1.0 Getting Started

1.0 GETTING STARTED
1.1 Software and Hardware Requirements

The electronic submission of Financial Data Templates and the Data Collection Forms using the
Lender Assessment Subsystem (LASS) requires computer access and an Internet browser. The
optimum software and hardware resources are recommended for efficiency, although users can
operate with the minimum required resources.

Optimum Hardware Resources
Processor: Pentium 100

RAM: 16 MB

Modem: 28.8

Video card: 256k

Download file size: 5.8MB
Installed file size: 10MB

Optimum Software Resources

Windows 95

Netscape* 4.76 or HTML-browser application
Internet Explorer 5.0

Adobe Acrobat Reader 4.05

Note: LASS was developed for Netscape 4.76 and Internet Explorer 5.0. Users should not
use higher versions of Netscape or Internet Explorer than those listed above. Netscape*
4.76 or Internet Explorer” 5.0 (32-bit) can be downloaded from the Internet. The procedures to
download Netscape can be found at http://wp.netscape.com/download/0222101/10000-en----

qual.html.

Minimum Hardware Resources
Processor: 486

RAM: 8 MB

Modem: 14.4kb

Video card: 256k

Download file size: 5.5MB
Installed file size: 10MB

Minimum Software Resources
Windows 3.1

Netscape 4.5 or Internet Explorer 5.0
Adobe” Acrobat Reader 4.05

*Copyright© Netscape Communications Corporation.
*Copyright© Microsoft Internet Explorer Corporation.
*Copyright© 2000 Adobe Systems Incorporated.
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1.0 Getting Started

1.2 Checking Resources
To check your PC’s resources:

1. From your desktop, double-click on the My Computer Iz icon. The My Computer

window displays.
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2. Double-click on the Control Panel Lcomieene] icon. The Control Panel window displays.
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1.0 Getting Started

3. Double-click on the System icon. The System Properties window displays.

System Properties

General i

—Perormance status

hMemory: 32.0 MB of RAM
Swstem Resources: 66 free

File System: 32-hit

Yinual Memaory: 32-hit

Disk Compression: Motinstalled

FC Cards (FCMCIA): Mo PCMCIA sockets installed

Your system is configured for optimal performance.

—Advanced settings

Graphics... |

(0]:8 I Cancel

4. Click on the General and Performance tab names to view the system properties and
determine if your computer has the minimum requirements.

5. Click on the button to close the window.

6. Click on the Close 21 control icon in the top right corner of each window to close the
remaining windows.

LASS Release 4.0.0.0 User’s Manual Page 1.0-3
DRAFT



1.0 Getting Started

1.3 Internet Basics

The Internet is a worldwide system of computer networks facilitating access to information and
people. Using the Internet to access and use HUD’s secure systems requires an Internet
connection, a computer with a modem or broadband and Netscape 4.76 or Internet Explorer 5.0
browser application. A browser allows access to Web pages on the World Wide Web (WWW or
the Web). The Web is a universally accepted standard for sharing information on the Internet.
The Web consists of information organized into pages stored on computers physically located
throughout the world.

ﬁ Netscape is used as an example browser in this guide.

Note 2

Web Page

The Web page is a document or application with a unique address on the Web, including links
to other pages.

Title Bar Menti Rar Tool Bar

Control Icons

7 FHA Connection - Netscape
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1.0 Getting Started

Title Bar

The title bar at the top of the page displays the title of the document or application of the Web
page that is active or currently displayed. When more than one window is open, the title bar of
the active window is bold; the other open title bars appear faded.

HA Connection - Netscape - [=] x|

Control Icons
In the right corner of the title bar, there are three control icons.

HA Connection - Netscape - |2 x]

With a mouse click, the Minimize [=] icon reduces or minimizes the window to the bottom of the
page. To enlarge the window back to full size, click on the appropriately titled box at the bottom
of the page. The Minimize/Maximize icon reduces the window to a smaller size, allowing the
user to view other open windows or the desktop. To enlarge the window back to full size, click

on the Minimize/Maximize icon again. The last control icon is the Close icon. Clicking on

this control icon closes the browser application (and the document or application open within the
browser) and returns the user to the desktop.

Menu Bar

The menu bar provides drop-down menus for browser functions. By placing the cursor over a
menu item and clicking on it with a left mouse button, the drop-down menu appears. Highlight
the appropriate menu function with the cursor to make a selection.

Available menu functions are text items in bold. Menu functions that are not available appear
faded and cannot be activated.
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’
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Tool Bar
The tool bar consists of buttons representing browser functions.

W » 4 &4 2 W S 3 O

Back Fomward  Reload Home Search  Metscape Prirt SecLrity Shop Stop

Available functions are buttons with bold text and graphics. A tool bar button appears faded if
the function is not available.

URL (Location Identifier)

The unique location of the Web document or application is called the Uniform Resource Locator
(URL). The URL is used to find a particular Web page among all the computers on the Internet.
Enter the desired URL in the Location field and press the Enter key.

| J'Bookmarks Qf‘ Netsite:|https:.fa’enlp.hud.gov#clasf dﬁv\l

ﬂ The field is labeled “Location” for an Internet site. It is labeled “Netsite” for an
intranet (internal/within the organization) site.

A link provides a method to move quickly from the current page to another Web page. Links are
typically underlined, although they do not have to be. Click on a particular link, and it moves the
user to that particular page. Once the link is accessed, it typically changes color to indicate the
user has accessed it once before.

TOPICS

keywords list
events & training

homeownership
housing counseling
hud homes / reo
insurance programs
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Scroll Bar
The horizontal and vertical scroll bars allow users to move around and view portions of the
document that might not be visible on the screen.

[ I [

To move around on a page, use the single arrow directional buttons (i.e., Left [, Right I, Up
[=], Down [=]). Users can also click on the scroll bar and slide to the desired location in the
document.

Document Status Indicator
The browser logo indicates the status of the action being performed. If the browser is

performing an action (for example, searching a database for information): the |.. logo to the

right of the URL address appears to have comets flying across it, the 322 button on the tool bar
is bold and red, and the status indicator line at the bottom of the page describes the status (for
example, “Connect . . . Waiting for reply”). Upon completion of the action, the logo returns to its
static state, the Stop button appears faded, and the status indicator line reads “Document:
Done.”

| == Dacurment: Done |

Security Status Indicator

The Lock icon indicates whether the Web page is secure or not. Some Web pages can be
secured or blocked from other Internet users if the page contains sensitive information, such as
financial or housing information. If the Lock is closed, the page is secure. If the Lock is open, it
is not a secure Web page.
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14 Initial Browser Settings

For LASS to function properly, the user’s Internet browser must be set to accept cookies (A file
automatically stored on the user’s computer) and or to reload pages.

Netscape Settings

To set the Netscape settings:

1. From the desktop, double-click on your Netscape browser icon. The initial Netscape page
displays.

2. Click on Edit on the menu bar, at the top of the page, to view the list of edit options.

File B iew Go Communicator |

Cut i+ E

Capy el +E -
Haste CE]

v, H

|
g
S—

""" Select All Crl-+2,

Eind in Page... Ctrl+F
Fird Again Crl+5
search Internet

news release

inibatives

3. Click on the Preferences option to select it. The Preferences settings window displays.
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4. Double-click on Advanced in the Category list to select it. The Advanced preferences
settings window displays.

Preferences

- Lo Colars
El- Mavigatar
: Lahguages
Applications
L Smart B rozing
- M ail & Mewsagraups
- Roaming Access
- Composer
- Offline

EAdvanced

<] A R

1=

E|.

Prowies
i SmartUpdate

5. Under the Cookies heading, click on the “Accept all cookies” radio button to select it.

6. Then click on Cache under the Advanced Category list to continue to the Cache
preferences settings window.

LASS Release 4.0.0.0 User’s Manual Page 1.0-9
DRAFT



1.0 Getting Started

7. Onthe Cache Preferences window, click on the “Every time” radio button to set the browser
to reload pages every time.

Preferences

- M avigatar

: Languages
Applications
Smart Browsing

- Mail & Mewsgroups 1024
- Roaming Access
- Composer 5000
- Offline - :
C:AProgram Filez\Metzcapehl sershdefaulthcac
- Advanced

B

8. Finally, click on the -I button to save the settings and close the window.
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Internet Explorer Settings

To set the Internet Explorer settings:

1. From the desktop, double-click on your Internet Explorer icon. The initial Internet Explorer
page displays.

-] Homes and Communities - U.S. Department of Housing and Urban Development (HUD] - Microsoft Internet Explorer

File Edit

“Wiew Favorites | Tools  Help

< =

Back Farwsard

tail and MNews 3 @

Synchronize. .. Search

AereSS I@ hittp Sy i o

E * Eh- £ “zp
Favorites History il Pririt Yahoo! Mes.

Windows Update

hud news

news releases
iniiatives

homes

buying

selling

renting

homeless

home improvenents
hud homes

tha refunds
foreclosure
consumer info

communities

your community
wvolunteering
organizing

whatworks

economic development

working with hud
grants

other funds
contracts

Show Related Links
MSN Messenger Service
I Yahoo! Messenger

unities

REBAMN DEVELOPMENT

Reset Web Settings...
Internet Optj

e Sand Point Cormnrmunity
Sa1sing Association, under a
master lease with Seattle,
Washington, has averseen the
redeveloprnent of the former Sand
Point Maval Station, which the .5,
Mavy decommissioned in the mid-1990s, The property
was transferred to the city for the purpose of providing
housing, supportive services and employment
opportunities for the hormeless, The redeveloprment will
result in 200 units of transitional housing for the
homeless. Visit our What Works page,

hud highlights

Daily message

Mational Calendar of Events

Comment on the Faith-Based Initiative @CEI
Visit our new HUD User web page

Lead-Safe Work Practices training expanded
Excellence in Government 2001

Secretary Martinez's Remarks to United Nations
Brownfields 2001 Conference

Web Clinics for HUD Pariners

at your service

F Learn how to buy a HUD home

¥ Learn how to apply for public housing and Section 8
b See if HUD owes you a refund on your FHA loan
3

Find a HIID-annenwed landee in unnr area

rrrrTrrTrrT

text only Etranslate | search/index

June 27, 2001

Citizens

Homebuyers, Senior citizens,
Veterans, Kids, Students, People
with disabilities, Researchers,
Landlords, Tenants, Farmworkers /

colonias, Mative Americans

Housing Indusby

Lenders, Brokers, Housing
authorities / tribes, Multifamily
industy, Appraisers, Health care
facilities providers

Other Partners
Grantees/ non-profits, Congress /

elected officials, Small businesses,
Fair housing, Investors, Auditors /
investigators

homes for sale

Find homes for
sale from HUD and
other federal
agencies,

now playing
3 Wiew HUD's
| 4 D S
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1.0 Getting Started

2. Click on Tools on the menu bar at the top of the page to view the list of options.

3. Click on Internet Options to select it. The Internet Options window opens to the General
preferences settings page.

http: A budveeb, hud. goee
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1.0 Getting Started

4. Under the Temporary Internet files section, click on the Settings button. The Settings
preferences settings page displays.

5. Under the “Check for newer versions of stored pages” heading, click on the “Every visit to
the page” radio button.

6. Click on the -I button to save the settings and close the window.
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1.0 Getting Started

1.1 Lender Registration — FHA Connection

LASS is a secure, web-based system that contains sensitive financial and lending information. Due to
this sensitive information, users must register for a secure HUD user ID in order to access LASS.

To obtain a secure HUD user ID, all lenders must go to FHA Connection and apply for an Application
Coordinator ID or Standard User ID.

Note: Each lending institution may have up to 2 Application Coordinator Ids and an unlimited number
of Standard Users.

1.1.1 Application Coordinator ID Registration

The Application Coordinator will act as the administrator for FHA Connection. The person assigned
the Application Coordinator ID will be responsible for assigning all roles within FHA Connection in
order to successfully submit financials to HUD using LASS. LASS roles are defined in Section 1.3
Role Code Definition & Assigning Roles of this User Manual.
Applying for an Application Coordinator ID:

Step 1: Access FHA Connection by going to https://entp.hud.gov/clas

Step 2: Click on the ‘About This Site & Registration’ icon. (See Below)

Welcome to the

FHA Connection

Warning! Misuse of Federal Information at this Web site falls under the provisions of Title 18, United Click Here
States Code, section 1030, This law specifies penalties for exceeding authonzed access, alteration,

damage or destruction of information residing on Fedaral Computers.

Frequenily Hours of
Asked Questions Operation

Step 3: Registration page will display. Click on the ‘Application Coordinator Registration’ link.

Each lending organization is allotted two Application Coordinator ID's. An Application Cocrdinator ID allows an applicant to change non-secure information for a
user ot the lending organization's other Application Coordinator. Even though an Applcation Coordinator has the authorization to update user information, hefshe
can still perform authorized functions within the FHA Connection. Prior to applying fortan Application Coordinator ID), an applicant is advised to verify the lending
organization's mailing address on the Lender Approval System to avoid possible mailing delays. An Application Coordinator applicant is required to complete
the Application Coordinator Registration page. Once HUD reviews and approves the request, an Application Coordinator ID will be issued. A letter
verifying the Application Coordinator's application(s) authorization will be forwarded i 7 to 10 days to the applicant's lending organization in care of
the CEQ. Final approval will be given to the applicant ot O reviews and approves the applicant's FHA application(s) authorization.

Click here
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Step 4: Complete the form in its entirety. The applicant MUST check the ‘Submitter’ box under the
Lender Assessment Subsystem for Title I, Title Il, or both to gain access to LASS. (See below)

Authorization for Physical Assessment Subsystem Applications:
[1 Scheduler [] Single Family REQ Inspection

Click Authorization for Development Application Processing Applications:
Here [1 MAP Discipline Assignogj MAP User

Authorization for Lender Assessment Subsystem Applications:
] Submitter

Title | Lender ID:

Althorization for Title 1 Applications:
] Report Single Loans [] Report Single Refinances [] Report Multiple Loans

[ Claim Inquiry ] Download Bills

Step 5: Click ‘Send’ at the bottom of the page.
Once the applicant has applied for the Application Coordinator ID, FHA Connections will send the
information to the owner/comptroller of the company within 7 — 10 business days via regular mail.
The password is not included in this packet so ensure the applicant remembers the password.
1.1.2 Standard User Registration
Standard Users have access rights to LASS that can only by granted by the Application Coordinator.
In order to apply for a Standard User ID the firm must first have an Application Coordinator ID. Unlike
the Application Coordinator, the Standard User does not have any administrative rights.

Step 1. Go to FHA Connection at https://entp.hud.gov/clas

Step 2: Click on the ‘About This Site & Registration’ icon. (See below)

Welcome to the

. FHA Connection

Warning! Misuse of Federal information at this Web site falls under the provisions of Title 18, United
States Code, section 1030, This law specifies penalties for exceeding authorized access, alteration,

damage o destruction of information residing on Federal Computers C| | C k Here
v e
s & e
Sizn On About this Site Frequenily Hours of
12 & Registration Asked Questions Operation

Step 3: Registration page will display. Click on“the_Stehdard User Registration’ link. See below.
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If a user applicant is not applying for an Application Coordinater ID, a user applicant is required to complete the Standard User Registration page. Once
HUD rewrews and approves the request, a Standard User ID will be 1ssued. The user must request that & lending organization's Application Coordinators
retrieve the Standard User ID. To retrieve the Standard User ID, the Application Coordinato 2o to the ID Maintenance IMenu and select the FELA
Connection ID Adtministration fianction. The Standard Uzer ID will be given to the reant once the Application Coordinater reviews and approves the applicant's
FHA applcation(s) authonzation.

Click here

Step 4: Fill out the form in its entirety. The applicant MUST click the checkbox next to Lender Assessment
Subsystem for Title I, Title Il or both.

Title IT Lender ID: Service Bureau:

™ For CHUMS I For Lender Approval " For Home Mortgage Disclosure Act
I For Monthly Premiums I For Delinquent Loans I For Mortgage Record Changes
I For Claims Processing I For SFPCS-U I For Neighhorhood Watch
For Home Equity Conversion For MultiFamily Delinguency .
N ™ H
Mortgage Reports and Default Reporting For Physical Assessment Subsystem

E For Development Application - For Lender Assessment
Processing

Title I Lender ID:

I For Title I I For Lender Approv:

For Credit Alert Interactive Fo er Assessment
Voice Response System Subsystem

Check here

or Home Mortgage Disclosure Act

Send | Reset

Step 5: Click ‘Send’ at the bottom of the page. A Standard User ID will be assigned, and the
Application Coordinator of your organization will receive the user ID. The password will not be
enclosed, so make sure you remember it.

All lender id information is processed through FHA Connections. If you have not received your user
id, you must contact FHA Connections at SFADMIN@HUD.GQV or (202) 708-2121.
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1.2 Auditor User ID and Ull Registration

If you are an auditor and already have a multifamily ID number, to gain access to LASS, you must
convert your multifamily ID number. Continue through the registration process noted below. Once
you submit your application it will convert your id. You will use your same id number to log in to
LASS.

1.2.1 Independent Public Accountant (IPA) Registration

Unlike the lender, auditors DO NOT access FHA Connection to register for a User ID. All auditors
must access Secure Systems to begin the setup process for LASS.

Step 1: Access Secure Systems by going to
http://www.hud.gov/offices/reac/online/online_registration.cfm

Step 2: From the main menu, select ‘Independent User’ from the list. (See Below)

Homes &
Communities
LIS, Department ng
and Urban Deve Home > About HUD > Real Estate Assessment Center = Onl

Real Estate NEED a USER ID?

Assessment Center
About REALC

Business area products
Business partners

Real Estate Assessment Center

Complete registration instructions are
awvailable, or go directly to the appropriate

Online systems secure connection registration form, Click Here
Common questions /

Calendar ¢ Multifamily Housing Entity

Industy user guides b Publj i EncC

Library b Independent User

Directory

Training

Step 3: Fill out the registration form in its entirety and hit ‘Send Application’ at the bottom. User ID
(starting with ‘I') will be sent to the auditor via email within 24 hours. The password will not be
included in the package so ensure the auditor remembers it from the application form.

Note: The auditor IS NOT registered for a Unique IPA ldentifier (Ull) at this time. To apply for a
Ull number, reference Ull Registration in the next section.

1.2.2 Unique IPA Identifier- Ull Registration

Only one Ull number is generated per auditing firm. If the auditor already has a Ull number, there is
no need to apply for another.
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Step 1: Once the auditor has received the User ID via email, he must contact the Application
Coordinator at his client’s office and give the Coordinator the User ID that was emailed to him.

Step 2: The Lender will use the ID to assign the auditor the role of IPA. This role allows the auditor
to attests to the lender’s financial report.

Note: The auditor will not be able to apply for the Ull number until the lender assigns the IPA role.
Please see the definitions of role codes in Section 1.3 of this Manual.

Step 3: After the Application Coordinator has assigned the auditor the ‘IPA’ role; the auditor must
login to Secure Systems using the User ID and password received above. Secure Systems login
can be found at: http://www.hud.gov/offices/reac/online/reasyst.cfm

Real Estate
Assessment Center
About REAC

Business area products
Business partners
Online systems
Common questions
Calendar

Industy user guides
Library

Directory

Training

Technical support
Contact us

HUD news
Homes

Communities

Working with HUD

Online Systems

* ATTENTION PIH-REAC USERS!
Release Schedule: ros/oz/o4)

Friday May 28, 2004 - 8pm™®
Friday April 30, 2004 - 8pm*
Friday August 13, 2004 - S8pm*
Friday October 15, 2004 - 8pm*
Friday December 17, 2004 - 8pm*

o 0 0 o o

*Eaztern Time

* IMPORTAMNT!!!
The Youcher Management System (YMS)
is experiencing technical difficulties, The
problem is currently being addressed.
Please contact the Technical Assistance

Username and Password Required

Enter usermame for " at hudapps. hud. gov:

Click here

C@*{ Local information
% Print version
=[f= Email this to a friend

Existing users log in bel

LOG IN I

Need to access HUD systems?
Register below:

Online Regstration

PASSWORD RESET I

Mota: Password reset will raquire you
to provide exact information from

Enter User ID and
E’I Password here.

Note: Fields are
case sensitive.

User M arne: ||34552

Pazsword: | ***** q

Step 4: From the Main Menu, click on the Unique IPA Identifier (Ull) Registration link. (See below)
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mall | help | search |

ﬁ_l M Main Menu

Click Here
Secure Systems

Systems

+ Fmancial Assessment Submission - FHA (FASPHAY

» Lender Assessment Subsystem (LASE)

« Unique TPA Tdentifier (T Eegistration System (QAZS)

ome GEORGE

system
administration

+ Password Change

System Administration

Step 5: Re-enter your user ID and password at the login screen and click ‘OK’. (This will be the
same user ID and password the user entered in Step 3 above.)

Username and Password Required @

Enter uzername for " at hudapps. hud. gov:

Uzer Hame: ||34552
T

0k | Cancel

Pazsward:

Step 6: Click on the ‘Create New Profile’ link.

Quality Assurance

Ull Registration @
U.5. Department of Housing and Urban Development ‘v

Real Estate Assessment Center (REAC)

Main Menu

Click Here
Please select what action you would like to perfarm fram the selections balow:

Create Mew Profile Update Existing Profile Recall Unigue IPA dentifier (U

Step 7: Click on ‘Independent Public Accounting Office’. (See below)
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Quality Assurance

Ull Registration

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

=

Q455 Header [uage Audit Office Classification

Please select whether you are registering for an independent

public accounting office of for a state auditor office:

Independent Public & ceounting Office
State Auditor Office

Step 8: Enter the EIN and zip code of the IPA firm and click ‘Go’.

Quality Assurance

Ull Registration

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

=

hlain hlenu | Create [PA Office Profile

Please enter your office EIN and Zip Code helow

atud then click the Go push buatton:

*EIN: Qoooooooo0
*Zip Code: [a]ufu]ulu}

| c: |

Step 9: Fill out the Ull Application form completely and hit ‘Go’. (See below)

LASS Release 4.0.0.0 User’s Manual
DRAFT

Page 1.2-4



1.0 Getting Started

( *Audit Office State: |as ~|
*Audit Office Zip Cade: [
Audit Office Zip Code Extension: Ii
*Audit Office Phane Mumber: (| j | B

*Auditor Contact First Narne: |

Auditor Contact Middle Name: |

*Auditor Contact Last Mame: |

Complete
form

*Auditor Contact Title: |

*Auditor Contact Phone: (| ) | - |

Auditor Contact Phane Extension: l—

Auditar Contact Fax: (| ) | - |
k *Auditor Contact Email: |

By submitting this#Mrmation, the submitter cerifies on behalf of the user that the
infarmation i registration form is correct and valid, and that the submitter is properly
orized to make this registration and certification on behalf of the user.

Line items denoted by an asterisk (™) are reguired fields.

Click
here

Step 10: After the application processes (should take only a few seconds) a 5-digit number is

generated. This number is the Ull number.

Step 11: The Ull number must be given to whoever is filling out the financial submission within

LASS. There is one line item within the submission that requires the Ull humber.
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1.3 Role Code Definition & Assigning Role Codes

At this point, the lender should have an Application Coordinator ID and the auditor should have a user
ID.

1.3.1 LASS Role Codes

LASS has three different Role Codes that may be assigned to a user. Please read each of the role
codes through carefully before assigning.

Independent Public Accountant (Auditors Only):

This role allows an Independent Public Accountant (IPA) to view, verify and attest to the electronic
submission within LASS in read-only format. This is the only role that can register for a Ull number.

An auditor cannot be assigned the IPA role until he has registered for a User ID. (Section 1.2: Auditor
Registration).

The auditor assigned the IPA role may ONLY attest to the lender’s submission and MAY NOT enter in
the financial information into LASS on behalf of the client. If the audit firm would like to enter in the
financial data on behalf of the client, see the ‘Data Entry’ role below.

Data Entry (Auditors Only):

An auditor cannot be assigned the Data Entry role until he has registered for a User ID. (Section 1.2:
Auditor Registration).

If the auditor is given the ‘Data Entry’ role, the only function this auditor may perform is data entry.
The data entry will only include transferring the hardcopy financial report into the financial submission
template within LASS. This roll cannot attest to the financial submission within LASS or submit the
financials to HUD.

If the audit firm would like to enter the data on behalf of their client as well as attest to the financial
report, the audit firm must apply for two User Ids. The client can assign one as ‘Data Entry’ and one
as the ‘Independent Public Account’. One ID cannot do both Data Entry and Attestation.

Submitter (Lenders Only):

The ‘Submitter’ role can be assigned to an Application Coordinator or a Standard User.

The ‘Submitter’ role has the ability to enter all of the financial data into LASS as well as submit the
financial data to HUD for review.

The Submitter is the only role code that can submit the financials to HUD for review. The Data Entry
and IPA roles do not have ‘submit’ rights.
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1.3.2 How to Assign Role Code for the Lender

Only the lender with an Application Coordinator ID may assign or un-assign roles.

Step 1: Login to FHA Connection using https://entp.hud.gov/clas/

Step 2: Click on the ‘Sign On’ icon from the main page. See below.

| Welcome to the

FHA Connection

Warning! Misuse of Federal Information af this Web sife falls under the provisions of Tifle 18, Unifed Sfafes
Code, section 1030 This law specifies penalties for exceeding authorized access, alferation, damage or
destruction of iyformafion residing ov Federal Computers.

Click here ; Q @

Sizn On About this Site Frequently Hours of
= & Registration Asked Questions Operation

A 4

Step 3: Click on the ID Maintenance icon in the bottom left hand corner.

Single Family FHA
Multi Family FHA
HUDCLIES

Lender Approval
Lenders Information

Mortgagee Letters

LA R

Y

Click here

Home] [ID Mamtenance

Step 4: From the ID Maintenance Menu, click on ‘ID Administration’. See below.
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| ID Maintenance

Password Change ~ Click here
FHA Connection ID Administration ™

Service Bureau Authorization
Coordinators

Appraiser Roster

Step 5: FHA Connection ID Administration page is displayed with a number of search boxes. The

first box is titled ‘By FHA ID’. In this search box, enter the Standard User’s ID and hit ‘Send’. See
below.

FHA Connection ID Administration

| Business Background | Steps for Processin |

Eield Descriptions

Choose one of the following:

TOTAL Scorecard Acknowledgment Enter User ID
here
Query FHA TDs: /
ByFHAID: |
By Last Name: | First Mame: |

By ID Status: ISeIect Status vl

By Assigned After the Date: I_fl_fl_

Sorted By: B / Click ‘Send

Send | Reset |

Step 6: After clicking ‘Send’, the lending firm information is returned. Scroll down the page until the
desired program type (Title I, Title II, Tile I & 1) is displayed. The last check box under each
program type is titled ‘Submitter’. This checkbox must be checked for each program type that
applies to the lending firm. Checking these boxes will grant the user access to LASS. (See below)
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a

Title I Lender ID: [0000000000 Program Type

Authonzation for Title T Applications:
I Report Single Loans [ Report Single Refinances | Report Multiple Loans
[ Claim Inguiry I Download Eills

Authorization for Lender Approval Applications:
" Add Branch I Terminate Branch [ Update Branch

[ Query Branch [ TUpdate Institution [ Query Institution
[~ Update Sponsor Relations [ (uery Sponsor Relations

Authorization for Home Mortgage Disclosure Act Applications:
[ File Transfer

Authorization for Credit Alert Interactive Voice Response System &Applications:
[ CATVES Pre-Screen

Authorization for Lender Assessment Subsystem Applications: ‘Submitter’ Checkbox
v Submitter

Step 7: Click ‘Send’ at the bottom. The Standard User will not have access to create and submit a
LASS submission.

1.3.3 How to Assign Role Codes for the Auditor

Only the lender with an Application Coordinator ID may assign or un-assign roles.

Step 1: Login to FHA Connection using https://entp.hud.gov/clas/ (See screen from previous
section)

Step 2: Click on the ‘Sign On’ icon from the main page (See screen from previous section)

Step 3: Click on the ID Maintenance icon at the bottom left hand corner. (See screen from previous
section)

Step 4: Click on ‘ID Administration’ from the ID Maintenance screen. (See screen from previous
section)

Step 5: A number of search boxes are returned. The first box is titled ‘By FHA ID’. In this search
box, enter the auditors User ID (not the Ull) and click ‘Send’ (See screen from previous section)

LASS Release 4.0.0.0 User’s Manual Page 1.3-4
DRAFT



1.0 Getting Started

Step 6: Auditor’s information is returned. Scroll to the bottom of the page and either choose
‘Independent Public Accountant’ or ‘Data Entry’ role. Remember, only the Independent Public
Account Role will be able to apply for a Ull number. (See below)

IFyou would like to reset the password, please click on the link: Reset Password

Choose your System Applications.

* DPlease click the appropriate button to authorize access to the following FHA application.

Title I i and Title IT

Authorization for Lender Assessment Subsystem Applications:
" Independent Public Accountant €™
" Data Entry g
* IMNone

———mme=— RO0le Assignment

Send | Reset

Step 7: Click ‘Send’ at the bottom.
Step 8: Contact your auditor and let him know that you have assigned him the appropriate role.
Note: If you assigned the ‘IPA’ role, let the auditor know that he must now apply for the Ull number.

For detailed instructions on how to apply for the Ull number, refer to Section 1.2 Auditor
Registration of this manual.

LASS Release 4.0.0.0 User’s Manual Page 1.3-5
DRAFT



2.0 Logging into LASS

2.0 Accessing LASS for both Lenders & Auditors

The following section outlines how to gain access to LASS for the various role codes (IPA, Data Entry,
Submitter).

2.1 Accessing LASS as the Submitter (Lender)

Step 1: Access FHA Connection by going to https://entp.hud.gov/clas/

Step 2: Click on the ‘Sign On’ icon and enter the user’s User ID and password in the pop-up box.

Note: Three incorrect login attempts will lock the user out and the user will need to have the
password reset.

7 Welcome 1o the

Warming! Miswse of Federal formation af fhis Web sife falls under the provisions of Tifle 18, Urifed Stafes
Code, secfion 1070 This law specifies penalfies for exceeding authorized access, alferafion, damage or
desfruction of informafion residing on Federal Compufers.

Click here i Q @

to login Ahout this Site Frequently Hours of
& Regisiration Asked Questions Operation

Step 3: Click on the ‘Single Family’ link from the list. See below.

Single Family FHA < Click here
Multi Fanuly FHA

HUDCLIPS

Lender Approval

Lenders Information

Mortgagee Letters

L AR 2R JER AR

Hit Bor et IEPLE: I'I‘I LETTETIE

- k|
I 1y

|__.._ ﬁ.“_. e E°
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Step 4: Click on ‘Lender Assessment’ from the Single Family Menu. Login box will popup asking
the user for a User ID and password.

Message Boards Updated As Of:

# Single Family Origination Monday May 17, 2004
% Single Family Servicing Thursday July 31, 2003
& Property Improvement/Manufactured Housing

® Lender Approval Monday April 05, 2004
® Lender Assessment ¢ Click here

@ Physical Assessment

% HMDA Data Subnussions
% Neighborhood Waich

# Mortraree Letters

Step 5: Enter in the same User ID and password that is used to access FHA Connections (Step 1).
Note: If the user receives an error message at this point stating the user ID is not set up correctly,
the user has not been assigned the submitter role by the Application Coordinator. Reference
Section 1.3.2 for instructions on how to assign the submitter role.

Step 6: Select the lender’s firm name from the dropdown list and click ‘Search’. See below.

Lender Assessment
Electronic Submission

U.5. Department of Housing and Urban Development
Office of Lender Activities

Instructions:
Choose aLender Mame andfor Status. Click the Search pushbutton to retrieve a particular lender's subndssion.

Lender Mame
| M4 XIMUM MORTGAGE CONCEPTS |

Status

[alL v Sewch| Click here

Note: After clicking ‘Search’ the user will be brought to the LASS inbox. These are the steps the
user must follow each and every time the user wishes to access LASS.

2.2 Accessing LASS as the Auditor (Data Entry & IPA)

Step 1: Access Online Systems using http://www.hud.gov/offices/reac/online/reasyst.cfm
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Step 2: Click on the ‘LOG IN’ button and enter the auditor’'s User ID and password in the pop-up
box. See below.

Online Systems

* ATTENTION PIH-REAC USERS! {3y Local information
Release Schedule: (os/o3/04) [, Printversion

. = Email this to a friend
Friday May 28, 2004 - 8pm* B Emallthis toa fen

Friday april 30, 2004 - 8pm™
Friday August 13, 2004 - 8pm* Existing users log in below

Friday Cctober 15, 2004 - 8pm™ LOGIN |

Friday December 17, 2004 - 8pm*
Need to access HUD systems? 1
Register below: CI IC k

*Eastern Time

o o 0o o o

Onlne Regitration h ere
* IMPORTANT!!!
The Youcher Management System (¥MS) ASSWORD RESE
is experiencing technical difficulties. The _-_J
problem is currently being addressed. Note: Password reset will require you

Please contact the Technical Assistance to provide exactinformation from

Step 3: Click on the ‘Continue’ button on the warning page. See below.

Legal Warning

blisuse of Federal Information through the HUD Secure Comnection web site falls under the provisions
of title 18, United States Code, Section 1030, This law specifies penalties for exceeding awthorized
access, alterations, damage, or destruction of mformation residing on Federal Computers.

Warning Notice

The Secure Systems security access software supports Internet Explorer 6.0 browser. Internet
Explorer 5.0 browser 15 supported for all processing systems except AR AWS. Other browsers may
not be compatible with this software.

) Click
Cantinue - here

Step 4: Click on the link for ‘Lender Assessment Subsystem’ from the main menu. See below.

Click
Systems here
+ Fmancial Assessment Subrmssion - PHA (FASPHA/
+ Lender Aszsessment Subsystem (LASE)
+ Tnieue IPA Identifier (UID Eemstration System (OASS)
System Administration
+ Password Change
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Step 5: Choose the appropriate client name from the dropdown list and click ‘Search’. See below.

Lender Assessment

Electronic Submission
L]

U.5. Department of Housing and Urban Development
Office of Lender Activities

Instructions:
Choose aLender Mame andfor Status. Click the Search pushbutton to retrieve a particular lender's subndssion.

Lender Mame
| M4 XIMUM MORTGAGE CONCEPTS |

Status )
[alL v Seach| Click here

After clicking ‘Search’ the user will be brought to the LASS inbox. These are the steps the user must
follow each and every time the user wishes to access LASS.
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3.0 How to Create and Delete a LASS Submission

Before attempting to create a LASS submission, the user must create an Application Coordinator ID
(Lender), an Independent User ID (Auditor), assign roles, and successfully access LASS. If the user
has not completed all of these steps, please see Sections 1.1 Lender Registration, 1.2 Auditor
Registration, 1.3 Role Code Definitions & Assigning Role Codes, and 1.4 Logging into LASS
respectively.

Note: The only roles that may create a LASS submission are the Lender Submitter and the Auditor
Data Entry roles. The IPA role CANNOT create a submission because this role does not have data
entry rights.

3.1 Creating a LASS Submission

Step 1: If the user is the Lender submitter, login to LASS through FHA Connections. If the user is the
Auditor Data Entry, login to LASS through Secure Systems. (For instructions on logging into LASS,
see Section 1.4 Logging into LASS)

Step 2: From the LASS inbox, click on the ‘Create New Submission’ link at the top of the page.
Step 3: Answer the question displayed as it pertains to the user (i.e. ‘No’ if the user is not part of a

Parent or Subsidiary and ‘Yes' if the user is part of a Parent or Subsidiary). If the user answers ‘Yes’
to the first question, the page will refresh and a second questions will appear. (See below)

Instructions:
Please state whether the HUD approved lender is a parent or subsidiary entity and, if the answer iz "Ho",
whether the HUD approved lender issued financial statements independent of the consolidated entity.

[s the HUD approved lender a parent or subsidiary entity?

O Yes ® Ha
LASS Release 4.0.0.0 User’s Manual Page 3.0-1

DRAFT



3.0 Creating a Submission

Instructions:
Flease state whether the HUD approved lender is a parent or subsidiary entity and, if the answer iz "Ho",
whether the HUD approved lender issued financial statements independent of the consolidated entity.

[s the HUD approved lender a parent or subsidiary entity?
® Yes O Mo

Did the HUD approved lender issue financial statements independent of the consolidaied entity?
O Yes ® Mo

Note: HUD approved Title | & Il Non-supervised lenders and Loan Correspondents with FYE on or
after January 31, 2004 who are a parent or subsidiary entity and have issued consolidated financial
statements, are required to electronically file their annual financial statements for recertification using
the Lender Assessment Subsystem (LASS). Where the non-supervised lender or loan correspondent
(lender) is a parent or subsidiary entity and the lender’s financial statements are audited as part of
consolidated financial statements, information on the lender’s assets, liabilities and results of
operation are included in the consolidating schedules within the footnotes of the consolidated financial
statements. The information for the lender on those consolidating schedules, which do not include the
cash flow statement, of the lender constitutes the financial information that needs to be submitted via
LASS.

Step 4: Answer the 2" question appropriately (if applicable).

Step 5: Click the ‘Submit’ button

Step 6: The screen will now display the Lender Information page. The Lender Info page contains the
lender’s profile information. This information must be correct to ensure accurate processing of your
submission. The user is required to verify the information on this page is correct.

= If all of the information is correct, click ‘Agree’ at the bottom of the page.

Note: If all of the information was correct, after clicking ‘Agree’ a submission has successfully be
created. The user will be directed to the submission with the ‘Balance Sheet’ displayed.

= If any of the information is incorrect, proceed to Step 7
Step 7: If the information is incorrect, click ‘Disagree’ and either access and correct your lender profile

information via FHA Connection or Email HUD at lass@hud.gov or HSG-lender_approval@hud.gov to
resolve the problem.

Note: If you access your lender profile information via FHA Connection ensure the lender information
that was incomplete/incorrect is now updated. If you cannot change the necessary information in FHA
Connection, please email HUD at lass@hud.gov. If you need to have your Fiscal Year End, Tax ID, or
Number of Branch Offices changed, please email HSG-lender_approval@hud.gov. When emailing
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HUD, be sure to include your lender ID, phone number and any other pertinent information that HUD
may need.

Note: Please wait 24 hours before logging back into the system after updating the Lender Info in FHA
Connection to allow time for the updates to be processed.

Step 8: Once the Lender Information has been updated, return to Step 1 of this section repeat steps
until the lender information is correct.

3.2 Deleting a LASS Submission

A submission may only be deleted if the submission is in ‘Draft’ status.

Step 1: Click on the ‘Delete Submission’ link at the top of the page of the inbox. See below:

Lender Assessment
Electronic Submission

U.S. Department of Housing and Urban Development
Office of Lender Activities

Inbox | Create Mew Submission | Delete Diraft Submission

Insiructions:
Vo tmay click on the link undetneath the Status cohumn to open your sub gt To delete a draft submission,

click the 'Delete Draft Submission' ink. To create an extension request, click the ' st 30-Day Extension' ink
if it is available.

Click here to
Lender Mame - delete a
DAKOTA MORTGAGE CORFORATION hd submission
Status
ALL ivi

Step 2: The Delete Draft Submission page appears with a checkbox next to the submission. See
below:
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Lender Assessment
Electronic Submission

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Inb oz | Delete Draft Submission

Instructions:
To delete a submission draft, select the draft by putting a check in the appropriate "Select” check box Then

click on the Delete pushbutton. & pop-up message box will appear asking you to confirm the deletion of the
draft submission. If vou agree to the pop-up message box, the draft will be deleted and no longer show on the

page.
LENDER FISCAL DATE OF LAST
SELECT STATUS NUMBER LENDER NAME PROGRAM TYPE YEAR END REVISION
ANYLOAN Title I and IT Mon-
r Draft | 1556900003 COMEPANT Supervised 1243172001 941202001

Delete

Step 3: Click in the checkbox next to the submission that should be deleted. See below:

LENDER FISCAL DATE OF LAST
SELECT STATUS NUMBER LENDER NAME PROGRAM TYPE YEAR END REVISION

ANYLOAN | Title I and II Non-
r Draft = 1556500003 COMP AT Supsrvissd 1243142001 9202001

Delete

Click in the
checkbox to select
this submission

Step 4: Click on the ‘Delete’ button at the bottom. A pop-up window will display with the following
message:

=,

Microsoft Internet Explorer

:\1?-) Are wou sure you wank ko delete the selected subrmissionds)?

(874 { [ Cancel

Step 5: Click ‘OK’ in the pop-up box.

Page 3.0-4

LASS Release 4.0.0.0 User’s Manual
DRAFT



3.0 Creating a Submission

Step 6: The Delete Submission page will no longer display the submission after the page refreshes.
See display below.

Inbox| Delete Draft Submdssion

Instructions:

To delete a submission draft, select the draft by putting a check in the appropriate "Select" check box. Then
click on the Delete pushbutton. A pop-up message box will appear asking wou to confirm the deletion of the
draft submission, If you agree to the pop-up message box, the draft will be deleted and no longer show on the

page.
LENDER LEMNDER PROGRAM  FISCAL YEAR DATE OF LAST
SELECT | STATUS NUMEER MANE TYPE END REVISION
Top of Page

Step 7: Click on the ‘Inbox’ link at the top of the page and create a new submission following Steps 1
— 7 from section 3.1 Creating a LASS Submission.

LASS Release 4.0.0.0 User’s Manual Page 3.0-5
DRAFT



4.0 Using the Lender Assessment Subsystem

4.0 USING THE LENDER ASSESSMENT SUBSYSTEM (Online)

This section will serve as a quick reference guide to completing and submitting the LASS Submission
to HUD for recertification.

After creating a submission, the user must complete the form. The different portions of the submission
are outlined below.

= Financial Data Template (FDT)

The FDT includes the Balance Sheet, Operations & Equity, Cash Flows, Net Worth, and
Liquidity tabs.

For more detailed information on filling out these tabs, please go to Sections 5.1 Balance Sheet,
5.2 Operations & Equity, 5.3 Cash Flows, 5.4 Net Worth, and 5.5 Liquidity of this User’'s Manual.

Note: The user will not have the Cash Flows tab if the user is part of a Parent or Subsidiary.
Note: The user will not have the Liquidity tab if the user is a Title | lender.

= Data Collection Form (DCF)
The DCF includes the General Information and Financial Statements tabs.

For more detailed information on completing the DCF tabs, please refer to Sections 5.6 General
Information and 5.7 Financial Statements of this User’'s Manual.

= Notes & Findings

The Notes & Findings included the Footnotes, Audit Findings and Action Plan tabs. Attach all
necessary documentation to the tabs included in the Notes & Findings section.

For more information on attaching documentation for Notes & Findings, please see Section 5.8
Notes & Findings of this User’'s Manual.

« Submitting to the IPA for Review

After filling in all necessary information in the template, the user must run the ‘Submission
Completeness Check’ on the submit screen. After the ‘Submission Completeness Check’ is run
without errors, the user must submit the financials to the IPA for review.

For more information on submitting to the IPA, please see Section 5.9 Submit to IPA of this
User’s Manual.

= |PA Review

The auditor can either agree or disagree to the lender’s financials. If the auditor disagrees, the
lender must correct the errors and resubmit to the IPA. The lender must continue correcting the
errors until the IPA agrees to the lender’s financials.
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4.0 Using the Lender Assessment Subsystem

For detailed information of IPA Review refer to Section 5.10 Auditor Procedures and Section 5.11
Resubmit to the IPA for Review of this User’s Manual.

= Submitting to HUD

After the auditor has successfully agreed to the lender’'s submission, the lender must now
submit the financials to HUD for approval.

For detailed instructions on submitting to HUD, please refer to Section 5.12 Submit to HUD of this
User’s Manual.

= Responding to a Deficient Submission

If the status of the submission is ‘Deficient’ after submitting to HUD, the user must submit a
cure to fix the deficiency.

For detailed instructions on curing a deficiency, please refer to Section 5.13 Responding to a
Deficient Submission.

= Responding to a Rejected Submission

If the status of the submission is ‘Rejected’ after submitting, the user must either submit a new
submission or correct the rejected submission.

For detailed instructions on correcting a rejected submission, please refer to Section 5.14
Responding to a Rejected submission.
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5.0 Completing a LASS Submission

5.1 Balance Sheet

The Balance Sheet is used to enter the applicable Balance Sheet Information for the current
submission. Using your hardcopy financial statements prepared by your auditor, enter the applicable
data into the Balance Sheet template.

Step 1: Enter the data on the Balance Sheet.

( Balance Sheet

Line Item # Account Description Amount Details
Assets:
Current Asseis:
111* Cash and Cash Equivalents &
121 Accounts Receivable, Met of Allowance for %
Doubtful Accounts
131 Secutities %
132 Securities Available for Sale %
133 Traditg Account Secutities %
134 Loans Held for Sale, at lower of cost or market %
135 Other Cutrent Assets %0 Dietails
136 Deferred Income Taxes %
150 Total Current Asseis %0
Non-Current Assets:
165 Property, Equipment and Leasehold %
Improvements, et of & ccumulated
Depreciation
166 Co-Insurance Loss Reserves %
167 Deferred Income Taxes &
K 171 Met Mortgage Servicing Rights %
172 Other Allowance for Losses ¢

Partial Template Shown

Note 1: Click the —— Line Item Definitions |ink for a detailed account explanation of each of the
line items. Enter the line item number for which you would like to retrieve a definition and click the
Search pushbutton.

Note 2: Do not use commas or decimals when entering values on the Balance Sheet. The system will
automatically format the commas upon clicking the Save pushbutton or clicking any tab or link. The
system also rounds decimals to the nearest dollar upon clicking the Save pushbutton or clicking any
tab or link.

Step 2: Once all Balance Sheet data has been entered, click on the appropriate pushbutton at the
bottom of the page.
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Save

= To save the Balance Sheet with the data that has been entered, click the button, and

proceed to Step 3.

To reset the Balance Sheet to the data from the last time it was saved, click the E
Pushbutton, and repeat Step 1.

Note: The data entered is automatically saved when you click on any tab or link on the Balance
Sheet. The Save button does not have to be clicked.

Step 3: The Save button saves the Balance Sheet with the data that has been entered on the page,
assuming there are no errors with the data that would prevent the page from saving.

If errors are generated, an error message will appear either as a pop-up message or on a new
page depending on the nature of the error. Both types of error messages will indicate the basis
of the error so the user can correct it.

If no errors are generated, the data will be saved and the user may proceed to step 4.

Step 4: The Balance Sheet page refreshes with the saved data.

Step 5: Click either on the Operations and Equity tab or the Operations and Equity links at the top and
bottom of the page to proceed to the Operations and Equity page.
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5.10 For Independent Public Accountants, completing Agreed-Upon
Procedures (Online)

An auditor will attest to the lender’s submission once it is submitted for IPA Review. The Agreed
Upon Procedures ensure the financial data entered into LASS by the lender is accurate and ties to the
lender’s hard-copy financial statements.

Step 1: Login to Secure Systems using http://www.hud.gov/offices/reac/online/reasyst.cfm

Note: For detailed instructions on logging into LASS, refer to Section 2.0 — Logging into LASS.

Step 2: After selecting the client’'s name from the dropdown list, the inbox will be displayed with the
status of the lender’s submission in ‘IPA Review’. See below.

Note: The dropdown box from Step 2 contains all lenders that are assigned to the auditor. When the
user clicks the lender’'s name, the submission pages for that lender will be displayed after clicking on
‘Search’.

Lender Name
| ANY LOAN INC. =l
Status
I ALL j Search |
LENDER LENDER FISCAL YEAR
STATUS NUMBER NAME PROGRAM TYPE END LASS ANALYST
. ANY LOAN Title Il Loan .
P4 Review 1654100007 NG e 1243172001 Mot Assigned

Step 3: Click on the ‘IPA Review’ status link.

Step 4: The following statement appears:

Lender Assessment

Electronic Submission
. ]

LS. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Are you the same auditor that conducted the financial statement audit?

Yes M
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Step 5: If you are the same audit firm that completed the financial statement audit of the lender, click
the *Yes’ button. If you are NOT the same audit firm that completed the financial statement audit of the
lender, click the ‘No’ button.

Note: The form will vary slightly depending on how you answer the above question but the overall
objective of the form is the same.

Step 6: After clicking ‘Yes’ or ‘No’ the Auditor Procedure page is displayed:

OUNTANT'S REPORT ON APPLYING AGREED-UPON PROCEDURE

We have performed the procedure described in the second paragraph of this report, which was agreed to by

(the "lender") and the .3, Department of Housing and Urban Development, solely to assist
them it determining whether the electronic submission of certain information agrees with the related hard copy
documents. The lender is responsible for the accuracy and completeness of the electronic submission. This agreed-
upon procedures engagement was conducted in accordance with attestation standards established by the American
Institute of Cettified Public Accountants. The sufficiency of the procedure is solely the responsibility of thoge
patties specified in this report. Consequently, we make no representation regarding the sufficiency of the procedure
described below either for the purpose for which this report has been requested or for any other purpose.

We compared the electronic submission of the items listed in the "UFRS Rule Information” column with the
cottesponding printed documents listed in the "Hard Copy Documents" column. The results of the petformance of
our agreed-upon procedure indicate agreement or non-agreement of electronically submitte d information and hard
copy documents as shown in the chart below.

We were engaged to perform an audit of the financial statements of the lender as of and for the year ended

. ahd have issued our reports thereon dated . The information in the
"Hatd Copy Documents" column was included within the scope, of was a by-product, of that audit. Further, our
opition on the fair presentation of the Financial Data Templates (FDT) dated L was expressed
in relation to the basic financial statements of the lender taken as a whole.

& copy of the financial statement package and the FDT, which includes the auditor's reports, is available in its
entirety from the lender. We have not performed any additional auditing procedures since the date of the
aforementioned audit reports. Further, we take no responsibility for the security of the information transmitted
electronically to the 7.3, Department of Housing and Urban Development.

This repott is intended solely for the information and use of the lender and the .3, Department of Housing and
Uthan Development, and is not intended to be and showld not be used by atiyone other than these specified parties.

DOES
Procedute UFES Rule Information HARD COPY DOCUMENTS AGREES  NOT
AGREE
Balance Sheet, Statement of Operations and
Changes in Retained Earnings and Statement
of Cash Flows, and Computation of & djusted . . ~ @
L et Worth Schedule (data elements 111-13pp © naneial Data Template
under the above listed tabs - "Details" links
ate included)
Information about opinion on the financial
statements, internal control and Report on Basic Financial
supplementary report on FDT (data elements  Statements, Report on Internal < <
9) PP Rl D T oy @
(3000003 - G3000-040 under the financial Control, Auditor's supplemental
statements tab - "Details" links are not repott on FDT
included)
Information ab.out opinion o complisnce and Repott on Compliance and Schedule ~ -
3 Type of Material Noncompliance {data of Findings and Questioned Costs L) &
elements G3000-070 - G3000-083) &
4 Footnotes (data element G5000-010) Hostactesiiclauditedlbasiclinancia i, ®
statements - -
T Schedule of Findings and ~ @
5 Audit Findings (data element G5200-0100 Questioned Costs & ®
5 ggonr)rective Action Plan (data element G5300- Corrective & ction Flan o) ®
UIL:* ooa10
Fitm Mame:* Melean Koehler Sparks & Hammond-Baltimore
Employer Identification Number:* 520547375
Date:*
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5.0 Completing a LASS Submission

Attesting Practitioner's First Mame: *
Attesting Practitioner's Mliddle Mame:

Attesting Practitioner's Last Name: *

Attesting Practitioner's Title:

Attesting Practitioner's Telephone Humber: *
Attesting Practitioner's Fax Number:
Attesting Practitioner's E-mail Address:

* Requited items

Step 7: The auditor is required to fill out all sections of these pages completely.

Step 8: To view the lender’s financial data, click on the ‘Reports’ link at the top of the page. Click on
the ‘Financial Data Template Reports’ link from the reports menu. See below.

Lender Assessment

SO Electronic Submission

- REenEm |5

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

" hua I

Inbox | Lender Info | Fmancial Data Template | Data Collection Form | Hotes & Findings | Subrmt

Eeports

Click the link for the report you wish to display:
Click here to access

Top-Level Financial Statements the lender’s financial
Financial Data Template Reports ¢— —  data

Anditor Procedures Report

Lender History Report

Step 9: Compare the numbers listed in the Financial Data Template Reports to those of the hard-copy
financial statements.

Step 10: Click the ‘Back to Report Selection’ link at the top of the page.

Step 11: Click the ‘Data Collection Form’ link at the top of the page. Review both the General
Information and Financial Statements tabs on the Data Collection Form. See below:
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Lender Assessment

Electronic Submission
L./

U.S. Department of Housing and Urban Development
Office of Lender Activities

Inbox| Lender Infio | Financial Data Template | Data Collection Form | Motes & Findings | Subinit
Repotts

Click the type of report you want displayed.

Top-Level Financial Statement oris

Click here to
Financial Data Tengplate Reporis view the lenders
Auditor Procedures Report DCF information

Lender Histo ort
Step 12: Click the ‘Back to Report Selection’ link at the top of the page.

Step 13: Click the ‘Notes & Findings’ link at the top of the page to review the lender’s Footnotes, and
Audit Findings (if necessary) and/or Action Plan (if necessary)

Step 14: Click on the ‘Inbox’ link at the top of the page. m

Step 15: Click on the ‘IPA Review’ status link. IF& Review

Step 16: Answer the question the same as you did before reviewing the lender’s financial data.

Step 17: Fill out all information in the first section of the Auditor Procedures titled ‘Independent
Accounts Report on Applying Agreed Upon Procedure’. See below.
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INDEPENDENT ACCOUNTANT'S REFORT ON APPLYING AGREED-UF ON PROCEDURE

We have petformed the procedure described in the second paragraph of this report, which was agreed to by

(the "lendet™) and the U.3. Department of Housing and Urban Development, solely to assist
them it determining whether the electronic submission of certain information agrees with the related hard copy
documents. The lender is responsible for the accuracy and completeness of the electronic submission. This agreed-
upon procedures engagement was conducted in accordance with attestation standards established by the American
Institute of Certified Public A ccountants. The sufficiency of the procedure is solely the responsibility of those
parties specified in this report. Consequently, we make no representation regarding the sufficiency of the procedure
described below edther for the purpose for which this report has been requested or for any other purpose.

We compared the electronic submission of the items listed in the "UFRES Rule Information” column with the
cotresponding printed documents listed in the "Hard Copy Documents" column. The results of the performance of
our agreed-upon procedure indicate agreement or non-agreement of electronically submitted information and hard
copy documents as shown in the chart below.

We were engaged to petform an audit of the financial statements of the lender as of and for the year ended

. ahd have issued our reports thereon dated . The information in the
"Hard Copy Documents" column was included within the scope, or wag a by-product, of that audit. Further, our
opinicn on the fair presentation of the Financial Data Templates (FDT) dated , Was expressed
in relation to the basic financial statements of the lender taken as a whole.

& copy of the financial statement package and the FDT, which includes the auditor's reports, is available in its
entirety from the lender. We have not performed any additional auditing procedures since the date of the
aforementioned aadit reports. Further, we take no responsibility for the security of the information transmitted
electromically to the U3, Department of Housing and Urban Development.

This repott is intennded solely for the information and use of the lender and the 1.3, Department of Housing and
Urban Development, and is not intended to be and should not be wsed by anyone other than these specified parties.

Step 18: Complete the next section in the Auditor Procedures. Click the radio button underneath the
‘Agree’ header, if the submission data agrees to the hard-copy financial statements or click the radio
button underneath the ‘Does Not Agree’ header if the submission data does not agree with the hard-
copy financial statements. See below.

Note: The 6 Auditor Procedures will default to ‘Does Not Agree’.

DOES NOT

Procedure UFES Rule Information HARD COPY DOCUMENTS AGEEES ACREE

Balance Sheet, Statement of
Operations and Changes in
Retained Earnings and Statement
of Cash Flows, and Computation of
Adjusted Net Worth Schedule
(data elements 111-1390 under the
above listed tabs - "Details" links
ate included)

Finanrial Data Template & o

Information about opinion on the
finaticial statements, intertial
control and supplementary report Feport on Basic Financial Statements,
2 ot FDT (data elements G3000-005 - Repott on Internal Control, Auditor's . g
G3000-040 under the financial supplemental report on FDT
statements tab - "Details" links are
not included)

Infortmation about opition on

3 cotipliance and Type of Material  Report on Compliance and Schedule of r &
Honcompliance (data elements Findings and Questioned Costs
G3000-070 - G3000-053)

4 Footnotes (data element Footnotes to audited basic financial e &
G3000-010) statements

Andit Findings (data element Achedule of Findings and Cuestioned e &
G5200-010 Costs

Cotrective & ction Plan (data

i i [ O
element (35300.020) Corrective Action Plan
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Step 19: Complete the remainder of the information on the Auditor Procedures form.

Note: Ull number procedures:
= If you answered ‘Yes’ to the question in Step 5, the Ull number on the form is auto-populated
and will not need to be filled out.
= If you answered ‘No’ to the question in Step 5, you will need to enter in your Ull number and
click the ‘Search’ button to the left of the number. After clicking the search button, the page will
refresh and populate the Firm Name and EIN for the auditor. See below.

e ao000

Search button

UlL:* 00100
Firm Hame:* ABC Company
Employer [dentification Humber:* 132624524

After page reloads (above)
Step 20: Print the Auditor Procedure page after filling in all required fields.
Step 21: Once printed, click the ‘Complete’ button at the bottom of the page.

Step 22: If you selected ‘Agree’ for all line items, the following message will appear:

Ithox

Action Required!

Vou have & greed with wour lendet's submission. Please contact your lender so that they submit their financial
information to HUD.

Note: If you selected ‘Agree’, you MUST contact your client and let them know you have
agreed and they can now submit the financials to HUD. (For instructions on submitting to HUD,
refer to Section 5.12 of this manual.)

Step 23: If you selected ‘Does Not Agree’ for one or more line items, the following message will
appear:

Inbox

Action Required!

You have Disagreed with your lender's submission. Please contact ywour lender so that they correct the
necessaty items and can resubmdt their finanecial information for IP& Review.

Note: if you selected ‘Disagree’ you MUST contact your client and let them know you have
disagreed. The lender must correct what you disagreed with and resubmit the financials to the
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5.0 Completing a LASS Submission

auditor for review. (For instructions on resubmitting to the IPA, refer to Section 5.11 of this
manual) In this scenario, the auditor would need to follow the steps in this section until the
auditor agrees.

Step 24: The auditor may view the completed Auditor Procedure Report after the above steps are
complete.

Step 25: Click on the ‘Reports’ link from the inbox.

Step 26: Click on the ‘Auditor Procedure Report’ link. See below.

Inbox| Lender Infio | Financial Data Template | Data Collection Form | Hotes & Findings | Submit
Reports | Auditor Procedures

Click the type of report you want displayed.

Top-Level Financial Statement Reports

Financial Data Template oris

<
e

Auditor Procedures Repoxt

Lender Hisio ort

User Guide and System Documentation | LASE Technical A ssistance

Note: The Auditor Procedure Report is only available after the auditor clicks on ‘Complete’ in the
Auditor Procedures section.

Step 27: The Auditor Procedures Report displays. The beginning of the report will resemble the
following: (below)
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Lender Assessment
Electronic Submission

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Bacl to Eeport Selection

INDEPENDENT ACCOUNTANT'S REPORT ON APPLYING AGREED-UPON

PROCEDTURE

e have performed the procedure described m the second paragraph of this report, which was agreed
to by ABC Company (the "lender™) and the TT 5. Department of Housing and Urban Dewelopment,
Eeal Estate Assessment Center (EEAC), solely to assist them i determining whether the electronic
subrmission of certam mformation agrees with the related hard copy documents. The lender 15
responsible for the accuracy and completeness of the electromc submussion. This agreed-upon
procedures engagement was conducted in accordance with attestation standards established by the
American Institute of Certified Public Accountants. The sufficiency of the procedure is solely the
responsibility of those parties specified m this report. Consequently, we make no representation
regarding the sufficiency of the procedure descnbed below etther for the purpose for which this report
has been requested or for any other purpose.

e compared the electronic submission of the ttems listed in the "TTFES Rule Information” column with
the corresponding printed documents lsted in the "Hard Copy Documents” column. The results of the
petformance of our agreed-upon procedure indicate agreement or non-agreement of electronically
subrmitted mformation and hard copy decuments as shown m the chart below.

TWe were engaged to perform an audit of the financial statements of the lender as of and for the year
ended 73101, and have 1ssued our reports thereon dated 10/01/01. The information in the "Hard
Copy Documents" column was included within the scope, or was a by-product, of that audit. Further,
our opimion on the far presentation of the Financial Data Templates (FDT) dated 10001/01, was
expressed i relation to the basic financial statements of the lender taken as a wheole.
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5.2 Operations & Equity

The Operations & Equity page is used to enter the applicable Operations & Equity information for the
current submission. Using your hardcopy financial statements prepared by the auditor, enter the
applicable data into the Operations & Equity template.

Step 1: Enter the data on the Operations & Equity page

Ops & Equity
Line Ttewm & Account Description Amount Details
Revenues:
oL Met Loan A dministration Income il
o2 Gross Interest Ineome &
703 Met Marketing Gain (Loss) onLoans |g
atnd MEBZ sold with servicing
retained
04 Met Marketing Gain (Loss) onLoans |g
and MB2 sold with servicing
released including the Bervicing
Releage Premdum
705 Net Gain (Loss) oniBales of §
Servicing Rights
TO6 Met Gain (Loss) from Servicing %
Waluations
a7 Met Gain (Loss) on Fale of Becurities |4
T08 Wet Gait (Loss) ondale of EEO $
oo Retail Origination Fees %
o Other Fetail Origination Income $
T+ Cotrespondent and Broker Fee %
Income
K Tz F&5 133 Income (Loss) & -
713 Other Income (Loss) related to 4|0 Details
Partial Template Shown
Note 1: Click the Line Ttem Definitions iy for a detailed account explanation of each line

item. Enter the line item number for which you would like to retrieve a definition and click the Search
pushbutton.

Note 2: Do not use commas or decimals when entering values on the Operations & Equity page. The
system will automatically format the commas upon clicking the Save pushbutton or clicking any tab or
link. The system also rounds decimals to the nearest dollar upon clicking the Save pushbutton or
clicking any tab or link.
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Step 2: Once all Operations & Equity data has been entered, click on the appropriate pushbutton at
the bottom of the page.

= To save the Operations & Equity page with the data that has been entered, click the ﬂl button,
and proceed to Step 3.

= To reset the Operations & Equity page to the data from the last time it was saved, click the ﬂl
Pushbutton, and repeat Step 1.

Note: The data entered is automatically saved when you click on any tab or link on the Operations &
Equity. The Save button does not have to be clicked.

Step 3: The Save button saves the Operations & Equity page with the data that has been entered on
the page, assuming there are no errors with the data that would prevent the page from saving.

= If errors are generated, an error message will appear either as a pop-up message or on a
separate page depending on the nature of the error. Both types of error messages will indicate the
basis of the error so the user can correct it.

= If no errors are generated, the data will be saved and the user may proceed to step 4.

Step 4: The Operations & Equity page refreshes with the saved data.

Step 5: Click either on the Cash Flows tab or the Cash Flows links at the top and bottom of the page
to proceed to the Cash Flows page.

Notes:

The Cash Flows page will only display if you are not a part or a Parent or Subsidiary or if you are a
part of a Parent or Subsidiary but issued financial statements independent of the consolidated entity.

The Cash Flows page will not display if you are a part of a Parent or Subsidiary and did not issue
financial statements independent of the consolidated entity.

For definitions of a Parent or Subsidiary, please refer to Section 3.0 of this manual.
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5.3 Cash Flows

The Cash Flows page is used to enter the applicable Cash Flows information for the current
submission. Using your hardcopy financial statements prepared by the auditor, enter the applicable
data into the Cash Flows template.

Notes:

The Cash Flows will only display if you are not a part or a Parent or Subsidiary or if you are a part of a
Parent or Subsidiary but issued financial statements independent of the consolidated entity.

The Cash Flows page will not display if you are a part of a Parent or Subsidiary and did not issue
financial statements independent of the consolidated entity

For definitions of a Parent or Subsidiary, please refer to Section 3.0 of this manual.

Step 1: Enter all of the data on the Cash Flows page. See below.

Cash Flows
Line Item # Account Description Amount Details
Cash Flows from Operating Activities:
401 Met Income (Loss) 30
Reconciliation Adjustmenis:
402 Depreciation and Amortization 3
403 Loz (Gaity) 4
404 Undistributed Loss (Barnings) of Affiliates 40 Dietails
A05 Deferred Income T ax Provision (Benefif) %
406 Provisions for Losses 3
407 Hon-Recuring [tems 30
(Increase) Decrease:
411 Arccounts Receivahle
412 Other Current Assets 30 Dietails
413 Due from an Officer, Stockholder or Related 3
Entity
414 Loans Held for Sale 3
421 Avccounts Payable and Aceried Expenses 4
422 Interest Payahle %
k 423 Income Taxes Payable 3

Partial Template Shown

Note 1: Click the — Line Item Definitions iy for 4 detailed account explanation of each line
item. Enter the line item number for which you would like to retrieve a definition and click the Search
pushbutton.
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Note 2: Do not use commas or decimals when entering values on the Cash Flows. The system will
automatically format the commas upon clicking the Save pushbutton or clicking any tab or link. The
system also rounds decimals to the nearest dollar upon clicking the Save pushbutton or clicking any
tab or link.

Step 2: Once all Cash Flows data has been entered, click on the appropriate pushbutton at the
bottom of the page.

= To save the Cash Flows with the data that has been entered, click the ﬂl button, and proceed
to Step 3.

= To reset the Cash Flows to the data from the last time it was saved, click the Reset Pushbutton,
and repeat Step 1.

Note: The data entered is automatically saved when you click on any tab or link on the Cash Flows
page. The Save button does not have to be clicked.

Step 3: The Save button saves the Cash Flows with the data that has been entered on the page,
assuming there are no errors with the data that would prevent the page from saving.

= If errors are generated, an error message will appear either as a pop-up message or on a
separate page depending on the nature of the error. Both types of error messages will indicate the
basis of the error so the user can correct it.

= If no errors are generated, the data will be saved and the user may proceed to step 4.

Step 4: The Cash Flows page refreshes with the saved data.

Step 5: Click either on the Net Worth tab or the Net Worth links at the top and bottom of the page to
proceed to the Net Worth page.
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5.4 Net Worth Schedules

Depending on your program type, one of four Net Worth Schedules will appear:
e Title I Non-Supervised;
e Title Il Non-Supervised;

e Title I and Title Il Non-Supervised;
e Loan Correspondent.

Skip to the section in this document that represents the program type that applies..
5.4.1 Title I Non-Supervised Net Worth Schedule

The Title | Net Worth Schedule is used to reflect the applicable Title | Net Worth Information for the
current submission. This schedule does not require data entry; all line items are auto-populated. For
example, Line Item 1240: Minimum Net Worth Required is a predetermined amount; lines 500 and
180 are auto-populated from the Balance Sheet, line 1270 is the difference between 500 and 180, etc.

This schedule outlines whether the lender is above or below the Net Worth Program Requirement.

Line Ttem # Account Description Amount

1240 Minimum Net Worth Required $250,000
00 Atockholder's Ecuity (1 et Worth) per Balance Sheet $27,023,601
120 Less: Tnacceptable &ssets $372
1270 Adjusted Met Worth $27,023,220
1220 & djusted Het Worth ABOVE Program Fecuirement $26,773,220
1200 A djusted Net W orth BELOW Program Feguitement $0

Note: Clickthe — Line Item Definitions iy for a detailed account explanation of each line item.
Enter the line item number for which you would like to retrieve a definition and click the Search
pushbutton.

Step 1: Verify that Line Items 500 Stockholder’s Equity & 180 Less: Unacceptable Assets that
auto-populate from the Balance Sheet are correct.

If there are no errors, the data will be saved. Proceed to Step 5.

If these Line Items are incorrect, proceed to Step 2.

Step 2: Return to the Balance Sheet by clicking the Balance Sheet tab
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Step 3: Correct the appropriate Line Items (Total Equity and/or Unacceptable Assets) on the Balance
Sheet.

Step 4: Return to the Net Worth page by clicking on the Net Worth tab and repeat Step 1.

Step 5: If 500 and 180 are correct, click on the ‘Data Collection Form’ link at the top of the page and
proceed to Section 5.6 Data Collection Form — General Information of this manual.

5.4.2 Title Il Non-Supervised Net Worth Schedule

The Title Il Net Worth Schedule is used to enter the applicable Title Il Net Worth Information for the
current submission.

The Title Il Net Worth Requirement information populates with some predetermined values (i.e. Line
ltem 1235: Minimum Net Worth Required) and financial information from the Balance Sheet (i.e. Line
Item 500: Stockholder’s Equity (Net Worth) per Balance Sheet and Line Item 180: Less: Adjusted Net
Worth). The user must enter values in line items 1201, 1202, 1203, 1221 and 1222 and then click
the Save pushbutton. This schedule outlines whether the lender is Above or Below the Net Worth
Program Requirement.

Step 1: Enter the data on the Title 1| Net Worth Schedule.

Line Account Description Amount
Ttem #
1201*% | FHA Servicing Pottfolio &

Add FHA Originations and FHA Purchases:

1202*% | FHA Oniginations - Dollar amownt of FHA-insared Title 1T &
mottgage loan originations duting the yvear under audit

1203* | FHA Purchases - Dollar amount of FHA-insured Title IT
mottgage loan correspondent purchases dunng your fiscal year
under audit

1205 Subtotal $

Subtract FHA Servicing Retained:

1221% Dollar atmeunt of FHA-insured Title [T mortgage loan
otiginations retained at the fiscal year end under audit

1222% | Dollar amount of FHA-insured Title IT mortgage loan
cotrespondent purchases retained at the end of the year under
it

1225 Subtotal $
1231 Total $
1232 1% of Total $
1235 Dinittoam et Worth Required %
1240 Net Worth Required $
300 Stockholdet's Eqquitsr (et Wotth) pet Balance Sheet §0
180 Less: Unacceptable Assets §0

Partial Template Shown
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Note 1: Click the — Line Item Definitions |iny for a detailed account explanation of each line
item. Enter the line item number for which you would like to retrieve a definition and click the Search
pushbutton.

Note 2: Do not use commas or decimals when entering values on the Net Worth. The system will
automatically format the commas upon clicking the Save pushbutton or clicking any tab or link. The
system also rounds decimals to the nearest dollar upon clicking the Save pushbutton or clicking any
tab or link.

Step 2: Verify that Line Items 500 Stockholder’s Equity & 180 Less: Unacceptable Assets that
auto-populate from the Balance Sheet are correct.

= If there are no errors, the data will be saved. Proceed to Step 6.
If these Line Items are incorrect, proceed to Step 3.

Step 3: Return to the Balance Sheet by clicking the Balance Sheet Tab.

Step 4: Correct the appropriate Line Items (Total Equity and/or Unacceptable Assets) on the Balance
Sheet.

Step 5: Return to the Net Worth page by clicking the Net Worth tab and repeat Step 2.

Step 6: Once all Net Worth data has been entered, click on the appropriate pushbutton at the bottom
of the page.

Save

= To save the Net Worth page with the data that has been entered, click the button, and

proceed to Step 7.

To reset the Net Worth to the data from the last time it was saved, click the _#2%8 | pushbutton,
and repeat Steps 1 - 6.

Note: The data entered is automatically saved when you click on any tab or link on the Net Worth
page. The Save button does not have to be clicked.

Step 7: The Save button saves the Net Worth with the data that has been entered on the page,
assuming there are no errors with the data that would prevent the page from saving.

= If errors are generated, an error message will appear either as a pop-up message or on a
separate page depending on the nature of the error. Both types of error messages will indicate the
basis of the error so the user can correct it.

= If no errors are generated, the data will be saved and the user may proceed to Step 8.

Step 8: If all lines are correct, the Title Il Net Worth Schedule refreshes with the saved data.

Step 9: Click the Liquidity tab or link and proceed to Section 5.5 Liquidity of this manual.
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5.4.3 Titlel & Title Il Non-Supervised Net Worth Schedule

The Title | & Title Il Net Worth Schedule is used to enter the applicable Title | & Title Il Net Worth
information for the current submission.

Note: Both of the Title | & Title Il Net Worth Requirements display on the same page. However, the
Title I and Title 1l Net Worth Requirements will be evaluated separately.

The Title Il Net Worth Requirement information populates with predetermined values (i.e. Line Iltem
1235: Minimum Net Worth Required) and financial information from the Balance Sheet (i.e. Line Item
500: Stockholder’s Equity (Net Worth) per Balance Sheet and Line ltem 180: Less: Adjusted Net
Worth). The user must enter values in line items 1201, 1202, 1203, 1221 and 1222 and then click the
Save pushbutton. This schedule outlines whether the lender is Above or Below the Net Worth
Program Requirement for the Title Il portion of their submission.

The Title | Net Worth Requirement information populates with predetermined values (i.e. Line Iltem
1340: Minimum Net Worth Required) and financial information from the Balance Sheet (i.e. Line ltem
1350: Stockholder’s Equity (Net Worth) per Balance Sheet and Line Item 1360: Less: Adjusted Net
Worth).

This schedule outlines whether the lender is above or below the Net Worth Program Requirement for
the Title | portion of the submission.

Step 1: Enter the appropriate data on the Title | & Title Il Net Worth Schedule. See below.

Net Worth
Line Account Description Amount
Tiem #
TITLE I NON-SUPERVISED LENDER
1201*  |FHA Servicing Portfolio %
Add FHA Originations and FHA Purchases:
1202*%  |FHA Originations - Dollar amount of FHA-insured Title IT %
mortgage loan originations during the year under audit
1205*  |FHA Purchases - Dollar amount of FHA-insured Title IT %

mortgage loan cotrespondent purchases during your fiscal year
under audit

1205 Bubtotal %0

Subiract FHA Servicing Retained:

1221* | Dollar amount of FHA-insured Title IT mortgage loan
originations retained at the fiscal vear end under audit

1222% | Dollar amount of FHA-insured Title IT mortgage loan
cotrespondent purchases retained at the end of the year under
audit

1225 Subtotal %0
1231 Total %0
1232 1% of Total %0
1235 Mlinitum Met Worth Required $ 250,000
1240 Net Worth Required $/250. 000
500 Stockholder's Equity (et Worth) per Balance Sheet %0

Partial Template Shown
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Note 1: The user only needs to enter data in the Title Il portion of the Title | and Title Il Net Worth
schedule. The Title I portion of the Net Worth schedule does not require data entry.

Note 2: Click the . Line Item Definitions |in for a detailed account explanation of each line
item. Enter the line item number for which you would like to retrieve a definition and click the Search
pushbutton.

Note 3: Do not use commas or decimals when entering values on the Net Worth. The system will
automatically format the commas upon clicking the Save pushbutton or clicking any tab or link. The
system does not save decimal values; any values entered with decimals will be rounded to the
nearest dollar upon clicking the Save pushbutton or clicking any tab or link.

Step 2: Verify that Line Items 500 Stockholder’s Equity & 180 Less: Unacceptable Assets that
auto-populate from the Balance Sheet are correct.

= If there are no errors, the data will be saved. Proceed to Step 6.
If these Line Items are incorrect, proceed to Step 3.

Step 3: Return to the Balance Sheet by clicking the Balance Sheet tab or link,

Step 4: Correct the appropriate Line Items (Total Equity and/or Unacceptable Assets) on the Balance
Sheet.

Step 5: Return to the Net Worth page by clicking on the Net Worth tab and repeat Step 2.

Step 6: Once all Net Worth data has been entered, click on the appropriate pushbutton at the bottom
of the page.

= To Save the Net Worth page with the data that has been entered, click the ﬂl button, and
proceed to Step 7.

- To Reset the Net Worth to the data from the last time it was saved, click the _F2%8t | pushbutton,
and Repeat Steps 1 - 6.

Note: The data entered is automatically saved when you click on any tab or link on the Net Worth.
The Save pushbutton does not have to be clicked.

Step 7: The Save button saves the Net Worth page with the data that has been entered on the page,
assuming there are no errors with the data that would prevent the page from saving.

= If errors are generated, an error message will appear either as a pop-up message or on another
page depending on the nature of the error. Both types of error messages will indicate the basis of
the error so the user can correct it.

= If no errors are generated, the data will be saved and the user may proceed to Step 8.

Step 8: The Title | & Title Il Net Worth Schedule refreshes with the saved data.

Step 9: Click on the Liquidity tab and proceed to Section 5.5 — Liquidity.
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5.4.4 Loan Correspondent Net Worth

The Loan Correspondent Net Worth Schedule is used to reflect the applicable Loan Correspondent
Net Worth Information for the current submission. This schedule does not require data entry.

The Loan Correspondent Net Worth Requirement information populates with predetermined values
(i.e. Line Item 1210: Home Office, Line Item 1211: Number of Branch Offices, and Line Item 1212:
Branch Office) and financial information from the Balance Sheet (i.e. Line Item 500: Stockholder’s
Equity (Net Worth) per Balance Sheet and Line Item 180: Less: Adjusted Net Worth). This schedule
outlines whether the loan correspondent is above or below the Net Worth Program Requirement.

Note 1: All fields in the Loan Correspondent Net Worth Schedule are auto-populated.

Line Item # Account Description Amount
1210 Home Office $63,000
Add Additional Net Worth Required for Branch Offices:

1211 Hurnber of Branch Offices 2
1212 Branch Office $25,000
1220 Branch Office Subtotal $30,000
1230 Total $113,000
1240 Net Worth Required {Lesser of $250,000 or Total (Line 12300} $113,000
500 Stockholder's Equity (Net Worth) per Balance Sheet 0
180 Less: Unacceptable Assets $0
1270 Adjusted Net Worth $0
1280 Adjusted Net Worth ABOVE Program Requirement 0
1290 Adjusted Met Worth BELOW Program Requirement $113,000

Note 2: Click the — Line Item Definitions |iny for 4 detailed account explanation of each line
item. Enter the line item number for which you would like to retrieve a definition and click the Search
pushbutton.

Step 1: Verify that Line Items 500 Stockholder’s Equity & 180 Less: Unacceptable Assets that
auto-populate from the Balance Sheet are correct.

If there are no errors, the data will be saved. Proceed to Step 6.
= If these Line Items are incorrect, proceed to Step 2.

Step 2: Return to the Balance Sheet by clicking the Balance Sheet tab or link,

Step 3: Correct the appropriate Line Items (Total Equity and/or Unacceptable Assets) on the Balance
Sheet and hit Save.

Step 4: Return to the Net Worth page by clicking on the Net Worth tab and repeat Step 2.
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Step 5: Verify that Line Item 1211: Number of Branch Offices is correct.

If this Line Item is incorrect, contact HUD by email at HSG-lender_approval@hud.gov
If there are no errors, the data will be saved.

Step 6: For Title Il Loan Correspondents and Title | & Il Loan Correspondents, click the Liquidity tab
and proceed to Section 5.5 — Liquidity. For Title | Loan Correspondents, click the Data Collection
Form link and proceed to Section 5.6, Data Collection Form — General Information.
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5.5 Liquidity Schedule

The Liquidity Schedule only applies to Title Il Non-Supervised lenders and Title 1l Loan
Correspondents. If a Non-Supervised lender or Loan Correspondent has both Title | and Title I
statuses, the Title Il status will be evaluated against the Liquidity program requirement, but the Title |
status will not.

If the Non-Supervised lender or Loan Correspondent is only a Title | status, he will not see the
Liquidity tab at all.

The Liquidity Schedule is read-only and does not require data entry.

Description: The Liquidity page reflects a lender’s compliance with the HUD-FHA Liquidity
Requirement for all Title Il Non-Supervised lenders or Title Il Loan Correspondents. See below.

Line Item # Account Description Amount
111 Cash and Cash Equivalents 0
132 Securities Available for Sale $0
133 Trading &ccount Securities $0
1410 Total Ligquid Assets $0
1270 L djusted Net Worth 0
1420 Liguidity Recpuired $0
1430 Ligpuidity ABOVE the Program Feguirement $0
1440 Liguadity BELOW the Program Reguiremert 0
Note: Click the — Line Item Definitions iy for a detailed account explanation of each line item.

Enter the line item number for which you would like to retrieve a definition and click the Search
pushbutton.

Step 1. Verify that Line Item 1270: Adjusted Net Worth from the Net Worth Schedule is correct.

= If there are no errors, the data will be saved. Proceed to Step 5.
= If the Line Items are incorrect, proceed to Step 2.

Step 2: Return to the Net Worth by clicking the Net Worth Tab.

Step 3: Correct the appropriate Line Item (Adjusted Net Worth) on the Net Worth Schedule. This will
most likely require changes to the Balance Sheet.

Step 4: Return to the Liquidity page by clicking the Liquidity tab. Repeat Step 1.
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Step 5: Verify that Line 111: Cash and Cash Equivalents, Line 132: Securities Available for Sale
and Line 133: Trading Account Securities from the Balance Sheet are correct.

= If there are no errors, the data will be saved. Click on the Data Collection Form link and
proceed to Section 5.6, Data Collection Form — General Information.

= If the Line Items are incorrect, proceed to Step 6.
Step 6: Return to the Balance Sheet by clicking the Balance Sheet Tab.

Step 7: Correct the appropriate Line Items (Cash and Cash Equivalents, Securities Available for Sale
and Trading Account Securities) on the Balance Sheet.

Step 8: Return to the Liquidity page by clicking the Liquidity Tab. Repeat Step 5.
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5.6 Data Collection Form - General Information

The General Information page is used to enter the applicable Lender and Financial Statement Auditor
information for the current submission.

Note: To access the Data Collection Form (DCF), click on the ‘Data Collection Form’ link at either the
top or bottom of the page. See below.

Lender Assessment

Electronic Submission
.. ]

U.S. Department of Housing and Urban Development
Office of Lender Activities

Inbox | Lender Info | Financial Diata Template | Data Collection Form | Hotes & Findings | Submit

Eeporte

Click here to
access the
DCF

Step 1: After clicking on the ‘Data Collection Form’ link, fill in all information on the General
Information page. See below.

General Information Financial Statements

Element # Deseription Value
Go000-010 Fizcal Vear Ending Date 1143042003
F2000-020 * | Audit Period Covered —SELECT— ™

G2000-030 * | Audit Period Covered - Months (1-24

G9100-010 Lender Hame DAKOT A MORTGAGE CORPORATION
G2100-020 Lender Street Address FHA MTG DEPT
1110 HIGHWATY 55
G9100-030 Lender City HASTINGS
G2100-040 Lender State LN
G9100-050 Lender Zip Code 55033

G2100-010% | Lender Ownet/Comptroller First Name
G2100-020 | Lender Owner/Comptroller Middle Initial
G2100-030* | Lender Ownet/Comptroller Last Name
G2100-040 Lender Ownet/Comptroller Title

G2100-050* | Lender Ownet/Comptroller Telephone Number
G2100-060 Lender Ownet/Comptroller Extension
G2100-070 Lender OwnetComptroller Fax Nutber
G2100-020 Lender Ownet/Comptroller Email

G2200-005* T Mumber

G2200-010 Audit Firm Natme
Partial Template Shown
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Note: Click the —— Line Item Defmitions |ink for a detailed account explanation of each line item.
Enter the line item number for which you would like to retrieve a definition and click the Search
pushbutton.

Step 2: Line item G2200-009* requires the user to enter in the auditor’'s Unique IPA Identifier (Ull)
number.

Note: If the user does not know the Ull number, please contact the auditor to receive this information.
The Ull number is a 5-digit number (the number does not begin with the letter 1).

If the auditor does not know how to attain a Ull number, please direct him to Section 1.2 — Auditor
Registration of this manual.

Step 3: After completing all of the information on the form, hit ‘Save’ at the bottom.

Step 4: After hitting ‘Save’ at the bottom, the page will reload and all of the auditor information will be
populated. This information will only populate if the correct Ull number is entered. See below.

G2200-010 | Audit Fism Hame

F2200-020 | Avwdit FiemoStreet A ddress Line |
G2200-030 | Audit Firm Street Address Line 2
F2200-040 | Avdit Fiem City

G2200-050 | Audit Firm State

F2200-060 | Awdit Firm Zip Code

Step 5: Once all of the General Information data has been entered, click the ‘Save’ button at the
bottom of the page.

Note: The ‘Reset’ button at the bottom will reset all of the data entered back to the data after the
‘Save’ button was last hit.

Step 6: The Save button saves the General Information page with the data that has been entered on
the page, assuming that there are no errors in the data.

= If errors are generated, an error message will appear either as a pop-up message or on
another page depending on the nature of the error. Both types of error messages will indicate
the basis of the error so the user can correct it. After all errors have been corrected, repeat
Step 5.

If there are no errors, the data will be saved. Proceed to Step 7.

Note: The data entered is automatically saved when you click on any tab or link on the General
Information page. The Save pushbutton does not have to be clicked.

Step 7: The General Information page refreshes with the saved data.
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Step 8: Click the ‘Financial Statements’ tab or the ‘Financial Statements’ link. The page will refresh
and take the user to the Financial Statements page. Proceed to Section 5.7 — Data Collection Form
— Financial Statements.
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5.7 Data Collection Form - Financial Statements

Please note: Three new line items have been added to the Data Collection Form (DCF) Financial
Statements page as of June 2005. These three new line items are required and must be completed
in order to submit to HUD.

Each of the reports required for the new lines items must contain the auditor’s signature and must be
on the auditor’s official letterhead.

Acceptable file formats for the new line items.: JPEG, GIF, RTF, & PDF

See Sections 5.7.1.6, 5.7.1.7, and 5.7.1.8 of this manual for more information on the new line items.

The Financial Statements page on the Data Collection Form (DCF) is used to enter the applicable
information regarding the lender’s Financial Statements for the current submission.

Step 1: Click on the ‘Data Collection Form’ link at either the top or bottom of the page. See below.

Lender Assessment

Electronic Submission
4

U.S. Department of Housing and Urban Development
Office of Lender Activities

Inbox | Lender Info | Financial Data Template | Data Collection Form | Motes & Findings | Submit

Click here to access the
DCF

Step 2: Click on the ‘Financial Statements’ tab within the DCF. See below.

General Information Financial Statements

Element#  Description

Step 3: Select the appropriate information for each line item from the dropdown lists on the Financial
Statements page. See below.
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General Information Financial Statements

Element# Description Value Details
(33000- Finaticial Statements prepared _ _
005 * using (4 AP basis Select—|™]| -
2000- Finaticial Statement Audit was —Solact— v
oog * conducted in accordance with: o
DGIEPED Tyrpe of Audit Opindon Issued —Select— % || Details
DGIEEDL:LD' Type of 3AS 29 Opindon on FDT —Select— ~ -
(33000- "Going Concern Indicator - _ _ .
0zo* explanatory paragraph Select—|™|| Detais
33000- Explanatory paragraph other than _ - ]
030 * going concetn Selact— |m|| Details
(Z2000- Reportable Condition and/or _ _ .
040 * Material Weakness Indicator Select || Details
33000- Ifaterial Mon-Compliance q
070 * Indicator ’ —Select— ]| Detals
r
C3000- Independent Avditor's Reﬂ%ﬁ o1
o * Financial Statements and —melect w || Details
Suppletiental Information

new line < 33000- Independent Auditor's Report on —Selact— vl Details
100 * Internal Controls =
?ESED Icndepgndent Anditor's Report on —Colect— w| | Details

_ ompliatice =
Note 1: Click the —— Line Item Defimitions ;.4 - 2 detailed account explanation of each line item.

Enter the line item number for which you would like to retrieve a definition and click the Search
pushbutton.

Note 2: If you select any of the choices below for the following line items, a details page will
immediately display. Refer to Section 5.7.1 Financial Statements Details for more information on
completing the specific Details pages associated with the Financial Statements PR/OR TO proceeding
to Step 4.

« If “Qualified Opinion” is selected for Line Item G3000-011 Type of Audit Opinion Issued the
Qualified Opinion Details page automatically displays. Please see Section 5.7.1.1 of this manual
for instructions on completing the Qualified Opinion Details page.
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If “Yes” is selected for Line Item G3000-020 Going Concern Indicator, Explanatory Paragraph the
Going Concern Indicator Details page automatically displays. Please see Section 5.7.1.2 of this
manual for instructions on completing the Going Concern Indicator Details page.

If “Yes” is selected for Line ltem G3000-030 Explanatory Paragraph Other Than Going Concern
the Explanatory Paragraph Details page automatically displays. Please see Section 5.7.1.3 of this
manual for instructions on completing the Explanatory Paragraph Details page.

If “Yes” is selected for Line Item G3000-040 Reportable Condition and/or Material Weakness
Indicator the Reportable Condition and/or Material Weakness Details page automatically displays.
Please see Section 5.7.1.4 of this manual for instructions on completing the Reportable Condition
and/or Material Weakness Details page.

If “Yes” is selected for Line Item G3000-070 Material Non-Compliance Indicator the Material Non-
Compliance Details page automatically displays. Please see Section 5.7.1.5 of this manual for
instructions on completing the Material Non-Compliance Details page.

When “Financial Stmnts & Supplmntl Info Report” is selected for Line ltem G3000-090
Independent Auditor's Report on Financial Statements and Supplemental Information the details
page automatically displays. Please see Section 5.7.1.6 of this manual for instructions on
completing the details page.

When “Auditor’'s Report on Internal Controls” is selected for Line ltem G3000-100 Independent
Auditor’s Report on Internal Controls the details page automatically displays. Please see Section
5.7.1.7 of this manual for instructions on completing the details page.

When “Auditor's Report on Compliance” is selected for Line Item G3000-110 Independent
Auditor’s Report on Compliance see Section 5.7.1.8 of this manual for instructions on completing
the details page.

Step 4: Once all Financial Statements information has been selected, click on ‘Save’ at the bottom of

the

page.
To Save the Financial Statements page with the data that has been entered, click the Save
button, and proceed to Step 5.

To Reset the Financial Statements Details page with the data from the last time it was saved,
click the Reset button, and Repeat Step 1.

Step 5: The Save button saves the Financial Statements page with the data that has been entered on

the

Ste

page, assuming that there are no errors in the data.

If errors are generated, an error message will appear either as a pop-up message or on a
separate page depending on the nature of the error. Both types of error messages will indicate
the basis of the error so the user can correct it. After all errors are fixed, repeat Step 4.

If there are no errors, the data will be saved. Proceed to Step 6.

p 6: The Financial Statements page refreshes with the saved data.
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Step 7: Click on the ‘Notes & Findings’ link and proceed to Section 5.8 - Notes & Findings.

5.7.1 Financial Statements Details

5.7.1.1 Qualified Opinion Details - Financial Statements

The Qualified Opinion Details - Financial Statements page is used to provide more detailed
information for the Financial Statements if Qualified Opinion is selected for Line Item G3000-011 on
the Financial Statements page.

Note: If “Qualified Opinion” is selected for Line ltem G3000-011, Type of Audit Opinion Issued from
the dropdown list, the Qualified Opinion Details page must be completed.

Step 1: The Qualified Opinion Details page can be accessed as follows:

« Select “Qualified Opinion” from the dropdown list on line G3000-11. After selecting ‘Qualified
Opinion’ from the dropdown list, the page will refresh and automatically take the user to the
details page. Proceed to Step 5.

= The user can also click the details link to the right of the dropdown list for Line ltem G3000-011.
Proceed to Step 2.

Step 2: If the user chooses to click the ‘Details’ link next to line item G3000-11, a popup box will be
generated stating the following: (See below)

=~ Sy

Microsoft Internet Explorer

o ‘fou should only be going to the Audit Spinion Details page if vou selected Qualified Cpinion For the Type of Audit
{/ Cpinion Issued field, Click Cancel ko avaid going to the Details page,

[ ok { [ Cancel

Step 3: To continue to the Qualified Opinion Details page, click on the ‘OK’ button in the pop-up box.
Proceed to Step 5.

Step 4: To cancel the operation, click the ‘Cancel’ button. The user is brought back to the Financial
Statements page. Select an option other than ‘Qualified Opinion’ in the dropdown list for Line Item
G3000-011 Type of Audit Opinion Issued.

Step 5: (Picking up from Step 1 above) The Qualified Opinion page is displayed. See below.
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Qualified Opinion Details | Back to Financial Statements

Element |Account Description Occurrence
#

GAAS - Scope Limitations

33200- Scope - Imposed by Management F
010

133200- Scope - Imposed by Circumstance F
020

GAAP

33300- Change in & ccounting Principle F
010

33300 | Change in Accounting Estimate F
020

FE3300- | Chatge in Accounting Method F
030

FE300- | Depatture from GAAP - Exclusion of alternative accouiting for an aceount or group F
040 of accounts

FE300- | Depatture from GAAP - Ineonsistently Applied GAAP F
050

33300- Departure from GAAP - Omissions/Inadequate Disclosure F
]

33400- Cualified - Indicator - Accounting Principles Used Caused the Financial statements to | []
010 be Materially Mizstated

33400- Caalified - Inadequate Records Indicator F

020

Step 6: Click on the Occurrence Checkbox(es) located to the right of the Qualified Opinion
descriptions that explain why a Qualified Opinion was issued on the Audited Financial Statements.

Note: Click all checkboxes that apply. At least one checkbox must be checked if you selected
“Qualified Opinion” for Line ltem G3000-0171.

Step 7: To uncheck a checkbox, click on the Occurrence Checkbox that currently contains a check
and the check will disappear.

Step 8: Once all of the Qualified Opinion data has been entered, click the ‘Save’ button at the bottom
of the page.

Note: The ‘Reset’ button at the bottom will reset all of the data entered back to the data after the
‘Save’ button was last hit

Step 9: The Save button saves the Qualified Opinion page with the data that has been entered on the
page, assuming that there are no errors in the data.

= If errors are generated, an error message will appear either as a pop-up message or on a
separate page depending on the nature of the error. Both types of error messages will indicate
the basis of the error so the user can correct it. After all errors are fixed, repeat Step 8.
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« If there are no errors, the data will be saved. Proceed to Step 10.

Step 10: Click the ‘Back to Financial Statements’ link at the top of the page.

Qualified Opinion Details | Eack to Finaticial Statements

Step 11: The Financial Statements page will be displayed. Return to Section 5.7, Financial
Statements to continue with the Financial Statements page.

5.7.1.2 Going Concern Indicator Details - Financial Statements

The Going Concern Indicator Details - Financial Statements page is used to provide more detailed
information for the Financial Statements if “Yes” is selected for Line Item G3000-020 Going Concern
Indicator on the Financial Statements page.

Note: If “Yes” is selected for Line Item G3000-020, Going Concern Indicator - Explanatory Paragraph
from the dropdown list, the Going Concern Indicator Details page must be completed.

Step 1: The Going Concern Indicator Details page can be accessed as follows:
Select “Yes’ from the dropdown list on line G3000-020. After selecting ‘Yes’ from the dropdown
list, the page will reload and automatically take the user to the details page. Proceed to Step 5.

« The user can also click the details link to the right of the dropdown list for Line Item G3000-020.
Proceed to Step 2.

Step 2: When the Going Concern Indicator Details page is accessed using the Details link, the
following pop-up message appears to confirm the action:

i Ty

Microsoft Internet Explorer

b J You should only be going to the Going Concern Indicator Details page iF vou selected Yes For the Going Concern
{r) Indicator field, Click Cancel bo avioid going ko the Details page.

[ ok |[ Cancel ]

Step 3: To continue to the Going Concern Indicator Details page, click on the ‘OK’ button in the pop-
up box. Proceed to Step 5.

Step 4: To cancel the operation, click the ‘Cancel’ button. The user is brought back to the Financial
Statements page. Select ‘No’ in the dropdown list for Line Item G3000-020 Going Concern Indicator -
Explanatory Paragraph.

Step 5: If the user selected ‘OK’ in the pop-up message or if the user was brought to the details page
automatically after selecting ‘Yes’ (Step 1 above), the Going Concern Indicator Details page will be
displayed. See below.
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Going Concern Indicator | Back to Finaneial Statements

Element | Account Description Value
#
33000- Going Concern Indicator - explanatorsy

021 patagtaph

Attach File

Details
Mo File
Uploaded

Step 6: The user must attach a file on this page. To attach a file, click the ‘Browse’ button to locate
the file that must be attached. A pop-up box will be displayed so the user may locate the file.

Note: All attachments MUST be in Rich Text Format (.rif) or they will not attach.

Step 7: Once the file has been located, click the ‘Open’ button in the pop-up box. See below.

-

Choose file

[~ ‘!}3‘,& Floppy (&:)
.r--"'l e ocal Disk (220
Recent L P TR Pirives T

Dezktop

%

My Documents

7
]
9
My Computer

.

ﬂ & 1] g B

Click here to
select file

b W stwiork

File name: |
Places

Files aof type: |.~'l'«II Filzz [%.7]

ﬂ Open
LJ Cancel

Step 8: After selecting ‘Open’ the pop-up box will close and the name and path of the file will display in

the ‘Value’ window. See below.

File name
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Going Concern Indicator | Back to Financial Statements

Element |Account Description Value

#

3000- Coing Concern Indicator - explanatory C -~ Docunent= a Mo File

021 patagraph Uploaded
Attach File

Step 9: Click on the ‘Attach File’ button at the bottom of the page. See image above.

Step 10: If the upload is successful, the following screen appears:

Lender Assessment
Electronic Submission

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

File has successfully been uploaded.

Eeturn to Form

Step 11: Click the ‘Return to Form’ link in the successful message to return to the Going Concern
Indicator Details page. Proceed to Step 15.

Step 12: If the upload is unsuccessful, the following screen appears:

Eeturn to Form

Error Messages:
brvalid File.

The attachument for ine item G3000-021, Goitg Concern Indicator - explanatony paragraph must be in tAf file
fortmat.

*If wou must convert the file to otf format, open the file in the word processing application and "save ag" rich
tet file (rtf).

*t&lzo check to make sure that you correctly typed in the filename. To ensure that the fllename iz correct, use
the "browse" button to locate the file and attach,

Step 13: Click the ‘Return to Form’ link at the top of the page to return to the Going Concern Indicator
Details page.

Note: The following items could have caused the error:
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« The file was not in Rich Text Format (.rtf)
= The file name was too long.
= The file name contained a forejgn character such as #’

Step 14: Fix any of the above errors and repeat Steps 6 - 11 of this section. Once the file attaches
without errors, proceed to the next step.

Step 15: The Going Concern Indicator Details page will now show the empty ‘Value’ box and the
‘Open File’ link will appear in the ‘Details’ column. This means that the file was successfully uploaded.
The user may click on the ‘Open File’ link to view the attachment.

Step 16: From the Going Concern Indicator Details page, click the ‘Back to Financial Statements’ link
to return to the form.

Step 17: Return to Section 5.7 Financial Statements in this User's Manual to finish the Financial
Statements.

5.7.1.3 Explanatory Paragraph Other Than Going Concern Details - Financial Statements

The Explanatory Paragraph Other Than Going Concern Details - Financial Statements page is used to
provide more detailed information for the Financial Statements if “Yes” is selected for Line ltem
G3000-030 Explanatory Paragraph Other Than Going Concern on the Financial Statements page.

Step 1: If “Yes’ is selected for line G3000-030 Explanatory Paragraph Other Than Going Concern
Details, repeat Steps 1 - 17 from the previous section (5.7.1.2)

5.7.1.4 Reportable Conditions and/or Material Weakness Details - Financial Statements

The Reportable Condition and/or Material Weakness Details - Financial Statements page is used to
provide more detailed information for the Financial Statements if “Yes” is selected for Line ltem
G3000-040 Reportable Condition and/or Material Weakness on the Financial Statements page.

Note: If “Yes” is selected for Line ltem G3000-040 Reportable Conditions and/or Material Weakness
Indicator from the dropdown list, the Reportable Conditions and/or Material Weakness Details page
must be completed.

Step 1: The Reportable Conditions and/or Material Weakness Details page can be accessed as
follows:

= Select ‘Yes’ from the dropdown list on line G3000-040. After selecting ‘Yes’ from the dropdown
list, the page will reload and automatically take the user to the details page. Proceed to Step 6.

= The user can also click the details link to the right of the dropdown list for Line Item G3000-040.
Proceed to Step 2.

Step 2: When the Reportable Conditions and/or Material Weakness Details page is accessed using
the Details link, the following pop-up message appears to confirm the action:
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Microsoft Internet Explorer

9 You should only be going ko the Details page if vou selecked Yes for the Reporkable Condition andjor Material
{,) Wieakness Indicator figld, Click Cancel ko avoid going to the Details page.

| (a4 |[ Cancel ]

Step 3: To continue to the Reportable Conditions and/or Material Weakness Details page, click on
the ‘OK’ button in the pop-up box. Proceed to Step 6.

Step 4: To cancel the operation, click the ‘Cancel’ button. Select “No” in the dropdown list for Line
Item G3000-040, Reportable Conditions and/or Material Weakness.

Step 5: Return to Section 5.7, Financial Statements in this User's Manual.
Step 6: The Reportable Conditions and/or Material Weakness Details page appears. See below.

Reportahle Conditions and/or Material Weakness Details | Back to Finanecial Statements

Element | Account Description Value

i

Deficiencies in Internal Contbrol design:

G3000- | Inadecuate overall internal control design Mot Applicable "
041

F3000- | Absence of appropriate segregation of duties consistent with Mot Applicable w
042 appropriate control objectives

G3000- | Absence of appropriate reviews and approvals of trangactions, Mot Applicable v
043 accounting entries, or system output

G3000- | Inadequate procedures for appropriately assessing and applying Mot Applicable v
044 accounting principles

G3000- | Inadeguate provisions for the safeguarding of assets Mot Applicable v
045

G3000- | Absence of other controls considered appropriate for the type and Mot Applicable "
0dé lewel of transaction activity

33000- | Ewidence that a system fails to provide complete and aceurate output || pot Applicable w
047 that is consistent with objectives and current needs because of design

flaws.

Failures in the Operation of Internal Contrel:

G3000- | Ewidence of failure of identified controls in preventing or detecting Mot Applicable v
050 mizstatetment of aceounting information
G33000- | Evidence that a system fails to provide complete and accurate output || pJot Applicable v
051 consistent with the entity's control objectives because of the

misapplication of controls
G3000- | Ewidence of failure of safeguard assets from loss, damage or Mot Applicable v
052 misappropriation

Partial Template Shown

Step 7: For each of the Reportable Conditions and/or Material Weakness descriptions listed, select
one of the dropdown items from the Value dropdown list. Select either Not Applicable, Reportable
Condition, or Material Weakness for each line item. See below:
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Mot Applicable w

Mot Applicable
Feportable Condition
baterial Weakness

Note 1: If the Reportable Conditions and/or Material Weakness reason for your Financial Statements
s not listed in the options, use Line ltem G3000-060 to enter the reason. Then, select the appropriate
description from the Value dropdown list to the right of the Data Box (as explained in Step 7).

G3000-060 |

Note 2: You must select “Reportable Condition” or ‘Material Weakness” for at least one of the line
items on the Reportable Conditions and/or Material Weakness page if ‘Yes’ is selected for Line ltem
G3000-040, Reportable Condlitions and/or Material Weakness.

Step 8: Once all of the Reportable Conditions and/or Material Weakness data has been entered, click
the ‘Save’ button at the bottom of the page.

Note: The ‘Resetl’ button at the bottom will reset all of the data entered back to the data after the
‘Save’ button was last hit

Step 9: The Save button saves the Reportable Conditions and/or Material Weakness Details page
with the data that has been entered on the page, assuming that there are no errors in the data.

If errors are generated, an error message will appear either as a pop-up message or on another
page depending on the nature of the error. Both types of error messages will indicate the basis
of the error so the user can correct it. After all errors are fixed, repeat Step 9.

= If there are no errors, the data will be saved. Proceed to Step 10.

Step 10: The Reportable Conditions and/or Material Weakness Details page refreshes with the saved
data.

Step 11: Click the ‘Back to Financials Statements’ link at the top of the page.
Step 12: The Financial Statements page will be displayed. Return to Section 5.7 - Financial

Statements to continue with the Financial Statements page.

5.7.1.5 Material Non-Compliance Indicator Details - Financial Statements

The Material Non-Compliance Indicator Details - Financial Statements page is used to provide more
detailed information for the Financial Statements if “Yes” is selected for Line Item G3000-070 Material
Non-Compliance Indicator on the Financial Statements page.

Note: If “Yes” s selected for Line ltem G3000-070, Material Non-Compliance from the dropdown /ist,
the Material Non-Compliance Indicator Details page must be completed.

Step 1: The Material Non-Compliance Indicator Details page can be accessed as follows:
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« Select ‘Yes’ from the dropdown list on line G3000-070. After selecting ‘Yes’ from the dropdown
list, the page will reload and automatically take the user to the details page. Proceed to Step 6.

= The user can also click the details link to the right of the dropdown list for Line Item G3000-040.
Proceed to Step 2.

Step 2: When the Material Non-Compliance Indicator Details page is accessed using the Details link,
the following pop-up message appears to confirm the action:

Microsoft Internet Explorer

] You should only be going ko the Details page if vou selected Yes For the Material Mon-Compliance Indicator Field, Click
{,) Zancel to avoid going to the Details page.

[ K, |[ Cancel ]

Step 3: To continue to the Material Non-Compliance Indicator Details page, click on the ‘OK’ button in
the pop-up box. Proceed to Step 6.

Step 4: To cancel the operation, click the ‘Cancel’ button. Select “No” in the dropdown list for Line
Item G3000-070 Material Non-Compliance Indicator.

Step 5: Return to Section 5.7, Financial Statements in this User’s Manual.

Step 6: The Material Non-Compliance Indicator Details page appears. See below.

Material Mon-Compliance Details | Eack to Financial Statetments

Element # | Account Description Yalue
33000071 | Branch Office Operations

(33000-072 | Loan Crigination

33000073 |Loan Dishursement

G3000-074 | Loan Setvicing

G3000-07% | Eligible Fees and Charges
33000076 | Federal Financial Reports
G3000-077 | Financial Approval Recuirements
G3000-07% | Quality Cottrol Plan

33000079 | Escrow Accoutts

G3000-080 | Section 235 Assistance Payments
33000-081 | Federal Financial & Activity Reports
(3000-082 | Kickbacks

G3000-083 | Mottgagee Approval Reguitements

Oooooo|io|jo|jooo|ao|o|o

5000024 ||
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Step 7: Click on the Value Checkbox(es) I located to the right of the Material Non-Compliance
Indicator descriptions that explains why there was a Material Non-Compiance finding was issued on
the Audited Financial Statements. Upon clicking a Value Checkbox, it will contain a check and appear

as follows: v )

Note. Click all checkboxes that apply. At least one checkbox must be checked if you selected “Yes”
for Line Item G3000-070, Material Non-Compliance Indicator.

Step 8: To uncheck a checkbox, click on the Value Checkbox 3 that currently contains a check and
the check will disappear. The checkbox will look like the following: r.

Nofte: If the Material Non-Compliance reason for your Financial Statements is not listed in the options,
use Line ltem G3000-084 (See below) to enter the reason. Then, click on the Value Checkbox to the
right of the Data Box (as explained in Step 7).

G3000-084 ||

Step 9: Once all of the Material Non-Compliance Indicator data has been entered, click the ‘Save’
button at the bottom of the page.

Step 10: The Save button saves the Material Non-Compliance Indicator page with the data that has
been entered on the page, assuming that there are no errors in the data.

= If errors are generated, an error message will appear either as a pop-up message or on another
page depending on the nature of the error. Both types of error messages will indicate the basis
of the error so the user can correct it. After all errors are fixed, repeat Step 10.

= If there are no errors, the data will be saved. Proceed to Step 11.
Step 11: Click the ‘Back to Financial Statements’ link.

Step 12: The Financial Statements page will be displayed.

5.7.1.6 Financial Statements and Supplemental Information Details

Step 1: The Financial Statements and Supplemental Information Details page can be accessed as
follows:

Select “Financial Stmnts & Supplmntl Info Report “ from the dropdown list on line G3000-090.
After selecting “Financial Stmnts & Supplmntl Info Report “ from the dropdown list, the page will
reload and automatically take the user to the details page. Proceed to Step 5.

The user can also click the details link to the right of the dropdown list for Line Iltem G3000-090.
Proceed to Step 2.

Step 2: When the Details page is accessed using the Details link, the following pop-up message
appears to confirm the action:
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1

Microsoft Internet Explorer

b J ou should only be going to the Details page if you selected Financial Stmnts & Supplmntl Info Report From the
{,/ dropdawn, Click Cancel ba avaid gaing ko the Details page.

[ ok { [ Cancel

Step 3: To continue to the Financial Statements and Supplemental Information Details page, click on
the ‘OK’ button in the pop-up box. Proceed to Step 5.

Step 4: To cancel the operation, click the ‘Cancel’ button. The user is brought back to the Financial
Statements page.

Step 5: If the user selected ‘OK’ in the pop-up message or if the user was brought to the details page
automatically after selecting “Financial Stmnts & Supplmntl Info Report “ (Step 1 above), the Financial
Statements and Supplemental Information Details page will be displayed. See below:

L%%J Line Ttem Definitions
Instructions:
Please attach the auditor's opinion on the basic
Lender Number: 7794500000 finanrcial staltements atud the e_mditoi‘s _opinion ofL
Lender Name: AMTRUST MORTGAGE BB SR el o
CORF ORATION 1e quu.redlby HUD stating :ftlle supple_:mental
Fiscal Year End: 11/30/2004 infortnation is faitly stated in all material respects

i1 telation to the basic financial statements taken
ag a whole. The attactunent must be on the
auditor's official letterhead and bear the auditor's
signature. The attachment muast be attached in
one of the following file formats: of, pdf, gif,

IPE-

Program Type: Title Il Non- Supervised
Parent- Subsidiary

Financial Statements and Supplemental Information Details | Eack to Finaticial Statements

Element |Account Description Value Details

#

G3000-  |Independent Auditor's Report on Financial Ho File

095 Statements and Supplemental Information Uploaded
Attach File

User Guide and System Documentation | LASE Technical Assistance

Step 6: The user must attach a file on this page. To attach a file, click the ‘Browse’ button to locate
the file that must be attached. A pop-up box will be displayed so the user may locate the file.

Note: All attachments MUST be in PDF, JPG, GIF, or Rich Text Format (.rtf) or the attachment will
fail.

Step 7: Once the file has been located, click the ‘Open’ button in the pop-up box. See below.
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-

Choose file

] ' ‘.‘}3‘;& Floppy (&:)
it e Local Disk (220
Recent L MW TR Pirives T

Dezktop

'__,/ Click here to
My Docurments select file

3
]
9
ty Computer

.

MyNetwork  File name: |

Places J
Files of type: |,~'1\|| Files [%.%] LJ Cancel

Open

Step 8: After selecting ‘Open’ the pop-up box will close and the name and path of the file will display in
the ‘Value’ window. See below.

Going Concern Indicaior | Back to Financial Statements File name
Element |Account Description Walue

#

3000- Going Concern Indicator - explanatory C-~Docunents a Mo File

091 patagraph Uploaded

Attach File

Step 9: Click on the ‘Attach File’ button at the bottom of the page. See image above.

Step 10: If the upload is successful, the following screen appears:
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Lender Assessment

Electronic Submission
. ]

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

File has successfully been uploaded.

Eeturt to Form

Step 11: Click the ‘Return to Form’ link in the successful message to return to the Financial
Statements and Supplemental Information Details page. Proceed to Step 15.

Step 12: If the upload is unsuccessful, the following screen appears:

Eeturn to Form

Exror Messages:
Irvalid File.
The attachmment for line item G3000-093, Independent Auditor's Eeport on Financial Statements and
Bupplemental Information, st be i of, pdf, aif, jpg file format.

*#+Alzo check to make sure that you cotrectly typed in the filenatne. To ensure that the filenatne is correct, use
the "browse" button to locate the file and attach.

Step 13: Click the ‘Return to Form’ link at the top of the page to return to the Financial Statements and
Supplemental Information Details page.

Note. The following items could have caused the error:
« The file was not a PDF, GIF, JPG, or Rich Text Format (.rtf) file
The file name was too long.
= The file name contained a forejgn character such as %’

Step 14: Fix any of the above errors and repeat Steps 6 - 11 of this section. Once the file attaches
without errors, proceed to the next step.

Step 15: The Financial Statements and Supplemental Information Details page will now show the
empty ‘Value’ box and the ‘Open File’ link will appear in the ‘Details’ column. This means that the file
was successfully uploaded. The user may click on the ‘Open File’ link to view the attachment.
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Step 16: From the Financial Statements and Supplemental Information Details page, click the ‘Back to
Financial Statements’ link to return to the form.

Step 17: Proceed to Section 5.7.1.7 in this User's Manual to finish the Financial Statements.

5.7.1.7 Internal Controls Details

Step 1: When “Auditor's Report on Internal Controls” is selected for line G3000-100, repeat Steps 1 -
16 from the previous section (5.7.1.6)

Step 2: After completing Steps 1 - 16, proceed to Section 5.7.1.8 in this User's Manual to finish the
Financial Statements.

5.7.1.8 Compliance Details

Step 1: When “Auditor’'s Report on Compliance” is selected for line G3000-110, repeat Steps 1 - 16
from Section 5.7.1.6

Step 2: After completing Steps 1 - 16, refer back to Step 4 in Section 5.7 of this User's Manual to
finish the Financial Statements.
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5.8 Notes & Findings
5.8.1 Footnotes

The Footnotes page is used to attach the Footnotes to the audited financial statements as an .rtf file
for review with the current submission. Footnotes must be submitted.

Step 1: Login to LASS and open the submission. Once in the submission, click on the ‘Notes &
Findings’ link at the top of the page.

Step 2: Notes & Findings page will be displayed defaulting to the ‘Notes’ tab.

Step 3: Click on the ‘Browse’ button and select the file from the pop-up box. Once the file is selected,
click on ‘Open’ button in the pop-up box. See below.

-

Choose file
Laok jn; | [I_.é Desktop ﬂ = If'f( '
_,_j 'Ele Diocuments ig CCE
l __J My Computer [ Helpdesk:
Recent & My Netwark Places ITILASS 4.0.0.0 Release
Desktop
—J Click here to
My Documents .
xls open the file
el
w8
My Computer
(' l£] | 3
e = A
My Metwaork.  File name: | L] Dpen : |
Flaces
Files of type: &l Files 7] | Cancel

Step 4: Once the file is selected, the file name and path will be displayed in the ‘Value’ field. See
below.

Element # Account Description Value Details
Z5000-010# Footnotes C s Docunent s Mo File Uploaded
Attach File
File name
and path
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Step 5: Click the ‘Attach File’ button at the bottom of the screen.

= If the attachment is successful, the following message is displayed:

Lender Assessment
Electronic Submission

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

File has successfully heen uploaded.

Eeturn to Form

= If the attachment was not successful, the following message will be displayed:

Lender Assessment

Electronic Submission
L |

L.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Invalid File.
The attachment for line item G3000-010, Footnotes must be in .rtf file format.

Use the back button on yvour browser to return to the previous page and reload
the file.

**If vou must convert the file to .rtf format, open the file in the word processing
application and "save as" rich text file (rtf).

**Also check to make sure that yvou correctly typed in the filename. To ensure
that the filename is correct, use the "browse" button to locate the file and attach.
Step 6: If the invalid file message is displayed, click the ‘Back’ button in your browser and try to

reattach the file.

Step 7: Once the file is attached, proceed to Section 5.8.2 Audit Findings.
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5.8.2 Audit Findings

The Audit Findings page is used to attach Current and Prior Year Audit Findings as an .rtf file for
review with the current submission. Audit Findings only need to be attached if “Yes” is selected for
either Line Item G3000-040: Reportable Condition and/or Material Weakness Indicator or Line Item
G3000-070: Material Non-Compliance Indicator.

Notes Budit Findings Action Plan

Element# |Account Description Yalue Details
35200-010 | Avdit Findings | Browse... Mo File Uploaded

Attach File |

Note: To attach ‘Audit Findings’, please follow Steps 2 — 6 from the previous section
(Footnotes)

5.8.3 Action Plan

The Action Plan page is used to attach a Corrective Action Plan as an .rtf file for review with the
current submission. An Action Plan only needs to be attached if “Yes” is selected for either Line Item
G3000-040: Reportable Condition and/or Material Weakness Indicator or Line Item G3000-070:
Material Non-Compliance Indicator.

Element# | Account Description Value Details

G5200-020 | Action Plan | Browse... I Mo File Uploaded
Attach File |

Note: To attach ‘Action Plan’, please follow Steps 2 — 6 from the previous section (Footnotes)

After the user has attached all applicable documents to the Notes & Findings section, proceed to
Section 5.9 — Submit to IPA
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5.9 Submit to IPA for Review

The Submit page is used to validate the data entered by the lender. Once a lender’s submission data
has been successfully validated, the lender can submit their data to the IPA for Review.
Step 1: Access the LASS submission and click on the ‘Submit’ button at the top of the page.

Lender Assessment
Electronic Submission

U.S. Department of Housing and Urban Development
Office of Lender Activities

Inbox | Lender Info | Financial Data Temgplate | Data Collection Form | Hotes & Findings | Submit

Beports

Click h t bmit
\cinere to submi E%% Litie [teth Definitions

Step 2: Submit page will be displayed. See below.

[ Submission Completeness Check ]

CERTIFICATION STATEMENT

This is to cettify that to the best of my knowledge and helief, the information contained in this
submission - including but not limited to the accompanying FDT, DCF, and Notes & Findings - is
accurate and complete for the period described on data element lines GR000-010, G2000-020, and
(32000-030. By selecting Submit, I declare that the foregoing is true and cotrect.

Line Item Account Description Total
200 Tatal Assets 0
600 Total Liabilities and Equity $0
700 Total Revenue 0
900 Total Expenses $0
1000 Wet Income (Loss) $0
1240 Het Worth Reguired $250,000
1270 Adjusted Net Worth $0
Submit Financial Data

Step 3: Read the ‘Certification Statement’ completely. Verify all information is correct. If information is
not correct, go back to the appropriate page and fix any data. See below.
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Read
CERTIFICATION STATEMENT
This is to certify that to the best of my knowledge and belief, the information contained in this
submission - including but not limited to the accompanying FDT, DCF, and Notes & Findings - is
accurate and complete for the period described on data element lines GR000-010, G2000-020, and
(G2000-030. By selecting Submit, I declare that the foregoing is true and correct.
Line Item Account Description Total
200 Tatal Assets 0
600 Total Liabilities and Equity $0
700 Total Reverue $0
200 Total Expenses $0
1000 Met Income (Loss) 0
1240 Het Worth Reguired $250,000
1270 Adjusted Net Worth $0
Step 4: After all information has been corrected or verified, click on the ‘Submission Completeness
Check’ button. This will run an automatic validation check to ensure the submitter has correctly filled
out the financial pages.
[ Submission Completeness Check ]
CERTIFICATION STATEMENT .
Click here

This is to certify that to the best of my knowledge and belief, the information contained in this
submission - including but not limited to the accompanying FDT, DCF, and Notes & Findings - is
accurate and complete for the period described on data element lines G9000-010, G2000-020, and
(32000-030. By selecting Submit, I declare that the foregoing is true and cotrect.

Line Item
200
a00
Tan
900
1000
1240
1270

Step 5:

Account Description Total

Total Assets 0
Total Liabilities and Equity $0
Total Revenue 0
Total Expenses $0
Net Income (Loss) $0
Met Worth Required $250,000
Adjusted Net Worth $0

= If no errors are generated after the Submission Completeness Check has been executed,

proceed to Step 7.

= If errors are generated, the page will load and display a complete list of all of the errors and
where within the form the errors reside. If error page is generated, go to Step 6.

Step 6: Go back to the page where the error was generated, correct all errors and repeat Step 5 until

no errors are generated.

Step 7: Once the user runs the Submission Completeness Check without any errors click on the
‘Submit Financial Data’ button at the bottom of the page. See below.
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CERTIFICATION STATEMENT

This is to certify that to the best of my knowledge and belief, the information contained in this
submission - inchading but not limdted to the accompanying FDT, DCF, and Notes & Findings - is
accurate and complete for the period described on data element lines G9000-010, G2000-020, arud
(32000-030. By selecting Submit, [ declare that the foregoing is true and correct.

Line Item Account Description Total
200 Total Assets 0
a0 Total Liabilities and Equity
700 Total Revenue
900 Total Expenses
1000 WetIncome (Loss)
1240 Net Worth Required $250,000
1270 & djusted Net Worth $0

[ SubmitFinancialData |

Note : Auditors with the Data Entry role will only see the “Submission Completeness Check”
button. They will need to contact their lender and have them click the “Submit Financial Data”
button.

Step 8: Once the page processes, a page will generated stating the following:

Inbox

Submission was successful!

Congratulations, your submission has successfully been submatted to your IPA for review, Pleage contact your
IP& to ensure a prompt review of your submission, Once the IPA Agrees to your submission, return to your
Inboxto send your submission to HUD.

Note 1: The submission HAS NOT been submitted to HUD at this point. The submission has
been sent to the lender’s IPA for attestation (approval). After the IPA agrees to the submission,
the lender MUST re-enter LASS and submit the submission to HUD for review. See Section 5.12
of this manual.

Note 2: At this point, you MUST contact your auditor and inform him that you submission is
ready for review. Direct the auditor to follow the instructions for review in Section 5.10 —
Auditors Procedures in this User’'s Manual.
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5.11 Resubmit to IPA for Review — IPA Disagree

This section is only applicable if the IPA does not agree with the lender’s submission data. The IPA
should contact the lender in the event that the IPA does not agree with the submission data.

Step 1: Login into LASS using https://entp.hud.gov/clas/

Note: For complete instructions on how to access LASS, refer to Section 2.0 Logging into LASS of
this User’s Manual.

Step 2: Click on the ‘IPA Disagree’ status link from the lender’s inbox. See below.

Lender Name
[4NYLOANINC. =]

Status
I ALL j Seatch |
LENDER LENDER FISCAL YEAR
STATUS NUMBER NAME PROGRAM TYPE END LASS ANALYST
. ANTLOAN Title I .
P& Disagree T11ET00008 e e 01/31/2002 Mot Agsigned

Step 3: The submission will open defaulted to the Balance Sheet. The submission will be in editable
format. The lender can make any necessary changes to the submission.

Step 4: Click on the appropriate tab in the Financial Data Template (Balance Sheet, Operations &
Equity., Cash Flows, or Net Worth) or the appropriate link in the header or Footer (Data Collection
Form or Notes & Findings) and correct all data errors based on the auditor’s disagreement.

Step 5: Click ‘Save’ on any page that the lender corrects.

Step 6: Pick up at Step 1 from Section 5.9 Submit to IPA of this User's Manual. This will instruct the
user how to submit the corrections to the IPA.
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5.12 Submit to HUD for Review — Lenders ONLY

Read before proceeding:

Auditors (Independent Public Accountants and Data Entry) cannot submit to HUD for Review.
Only the FHA Approved Lender (Lender Submitter) can submit their financial data to HUD by
clicking the “Submit Financial Data” button.

The lender WILL NOT be able to submit to HUD until the status of the submission is in ‘IPA Agree’. If
the submission is in ‘IPA Review’, refer to Section 5.10 — Auditor Procedures of this manual. If the
submission is in ‘IPA Disagree’, refer to Section 5.11 — Re-submitting to IPA — IPA Disagree of this
manual.

Step 1: Login to LASS using https://entp.hud.gov/clas/

Note: For detailed instructions on how to login to LASS, refer to Section 2.0 — Logging into LASS of
this manual.

Step 2: Click on the ‘IPA Agree’ status link in the inbox. See below.

LENDER LENDER FISCAL YEAR

STATUS NUMBER NAME PROGRAM TYPE END LASS ANALYST
ANYLOAN  TitleI and Il Loan .
P& &gree TE12900009 NG, R 01,31,/2002 Mot Assigned

Step 3: The submit page will be displayed. See below.

Lender Number: 7812900009 Instructions:
Lender Mame: ANY LOANINC. Click the Submit Financial Data pushbutton to submit
Fiscal Year End: 01/31/2002 wour financial data to HUD. Be sure to check your
Program Type: Title I and I Loan submission status by returning to your Inbox in a few
Correspondent days.

CERTIFICATION STATEMENT

This is to certify that to the best of my knowledge and belief, the information contained in this
submission - including but not limited to the accompanying FOT, DCF, and MNotes & Findings - is
accurate and complete for the petiod described on data element lines GR000-010, G2000-020, and
(32000-030. By selecting Submit, I declare that the foregoing is true and corect.

Line Ttem Account Description Total
200 Total & ssets $311,490
a00 Total Liabilities and Ecpuity $311,490
Fon Total Revenue $1
900 Total Expenses $1
1000 Net Income (Loss) $0
1240 Het Worth Required $50,000
1270 Adjusted Het Worth $258,990

Submit Financial Data |

Step 4: Read the Certification Statement and click on the ‘Submit Financial Data’ button. The
following message will appear:
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Inbox

Submission was successful!

Congratulations, your submission has successfully been submitted to HUD. Be sure to check your submission
status by returning to your Inbox in a few days.

Note: You MUST regularly check your inbox to view the status of your submission. You are not
finished with the submission until the status of your submission reads ‘Complete’.

Step 5: Wait 24 hours and login back into LASS.

If your submission status reads ‘Complete’, you have been recertified for the year and will not
need to resubmit until next year. See below.

LENDER LENDER FISCAL YEAR

STATUS NUMBER NAME PROGRAM TYPE END LASS ANALYST
ANYLOAN  Title I and II Loan .
Complete 7212900009 INC L 01/31,2002 Mot Assigned

If your submission status reads ‘Review’ this means HUD is still reviewing the submission. See
below.

LENDER LENDER FISCAL YEAR
STATUS e L. PROGRAMTYPE el LASS ANALYST
e 7715000005 ANYLOAN TilelandllLoan o 0y 00 Eddie Vedder
= [HC. Correspondent

If your submission status reads ‘Deficient’ refer to Section 5.13 — Response to a Deficient
Submission of this User's Manual. You will have 30 days to submit an acceptable cure to the
deficient submission to HUD.

LENDER LENDER FISCAL YEAR
STATUS b e PROGRAMTYPE el LASS ANALYST
Dot 7risonoons | ANYLOAN TlelandllLoan o0, o) Eddie Vedder
IHC. Cotrespondent

If your submission status is Rejected, refer to Section 5.14, Response to a Rejected
Submission. You will have 30 days to submit an acceptable cure to to the rejected submission
to HUD.
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5.0 Completing a LASS Submission

5.13 Response to a Deficient Submission

When HUD finds a submission Deficient — the lender must submit supporting documentation herein
referred to as a ‘Cure.” A deficiency is equivalent to a condition and a cure is equivalent to satisfying
a condition. If a submission is deemed deficient, the lender will receive a certified letter stating the
specific deficiencies identified by HUD as well as other important information. The lender has 30 days
from the day a submission is deemed deficient to submit a cure to HUD and have the cure accepted.

= The lender must cure a submission in order to be recertified as an FHA-approved lender.
= A cure does not have to be attested to by the auditor.

« If alender fails to respond to a Deficient submission in the 30-day timeframe, the lender will be
withdrawn from the FHA-approved lending status granted by HUD.

The following steps provide instructions on how to submit a cure to HUD via the cure attachment
pages.

Non-supervised Lenders that have both Title | and Title Il Status

If your submission is found deficient, it may be split into two separate submissions, each containing
the same data. A submission may be split into two separate submissions if the Title | Non-supervised
and/or Title Il Non-supervised lender does not meet either the Net Worth or Liquidity Program
Requirement. In this instance, when you enter your Inbox, there will be 2 submissions marked as
Deficient. You must submit a cure for BOTH submissions listed as Deficient. Follow the same
instructions beginning with Step 1 listed in this section to submit a cure for both of the Deficient
submissions.

Please note that if you satisfy all the requirements for the Title | submission but not the Title Il
submission, your Title | submission will be marked with a Status of ‘Complete.” The Title Il submission
will be marked with a Status of ‘Deficient.’ In this case you will only need to submit a cure for the
deficient submission.

Loan Correspondents that have both Title | and Title Il Status

A submission may be split into two separate submissions if the Title | and/or Title Il Loan
Correspondent does not meet the Liquidity Program Requirement. You must submit a cure for BOTH
submissions listed as Deficient. Follow the instructions beginning with Step 1 to submit a cure for
both of the Deficient submissions.

Please note that if you satisfy all the requirements for the Title | submission but not the Title Il
submission, your Title | submission will be marked with a Status of ‘Complete.” The Title Il submission
will be marked with a Status of ‘Deficient and will need to be cured.’

Step 1: Login to LASS using https://entp.hud.gov/clas/

Note: For detailed instructions on how to login to LASS, refer to Section 2.0 — Logging into LASS
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5.0 Completing a LASS Submission

Step 2: Click on the ‘Deficient’ status link. See below.

LENDER LENDER FISCAL YEAR

STATUS RS A, PROGRAMTYPE el LASS ANALYST
orssheran 7715o00ons | NYLOAN TilelandlLoan o0 o e
IHC, Cotrespondent

Step 3: The following screen will appear allowing the user to create a cure or view the deficient
submission in read-only format. A list of deficiency reasons will appear at the top.

Deficiency Reasons:

« Other Income is greater than 50% of Revenue

+ Financial Statements use basis other than GAAP

« Type of SAS 29 Opinion on FOT - Deficiency
+ Gomg Concem Indicator . Reasons
+ Explanatory Paragraph other than Going Concem

+ Reportable Condition and/or Material Wealmess Indicator

+ Matenal Noncompliance Indicator

+ Scope - Imposed by Circumstance

+ Change in Accounting Principle

+ Change in Accounting Estimate

+ Change in Accounting Method

&5 you know, HUD-FHA requires all HUD approved Title I and Title Il nonsupervised lenders, mortgagees,
and loan correspondents to electronically submat certain financial and compliance data based on audited
finanicial statements within 90 days after the end of their fiscal year. Based on our review of vour recent
electronic submassion, the attached checkhist indicates the items that are missing, incomplete or unacceptable
and/or financial conditions that do not meet Departmental requirements.

This is to advise you that the Mortgagee Review Board is considering administrative action against your
company based on your failure to meet these cited conditions, Your company has the opportunity to 'cure’
these deficiencies by providing additional data or information specifically addressing the issues, This
information must be submitted electronically within 30 days from the date that you receive thiz letter,
Instructions regarding electronic submission using the Lender A ssessment Subsystem are available at
http:fuenw hud gov/offices/hsg/sthilenderlenders.cfm.

Failure to complete an acceptable electronie submission demonstrating compliance with all HUD-FHA
requirements may result in the withdrawal of your HUD-FHA lender approval Under the provisions of the
Department of Housing and Urban Development Reform A ct of 1989, withdrawal must be for a period of at least
one year, Your company would be unable to submt & new application to become s HUD-FHA spproved lender
until the period of withdrawal has expired.

The Department values your participation in its insured mortgage programs. Therefore, your prompt attention
to this matter is necessary. Please direct any questions regarding the submission of additional supporting
documentation to your analyst at lass(@hud gov or the Public and Indian Housing Real Estate Assessment
Center (PIH-REAC) Technical A ssistance Center at 1-838-245-4360.

If ywou want to Create a Cure to a Deficient submndssion, click the Create Cure pushbutton. Once you click the
pushbutton, Cure sereens will appear. If wou only want to view the Deficient submission data and enter a cure
at a later date, click the Read Only pushbutton.

Do you wrant to create a cure o view the Deficient submission in read-only format?

) Click to view
Click to > Create Cure | Read Only | < Read Only
create a cure submission
Note: If you click the Read Only pushbutton, the previous submission will open in read-only format.

You cannot make changes to the submission; only view your previously submitted data.
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5.0 Completing a LASS Submission

Step 4: Click on the ‘Create Cure’ button at the bottom of the screen. The following screen will

display:
ELEMENT ACCOUNT
# DESCRIPTION VALUE DETAILS

1701 Cure 1

Mo File
Browse... | Uploadsd

Cure Contunents:

Save |

Cure 1| Cure 2| Cure 3| Cure 4| Submit Cure

Inbox| Lender Infio | Finatcial Diata Template | Data Collection Form | Motes & Findings | Submit

Beports | Cure
Partial Screen View

Step 5: The page defaults to the ‘Cure 1’ tab. Click on the ‘Browse’ button to select a file to attach.

Step 6: Pop-up box will appear. Select the file from the appropriate location and click ‘Open’ on the

pop-up box. See below.

Chaose file
Look in: | @ Desktop ﬂ oo B
= - -
| LMy Documents
_.-----'l __J My Cornputer
Fecent \J My Metwork, Places

# Easy CD Creator 5 Platinum

©

Deskiop
Iy Documents
-
8
tdy Computer
[ 1/] £ I | 3]
. L | L]
by Network File name: || ﬂ Open
Flaces
Flesoftope:  [AllFilea () =l Cancel

Note 1: Attached file MUST be in Rich Text Format (.rtf), JPG, or GIF or it will not attach.

Click here to
select a file

Note 2: You can cure more than one deficiency identified in Deficiency Reasons in one attachment.
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5.0 Completing a LASS Submission

Step 7: After selecting the file, the file name and path will display in the ‘Value’ field. See below.

wWaLUE

* [entstnotes.rtf  Browse |

Step 8: Enter any comments related to the attached file in the ‘Cure Comments’ textbox. See below.

Cure Comments:

Step 9: Click the ‘Save’ button under the comments box to attach the file and save comments that
were entered.

Step 10: If the file upload is successful, the Open File link appears to the right of the browse button.
Proceed to Step 13.

Note: To view the file, click on the ‘Open File’ link

Step 11: If the file upload is unsuccessful, the following screen appears:

Invalid File.

The attachment for line item 1701, Cure 1 must be in .rtf, .gif, or .jpg file format.
Use the back button on your browser to return to the previous page and reattach
the file.

*To ensure that the filename is correct, use the "Browse” pushbutton to locate
the file and attach.

**Tf you wish to enter Cure Comments, first, attach a file using the "Browse"
pushbutton. Then enter yvour comments into the large textbox. Then click the
save pushbutton.

Step 12: Click the ‘Back’ button on your Internet browser and attach an .rtf, jpg. or .gif file. Repeat
Steps 4 — 9 until the file successfully attaches.
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5.0 Completing a LASS Submission

b

Step 13: To attach another file, click on the tab or the SUE 2 Jink at the bottom of
the page. You can attach up to 5 cures using the cure tabs. Repeat Steps 4 — 12.

Step 14: Once all cures have been successfully attached, click on the ‘Submit Cure’ tab. See below.

N N > > Submit Cure

FILE COMMENTS

ELEMENT

1701 Testsif

Subimit Cure |

Cure 1 | Cure 2 | Cure 3 | Cure 4| Subiat Cure

Inbox | Lender Info | Financial Data Template | Data Collection Form | Hotes & Findings | Subimit

Eepotts | Cute

User Guide and Systetn Documentation | Technical A ssistance Center
Step 15: Once the ‘Submit Cure’ page is displayed, click on the ‘Submit Cure’ button.

Submit Cure

Step 16: The Cure will be submitted to HUD. The following message will appear:

Inbox | View Submitted Cures

Congratulations!

Tour cure has been successfully subumitted. Pleaze check your Inbox in a few days to werify that wour cure has
been accepted by HOD. ¥our cure has been accepted when the Status in your Inbox changes to Complete,

Note: You should regularly check your Inbox to ensure your cure has been accepted. Once your
submission status is Complete, you do not have to enter your next LASS submission until next year!

Step 17: If your cure is found insufficient, the submission status in your Inbox will read Insufficient
Cure. See below.

LENDER LENDER FISCAL YEAR

STATUS TR TS PROGRAM TYPE T LASS ANALYST
. ANYLOAN | Title I and II Loan DARRALL
Insufficient Cure | 7721700005 ey Comespondent 123142001 o
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5.0 Completing a LASS Submission

Step 18: If you have an Insufficent Cure status and if time remains in the 30-day cure period, you may

submit another cure. You will click on the Insufficient Cure link and complete Steps 1 - 16 of this
section.

Note: If your cure is in ‘Insufficient Cure’ status and your 30-day cure period has expired, you will no
longer have the ability to submit a cure. See below.

You no longer may submit to LASS. Your 30-day cure period has expired.

LENDER LENDER FISCAL YEAR

STATUS NUMBER NAME PROGRAM TYFPE END LASS ANALYST
. L ANYLOAN | TitleI andIl Loan DARRALL
View Zubsnizzion FT21700005 N S — 125312001 CRIFFIH

Step 19: After the cure period expires, HUD will reevalate your submission and/or cure, if the
submission and/or cure is still deemed deficient, your FHA-approved lending status will be withdrawn
and the following information will appear in your Inbox:

You no longer may submit to LASS. Your 30-day cure period has expired.

LENDER LENDER FISCAL YEAR
STATUS MUMBER NAME PROGRAM TYPE END LASS ANALYST
Withdrawn 7721700005 AWNYLOAN  Title [ and II Loan 1273172001 DARRALL

I, Cotrespondent GRIFFIN

Note: If your status is Withdrawn, you will receive a certified letter explaining what plan of
action you may take.
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5.0 Completing a LASS Submission

5.14 Response to a Rejected Submission

When HUD rejects a submission, the lender can either edit the rejected submission or submit a brand
new submission to HUD. A submission may be rejected for various reasons. If a submission is
rejected, the lender will receive a certified letter stating they need to edit the current or submit a new
submission. The lender has 30 days from the day a submission is rejected to submit to HUD. The
new/edited submission will be considered a cure and the auditor must attest to the edited/new
submission.

The lender must submit an acceptable submission (cure) in order to be recertified as an FHA-
approved lender. If the edited/new submission is found insufficient, the lender can submit another
cure to LASS if time remains in the 30-day time period. For more information on submitting a cure,
refer to Section 5.13 Response to a Deficient Submission. If a lender fails to respond to a Rejected
submission in the 30-day cure period, the lender risks losing its FHA-approved lending status.

5.14.1 Creating a New Submission — Curing a Rejected Submission

Step 1: Login to LASS using https://entp.hud.gov/clas/

Note: For detailed instructions on logging into LASS, refer to Section 2.0 — Logging into LASS.
Step 2: Click on the ‘Rejected’ status link within the inbox. See below.

LENDER LENDER FISCAL YEAR

STATUS NUMBER NAME PROGRAMTYPE END LASS ANALYST
. ANYLOAN  TitleI andII Loan DARRALL
Rejected Fra1roanns IHE, e 1273174001 CRIFFIN

Step 3: The ‘Rejection’ page is displayed with a list of rejection reasons. At the bottom of the page the
user can either choose the ‘Create New Submission’, ‘Editable’, or ‘Read Only’ link. For this section,
choose the ‘Create New Submission’ button. See below:

Note: If you click the Read Only pushbutton, the previous submission will open in read-only format.
You cannot make changes to the submission; only view your previously submitted data.
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5.0 Completing a LASS Submission

Lender Assessment

Electronic Submission
. ]

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Backto Inbox

Rejection Reason:
+ Financial Statements not on GAAP basiz

+ Improper classification of Cash Flow Statment into the operations, investing or financing activilies
+ Other

Comments:

I agree with all of these.

&g you know, HUD-FHA reguites all nonsupervised lenders and loan cotrespondents to electronically subimit
cettain financial and compliance data based on audited financial statements within 90 days after the end of their
fiscal year. Based on our review of your recent electronic submission, the attached checldist indicates the items
that ate missitg, incomplete of unacceptable and/or finaneial conditions that do not meet Departmental
tecuitements.

Partial Template Displayed

The Department walues your participation in its insured mottgage programs. Therefore, your prompt attention
to this matter is necessary. Please direct any gquestions regarding the submission of additional supporting
documerntation to your analyst at lass@hud. gov or the Public and Indian Housing Real Estate Assessment
Center (PIH-REAC) Technical & ssistance Center at 1-285-245.4260.

[f woa weant to create a brand new submdssion, click the 'Create New Bubmizsion' pushbutton. If yow want to
edit your Rejected submission, click the 'Editable' pushbutton. IFyow want to wiew the Rejected submizsion,
click the Read Only' pushbutton.

Create Mew Subtnission Editable Fead Cnly

Click here to create a
new submission to cure
the rejection

Step 4: When the user chooses ‘Create New Submission’, the user will be required to fill out the
entire submission again. For detailed instructions on filling out the entire submission, refer to
Sections 5.0 — 5.8 of this User’'s Manual.

Step 5: After filling in all information on the new submission, submit the new submission to the IPA for
review. For detailed instructions on submitting the submission to the IPA, refer to Section 5.9 —
Submit to IPA of this User’'s Manual.
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5.0 Completing a LASS Submission

Step 6: After submitting to the IPA for review, the auditor must now agree or disagree to the new
submission. For detailed instructions on the auditor procedures to agree or disagree, refer to Section
5.10 — Auditor Procedures of this User’'s Manual.

Step 7: After the auditor has agreed to the new submission, submit the financial data to HUD. For
detailed instructions on submitting to HUD, refer to Section 5.12 — Submit to HUD for Review of this
User's Manual.

Step 8: After the new submission has been submitted to HUD, the lender is required to frequently
check their inbox to see if the status of the submission has changed.

Note: Statuses to look for:

= If the status changes to ‘Complete’, the lender has successfully completed the electronic
submission of the recertification process and will not be required to submit until next year.

= If the status changes to ‘Insufficient Cure’, please submit an acceptable cure. For detailed
information on submitting cures, refer to Section 5.13 — Response to Deficient Submission
of this User’s Manual.

= If the status changes to ‘Rejected’, please refer to the steps in this section (5.14 — Response to
a Rejected Submission).

Step 9: If your cure is in ‘Rejected’ or ‘Insufficient Cure’ status and your 30-day cure period has
expired, you will no longer have the ability to submit a cure. See below

¥ou no longer may submit to LASS. Your 30-day cure period has expired.

LENDER LENDER FISCAL YEAR

STATUS NUMBER NAME PROGRAM TYPE END LASS ANALYST
. o ANYLOAN | Titlel andIl Loan DARRALL
View Zubtnizsion FI21700005 N e 1253152001 CRIFFIN

Step 10: After the cure period has expired, HUD will reevalate your submission and/or cure, if the
submission and/or cure is still deemed deficient, your FHA-approved lending status will be withdrawn
and the following information will appear in your Inbox:

¥ou no longer may submit to LASS. Your 30-day cure period has expired.

LENDER LENDER FISCAL YEAR
STATUS NUMBER NAME PROGRAM TYPE END LARS ANALYST
. ANYLOAN | Title I and II Loan DARREALL
Withdrawn FFE1700005 ey e 1243172001 CRTFFIN

Note: If your status is Withdrawn, you will receive a certified letter explaining what plan of action you
may take.
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5.14.2  Editing a Rejected Submission

Step 1: Login to the inbox and click on the ‘Rejected’ status link. See below.

LENDER LENDER FISCAL YEAR
STATUS NUMBER NAME PROGRAM TYPE D LASS ANALYST
. ANYLOAN  TitleI andII Loan DARRALL
Bejected FIE1T00005 He o e 1273172001 GRIFFIN

Step 2: Click on ‘Editable’ link at the bottom of the ‘Rejected’ page. See below.

The Department values your patticipation in ite inswed mottgage programs, Therefore, wour prompt attention
to this matter is necessary. Please direct any questions regarding the submission of additional supporting
documerntation to your analyst at lags@hud. gow or the Public and Indian Housing Real Estate Assessment
Center (PTH-REAC) Technical A ssistanice Center at 1-E85-245.4260.

If you want to create a brand new submission, click the 'Create New Submission' pushbutton, If you want to
edit your Rejected submission, click the 'Editable' pushbutton. IFyow want to wiew the Rejected submizsion,
click the Read Only' pushbutton.

Create Mew Subtnission | Editable | Fead Cnly |

Step 3: The previous submission opens in editable format and defaults to the Balance Sheet.

Step 4: The user must correct all errors that caused the submission to be rejected. Once all errors
have been corrected, repeat steps 5 — 10 of the previous section.
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5.0 Completing a LASS Submission

5.15 Creating an Extension Request

The Request 30-Day Extension link will appear in the External Inbox 45 days before the lender’s
submission due date. The Request 30-Day Extension link will be removed 15 days prior to the
lender’s submission due date. The link will not appear at any other time.

The submission due date is 90 days after the lender’s fiscal year end.

Step 1: From the lender’s inbox, click on the ‘Request 30-Day Extension link at the top of the page.

Regueat 30-Diay Extension

Step 2: The Extension Request Screen will appear.
Step 3: Read the Extension Request Regulation
Step 4: Type your extension request reason in the large textbox. See below:

Please provide a bhrief extension request reason:

I [ |

| -
Step 5: After the extension reason has been entered, click ‘Submit’ at the bottom of the page.

Step 6: After the page processes, the following confirmation screen appears:

Lender Assessment

Electronic Submission
e

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Back to Inbox

Your extension request has been received. You will be notified with a decision within the next 7 days. Please
check your Inbox for an vpdate on your extension request.
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Note 1: The lender will be notified if their extension request is approved or denied within 7 days. Be
sure to periodically check the Lender Inbox over the next 7 days for a decision.

Note 2: You may access the extension request in read-only format while it is in review by clicking the
30-Day Extension in Review | from the Lender Inbox.

Step 7: If the Extension Request is approved, the ‘Approved 30-Day Extension link will appear in the
lender’s inbox. See below:

Lender Assessment
Electronic Submission

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Approved
Extension
Request
Inbox | Create New Submission | Delete Diraft Submission | Approved 30-Day Extension r
Instructions:
You may click on the link undemeath the Status column to open your submission. To delete a draft submission,
click the Delete Draft Submission' link. To create an extension request, click the 'Request 30-Day Extension' link
if it iz available.
Lender Name
|anvLoaN NC. ]
Status
Ip,]_]_ j Seatch |
LENDER LENDER FISCAL YEAR
STATUS NUMBER NAME PROGRAM TYPE END LASS ANALYST
ANY LOAN Title IT Loan .
Diraft 1724300008 NG, P —— 01,/3152002 Mot Aszsigned
Step 8: Click the ‘Approved 30-Day Extension’ link to verify the new submission due date. See
below:
Lender Assessment
slarene | Electronic Submission
4 qpar ]
HEEEEN §5 —
U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)
Back to Inbox
Your 30-Day Extension Fequest has been approved. Your submission is now due by May 30, 2002
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5.0 Completing a LASS Submission

Step 9: Click the ‘Back to Inbox’ link to return to the inbox.

Step 10: If the Extension Request is denied, the Denied 30-Day Extension |jnk will appear in the
Lender Inbox. See below:

Lender Assessment
Electronic Submission

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Inhox | Create New Subndesion | Delete Dyaft Subinission | Dended 30-Diay Extension

Instructions:
You may click on the link underneath the Status column to open your submission. To delete a draft sulwigsion,

click the Delete Draft Submission' link. To create an extension request, click the 'Request 30-Day Extension
ifit is available.

Denied
Lender Mame extension
[awvioawme. =] request
Status
IAL]_ j Hearch |
LENDER LENDER FISCAL YEAR
STATUS e T PROGRAM TYPE R LASS ANALYST
ANYLOAN Title I Loan .
Diraft 1377400004 . Correspondent 0143142002 Mot Assigned
Step 11: Click the ‘Denied 30-Day Extension’ link to access the denied message. See below:
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5.0 Completing a LASS Submission

Lender Assessment
Electronic Submission

U.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Back to Inbox

We hawve received your request for an extension of the deadline for electromcally submitting required financial
and compliance data. The reason(s) stated in your request do not fall within the guidelines of Paragraph 1 of

Mottgagee Letter 95-6. Accordingly, we are unable to grant your request for an extension. Vour subiission is
still due by Aqpril 30, 2002,

Step 12: Click the ‘Back to Inbox’ link to return to the inbox.

Note: If the extension request is denied, the original submission due date remains the same.
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6.0 Reporting

6.0 Reporting

The Report Selection page allows users to generate reports in LASS once a draft submission is
created. The following reports are available to the user:

= Top-Level Financial Statements
= Financial Data Template Reports
= Auditor Procedures Report

= Lender History Report

Step 1: After logging into LASS, click on the status link for the submission.

Note: For detailed instructions on how to login to LASS, refer to Section 2.0 Logging into LASS of
this User’'s Manual.

Step 2: Click on the ‘Reports’ link at either the top or bottom of the page. See below.

Lender Assessment

Electronic Submission
L]

U.S. Department of Housing and Urban Development
Office of Lender Activities

Inbozx | Lender Info | Financial Data Template | Data Collection Form | Hotes & Findings | Submit

Eeports
E% Litie Item Definitions
Lender Numher: 2298809007 Instructions:
Lender Name: DAKOTA MORTGAGE Entet the data on the Balance Sheet. To enter
CORPORATION additional detailed information for the line items
Fiscal Year End: 11/30/2003 with a Details link, click the Details link for the
H ‘ ' Program Type: Title IT Non- Supervised appropriate item, and follow the insthactions on
CIICk Reports the Details page. (* = required field)
to access
reports
Balance Sheet
Line Tiem & Account Description Amount Details
Asseis:
Mumant Aooados

Step 3: After clicking on the ‘Reports’ link, the report selection screen will display. See below.
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6.0 Reporting

Lender Assessment

Electronic Submission
L/

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Inbeox | Lender Info | Financial Data Template | Data Collection Form | HMotes & Findings | Subrmt

Eeports

Click the link for the report you wish to display:

Top-Level Financial Statements
Financial Data Template Reports
Auditor Procedures Report
Lender History Report

Step 4: Click on the ‘Top-Level Financial Statements’ link.

Description: The Top-Level Financial Statement Reports include a summary of the Balance Sheet,
Operations & Equity, Cash Flows and Net Worth line items.

Note: The user may access the Top-Level Financial Statement only after the submission has been
submitted to the IPA for review (IPA Review). If the IPA does not agree with the submission data (IPA
Disagree), this report will not be accessible. In addition, the Top-Level Financial Statements will not
be accessible for a Rejected submission.

Step 5: The report will display in a separate window. A shapshot of what a portion on the report will
display is below.
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ANY LOAN CORPORATION
BALANCE SHEET

December 2001
Asseis
Current Assets:
Cash and Cash Equivalents $0
Accounts Recervable, Net of Allowance for Doubtfil $0
Accounts
IMarketable Securities 0
Loans Held for Sale, at lower of cost or market 30
Other Current Assets $190
Total Current Assets $190
Non-Current Assets:
Property, Equipment and Leasehold Improvements, Met of 35
Accumulated Depreciation
Met Motrtzage Servicing Rights t0
Real Estate Owned, at Met realizable value £0
Loans Held for Investment $0
Other Mon-Current Assets $455
Total Non-Current Assets 461
Total Assets Ba51

Note: To print the report, click on ‘File’ in the browser window and select ‘Print’.

Step 6: When finished reviewing the Top-Level Financial Statement Reports, click the “X” at the top
of the screen to close the browser in which the report displayed.

Step 7: Go back to the initial browser where the Report Selection page is displayed.
Step 8: Click on the ‘Financial Data Template Reports’ link.

Description: The Financial Data Template Reports summarize all of the line items from the Balance
Sheet, Operations & Equity, Cash Flows and Net Worth on one page.

Note: The user may access the Financial Data Template Reports after the submission is submitted to
the IPA for review (IPA Review). If the IPA does not agree with the submission data (IPA Disagree),
this report will not be accessible. The Financial Data Template Reports will not be accessible for a
Rejected submission.

Step 9: The report will display. A snapshot of what a portion on the report will look like is below.
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Lender Assessment
Electronic Submission

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Backto Report Selection

ANY LOAN INC.

FINANCIAL DATA TEMPLATE REPORTS

December 2002

Balance Sheet
LINE ITEM ACCOUNT
# DESCRIPTION
Assels:
Current Asseis:

11 Cagh and Cash
Equivalents

Accounts Recervahle,
121 Wet of Allowance for

Doubtful Accounts
131 Securities
132 Secutities Avwailable for
Hale
Trading Account
133 =
Secutities
134 Loans Held for Sale, at

lower of cost or marked
135 Other Cutrent Assets

135010 &
135020 b
135030 ¢
135040 d
135050 e

150 Total Cutrent Assets
NMon-Current Asseis:

Pranerty Frminmeant

LINE ITEM

nnnnnn

ACCOUNT

AMO # DESCRIPTION AMO
Liahilities:
Current Liahlilities:
Aecounts Payable and
$28,200 31 ey $20,022
Warehouse Line of
$26,995,207 A2 Credit, UFE 22
313 Interest Payable $23
3 314 E_sti.rlnlatl.ed. Future Loss 424
$20,004 Liabilities:
Other Current
- 315 Lishilities $265
315010 p $51
46 315020 g $52
315030 v §53
$190
315040 s $54
:g? 315050 t $55
= 310 Total Current Liahilities $20,356
:39 Non-Current Liabilities:
50 321 F&35 133 Detivatives $340
Other Non-Current
$27,103,641 ML [ iities 3200
322010 u $56

e

Note: To print the Financial Data Template Reports, click on ‘File’ in the browser menu bar and select

‘Print’

Step 10: Click the ‘Back to Report Selection’ link at the top of the page.

Step 11: Click on the ‘Auditor Procedures’ report from the report selection screen.

Description: The Auditor Procedures Report provides the lender and auditor with the last set of
completed Agreed Upon Procedures. The report highlights whether the auditor agreed or disagreed
with the Agreed Upon Procedures for a given submission. This report also allows the auditor to
maintain a record of all Agreed Upon Procedures that they complete.

Note: The user may only access the Auditor Procedures Report after the IPA agrees (IPA Agree) or
disagrees (IPA Disagree) with the submission data.
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6.0 Reporting

Step 12: The Auditor Procedure Report displays. A portion of the report will look like the following:

Lender Assessment
Electronic Submission

L.5. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Bacl to Eeport Selection

INDEFENDENT ACCOUNTANT'S REPORT ON APPLYING AGREED-UPON

PROCEDTURE

e have performed the procedure described in the second paragraph of this report, which was agreed
to by ABC Company (the "lender™) and the 1.5, Department of Housing and Urban Development,
Eeal Estate Assessment Center (REAC), solely to assist them in determining whether the electronic
subrmission of certam mformation agrees with the related hard copy documents. The lender 15
responsible for the accuracy and cotmpleteness of the electrome submission. This agreed-upon
procedures engagement was conducted in accordance wath attestation standards established by the
American Institute of Certified Public Accountants. The sulficiency of the procedure 15 solely the
responsibility of thoze parties specified in this report. Consequently, we make no representation
regarding the sufficiency of the procedure descnbed below etther for the purpose for which this report
has been requested or for any other purpose.

We compared the electromc subtrussion of the items listed i the "TFES Eule Information” column with
the corresponding printed documents hsted in the "Hard Copy Documents" column. The results of the

petformance of our agreed-upon procedure indicate agreement or non-agreement of electromcally
submitted information and hard copy documents as showen in the chart below.

Note: To print the Auditor Procedures Report, click on ‘File’ in the browser menu bar and select ‘Print’
Step 13: Click on the ‘Back to Report Selection’ link at the top of the page.

Step 14: Click on the ‘Lender History Report’ link from the report selection page.

Description: The Lender History Report provides lenders and auditors with a detailed timeline of the
lender’s submission and the HUD review process. The report provides lenders and auditors with
specific submission statuses and the date of each status throughout the submission and review
process.

Note: The lender may access the Lender History Report at all times.

Step 15: The Lender History Report displays. The report will resemble the following: (See below)
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6.0 Reporting

Lender Assessment
Electronic Submission

U.S. Department of Housing and Urban Development
Real Estate Assessment Center (REAC)

Baclk to Feport Selection

Lender History Report for ABC Company

Status

Extension Eequest Subrmtted
Dented Extension Eequest
Draft Subtnission

P& Bewew

TPA Agree

Subnission in Bewview
Deficient

Draft Cure

Cure i BEeview

Cure Accepted

Subrnission Complete

Date
010801
01412401
01/13/01
01721401
01430401
02101
02i15/01
02723701
02726401
03/04i01
030401

Program Type
Title I Non-Superwized
Title I Hon-Supernszed
Title I Mon-Supervized
Title I Mon-Supernsed
Title I Non-Superwsed
Title T Mon-Superwizsed
Title I Non-Zupernsed
Title I Mon-Supernsed
Title I Non-Superwsed
Title T Mon-Supervized
Title I Mon-Supernsed

Note: To print the Lender History Report, click on ‘File’ in the browser menu bar and select ‘Print’

Step 16: Click on the ‘Back to Report Selection’ link to return to the list of available reports..
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7.0 Appeal of a Withdrawn HUD-FHA Approval

7.0 Appeal of a Withdrawn HUD-FHA Approval

If HUD has withdrawn your HUD-FHA Approval status and you would like to start an appeal, please
refer to this section.

HUD may withdraw a lender's HUD-FHA Approval status for one of four reasons:

= Financial reports must be submitted to HUD within the 90-day period after the lender’s fiscal
year end. After the 90-day period, the submission is considered late. The lender will only have
30 days from the day they are considered late to submit an acceptable financial report or cure.
If the lender did not submit an acceptable financial report or cure within 30 days of the date
they were marked late (90" day), the lender's HUD-FHA Approval will be withdrawn.

If the lender’s financial report was submitted to HUD, rejected, and the lender did not submit
an acceptable cure to the rejected financial report within 30 days of the submission being
marked rejected, the lender's HUD-FHA Approval will be withdrawn.

If the lender’s financial report was submitted to HUD, marked deficient, and the lender did not
submit an acceptable cure to the deficient financial report within 30 days of the submission
being marked deficient, the lender's HUD-FHA Approval will be withdrawn.

= If the lender did not submit a submission at all within the first 120 days after the lender’s fiscal
year end date, the lender’'s HUD-FHA Approval will be withdrawn.

Note: All lenders have the ability to either request a hearing or submit a reinstatement cure as
part of HUD’s appeal process for a withdrawn HUD-FHA Approval status. Lenders will have 30
days from the receipt of the ‘Notice of Withdrawal’ letter to either request a hearing or submit a
reinstatement cure. If the lender fails to comply with this 30-day requirement, the lender’s
HUD-FHA Approval will be terminated and the lender will be required to go through the FHA-
approval process again, beginning with filling out the FHA Approval Application.

7.1 Withdrawn Lender Appeal Procedure

Step 1: After logging into LASS, click on the status link for the submission. The status should read
‘Withdrawn'.

Note: This link will only be enabled after HUD sends the Notice of Withdrawal letter. Prior to this, the
link will be inactive. The lender will have to wait for this link to be active in order to begin the appeal.

Step 2: The page will reload and the user will be brought to the ‘Withdrawn Lender Appeal Procedure’
page. This page will outline HUD’s policy for withdrawing a lender's HUD-FHA Approval as well as a
link to the Notice of Withdrawal letter. In addition, this page will also display any ‘Deficiency Reasons’
that the lender’s original financial report may have generated. See below:
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7.0 Appeal of a Withdrawn HUD-FHA Approval

Lender Assessment
Electronic Submission

U.5. Department of Housing and Urban Development
Office of Le nder Activities

WITHDRAWN LENDER APPEAL PROCEDURE

HUD-FHA requires all HUD approved Title | and Title Il non-supervised lenders,

mortgagees, and loan correspondents to meet minimum net worth and liquidity

requirements, and electronically submit acceptable financial and compliance data within ] )

90 days after the close of their fiscal year. As you were previously notified, your electronic Click here to view
submission did not meet these requirements. The deficiencies noted below, remain the ‘Notice of
incomplete or missing andfor contain financial conditions that are not in compliance wigh Withdrawal’ letter.
Departmental requirements.

You are hereby notified that your company's HUD-FHA Approval s
upon your receipt of the certified mail letter (LTCeTT{yingsrOU of your withdrawal. In the
event you have not received your Motice, clifk HERE forja copy of the Motice that was sent
to you at the address on file with the Depart |thdrawal is effective for a period
not less than one year. Upon expiration, you may file a new application for approval under
24 CFR Part 202. This action is taken under 24 CFR Part 25 If you believe this withdrawal
is In error, please notify the Cffice of Lender Approval via telephone at {202} 755-7400,

extension 1671, via fax at (202) 755-0303, or via e-mail at HSG-
Lender_Approval@hud goyv.

FPursuant to 24 CFR Part 258, your company may request a hearing in this matter. To
expedite the resolution of this matter, you may bypass the hearing process and request
reinstatement through HUD's streamlined reinstatement process. See Request for
Reinstatement template, below, for more details. All requests for this reinstatement
process must be made electronically. Selecting this process will automatically preserve
your right to request a hearing in this matter, if necessary.

[fyou are not interested in the expedited process described above (or unable to resolve
this matter through the streamlined reinstatement process described above), you may
request a hearing in this matter. Hearing requests can be expedited by responding
electronically through the Request for Hearing template, below. Hearing requests can also
be made inwriting (please include a copy of this document with the Lender Information
completed). Written requests must be mailed to:

HUD MRE Docket Clerk

451 Tth Strest. SW., Rm. B-133 CEP Portals Bldg

Washington, DC 20410

All requests for either a hearing or to participate in the Reinstatement Process must be
made within 30 days of receipt of the Motice. If HUD does not receive a response within
these 30 days, this action may no longer have a right to a hearing in this matter.

This action in no way affects your company's continuing responsibility in connection with
outstanding HUD-FHA insured mortgage loans and the obligation to pay all fees or
premiums nowy or hereafter due the Department. HUD-FHA will not endorse any mortgage
originated by a withdrawn lender unless, prior to the date of the withdrawal, a firm
commitment has been issued related to any such mortgage or a direct endorsement
undensriter has approved the mortgagor for any such mortgage, evidenced by the signing
of a Mortgage Credit Analysis Worlisheet. All other mortgages in process must be
assigned to another HUD-FHA approved lender.

(Template continued on the next page)
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If wour company has been approved to participate in the Department's multifamily
mortgage insurance program, this action will not affect outstanding firm commitments,
including insurance of advances made or to be made during construction under multifamilky
mortgage loans initially endorsed for insurance. However, conditional commitments must
be assigned to another HUD-FHA lender approved for multifamily programs.

Effective upon receipt of your letter, the Department will not issue new case numbers or
accept new applications for commitments (except as noted above) and will return all
pending applications. We have advised all relevant Department Offices of this action.
Deficiency reasons (if
any) will be listed If you hawe any question, please contact this office via telephone at (202) 755-7400,
here. extension 161, via fax at (202) 755-0303 or via e-mail at HS G-
Lender_Approval@hud.goyv.

Deficiency Reasons Reviewer's Comments

Lender Information

Lender ID: i
Lender Marme:

Lender Street MNarne: !
Lender City: v
Lender State: v
Lender Zip Code;

Fiscal Year End:

Program Type:

Contact Phone Murnber:

Note: If the user clicks on the ‘Here’ link within the 2™ paragraph, the ‘Notice of Withdrawal’ letter that
was sent to the lender will be displayed. After viewing the letter, to return to the ‘Withdrawn Lender
Appeal Procedure’ page, simply click the ‘Back’ button in your browser.

Step 3: To continue with the appeals process after reading the ‘Withdrawn Lender Appeal Procedure’
page in its entirety, click ‘Continue’ at the bottom of the page.

Step 4: The page will load and offer two options:

= Request for Reinstatement
= Request for a Hearing

See below:
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7.0 Appeal of a Withdrawn HUD-FHA Approval

Request for Reinstatement

This process allows a lender to enter into an expedited settlement with the Department. By
selecting to go through this process, the lender presenrves its right to later request a
hearing in this matter in the event itis unable to cure its deficiencies andfor complete the
Request for Reinstatement process.

In order to be reinstated, you must first:
1. Cure all deficiencies noted above under "Deficiency Reasons "
2. Fay the Department a Reinstatement Fee of $1,000,
2 Be current on any outstanding financial obligations owed to the Government, and
4 Sign a settlement agreement with the Department.

Reinstatement All cures must be submitted and approved by the Office of Lender Approval (OLA) within
process 30 days of submitting your Request for Reinstatement. Therefore, to meet this 30-day
requirement, cures must be submitted as quickly as possible, but no later than 14 days of
the Request for Reinstaternent. OLA willl then review your submission and reach a decision
onwhether to accept or reject your cures. Once your Request for Reinstatement is
submitted, you will be directed to the proper screen so that you can submit your cures.

® Click Here to go through Reinstateme@

Request for a Hearing

HUD regulations at 24 CFR & 25 8 permit a lender to request a hearing after the
Department takes an administrative action such as the withdrawal at issue. Requests must
be made within 30 days of receipt of its withdrawal notice. A hearing would be held before
a hearing official designated by the Mortgagee Review Board. A member of the Office of
General Counsel will contact you to schedule this hearing. Further details regarding the
hearing process can be found at 24 CFR § 255

To expedite your Request for a Hearing, checlkthe box below and submit this template
using the button, below. You will receive an email from HUD confirming your request if you
completed the Lender Information, above. A member of the Office of General Counsel will
contactyou to schedule this hearing. If you wish to send a written request instead of using
the electronic template, please printthis document and mail it to;

HUD MRE Docket Clerk

451 Tth Street. SW., Rm. B-133 CEP Portals Bldg

YWashington, DC 20410

Enter comments here:

Hearing
process
O Click Here to request a h@
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7.0 Appeal of a Withdrawn HUD-FHA Approval

Step 5: To complete the hearing process, please proceed to the next section of this manual (Section
7.1.1 Hearing Process). To complete the reinstatement process, please proceed to Section 7.1.2
Reinstatement Process of this User’s Manual.

7.1.1 Hearing Process

Step 1: To proceed with the Hearing process; click on the radio button next to ‘Click here to request a
hearing’ at the bottom of the page. Enter comments in the text box provided. .

Note: Comments entered in the text box will be viewable by a representative in HUD's Office of
General Counsel.

Step 2: After selecting the ‘Request Hearing’ radio button, click the ‘Continue’ button at the bottom of
the page. See below:

Request for a Hearing

HUD regulations at 24 CFR § 25 8 permit a lender to request a hearing after the
Department takes an administrative action such as the withdrawal at issue. Requests must
be made within 30 days of receipt of its withdrawal notice . A hearing would be held before
a hearing official designated by the Mortgagee Review Board. A member of the Office of
General Counsel will contact you to schedule this hearing. Further details regarding the
hearing process can be found at 24 CFR & 258

To expedite your Request for a Hearing, check the box below and submit this template
using the button, below. You will receive an email from HUD confirming your request if you
completed the Lender Information, above. A member of the Office of General Counsel will
contact you to schedule this hearing. If you wish to send a written request instead of using
the electronic template, please print this document and mail it to:

HUD MRE Docket Clerk

451 Tth Street. SW., Rm. B-133 CEP Portals Bldg

YWashington, DC 20410

Enter comments here:

(Template continued on the next page)
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O Click Here to request a hearing

Click here after
selecting ‘Click Here

to Request a Hearing’ <

Step 3: After clicking ‘Continue’ from the previous step, the page will reload and take the user back to
the inbox. At this point, the status will read ‘Withdrawal Appeal Pending’. See below.

Lender Assessment

Electronic Submission
L/

U.5. Department of Housing and Urban Development
Office of Lender Activities

Inbox| Create Mew Submission | Delete Draft Submission

Instructions:
Click the 'Create New Submission' link to begin ywour submission. To create an extension request, click the
‘Request 30-Dlay Fxtension' link if it is available.

Lender Name
Status
ALL w
LENDER END AME PROGRARM FISCAL YEAR LASS
NUMBER L 1222}y TYPE END ANALYST
Withdrawal 123456 ABC Titlell ' May

Appeal Pending

Step 4: At this point, your request for a hearing has been submitted to HUD’s Office of General
Council (OGC). A representative from OGC will contact you to expedite the hearing process.

Note: After the hearing is completed and if the lender has won the hearing, the lender’'s HUD-
FHA Approval status will be reinstated. If the lender has NOT won the hearing, the lender’s
HUD-FHA Approval status will be terminated and the lender will be required to go through the

FHA Approval process to reapply. The ‘Reinstated’ or ‘Terminated’ status will be displayed in
the inbox when the lender logs into LASS.
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7.1.2 Reinstatement Process

If you would rather complete a reinstatement cure instead of requesting a hearing, please refer to this
section.

Note: There is a non-refundable $1000 fee payable to HUD that is required to successfully
complete the reinstatement process. This fee is only due if the lender’s Reinstatement Cure is
accepted by HUD. If HUD does NOT accept the lender’s Reinstatement Cure, the lender’s HUD-
FHA Approval will be terminated and the lender IS NOT required to pay the $1000 fee. The
terminated lender will be required to go through the approval process again if they wish to re-
establish their HUD-FHA Approval.

Step 1: From the inbox, click on the status link titled ‘Withdrawn'.

Step 2: The ‘Withdrawn Lender Appeal Procedure’ page will be displayed. This page will outline
HUD'’s policy for withdrawing a lender's HUD-FHA Approval status as well as a link to the Notice of
Withdrawal letter that was sent by HUD. In addition, this page will also display any ‘Deficiency
Reasons’ that the lender’s original financial report may have generated. See below:

Lender Assessment
Electronic Submission

U.S. Department of Housing and Urban Development
Office of Lender Activities

WITHDRAWN LENDER APPEAL PROCEDURE

HUD-FHA requires all HUD approved Title | and Title Il non-supervised lenders,

morntgagess, and loan correspondents to meet minimum net worth and liguidity

requirements, and electronically submit acceptable financial and compliance data within ] )

90 days after the close of their fiscal year. As you were previously notified, your electronic Click here to view
submission did not meet these requirements. The deficiencies noted below, remain the ‘Notice of
incomplete or missing andfor contain financial conditions that are not in compliance with Withdrawal’ letter.
Departmental requirements.

You are hereby notified that your company's HUD-FHA Approval |
upon your receipt of the certified mail letter (HaTCe I TNyin@OU of your withdrawal. In the
event you have not received your Motice, cli a copy of the Notice that was sent
toyou at the address on file with the Departidagt. This#ithdrawal is effective for a period
not less than one year. Upon expiration, you may file a new application for approval under
24 CFR Part 202 This action is taken under 24 CFR Part 25 If you believe this withdrawal
is in error, please notify the Office of Lender Approval via telephone at (2027 755-7400,
extension 1671, viafax at (202) 755-0303, or via e-mail at HZG-
Lender_Approval@hud goy.

(Template continued on next page)
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Deficiency reasons
(if any) will be listed
here

Fursuant to 24 CFR Part 258, your company may request a hearing in this matter. To
expedite the resolution of this matter, you may bypass the hearing process and request
reinstatement through HUD's streamlined reinstatement process. See Request for
Reinstatement template, below, for more details. All requests for this reinstaterment
process must be made electronically. Selecting this process will automatically preserve
your right to request a hearing in this matter, if necessary.

[fyou are not interested in the expedited process described above (or unable to resolve
this matter through the streamlined reinstatement process described above), you may
request a hearing in this matter. Hearing requests can be expedited by responding
electronically through the Request for Hearing template, below. Hearing requests can also
be made inwriting (please include a copy of this document with the Lender Information
completed). Written requests must be mailed to:

HUD MRE Docket Clerk

451 7th Street. SW ., Rm. B-133 CEP Portals Bldg

Washington, DC 20410

All requests for either a hearing or to participate in the Reinstatement Process must be
made within 30 days of receipt of the Motice. If HUD does not receive a response within
these 30 days, this action may no longer have a right to a hearing in this matter.

Thig action in no way affects your company's continuing responsibility in connection with
outstanding HUD-FHA insured mortgage loans and the obligation to pay all fees or
premiums now or hereafter due the Department. HUD-FHA will not endorse any mortgage
originated by a withdrawn lender unless, prior to the date of the withdrawal, a firm
commitment has been issued related to any such mortgage or a direct endorsement
undensriter has approved the mortgagor for any such mortgage, evidenced by the signing
of a Mortgage Credit Analysis Worlishest. All other montgages in process must be
assigned to another HUD-FHA approved lender.

If wour company has been approved to participate in the Department's multifamily
mortgage insurance program, this action will not affect cutstanding firm commitments,
including insurance of advances mads or to be made during construction under multifamiky
mortgage loans initially endorsed for insurance. However, conditional commitments must
be assigned to another HUD-FHA lender approved for multifamily programs.

Effectivie upon receipt of yvour letter, the Department will not issue new case numbers or
accept new applications for commitments (except as noted above) and will return all
pending applications. We have advised all relevant Department Offices of this action.

If wou hawve any question, please contact this office via telephone at (202) 755-7400,
extension 161, via fax at (202) 755-0303, orvia e-mail at H3G-
Lender_Approval@hud.gov.

Deficiency Reasons Reviewer's Comments

Lender Information
Lender ID:
Lender Marme:
Lender Street Mame:
Lender City:
Lender State:
Lender Zip Code:
Fiscal Year End:
Program Type:

Contact Phone Murmber: o Lo

Note: If the user clicks on the ‘Here’ link within the 2™ paragraph, the ‘Notice of Withdrawal’ letter that
was sent to the lender will be displayed. After viewing the letter, to return to the ‘Withdrawn Lender
Appeal Procedure’ page, simply click the ‘Back’ button in your browser.
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Step 3: To continue with the appeals process after reading the ‘Withdrawn Lender Appeal Procedure’
page in its entirety, click ‘Continue’ at the bottom of the page.

Step 4: The page will load and will offer two options:

= Request for Reinstatement
= Request for a Hearing

See below:

Request for Reinstatement

This process allows a lender to enter into an expedited settlement with the Department. By
selecting to go through this process, the lender presenrves its right to later request a
hearing in this matter in the event itis unable to cure its deficiencies andfor complete the
Request for Reinstatement process.

In order to be reinstated, you must first:
1. Cure all deficiencies noted above under "Deficiency Reasons "
2. Fay the Department a Reinstatement Fee of $1,000,
2 Be current on any outstanding financial obligations owed to the Government, and
4 Sign a settlement agreement with the Department.

Reinstatement All cures must be submitted and approved by the Office of Lender Approval (OLA) within
process 30 days of submitting your Request for Reinstatement. Therefore, to meet this 30-day
requirement, cures must be submitted as quickly as possible, but no later than 14 days of
the Request for Reinstaternent. OLA willl then review your submission and reach a decision
onwhether to accept or reject your cures. Once your Request for Reinstatement is
submitted, you will be directed to the proper screen so that you can submit your cures.

® Click Here to go through Reinstateme@

(Template continued on the next page)
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Request for a Hearing

HUD regulations at 24 CFR § 25 .8 permit a lender to request a hearing after the
Department takes an administrative action such as the withdrawal at issue. Requests must
e made within 30 days of receipt of its withdrawal notice. A hearing would be held before
a hearing official designated by the Mortgagee Review Board. A member of the Office of
eneral Counsel will contact you to schedule this hearing. Further details regarding the
hearing process can be found at 24 CFR § 258,

To expedite your Request for a Hearing, checlcthe box below and submit this template
using the button, below, You will receive an email from HUD confirming your request if you
completed the Lender Information, above. A member of the Office of General Counsel will
contactyou to schedule this hearing. If you wish to send a written request instead of using
the electronic template, please printthis document and mail it to;

HUD MRE Docket Clerk

451 Tth Street. SW., Rm. B-133 CEP Portals Bldg

YWashington, DC 20410

Enter comments here:

Hearing process

O Click Here to request a h@

Note: To complete the ‘Request a Hearing’ process, please refer to Section 7.1.1 ‘Requesting a
Hearing’ of this User’'s Manual.

Step 5: To proceed with the reinstatement process; click on the radio button next to ‘Click Here to go
through Reinstatement Process’. See the previous screenshot above.

Step 6: After clicking the radio button, click on ‘Continue’ at the bottom of the page. The page will
reload and the user will be brought back to the inbox. At this point, the status in the table will now read
‘Reinstatement Draft Cure’.

Step 7: To continue with the appeal process, click on the ‘Reinstatement Draft Cure’ link in your
inbox. After clicking on this link, you will be brought to one of three screens:

1. Create a Cure Page
2. Balance Sheet
3. Parent/Subsidiary Page
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7.0 Appeal of a Withdrawn HUD-FHA Approval

Step 8: If you were brought to the Parent/Subsidiary question, please answer these questions
appropriately and proceed through the submission. For more information on answering these
qguestions, please refer to Section 3.0 ‘Create & Delete a Submission’.

Step 9: If you were brought to the Create Cure page, please refer to Section 5.13 ‘Response to a
Deficient Submission’ for instructions on submitting a cure.

Step 11: If you were brought to the Balance Sheet in an editable format, correct any data that needs
to be corrected in order to cure your deficiencies. For more information on completing from this point,
please refer to Section 5.0 — 5.12.

Step 12: Once the user is finished either attaching a cure or filling out the forms, click the submit link
at the top of the page. At this point, if the lender submitted an attachment as the cure, click the
‘Submit Financial Data’ button to submit to HUD.

If the user made corrections to the actual financial forms or started from the Parent/Sub questions,
click the ‘Submission Completeness Check’ button and follow the instructions on the screen. After
this, the lender must submit the financial report to his/her Auditor (IPA). The IPA can either agree or
disagree with the report. If he/she agrees with the report, the user must then submit the report to HUD
for review. If the IPA disagrees with the report, the lender must correct items that the IPA disagreed
with and resubmit them to the IPA until the IPA agrees with the financial report.

Note: For detailed instructions on Submitting to the Auditor (IPA), please refer to Section 5.9 —
Submit to IPA of this manual. For detailed instructions on how the IPA agrees or disagrees with the
report, please refer to Section 5.10 — Auditor Procedures of this manual. For detailed instructions
on submitting the report to HUD for review, please see Section 5.12 — Submit to HUD for Review of
this manual.

Step 11: After submitting to HUD, log back into your inbox. If the status reads ‘Reinstatement
Pending’, this means HUD has accepted your Reinstatement Cure. Click on the ‘Reinstatement
Pending’ link.

Note: If the lender logs into their inbox and the status reads ‘Terminated’ this means the
Reinstatement Cure was not accepted.

Step 12: After clicking on the ‘Reinstatement Pending’ link, the page will reload and the Settlement
Agreement will be displayed. To continue with the reinstatement process, the Settlement Agreement
must be signed. To sign the Settlement Agreement, the user must enter in his/her full name in the ‘By’
field at the bottom of the Settlement Agreement. The user must also enter in his/her title in the ‘Title’
field. See below:
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UNITED STATES OF AMERICA
DEPARTMENT OF HOUSING AND URBAN DEVELOPMENT
Washington, D.C.

In the Matter of: 1

Mortgagee No

Respondent 1

SETTLEMERT AGREEMENT

This Settlement Agreement [("Agreement'™) is made and entered into between the

Mortgagee Feview Board of the United States Department of Housing and Urban Dewve lopment

(HUD) and (hereinafter "the MNortgagee™).
WHERELZ , the Mortgagee is a Title 2 Non-Supervised Mortgagee: lender located in DAVIS, CL.
WHERELZ, the Mortgagee is required, pursuant to Section 202 of the National

Housing Act (12 U.3.C. 1709) and 24 C.F.E. Part 202, and pursuant to the conditions

under which the Mortgagee obtained approval to participate in certain Federal Housing

Administration (hereinafter "FHA"™) programs, to electronically submit to HUD, within
90 days of the close of each fiscal year of the Mortgagee, an acceptable audit report:
WHEREAS, the Mortgagee's Fiscal Year for 2004 ended March 31, 2004;
WHEREAS, the Mortgagee failed to submit its Fiscal Year Ending March 31, 2004 auditc
report timely and in a manner prescribed by HUD, and continued in such failure to
submit =such report;
WHEREAS, HUD exercised its authority to take an administrative action against
the Mortgagee pursuant to 24 C.F.R. Part 25;
WHEREAS, HUD withdrew the HUD-FHL approval of the Mortgagee as a result of such
failure to submwit such audit report, by notice dated (the Notice):
WHEREAZ, the Mortgagee and HUD mutually desire to avoid further expense
and admwinistrative proceedings and to reach a satisfactory resolution of this matter:
WHERELS, the Agreement is for the purpose of resolving the withdrawal action
taken by HUD as a result of the Mortgagee's failure to electronically submit the reguired
audit report and does not affect any other matter;
WHEREAZ, the Mortgagee has now submitted electronically to HUD's Lender

Approval Zubsystem (LAZS), an acceptable report:
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WHEREAS, the Mortgagee shall remit to HUD, along with this Agreement, a
payment of & reinstatement fee of $1,000.00; and
NOW, THEREFORE, HUD and the Mortgagee agree as follows:

1. This Agreement shall become effective upon its execution by the Chairman of
the Mortgagee Eewview Board or his duly authorized designee [Effective Date],

2. Upon execution of this Agreement by the Mortgagee, the Mortgagee shall mail a
reinstatement fee of One Thousand Dollars ($1,000) to HUD at the following address:

U3 Department of Housing and Urbhan Development
430 L'Enfant Flaza East 3W

Suite 3214

Washington, DC 200zZ4.

3. HUD'z withdrawal action shall terminate on the Effectiwve Date of this
Agreement, and the HUD-FHL approwval of the Mortgagee shall he reinstated as soon as
practical after such date;

4. The Mortgagee will henceforth submit to HUD, in a timely fashion, an
acceptable sudit report, filed electronically to LASS, with respect to each fiscal year of
the Mortgagee.

5. The Mortgagee agrees to fully comply with all applicahle rules, regulations,

and requirements of HUD.

6. Any breach of the terms and conditions of this Agreement shall constitute
independent grounds for imposition of administrative sanctions by HUD against the Mortgagee
pursuant to 24 C.F.R. Part 25.

7. The Mortgagee herebhy walves, releases, and rewits any and all claims,
directly or indirectly, that it may have with respect to this adwinistrative action or the
Notice.

§. Each party shall bear its own costs and legal fees.

Enter Name and
WHEREFORE, the parties hereto have duly executed this 3ettlement ALgreement. Tﬁt|e in the

spaces provided

Date: Jul 14 2004 02:23 P By:
Title:

UNITED STATES DEPARTMENT OF
HOUSING AND URBAN DEVELOPMENT
By Philip A Murray
Date: Title: Director, Office of Lender Activities
And Program Compliance

[ | Accept This Agreerment ]

Step 13: After filling in the ‘By’ and ‘Title’ fields, to complete the Settlement Agreement, click on the ‘|
Accept This Agreement’ button at the bottom of the page.
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Note: The lender will have 2 weeks from the time he/she signs the Settlement Agreement to submit
the $1000 reinstatement fee to HUD. If HUD does not receive the payment within 2 weeks, the
lender's HUD-FHA Approval status will be terminated.

Step 14: After completing the previous step, the user will automatically be brought back to the inbox
and the status will read ‘Awaiting Payment’. The status will remain in ‘Awaiting Payment’ until HUD
receives your $1000 reinstatement fee. Once the fee is received, when the user clicks on the
‘Awaiting Payment’ link the status will change to ‘Reinstated’.

Note: If the lender’s status is ‘Reinstated’, the lender will not have to submit to LASS until the end of
the lender’s next Fiscal Year End. If the lender’s status is ‘Terminated’, to re-establish their HUD-FHA
Approval status, the lender will be required to go through the FHA Application approval process. For
information on the approval process, please call 202-755-7400 Ext 161.
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