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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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1.2 Checking Resources 
To check your PC’s resources: 

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

 
 

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

 
 

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  control icon in the top right corner of each window to close the 
remaining windows. 
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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.  
  

 

Note 2  
Netscape is used as an example browser in this guide. 

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

Title Bar 

Document Status 
Indicator 

Control Icons
Menu Bar Tool Bar

URL (Location      
 Identifier) 

Link
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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. 

 

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

 
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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Tool Bar 
The tool bar consists of buttons representing browser functions. 
 

 
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. 
 

 
 

 

Note 3  

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

  

Links 
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. 
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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.  

 
To move around on a page, use the single arrow directional buttons (i.e., Left , Right , 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  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.” 
 

 

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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1.4 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.  
 
 

 
 
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. 
 

 
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. 
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7. On the Cache Preferences window, click on the “Every time” radio button to set the browser 

to reload pages every time. 

 
 

8. Finally, click on the  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.  
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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. 
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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  button to save the settings and close the window. 
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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) 
 
 

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

 

Click Here 

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 II, or both to gain access to LASS. (See below) 
 

 
 

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) 
 

 
Step 3: Registration page will display. Click on the ‘Standard User Registration’ link. See below. 
 
 

Click Here 

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

 
 
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.GOV or (202) 708-2121. 

Click here

Check here



 
1.0 Getting Started 

 
 

LASS Release 4.0.0.0 User’s Manual                                                                                                                Page 1.2-1 
DRAFT 

1.2 Auditor User ID and UII 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) 

 
 

 
 
 
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 Identifier (UII) at this time. To apply for a 
UII number, reference UII Registration in the next section. 
 

1.2.2 Unique IPA Identifier- UII Registration 
 
Only one UII number is generated per auditing firm. If the auditor already has a UII number, there is 
no need to apply for another.  

 

Click Here 
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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 UII 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 

 
 

 

 
 
 
 
 
 
 
 
 
 
 
 

 
 
 
 
Step 4: From the Main Menu, click on the Unique IPA Identifier (UII) Registration link. (See below) 

 
 

Click here 

Enter User ID and 
Password here.  
 
Note: Fields are 
case sensitive. 
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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.) 

 
 
 
 
 
 
 
 
 
 
 
 
 
 
 

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

 
 

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

Click Here

Click Here 



 
1.0 Getting Started 

 
 

LASS Release 4.0.0.0 User’s Manual                                                                                                                Page 1.2-4 
DRAFT 

 
 
 

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

 
 

Step 9: Fill out the UII Application form completely and hit ‘Go’. (See below) 
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Step 10: After the application processes (should take only a few seconds) a 5-digit number is 
generated. This number is the UII number.  

 
Step 11: The UII 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 UII number.  

Complete 
form 

Click 
here 
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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 UII 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. 
 
 

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

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

Click here 

Click here 
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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. 
 

 
 
 
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 & II) 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) 
 

Click here 
 

Enter User ID 
here 

Click ‘Send’ 
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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 UII) and click ‘Send’ (See screen from previous section) 
 
 

Program Type 

‘Submitter’ Checkbox 
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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 UII number. (See below) 
 

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

 
 

 

  

Role Assignment 



 
2.0 Logging into LASS 

 
 

LASS Release 4.0.0.0 User’s Manual                                                                                                                Page 2.0-1 
DRAFT 

 

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. 
 

 
 

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

 
 

Click here 
to login 

Click here
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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. 
 

 
 
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. 
 
 

 
 
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 
 

Click here 

Click here 



 
2.0 Logging into LASS 

 
 

LASS Release 4.0.0.0 User’s Manual                                                                                                                Page 2.0-3 
DRAFT 

 

Step 2: Click on the ‘LOG IN’ button and enter the auditor’s User ID and password in the pop-up 
box. See below. 
 

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

 
 

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

 
 

 

Click 
here 

Click 
here 

Click 
here 
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Step 5: Choose the appropriate client name from the dropdown list and click ‘Search’. See below. 
 

 

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. 
 

 
 
 
 
 

Click here 
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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) 
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Note: HUD approved Title I & II 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 2nd 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: 
 

 
 

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

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

 
 
 
 
 
 
 

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

 
 
 
Step 5: Click ‘OK’ in the pop-up box. 

Click in the 
checkbox to select 
this submission 
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Step 6: The Delete Submission page will no longer display the submission after the page refreshes. 
See display below.  
 

 
 

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. 
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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 I 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. 
 

 IPA 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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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. 
 

 
 

Partial Template Shown 
 

Note 1: Click the  link 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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 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  
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’. 
 

 
 
Step 3: Click on the ‘IPA Review’ status link. 
 
Step 4: The following statement appears: 
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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: 
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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. 
 

 

 
 
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: 
 

Click here to access 
the lender’s financial 
data 
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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.  
 

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

 

Click here to 
view the lenders 
DCF information 
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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’. 
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Step 19: Complete the remainder of the information on the Auditor Procedures form.  
 
Note:   UII number procedures: 

 If you answered ‘Yes’ to the question in Step 5, the UII 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 UII 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. 

 
 

 
Search button 

 

 
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: 
 

 
 
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: 

 
 

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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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. 
 

 
 

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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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 
 

 
 

Partial Template Shown 
 

Note 1: Click the  link 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  button, 
and proceed to Step 3. 

 To reset the Operations & Equity page to the data from the last time it was saved, click the  
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. 
 

 
 

Partial Template Shown 
 

Note 1: Click the  link 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.   
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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  button, and proceed 
to Step 3. 

 To reset the Cash Flows to the data from the last time it was saved, click the  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: 

• Title I Non-Supervised;  

• Title II Non-Supervised; 

• Title I and Title II Non-Supervised; 
• 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 I Net Worth Schedule is used to reflect the applicable Title I 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. 
 

 
 
 
 
 
 
 
 
 
 

 

Note: Click the  link 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 II Non-Supervised Net Worth Schedule 
 
The Title II Net Worth Schedule is used to enter the applicable Title II Net Worth Information for the 
current submission. 
 
The Title II Net Worth Requirement information populates with some predetermined values (i.e. Line 
Item 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 II Net Worth Schedule. 
 

 
Partial Template Shown 



 
5.0 Completing a LASS Submission 

 
 

LASS Release 4.0.0.0 User’s Manual                                                                                                                Page 5.4-3 
DRAFT 

Note 1: Click the  link 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. 

 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  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 II 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 Title I & Title II Non-Supervised Net Worth Schedule 
 
The Title I & Title II Net Worth Schedule is used to enter the applicable Title I & Title II Net Worth 
information for the current submission. 
 
Note: Both of the Title I & Title II Net Worth Requirements display on the same page.  However, the 
Title I and Title II Net Worth Requirements will be evaluated separately.   
 
The Title II Net Worth Requirement information populates with predetermined values (i.e. Line Item 
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 for the Title II portion of their submission. 
 
The Title I Net Worth Requirement information populates with predetermined values (i.e. Line Item 
1340: Minimum Net Worth Required) and financial information from the Balance Sheet (i.e. Line Item 
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 I portion of the submission. 
 
Step 1: Enter the appropriate data on the Title I & Title II Net Worth Schedule. See below. 
 

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

Note 2: Click the  link 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  button, and 
proceed to Step 7. 

 To Reset the Net Worth to the data from the last time it was saved, click the  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 I & Title II 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. 
 

 
 

Note 2: Click the  link 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 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 II Loan Correspondents and Title I & II Loan Correspondents, click the Liquidity tab 
and proceed to Section 5.5 – Liquidity. For Title I 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 II Non-Supervised lenders and Title II Loan 
Correspondents.  If a Non-Supervised lender or Loan Correspondent has both Title I and Title II 
statuses, the Title II status will be evaluated against the Liquidity program requirement, but the Title I 
status will not.  
 
If the Non-Supervised lender or Loan Correspondent is only a Title I 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 II Non-Supervised lenders or Title II Loan Correspondents. See below. 
 

 
 

Note: Click the  link 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.  

 
 
 
 
 

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

 
Partial Template Shown 

Click here to 
access the 
DCF 
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Note: Click the  link 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 (UII) 
number.  
 
Note: If the user does not know the UII number, please contact the auditor to receive this information. 
The UII number is a 5-digit number (the number does not begin with the letter I). 
 
If the auditor does not know how to attain a UII 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 UII number is entered. See below. 
 

 
 
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 l nes i ems must contain the auditor’s signature and must be 
on the auditor’s official letterhead. 

i t

l i t

i t

 
Acceptable fi e formats for the new l ne i ems: 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 l ne i ems. 
 
 
 
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. 
 

 
 
 Click here to access the 

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

 
 
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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Three 
new line 
items 

 

Note 1: Click the  link for a detai ed account explanation of each line i em. 
Enter the line i em number for which you would like to retrieve a definition and click the Search 
pushbutton.   

l t  
t

 
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 PRIOR 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 Item 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 Item 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 Item 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 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. 

 
Step 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 selec ed for Line Item G3000-011, Type of Audit Opinion Issued from 
the dropdown l st, the Qualified Opin on Details page must be completed. 

”  t  
i i

 
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 Item 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) 
 

 
 
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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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 i  you selected 
“Qual ied Opinion” for Line Item G3000-011. 

f
if

 

 
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.  
 

 
 

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 l st, the Going Concern Indicator Detai s page must be completed.   

 
i l

 
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: 
 
 

 
 
 
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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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 attachmen s MUST be in Rich Tex  Format (.rtf) or they will no  attach. t t t
 
Step 7: Once the file has been located, click the ‘Open’ button in the pop-up box. See below. 
 

 

 

Click here to 
select file 

 
 

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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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: 
 

 
 
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: 

 
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 i ems could have caused the error: t
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� The fi e was not in Rich Text Format (.rtf) l

l
l

  

� The fi e name was too long. 
� The fi e name contained a foreign 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 Item 
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 Item 
G3000-040 Reportable Condition and/or Material Weakness on the Financial Statements page. 
 
Note: If “Yes” is selected for Line Item 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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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. 
 

 
 

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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Note 1: If the Reportable Conditions and/or Material Weakness reason for your Financial Statements 
is not listed in the options, use Line Item 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).  

 

 
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 i  ‘Yes’ is selected for Line Item 
G3000-040, Reportable Conditions and/or Material Weakness. 

f

 

i  i

 
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 ‘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 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” is selected for Line Item G3000-070, Material Non-Compl ance from the dropdown l st, 
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: 
 
 

 
 
 
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. 
 

 
 

LASS User’s Manual - Updated July 2005                                                                                          Page 5.7-12 
 



 
5.0 Completing a LASS Submission 

 
 
 
Step 7:  Click on the Value Checkbox(es)  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: . 
 
Note: Click all checkboxes that apply.  At least one checkbox must be checked i  you selected “Yes” 
for Line Item G3000-070, Material Non-Compliance Indicator. 

f

 

Step 8: To uncheck a checkbox, click on the Value Checkbox  that currently contains a check and 
the check will disappear.  The checkbox will look like the following: . 
 
Note: If the Material Non-Compl ance reason for your Financial Statements is not listed in the options, 
use Line Item 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). 

 i

 
 

 
 
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 Item 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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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: 
 

 
 
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 attachmen s MUST be in PDF  JPG, GIF  or Rich Tex  Forma  (.rtf) o  the attachmen  will 
fail. 

t , , t t r t

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

LASS User’s Manual - Updated July 2005                                                                                          Page 5.7-14 
 



 
5.0 Completing a LASS Submission 

 
 

 

 

Click here to 
select file 

 
 
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

 
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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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: 
 
 

 
 
 

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 fol owing i ems could have caused the error: l t

l  
l
l

� The fi e was not a PDF, GIF, JPG, or Rich Text Format (.rtf) file
� The fi e name was too long. 
� The fi e name contained a foreign 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. 
 

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

 
 

Click here to 
open the 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: 
 
 

 
 

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

 
 

 
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. 
 

 
 

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. 
 

 
 
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.  
 

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

 
 
 
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. 
 

Click here to submit 
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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. 
 

 
 
Step 5:  

 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. 
 

Read

Click here
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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: 
 

 
 

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. 
 

 
 
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. 
 

 
 

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

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

 

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

below. 
 

 
 
 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. 

 

 
 

 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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5.13 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 a lender 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 I and Title II 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 I Non-supervised 
and/or Title II 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 I submission but not the Title II 
submission, your Title I submission will be marked with a Status of ‘Complete.’  The Title II 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 I and Title II Status 
 
A submission may be split into two separate submissions if the Title I and/or Title II 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 I submission but not the Title II 
submission, your Title I submission will be marked with a Status of ‘Complete.’  The Title II 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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Step 2: Click on the ‘Deficient’ status link. See below. 
 

 
 
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. 
 

 

 
 
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.         
 

Deficiency 
Reasons 

Click to 
create a cure 

Click to view 
Read Only 
submission 
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Step 4: Click on the ‘Create Cure’ button at the bottom of the screen. The following screen will 
display:  
 

 
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. 
 

 
 
Note 1: Attached file MUST be in Rich Text Format (.rtf), JPG, or GIF or it will not attach. 
 
Note 2: You can cure more than one deficiency identified in Deficiency Reasons in one attachment. 
 

Click here to 
select a file 

 

 



 
5.0 Completing a LASS Submission 

 
 

LASS Release 4.0.0.0 User’s Manual                                                                                                                Page 5.13-4 
DRAFT 

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

 
 

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

 
 
 

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: 
 

 
 
 

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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Step 13:  To attach another file, click on the  tab or the  link 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. 
 

 
 
Step 15: Once the ‘Submit Cure’ page is displayed, click on the ‘Submit Cure’ button. 

 

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

 
 
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. 
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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. 
 

 
 
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:  
 

 
 

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 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. 
 

 
 
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.    



 
5.0 Completing a LASS Submission 

 
 

LASS Release 4.0.0.0 User’s Manual                                                                                                                Page 5.14-2 
DRAFT 

 
Partial Template Displayed 

 
 
 
 
 

 
 
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. 

Click here to create a 
new submission to cure 
the rejection 
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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 
 

 
 
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:  
 

 
 

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. 
 

 
 
Step 2: Click on ‘Editable’ link at the bottom of the ‘Rejected’ page. See below. 
 

 
 
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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5.15 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. 
 

 
 
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: 
 

 
 
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: 
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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 

link 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: 
 

 
Step 8:  Click the ‘Approved 30-Day Extension’ link to verify the new submission due date. See 
below: 
 

 

Approved 
Extension 
Request 
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Step 9: Click the ‘Back to Inbox’ link to return to the inbox. 

 
Step 10: If the Extension Request is denied, the  link will appear in the 
Lender Inbox. See below: 
 

 
 
Step 11: Click the ‘Denied 30-Day Extension’ link to access the denied message. See below: 
 

Denied 
extension 
request 
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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 
 
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. 
 

 
 
 

Step 3: After clicking on the ‘Reports’ link, the report selection screen will display. See below. 
 

Click ‘Reports’ 
to access 
reports 
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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 snapshot of what a portion on the report will 
display is below. 
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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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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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Step 12:  The Auditor Procedure Report displays. A portion of the report will look like the following: 
 

 
 
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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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 
 
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 (90th 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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(Template continued on the next page) 

Click here to view 
the ‘Notice of 
Withdrawal’ letter.
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Note: If the user clicks on the ‘Here’ link within the 2nd 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: 

 

Deficiency reasons (if 
any) will be listed 
here.



 
7.0 Appeal of a Withdrawn HUD-FHA Approval 

 
 

LASS Release 4.0.0.0 User’s Manual                                                                                                Page 7.0-4 
FINAL 

 
 

 

 
 
 

Reinstatement 
process 

Hearing 
process 
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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: 
 
  

 
 
 

(Template continued on the next page) 



 
7.0 Appeal of a Withdrawn HUD-FHA Approval 

 
 

LASS Release 4.0.0.0 User’s Manual                                                                                                Page 7.0-6 
FINAL 

 
 
 
 

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. 
 
 

 
 
 
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.  
 

Click here after 
selecting ‘Click Here 
to Request a Hearing’  

ABC Title II 123456 May  

 



 
7.0 Appeal of a Withdrawn HUD-FHA Approval 

 
 

LASS Release 4.0.0.0 User’s Manual                                                                                                Page 7.0-7 
FINAL 

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: 
 
 

 
 
 

(Template continued on next page) 

Click here to view 
the ‘Notice of 
Withdrawal’ letter.
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Note: If the user clicks on the ‘Here’ link within the 2nd 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. 
 

 

Deficiency reasons 
(if any) will be listed 
here
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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: 
 

 
 
 

(Template continued on the next page) 

Reinstatement 
process 
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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 

 
 

 

Hearing process 
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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 
questions, 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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Step 13: After filling in the ‘By’ and ‘Title’ fields, to complete the Settlement Agreement, click on the ‘I 
Accept This Agreement’ button at the bottom of the page. 
 

Enter Name and 
Title in the 
spaces provided 
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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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