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To be sent via e-mail

March 24, 2004
           TO: 
All MFH Loan Officers & Technicians
SUBJECT:
Processing Rental Assistance (RA) Renewals & Transfers
Multi-Family Housing (MFH) Programs

The purpose of this memo is to outline the process to be used for processing Rental Assistance (RA) renewal obligations and transfers.   With California’s centralized payment centers, this process requires the coordination of activities in the State Office, local servicing offices, and the payment centers.  
The attached exhibits outline the steps involved and the parties responsible for them:

Exhibit A.  Renewal of expiring RA obligations.
Exhibit B.  Transfer of RA obligations between projects.
Please work closely with Janette Loper, the State AMAS Coordinator, as you handle these matters.

JEFFREY D. DEISS

Multi-Family Housing Program Director

Exhibit A:  Renewal of existing RA obligations
1. Payment Centers are responsible for monitoring remaining funds in RA obligations.  Working with AMAS Coordinator, identify RA contracts which will require renewal in the next 15 months, upcoming quarters, and upcoming months.

  (
2. When a contract is approximately 60 days from being fully expended, Payment Center mails the Management Agent a 1944-25 and (beginning in FY2004) a modified Four-Year 1944-27.  (When preparing the 1944-27, ideally, leave the effective dates blank so that these can be filled in later when the actual effective dates can be established with certainty.)
  (
3. The Management Agent obtains the appropriate signatures on the 1944-25 & 1944-27 and returns them to the Payment Center.  
  (
4. The Payment Center completes the second page of the 1944-25 and then asks the AMAS Coordinator for the RA renewal obligation.  The AMAS Coordinator confirms that RA funds are available to obligate.
  (
5. Once RA funds are available, the AMAS Coordinator prepares a 1944-51 (Part III), obtains the MFH Program Director’s approval, and obligates the RA.  
  (
6. The S/O sends the original 1944-51(Part III) to the Payment Center.

  (
7. Upon receipt, the Payment Center finalizes the 1944-27, entering the appropriate effective date and annotating the bottom of the 1944-27 with obligation information.  Payment Center then notifies the Local Servicing Office of the obligation by sending the original forms; notifies the Management Agent by sending copies of the forms; sends a copy of the completed 1944-27 to the AMAS Coordinator.

  (
( 8(a).  The Local Servicing Office retains the original documents in the case file; confirms that MFIS is updated to reflect the new RA obligation.
  (
( 8(b).  The AMAS Coordinator logs 1944-27’s effective date for tracking all four-year RA obligation expirations.
Exhibit B:  Transfer of RA obligations between projects
1. After appropriate borrower notices and/or concurrences, the party initiating the transfer notifies the AMAS Coordinator of the transfer request via e-mail.  The AMAS Coordinator confirms that the transfer is appropriate and that all parties are in agreement with the transfer. 

  (
    (
1(a)  When FY2004-obligated RA is being transferred, the borrower receiving the RA must sign a modified Four-Year 1944-27.  The Local Servicing Office whose project is receiving the RA will normally be responsible for this.  (When preparing the 1944-27, expiration date entered in Section 8(a) is four years from the FY2004 RA’s original effective date.  Seek AMAS Coordinator assistance if needed.)   A copy of the new executed 1944-27 must be sent to the AMAS Coordinator.
  (
2. The AMAS Coordinator prepares the 1944-55, obtains the MFH Program Director’s approval, and transfers the RA in AMAS system.  Any FY2004’s four-year RA obligations that are transferred are logged by the AMAS Coordinator.
  (
3. The S/O sends a copy of the 1944-55 to the Local Servicing Office whose project is receiving the RA; a copy is sent to the Local Servicing Office whose project is giving up the RA; and a copy is sent to the affected Payment Center(s).

  (
    (
4(a).  The Payment Center(s) notifies the affected Management Agent(s) that the transfer is complete and provides copies of the 1944-55 to each.

  (
    (
4(b).  The Local Servicing Office whose project is receiving the RA annotates the 1944-27 with the obligation information; confirms that MFIS is updated to reflect the transferred RA obligation.

  (
    (
4(c).  The Local Servicing Office whose project is giving up the RA annotates the 1944-27 with the obligation information; confirms that MFIS is updated to reflect the transferred RA obligation.
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