current signed tenant certification
showi ng the I evel of surcharge due will serve as notification of the
change.

(3) Tenants who experience surcharge changes due to the annual $2
per unit increase on the surcharge anniversary date nust be sent a
notification of the change in accordance with exhibit B of this
subpart.

9
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RD I nstruction 1951-K
§1951. 509 (Con.)

(c) GCccupancy Surcharge Account. COccupancy surcharge nonies coll ected
by RHS were deposited in the Rural Housing Insurance Fund (RHIF) in such
a manner as to accrue interest on the total amount of funds coll ected.
These nonies will be made available only for paynents of principal and

i nterest on guaranteed equity | oans nade under the authorization of
Section 515 of the HUD Act of 1989. Payments fromthe occupancy
surcharge account will only be in anbunts necessary to ensure that
addi ti onal project expense fromthe incurred guaranteed equity |oan does
not raise rent paynents above prescribed maxi mumrent |evels necessary
to operate the project. Any nonies not expended in the project from

whi ch the paynents were nade will be used in other projects to nake
paynments of principal and interest on a guaranteed equity | oan

(d) Cccupancy Surcharge Takeout. The method for allow ng paynments on
t hese guaranteed equity | oans out of the occupancy surcharge account
will be forthcom ng at such time as needed and will conformwi th
appropriate legislative requirements in effect at that tinme.

§1951. 510 Paynent application

(a) Reqgular paynment due Date. The regular paynent due date is the
first day of each nmonth. Al nobnths will be counted as 30 days (360 day
year).

(b) First regqular paynent.

(1) The first regular anortized paynent after l[oan closing for
transfers (new termnms), reanortizations, voluntary conversions,

credit sales, or loans closed after interimfinancing nust be at

| east one (1) nmonth fromclosing. For exanple, if a loan is closed
on January 31, the first regular anortized paynent will be due March
1. For multiple advance | oans the first paynent nust be at | east
one (1) nmonth after the final advance.

(2) For transfers (sanme terns) paynments on | oans al ready on PASS
wi Il be due on the next schedul ed due date.

(3) Transfers (sane terms) converting from D AS to PASS are | oans
retaining the same interest rate and final due date and regul ar
anortized paynments will be due 30 days fromeither the date of
closing or the interest only installnment, whichever is later.

10
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(c)

(06- 19- 91)

(Con.) RD I nstruction 1951-K

Del i nquent paynents.

(1) A loan paynent is due on the first day of a nonth. A |oan
paynment is considered past due when it is received on the second day
or a subsequent day through the close of business of the tenth day
of the nonth. A loan paynent is late when it is received after
normal busi ness hours of the tenth day of the nmonth, w thout regard
to weekends, holidays, or paynment transm ssion factors. Thereafter
alate fee will be charged as described in paragraphs (c)(2) and
(c)(4) of this section. (Revised 08-30-93, SPECI AL PN.)

(2) The project account will be charged a |late fee when the regul ar
paynment is not received in the District Ofice by close of business
of the tenth (10) day of the nmonth the paynment is due or when the
paynment is applied by the Finance Ofice and does not fully pay the
regul ar paynment and ot her charges for each project loan. Late fees
collected by the Finance Ofice will be deposited in the Rura
Housi ng I nsurance Fund (RH F). (Revised 08-30-93, SPECIAL PN.)

(i) The project late fee is six percent of the total regular
payment (s) due shown on the pronissory note(s), conversion
agreenment (s), assunption agreenent(s) or reanortization
agreement (s) .

(ii) A project late fee will be charged for any unpaid portion
of the regular paynment(s) exceedi ng $15. 00.

(iii) A project late fee will be charged one time only, for
each regul ar payment.

(iv) Except for cooperative housing, project |late fees nmay not
be paid from project income as specified in paragraph XIlII B 2
a (4) of Exhibit B to Subpart C of Part 1930 of this chapter.

(v) Exceptions may be nade to |ate fee charges only as
fol | ows:

(A) The State Director may allow an exception for any
project for three (3) nonthly project late fee charges in
any cal endar year, based on the State Director's

determ nation that the Iate fees place an unfair burden on
the project. For each exception requested, the borrower
nmust provide a witten explanation of the circunstances
whi ch caused the | ate paynment and what actions will be
taken to bring the account current.

11
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(B) The National Ofice may authorize exceptions to |late
fees for borrowers who have |late fees exceeding the State
Director's exception authority. When the State Director
determ nes that the application of a late fee would pl ace
an unfair burden on the borrower, the State Director my
submit a request for an exception to the late fee to the

Nati onal Office. The request will include an expl anation
of the circunmstances, a recomendation for action and al
relevant case file material. The National Ofice wll

review the request and notify the State Director what
action should be taken on the account.

(C \When an exception to late fees is granted, the State
Director will notify the Finance Ofice and the borrower
on Form RD 1951-51, "Muiltiple Fam |y Housing Exception to
Late Fees," conpleted according to the FM.

(D) When an application for late fee exception is denied
the State Director nust give the borrower appeal rights
under Subpart B of Part 1900 of this chapter

(3) A project is considered delinquent on the 30th day of the nonth
when any due ampunt is unpaid. (Added 08-30-93,
SPECI AL PN.)

(4) Wen a regul ar PASS paynent continues to be delinquent on the
first of the month followi ng the delinquent paynent due date,
interest will be charged on the unpaid delinquent principal at the
note rate fromthe date the principal was due until all regular
payments, recoverable cost charges, |late fees and occupancy
surcharges have been paid current in accordance with the nunber of

full installments required by the prom ssory note. This interest
will be in addition to the schedul ed interest of the regul ar
paynment. The interest on delinquent principal will be added to the

regul ar paynent ampunt due for the nmonth. (Revised and renunbered
08- 30-93, SPECI AL PN.)

(d) Subsidy credit. Wen the Finance Ofice receives the regular
paynment, subsidy credit will be applied to the | oan account before any
paynment or other credit is applied to the account. Subsidy credit wll
be applied first to accrued interest and then to principal after al
interest is paid. Subsidy credit will not be applied to | ate fees,
audit receivables, or recoverabl e cost charges.

12
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(e) Regular paynents. Regular paynents will be applied in the
follomng priority:

(1) Anortized audit receivabl es.

(2) Unanortized audit receivables.

(3) Al project late fees due.

(4) Cccupancy Surcharges.

(5) Anortized recoverabl e costs due.
(6) Unanortized recoverabl e costs due.
(7) Overage.

(8) Al other interest due.

(9) Principal

(10) Any remaining regular paynent will be applied as an advance
regul ar paynment unless specifically designated otherw se.

(f) Advance reqular paynents. These paynents affect the paynment status
of the loan. The |oan account nust be current before a

paynment can be applied as an advance paynent. The paynent effective date
will be the due date of the next regular paynment which is not fully paid

(g) Extra and refund payments. Both will be applied as principal to
the last 1nstallment to becone due under the note.

(h) Voluntary additional principal paynents. These payments will only
be credited to the account when all regularly schedul ed paynments on the
account have been paid. Voluntary additional principal paynents are
credited all to principal, as of the payment effective date, and do not
af fect the payment status of the |oan.

(i) Projects with initial and subsequent | oan(s). Regular paynents on

projects wth an 1nitial and subsequent [oan(s) wll be applied
according to the priorities listed in 81951.510 (e) of this subpart.
Each priority itemw Il be paid for all project |oans before noving to
the next item Paynents will be applied for each priority itemin

accordance with the | oan nunber, beginning with the initial |oan and
ending with the highest nunbered subsequent | oan

13
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(j) Final paynents. Final paynents will be applied on the next paynent
due date or the final due date shown on the prom ssory note, assunption
agreenment or reanortization agreenent, whichever is sooner. The

District Office will obtain the amount of final payment through field
office termnals by referencing status inquiry screen MLXI, "Accrua
Cal cul ati on Request." Final payment should be accepted under conditions

specified in 81965.90 of Subpart B to Part 1965 of this chapter

§1951.511 [Reserved]

81951. 512 Changes in the application of |oan paynents.

District Ofice enployees with State Director authorization according to
§1930. 143 of Subpart Cto Part 1930 of this chapter are authorized to approve
reapplication of paynments between accounts when paynents have been applied in
error. Al authorization for reapplication of payments nust conformto the
policies expressed in this subpart. No change may be nade if the loan is paid
in full, the cancelled note or notes have been returned to the borrower, and
the security instrunents have been satisfied. Changes will be entered through
field office termnals by the AMAS Coordinator. (Revised 08-30-93, SPECI AL
PN.)

81951. 513 Overpaynents and refunds to borrowers. Overpaynents and refunds to
borrowers will be processed according to 8§1951. 13 of Subpart A of this part.

81951. 514 Recoverable and non-recoverabl e cost charges.

The District Director will service recoverabl e and non-recoverabl e cost
items according to 81951.14 of Subpart A of this part and RD I nstruction 2024-
A which is available in any Rural Devel opnent office. (Recoverable and non-
recoverabl e costs are defined in 8§1951.504 of this subpart).

(Revi sed 08-13-92, SPECI AL PN.)

81951.515 Promi ssory notes for borrowers who convert to PASS.

Prom ssory notes in the hands of investors when a |loan is converted to
PASS wi || be repurchased by the Finance O fice and forwarded to the District
O fice for storage.

§1951.516 [Reserved]

§1951.517 Conversion from DI AS to PASS.

(a) Conversion prior to May 1, 1985. The account of any existing RRH
| oan recipient who elected to convert to PASS before Cctober 1,

14
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1983, by follow ng instructions prescribed by RHS, and who signed their
conversi on docunents before May 1, 1985, or any recipient of a new | oan,
credit sale, or transfer (new terns) closed between Novenber 1, 1983,
and April 30, 1985, who elected to convert to PASS, was converted, as if
the | oan had been on an anortization schedule fromthe date of the |oan
transfer (new terns), or reanortization (new terns), whichever occurred
later. (Revised 08-30-93,

SPECI AL PN.)

(b) Conversion on or after May 1, 1985.

(1) Required conversion. After May 1, 1985, all MH | oans,
transfers or reanortizations nmust be closed on PASS, except LH | oans
specified in 81951.501 (a)(2)(i) of this subpart. All borrowers
recei vi ng subsequent | oans or reanortizations rmust convert al

initial and subsequent |oans on the project to PASS. |If the
subsequent | oan and conversion are not closed on the first of the
nmonth, the interest fromthe date of closing to the first of the
nmonth will be capitalized. Recoverable costs and unpaid interest
may be capitalized on conversions required by subsequent |oans or
reanortizati on of one loan on the project account.

(2) Voluntary conversion. District Directors shall approve
vol untary conversion of any account from DI AS to PASS upon a request
by the borrower, when the followi ng conditions are met:

(i) The loan account and reserve account are current |ess any
aut horized withdrawal s at the time of conversion.

(ii) Conversion does not result in a rent increase.
(iii) The conversion is effective the first day of the nonth.

(3) Processing conversions. The follow ng actions nust be taken to
convert an account from DI AS to PASS:

(i) FormRD 1951-50, "Multiple Fanmi |y Housi ng Conversion
Agreenent,” will be conpleted according to the FM except | oans
converted on Form RD 1965-9, "Miltiple Fanmi |y Housing
Assunption Agreenent," or RD 1965-16, "Miltiple Fam |y Housing
Reanorti zati on Agreenent." The terms of Fornms RD 1965-9 and RD
1965-16 convert the account to PASS.

15
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(ii) Wen the borrower will continue to receive interest
credit follow ng conversion, the current interest credit plan
type will be passed through to the PASS | oan. However, a new

Form RD 1944-7 nust be prepared to reflect the PASS paynent and
subsi dy anmpbunt. (Revised 08-30-93, SPECIAL PN.)

(iii) On the back of the original note or assunption agreement
(new terns), below all signatures and endorsenents, the

District Director will insert the following: "A FormRD 1951-
50 dated , 20__, in the principal sum of

$ , has been given to nodify the paynment schedul e of
the note.”

(4) Principal balance to be converted. For transfers and
reanmortizations, the applicable transfer or reanortization formwll
convert the account to PASS. The principal bal ance converted to
PASS wi || be established according to the FM for Forms RD 1965-9,
RD 1965- 10, "Information on Assunption of Miltiple Fanmily Housing
Loans," or RD 1965-16, and the followi ng: (Revised 05-07-97,
SPECI AL PN.)

(i) For DIAS to PASS transactions (new terms):

(A) First of the nonth closings: The unpaid interest,
overage, and |late fees accrued through the |ast day of
the previous month will be capitalized.

(B) OQher than the first of the month closing: Accrued
interest, overage, and |l ate fees through the date of
closing will be capitalized. An interest only

install ment fromthe date of closing through the 30th day
of the nonth will be collected fromthe transferee and
applied to the transferee's account. This interest only
installment will be cal cul ated on the same interest
credit rate in effect for the previous borrower.

(ii) For DIAS to PASS transactions (sane termns):

(A) First of the nonth closings: Accrued interest,
overage, and late fees through the |ast day of the
previous month will be collected fromthe transferor at
closing and credited to the transferor's account.

16
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(B) OQher than the first of the month cl osings: Accrued
interest, overage, and |l ate fees through the date of
closing will be collected fromthe transferor at closing
and credited to the transferor's account. The date of
credit is the day before closing. An interest only
install ment fromthe date of closing through the 30th day

of the nonth will be collected fromthe transferee and
credited to the transferee's account. This interest only
installment will be cal cul ated on the sane interest

credit rate in effect for the previous borrower.

(iii) Reanortizations will always be effective the first day
of the nonth. Unpaid interest, including any unpaid overage,
and |ate fees, may be capitalized as follows: DIAS to PASS
transactions, through the |last day of the previous nmonth; and
PASS to PASS transactions, through the 30th day of the previous
nont h.

(iv) Audit receivables may not be transferred or reanortized.
They will be established as a "Collection Only" account for the
transferor and must be collected or charged off.

(5) Terns of Conversion. All conversion on Form RD 1951-50 will be
at the interest rate and within the renmaining terns shown on the
converting prom ssory note, assunption agreement (new termns) or
reanmortizati on agreement (new terms).

§1951.518 Determ ning current | oan bal ances for transfer

Sanme ternms transfers, when the transferor has been converted to PASS,
nmust take place in a current | oan status on the Date of the transfer. Any
del i nquent principal and interest nmust be brought current. Overpaynents and
advance regul ar payments nade on PASS accounts result in the creation of a
"future paid" status account under AMAS. These advance paynents mnust be
reversed off and applied to the transferor's principal balance prior to
determ ning the | oan balance to be transferred. |If the future payments have
been nade through rental assistance, they must be refunded to the transferor
and reapplied in the formof cash on the | oan bal ance.

§81951. 519 - 1951. 547 [ Reserved]
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8§1951. 548 Exception authority.

The Adm nistrator of the Rural Housing Service may, in individual cases,
make an exception to any requirements of this Subpart not required by the
authorizing statute if the Administrator finds that application of such
requi rement woul d adversely affect the interest of the Government. The
Admi ni strator will exercise the authority only at the of the State Director
The State Director will subnmit the request supported by data: denonstrating
t he adverse inmpact; identifying the particular requirement involved; show ng
proper alternative courses of action; and, identifying how the adverse inpact
will be elimnated.

§81951. 549 - 1951. 550 [ Reserved]

ATTACHMENTS: Exhibits A and A-1

o000
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Exhibit A

PROCESSI NG MULTI PLE FAM LY HOUSI NG PAYMENTS

|  OBJECTIVES: All regular paynents for Rural Rental Housing (RRH), Rural
Cooperative Housing (RCH), Labor Housing (LH) except LH serviced by the County
Ofice, Rural Housing Site (RHS) and Site Only (SO for Miltiple Fanily type
devel opnent projects will be processed in the Servicing Ofice using field

of fice term nal s.

Il DEFI N TI ONS:

A AMAS. The Automated Milti-Housing Accounting System devel oped to
process and track RRH, RCH, LH, RHS and SO | oans and grants.

B  AMAS Coordi nator. The person designated by the State Director to
coordi nate AMAS-rel ated tasks with the Servicing Ofices, Finance Ofice and
National Ofice.

C Automated Data Processing (ADP) Coordinator. The State Ofice
enpl oyee responsible for systeminstallation and maintenance in State,
District and County Offices. Further responsibilities include application
devel opnent for autonmated systenms and coordi nati on between the State and the
Rural Devel opnent Security O ficer.

D Block. The total payments for one Call Date and deposit |ocation
entered at a given tine.

E Call Date. The Date the Field Ofice Remittance Reconciliation
Report (Form RD 1951-60) and rel ated paynment docunents are mailed to the
Wol esal e Lockbox (W.B).

F Master List. A report generated fromthe Miulti-Famly Information
System (MFIS) in the format of Part Il of Form RD 1944-29 "Project Wrksheet
for Interest Credit and Rental Assistance,” maintained by the Servicing Ofice
and reflecting all tenants in a project as of the first day of each nonth.

The master |ist nust be based on current Fornms RD 1944-8 "Tenant
Certification," transmitted to the Servicing Ofice by the due Date, which is
the Date the tenant initially occupies the project or the Date an existing
tenant certification nust be renewed.

11 CERTIFI CATI ON TO ENTER PAYMENTS:

A The State Director must certify all enployees who are responsible for
entering paynents on-line in AMAS. The AMAS Coordi nator in each State is
responsi ble for the certification process and will make reconmendations to the
State Director, based on certification exanm nation. Each office should have
at least two certified enpl oyees who can process paynents.

(10-28-03) SPECI AL PN
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1 Requirenment for certification

2

and
t he
and
t he
The

a The enpl oyee nust successfully review and process paynents for
three call dates.

b The enpl oyee must successfully denmonstrate that they can bal ance
AMAS paynent bl ocks.

¢ Form RD 1951-60 and rel ated paynment docunments nust be properly
prepared for submi ssion to the WB.

Procedure for certification training

a The enployee will be trained by the AMAS Coordi nator or a
qualified State Office or Servicing Ofice enployee. Training wll
cover:

(i) The process of review ng and processing the borrower's
paynment transnmittal as required in 8§ 1951.506 of this subpart.

(ii) Preparation of Form RD 1951-60 and rel ated paynent
docunent s.

(iii) Signing onto the AMAS Cash (AMAS-CSH) System

(iv) Inputting all MH paynments in accordance with the AMAS
On-1ine Cash Manual

(v) Correcting out-of-bal ance bl ocks.

b The enpl oyee will sign onto the AMAS test data base (TS2) and
make entries into the AMAS-CSH System The ADP Coordinator is
responsi ble for obtaining a TS2 identification nunber for the
trai nee.

c The trainee will nmake copies of all the records related to
preparing the test collections and will be included in a "whol esal e
| ockbox" envel ope. The envel ope will be marked "Paynent

Certification For (trainee nanme)," and subnmitted to the AMAS
Coor di nat or .

Certification. The AMAS Coordinator will review the bal anced bl ocks

the whol esal e | ockbox envel ope prepared for the exam nation. Wen
enpl oyee has denonstrated an understandi ng of the paynment process
proficiency in all steps shown in Paragraph Il 2 a of this exhibit,
AVAS Coordinator will recomend certification to the State Director
State Director will:



RD Instruction 1951-K
Exhibit A

11 A3 (Con.)

Page 3

a Instruct the ADP Coordinator to notify the Rural Devel opnent
Security Staff to add AMAS Paynent Process (APP) to the enpl oyee's
User ldentification Number.

b Notify the Servicing Director and enpl oyee, by letter, of the
enpl oyee's certification to process paynents on-line in AMAS. The
letter should reference the possible reasons for wthdrawal of
certification listed in paragraph IIl1 C of this exhibit. Use Guide
Letter 1951-K-1.

B MON TORI NG PAYNMENT PROCESSI NG

1 After certification, the AMAS Coordinator will nonitor Servicing

O fice use of the on-1ine paynment process, periodically, to ensure that
paynments are being i nput properly and bl ocks are bal ancing. Monitoring
wi Il be acconplished as foll ows:

a The Call Date Recap Detail Report, FOCUS Report AM 17- "Daily -
Project Tracking Data,” and FOCUS Report AM 16 - "Monthly - Project
Tracking Data” are used to determ ne that paynments are being
processed tinmely and accurately and di screpanci es are being revi ewed
and corrected expeditiously. (See AMAS On-Line Cash Manual and the
AMAS Manual , Chapter 6, Discrepancy Processing Subsystem) Contact
the Servicing Director to determnine why paynents/di screpancies
remai n unprocessed.

b The State Director may establish any additional monitoring
systens deened necessary to assure effective paynent processing and
enpl oyee training.

¢ For newy certified enployees, nmonitoring should be daily for a
30-day peri od.

d For experienced enpl oyees, nonitoring should be no | ess than
nmont hly, providing nmonitoring reports do not indicate any of the
probl ems which could lead to withdrawal of certification

2 A log of each monitoring activity should be kept by the AMAS
Coordi nator for docunentation using Form RD 1951-64, "On-Line Paynent
Certification Mnitoring Log."

3 An enpl oyee shoul d be trai ned i medi ately when a paynment processing
probl em occurs as a result of an enployee error. This training my
cover only the areas causing problens and shoul d prevent recurrence of
the error.

(10-28-03) SPECI AL PN
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C W THDRAW NG CERTI FI CATI ON_AND RECERTI FI CATI ON

1 Certification my be withdrawn from an enpl oyee for any of the
foll owi ng reasons until corrective training has been given:

a Bl ock(s) has remai ned out-of -bal ance in AMAS On-Li ne Cash
for five working days and the condition is due to enpl oyee error

b The effective date of the paynment and the call date differ
by nmore than three days and there is not sufficient justification
Justification includes:

(i) On the regularly schedul ed work day the payment was
recei ved, the office was closed due to neetings, travel by al
enpl oyees or by direction of the State Director or Nationa
Ofice.

(ii) Account servicing policies allowthe payment to be
ef fective other than the date received in the Servicing Ofice.

(iii) Paynent was received after the daily deposit was
made and the weekend and hol i days caused a three day del ay
bef ore the payment coul d be processed.

2 After the third occurrence of any, or a conbination of any of
the aforenentioned errors in a twelve-nonth period, the Servicing

Director and enployee will be notified in witing that certification my
be withdrawn. Plans and requirenments for renedial training to prevent
further occurrences will be included in the notice.

3 Certification will be withdrawn by the State Director after the
fourth occurrence in a twelve nonth period of any, or a conbination of
any of the aforenentioned errors. The Servicing Director and enpl oyee
will be notified, in witing, with a copy to the ADP Coordi nator for the
State. Using the currently approved procedure, the ADP Coordi nator wl|l
notify the Rural Devel opment Security Staff to renmpove on-1ine paynent
authority fromthe enployee's identification nunber.

4 Ret r ai ni ng.

a An enpl oyee should be retrained i mediately when a payment
processi ng probl emoccurs as a result of an enployee error. This
training may cover only the areas causing problens and shoul d
prevent recurrence of the error
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b VWen the enployee is notified that certification
cancel lation is imrmnent, a training plan should be devel oped and
i mpl enent ed.

c After certification has been w thdrawn, the State Director
must i mediately deternmine if it is desirable for the enployee to
process paynments. If it is determined that the enpl oyee shoul d
process on-line paynments, retraining should be perforned,

i medi atel y.
5 The enpl oyee may be recertified under the followi ng conditions:

a Retrai ni ng has been conpl et ed.

b The enpl oyee dempnstrates the skills required in paragraph
[11 A1l of this exhibit.

c The AMAS Coordi nator recommends recertification and the
State Director concurs.

6 Recertification will follow the procedure in paragraph Il A 3
of this exhibit.

IV REVI EW NG AND TRACKI NG PAYMENTS

A Payments are submitted to the Servicing Ofice per paragraph VIl F 7
of Exhibit B of Subpart C of Part 1930 of this chapter and will be reviewed as
fol | ows:

1 A Servicing Ofice enployee will review and correct Form RD
1944- 29 based on approved tenant certifications in accordance with the
AVAS On- Li ne Cash Manual

2 VWhen corrections are nade on Form RD 1944-29, send a corrected
copy to the borrower with an expl anation of the corrections.

B If borrower is delinquent or less than one full installment ahead,
conplete Exhibit A-1, Attachment 1, of this subpart, or a variation of the
formwhich allows the Servicing Ofice to keep a record of payments received
and remitted. Before conpleting the Tracking Log, applicable AVMAS inquiry
screens shoul d be accessed to deternine the present status of the |oan(s) and
rental assistance balances. This information will be helpful in anticipating
t he applications of the paynents when they are processed.

(10-28-03) SPECI AL PN
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V  PROCESSI NG REGULAR PAYMENTS

A Certified enployees will process paynments in accordance with the AMAS
On-Line Cash Manual, mail paynment packet to whol esal e | ockbox, and file the
subj ect documents in accordance with subpart B of Part 1951

B \When a certified enployee is not available in the Servicing Ofice,
collections will be processed through the State Office as foll ows:

1 An uncertified enployee in the Servicing Office will conplete
Form RD 1951-60, and all related paynent documents. All pertinent itens
will be inserted into the whol esal e | ockbox envel ope.

2 The whol esal e | ockbox envel ope will be inserted into another
envel ope and mailed to the State office AMAS Coordi nator for processing.
Keep a copy of Form RD 1951-60 and all rel ated paynment docunents in a
file until the processed payment docunents are returned fromthe State

Ofice.

3 The AMAS Coordinator, or other certified enployee designated by
the State Director, will process paynments in accordance with AMAS On-Line
Cash Manual

4 After the paynent bl ock has successfully processed, mail the
payment packet to the whol esal e | ockbox, file paynent documents in
accordance with subpart B of 1951, and forward copies of the Form RD
1951-60, and the Call Date Recap Detail report to the Servicing Ofice.

5 The Servicing Ofice will file the Form RD 1951-60 and rel ated
payment docunments in accordance with Subpart B of Part 1951

C Each day, the certified enployee should review Option 9 "PEND NG
TRANSACTI ON RECAP BY JURI SDI CTI ON CODE" on the AMAS Main Menu and correct any
paynments or other transactions.

VI PROCESSI NG UNCCLLECTI BLE | TEMS

Uncol l ectible items will be processed as required in § 1951.56, of
Subpart B of this Part.
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VIl CORRECTI NG PAYMENT APPLI CATI ON

A After a payment has processed, any change in application may be nade
in the Servicing Ofice when they do not involve changes in cash. Changes in
cash must be made by an enployee with a State O fice ID, usually the AVAS
Coordi nator. \When the necessary correction has been identified, the Servicing
O fice shoul d:

1 Make a copy from Hi story Recap of the MA screen show ng the
original input for the payment.

2 In red, mark the changes on the screen showi ng the necessary
changes.

3 Correct the paynent data followi ng the instructions in the AMAS
Manual , Chapter 6, Discrepancy Processing Subsystem

4 Make a copy of the corrected M2A and forward copies of the
original and corrected M2A screens to the AMAS Coordi nator for
i nf ormation.

B  \When the changes nust be made in a cash field, the Servicing Ofice
should follow steps 1 and 2 above and forward the corrected screen to the AMAS
Coordinator in the State Ofice with the justification for the change.

I ncl ude a menorandum expl ai ni ng why the change nust be nade. The AMAS
Coor di nat or shoul d:

1 Assure that any cash collections are accounted for, i.e.,

a Cash collections replacing unjustified Rental Assistance
(RA) have been deposited and docunented by Form RD 1944-53,
"Multiple Fam |y Housing Cancellation of U 'S. Treasury Check and/or
ol igation."

b Change in application fromone project to another or from
one date to another are docunented by MA screens and on a copy of
Form RD 1944-29. These changes shoul d al so be docurmented by a copy
of the borrower's cancelled check for the Call Date the paynent was
entered.

2 Make t he appropriate changes in accordance with the AMAS Manual
Chapter 6, Discrepancy Processing Subsystem

3 After the change has been updated, send a copy of the corrected

MPA screen(s) and the supporting docunmentation to the Servicing Ofice
for filing.

(10-28-03) SPECI AL PN
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VI PROCESSI NG RA DURI NG ACCELERATI ON

A RA may be processed during the acceleration period as authorized in
paragraph XV B 4 of Exhibit E to Subpart C of Part 1930 of this chapter. Only
the portion of the RA exceedi ng the anbunt necessary to pay the project
installnment, installnment delinquency, overage, and |late fees should be
rel eased to the borrower. The subsidy will be applied to the account, but no
ot her funds nmay be applied to the account during the accel eration process and
until the appeal period has expired. To assure that no part of the RA
processes to the account installment and that no overage is charged to the
account, the payment will be processed, as follow

1 The Servicing O fice must put a suspend code on the account.
This is done on the MbA "Record Project Data" screen in AMAS using
Suspend Code 7.

2 Bef ore processing the payment, check inquiry screen MYI
"Project Financial Status" to assure that there is a suspend code to
prevent the paynents from processing.

3 Usi ng the M2As "Project Payment" screen, process two
transacti ons as foll ows:

a On the first M2A, report the overage and enough RA to cover the
proj ect delinquency, regular installnent, and overage, if
applicable. Retain RA for any earned | ate fees, which were due when

t he account was accelerated or will be due after this payment is
applied. Do not count |ate fees accruing during the accel eration
period if the RA being retained will bring the account current.

EXAVPLE: ($6, 000 RA due)

DUE PAYMENT CALCULATI ON
Del i nquency $ 600 1st M2A:

Paynment 2, 800 OS(Report)$ 48
Over age 291 2nd M2A:

Cccupancy RA $4, 500*
Sur char ge 48 ov 291
Late Fee 755 3rd M2A:

TOTAL DUE $4, 494 RA & RA-C $1, 500

*Reporting slightly more RA than the paynent cal cul ation requires
| eaves room for accrual of interest on delinquent principal or
m scal cul ati ons.
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b On the second M2A, report the bal ance of the RA which the
Servicing Director has authorized to be released to the borrower.
Al so, show this amount in the RA Check Request field.

4 Let the M2As process in the nightly update. Because there is a
suspend code on the account the two M2As will reject to Pending.

5 The next day (Day 2), the two paynents will be on Pending with a
"U' processing code.

a Take the suspend code of f the account using the MA

b Put a "P" processing code on the MA for the RA check

c The paynment with the "P" processing code will process in
the nightly update, sending the borrower a check. The other MA
wi Il not process because of the "U' processing code.

6 The next day (Day 3), suspend code 7 back on the account to
prevent any other transactions from processing and jeopardi zi ng your
| egal position on the accel eration.

B After the acceleration and appeal period has expired and forecl osure

proceeds, or the acceleration is cancelled, the Servicing OOfice will renove
t he suspend code fromthe account and put "P" processing codes on all the
suspended M2As. |If foreclosure proceeds, all the M2As must be processed

before the interest credit is cancell ed.

o000
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TRACKI NG LOG
I NSTRUCTI ONS FOR PREPARATI ON

The tracking logs should only be used (maintained) for delinquent accounts,
accounts that are |l ess than one full installment ahead of schedul e and any
known probl em accounts. A separate form should be prepared for each project.
Data should be accurate to insure the borrower's paynent data is verified and
processed accurately to the borrower's account.

File the Tracking Logs in a | oose-Ileaf binder, alphabetically.

(1) through (6) - Conplete using the appropriate inquiry screens
to verify information.

(7) & (8) - Enter TOTAL PRQIECT installnent which the borrower

must pay. |If the project is subsidized, enter the
subsi di zed paynent. Include Cost Itens as foll ows:
Anortized Cost Items: Include the nmonthly anortized paynent

in the Project Paynent.

Unanoritized Cost Itens: Insert the total anount due under
the Project Payment Amount. |If inserted in pencil the anpunt
can be changed, as necessary. Unanortized Cost Itens

are all due and payable, and will be paid in ful

bef ore any funds are applied on the | oan paynents.
(9) Enter monthly subsidy on PASS | oans.
(10) Enter Project late fee on PASS Loans.

(11) RA AGREEMENTS: Enter each agreement number and the nunber
of units. (It is not necessary to track the
bal ances if the 513 report is reviewed each
time it is received.)

(12) EFFECTIVE Date: Enter effective date of each transaction
The Iine may be divided to show the
effective date in the top of the space and
the nonth for which the paynent is due in
t he bottom portion of the space.

NOTE: An entry will be made each nonth to mature the account, even though a
paynment is not received. Regardless of the Date the maturity entry is
actually made, enter the Date as the FIRST day of the nonth. MATURE THE
ACCOUNT ONLY ONCE EACH MONTH. | F NOT PREVI OUSLY MATURED, MATURE THE ACCOUNT
PRI OR TO APPLYI NG ANY PAYMENT.

(10-28-03) SPECI AL PN
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(13) ACTION: Enter M- Mature
P — Paynment

(14) LATE FEE CHARGED: Enter any late fees which will be
charged. A late fee is charged on a
PASS account when the project status is
nore than $15. 00 del i nquent after the
10t h of the nonth.

(15) OVERAGE: Enter any overage charged with this payment.
(Item 11 on Form RD 1944-29)

(16) RA AMOUNT: Enter total anount of RA requested (adjusted
based on Servicing Ofice Master List of Tenant
Certification.) (ltem 21 on Form RD 1944-29)

(17) RA CHECK REQUEST: Enter total amunt of RA Check to be
i ssued prior to payment processing.
(Based on Servicing Ofice Servicing Plan
or Annual Payment Loan paynent
schedul e.) Wen an amount is included
inthis field, insert the sane anount
into Colum 24 before continui ng.
Subtract this anpbunt from the anount
available to pay the remaining itens
under APPLI CATI ON

(18) PAYMENT: Enter anount of cash, check or nopney order
submtted. (ltem 17 on Form RD 1944-29)

APPLY PAYMENT APPLI CATI ON LOG C FOR COLUMNS ENTI TLED APPLI CATI ON:  ( See
calculation in Colum (25) for total anpunt of RA to be netted and cash
applied.)

(19) LATE FEES PAID: Enter amount of unpaid |late fees AVAS wil |
pay fromnetted RA or cash.

(20) LATE FEES BALANCE: Enter ampunt of | ate fees remaining
unpaid after application of funds
avai |l abl e.

SI NCE COST | TEMS ARE PAI D BEFORE OVERAGE, continue over to Colum 23 if there

are cost itens and enter the anopunt of the paynent which will be applied to
the cost item(s). |If nore than one paynment is made in a nonth, an anortized
cost itemw ||l be taken out of each payment.) |If there is cash or RA

remai ning, return to Colum 21 and continue the application
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(21) OVERAGE PAID: Enter anpunt of unpaid overage (including
overage charged with this payment) AMAS wil |
pay fromnetted RA or cash.

(22) OVERAGE BALANCE: Enter anpunt of overage remmining unpaid
after application of funds avail abl e.

(23) PRINCIPAL & I NTEREST: Enter anobunt of funds to be applied
on |l oan payments TO ALL LQOANS.

(24) RA CHECK: Enter ampunt of RA check expected to be returned
to the borrower when the payment processes.

NOTE: RA check request plus any remnaining RA funds after
application according to paynent |ogic equals RA CHECK.

(25) AMOUNT MATURED: M - Enter Project Paynent to be matured.
P - Enter the maxi mum anounts (in parens)
to be netted from RA based on RA
Netting Logic.

RA NETTI NG LOG C
(Al cal cul ati ons based on Status after Maturity)

VVHEN AVAS W LL
Status is - O - - Net One full install nent
or Ahead of Schedul e PLUS Over age
Status is Behind - Net enough RA to pay
Schedul e Overage and Late Fees
and bring the account
current.

(26) STATUS: Enter the ending status after maturity or paynent
application.

After the paynent processes, verify application using Detail Effects of
History. |If the systemapplication is different fromwhat you projected and
you feel the systemapplication is incorrect, contact your AMAS Coordi nator.

(0]0 )
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