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5.0 CREATING FINANCIAL SUBMISSIONS

After single clicking on the Financial Assessment Subsystem (FASPHA) Link, the FASS-PH
introduction page will display. From this page, single click on the Continue link. This will take
you to your inbox.

5.1 Inbox

The Inbox page is the first page in FASS-PH. The table on the Inbox page displays all financial
data submissions assigned to the authorized user to date. The table may be blank the first time
you access FASS-PH; submissions cannot be displayed until they are created in the

system.

Available Links:

- Inbox

- Delete Draft
Submissions

- Additional Help

Submission
Criteria
Dropdowns:

- PHA Code

- Submission Type
- Status

- Fiscal Year End

Submission Table:

FINANCIAL ASSESSMENT - INBOX (ALL DATA IS FICTITIOUS TEST DATA

Fihancial Assessment

Electronic Submission

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

=

| Inbox | Delete Draft Submission |

eAdditiunaI Hel

PHA Code Submission Type Instructions:

To create a new submission,
AL - |ALL j select the desired PHA and hit

the GO button. Then select the
Status Fiscal End Year ate Mew Submission link.

'ARMING - Only open one

|ALL j |ALL j |2003 submission at a time to avoid

data corruption problems.

PHA
CODE

FISCAL YEAR DATE FASS

STATUS END RECEIVED ANALYST

FHA NAME TYFE

- displays Review GODD1 ~ 51am Housing apd Unaudited 930003 o1/06/000s  MiEMOAS
submissions in ority 133 Miele
the user’s inbox NG AUTHORITY Auditedi Felicia

Review FLO16 OF CITY OF SANFORD, 06/30/2003 0271972004
133 Denman
FLORIDA
Housing Authority of the City  Audited/A- Rochelle
of Montgomery 133 03/3172003 | 0171472004 Mekinney

| Top of Page |

| Inbox | Delete Draft Subrnission |

Additional Links:

- User Guide and
System
Documentation

- Technical
Assistance Center

- Top of Page

- Previous Page

- Next Page

eAdditiunaI Hel

| User Guide and Systern Docurmentation | Technical Assistance Center |
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Creating a Financial Submission

The submission table on the Inbox page can be filtered by: PHA Code, Submission Type, Status,
Fiscal End Year (month and date), and Fiscal End Year (year).

| Inbox | Reports | Delete Draft Submission |

eAdditional Hel

PHA Code Submission Type Instructions:
To create a new submission,
CAH99 |w ALL + | select the desired PHA and hit
the GO button. Then select the
Status Fiscal End Year Create New Submission link.
WARMNIMNG - Only open ane
AL «| (33 [+ /2004 submission at a time to avoid

data corruption problems.

STATUS PHA CODE PHA NAME TYPE FISCAL YEAR END DATE RECEIVED FASSE ANALYST

In order to create a new submission, PHA users must access the Inbox and perform a query

based on the desired submission. How to query: Click on the down arrow ~!buttons adjacent
to the dropdown boxes to view the selections for each field. From the dropdowns, click on the
desired selections and enter the desired Fiscal End Year (year) in the text box. Then click on the

GD‘ button. When the page is refreshed, the user must click on the Create New Submission link
and enter information in the PHA Info page.

PHA Code CAZ99
PHA Name HOMETOWN HOUSING AUTHORITY
ElIM Mumber

Street Address(line 1) 1234 HOMETOWYM HYWY
Street Address(line 2)

City HOMETOWWN
State CA
Zip Code 24102

Reporting Ending Date 03/31 -

@ Unaudited A-133 Audit

" Unaudited! Non- A-133 Audit
Subrrission Type " Unaudited/ Mo Audit

 Audited! A-133

" Audited/ Non- A-133

™ Blank Submission
Download Option
" Download Last Submission Yersion

Save

Final 5-2 09/29/2006



Office of Public and Indian Housing, Real Estate Assessment Center (PIH-REAC)
Financial Assessment Subsystem — Public Housing (FASS-PH)
"lll Release 8.2.1.0

*Il

5.0 Creating Financial Submissions (03/31/2004 and Prior)

Note: A PHA can edit or save a submission only if the submission is in Draft or IPA
Disagree status and if the user is assigned to the PHA.

Only one Audited and one Unaudited draft submission is allowed for each Reporting
End Date of a specified PHA. For example, an error message will display if the user
is attempting to create a second audited draft submission for the same Reporting
End Date and PHA.

The following steps to create a financial submission will be based on the following

sample PHA:
PHA Code: CA999
Submission Type: Unaudited and Audited/A-133
Fiscal End Year (month/date): 03/31
Fiscal End Year (year): 2004

Component Unit (Check this box if the PHA is a component unit of the
local government or local jurisdiction and will not be receiving its own
separate A-133 or non A-133 audit.)

Step 1: At the Inbox, perform a query on the screen by entering information for your PHA
submission. For example:

A Select CA999 from the PHA Code dropdown.

A Select 03/31 from the Fiscal End Year (month/date) dropdown.
A Enter 2004 in the Fiscal End Year (year) dropdown.
A

Click on the 2/ button.

The Inbox will refresh and will display the following additional links at the top of your
screen:

A Create New Submission

A Unusual Circumstance Request (not available for Section 8 only entities)
A Reports
A

Note: Cannot find the Create New Submission link? You must select your PHA
code from the drop down and click “Go” for the link to appear.
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FINANCIAL ASSESSMENT - INBOX (CREATE NEW SUBMISSION LINK

Financial Assessn]ent . .
Electronic Submission

U.S. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

Click on the
Create New  ——rraate Mew Submission | Unusual Circumstance Heguest |
Submission
link. | Inbox | Beports | Delete Draft Subrmission |
GAdditinnal Hel
PHA. Code Submission Type Instructions:
Select PHA To create a new submission,
Code and CAI99 |w ALL w | select the desired PHA and hit
Fiscal End Year the GO button. Then select the
from the Status Fiscal End ¥ear Create Mew Submission link.
dropdowns. WARMIMNG - Only open ane
o subrnission at a time to avoid
ALL [ [3/31 |oa]|2004 data corruption problems.
STATUS ~ FHA CODE FHA NAME  TYFE FISCAL YEAR END DATE RECEIVED FASS ANALYST
| Top of Fage |
| Create Mew Submission | Unusual Circurmstance Beguest |
| Inbox | Reports | Delete Oraft Subrmission |
eAdditinnal Hel
Step 2: Click on the Create New Submission link to continue to the PHA Info page.
Final
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5.2 PHA Info Page

The PHA Info page allows users to verify and enter basic information about a PHA and the type of
programs under which they are funded. Based on this information, the system generates the
appropriate data entry pages for the user to complete and submit the financial data to HUD. The
PHA Info page contains two tabs — PHA Info and Program Selection. Users can change pages
by clicking on the tab names. A page is active if the tab name appears in dark bold.

The Program Selection tab does not appear below because the new submission has not yet been
created. Once the fields on the PHA Info page contain information and the information has been
saved, the new submission will be created and the Program Selection tab will appear.

Note: Remember to save your work before leaving a page. To avoid losing work, use the
underlined system links to move from page to page, instead of the browser Back and Forward
buttons.

5.2.1 PHA Info Tab

After the PHA User clicks on the Create New Submission link on the Inbox, the PHA Info tab
displays.

The PHA Info tab contains basic information about the PHA, including name, PHA code, address,
and fiscal year end date. To create a new submission in the system, you must select Reporting
Ending Date (month/day), enter a Reporting Ending Date (year), and select the appropriate
Submission Type and Download Option.
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FINANCIAL ASSESSMENT — PHA INFO PAGE (PHA INFO TAB)

Financial Assessment

Electronic Submission

Real Estate Assessment Center (REAC)

U.S. Department of Housing and Urban Development

=

| Inbox | Reports |

Flease verify that the PHA infarmation is correct. If
there are any discrepancies with the data shown
below please contact your Field Office to update
the infarmatian.

oAdditional Help

Instructions:

Flease enter the Reporting Ending Date year,
select a submission type, select a blank
submission or download the last submission
varsion and click the Save button.

Submissions prior to 09/30/2001:
Select the Program Selection tab to continue.

Reporting Ending Date:

Month/Day: defaulted
Year. Enter year

SubmissionType:
Select desired option.

Download Option:
Select desired option.

PHA Caode

PHA MNare

EIN Mumber

Street Addressiline 1)
Street Addressiline 2)
City

State

Zip Code

Reparting Ending Date

Submission Type

Download Option

| Top of Page |

| Inbox | Reports |

09/30/2001 or later submissions:

The PHA Infa screen will reappear and you will

need to input the Reporting Beginning Date and
click the Save button. Then select the Program
Selection tab to continue.

CAZ93
HOMETOWN HOUSING AUTHORITY

1234 HOMETOWYIN HY

HOMETOWYIN
Ca
94102

03431 |

@ Unaudited/ A-133 Audit

o

) Unaudited! Non- A-133 Audit

]

) Unaudited! Mo Auodit

o

) Auditeds A-133

)

) Audited! Mon- A-133

*

@ Blank Submission

) Download Last Submission Yersion

Save

eAdditionaI Help

| User Guide and Systern Documentation | Technical Assistance Center |
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Step 1: Reporting End Date (month/day): Select one of the 4 month/day options from the
dropdown (03/31, 06/30, 09/30, 12/31). This dropdown is defaulted to the current
fiscal year end quarter for the selected PHA Code.

For this example, we will keep the defaulted date, 03/31, selected in the dropdown.
Step 2: Reporting End Date (year): Enter a four-digit fiscal year end date.
Enter 2004 in the text box.
Step 3: Submission Type: Select a radio button from one of the 5 submission types
(Unaudited/A-133 Audit, Unaudited/Non A-133 Audit, Unaudited/No Audit,
Audited/A-133, and Audited/Non A-133). Please remember that an Unaudited

submission must be created in the system before an Audited submission can be
created.

Changing the Submission Type:

If a PHA would like to change the submission type for a submission he or she is
currently working on, the PHA should go to the PHA Info screen, change the
submission type, and press the Save pushbutton.

Step 4: Download Option: Select one of the two download options:
e Blank Submission
¢ Download Last Submission Version

When selecting the Download Last Submission Version button, the user will receive
an error message if downloading a rejected submission into a draft when he or she
has selected a different Submission Type on the PHA Info screen for the new
submission than the Submission Type that was specified for the rejected
submission.

Note: If necessary, the submission type can be changed after the new submission is
created.

If a PHA is resubmitting data after receiving a Late Presumptive Failure, the
Download Last Submission Version can only be used if a prior submission
with valid data exists for the same fiscal year. If the only available submission is
the blank late presumptively failed submission, the user must select the Blank
Submission download option. In either case, the user should confirm that the
Reporting Beginning Date and Reporting Ending Date are accurate prior to
completing the submission.
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Step 6:

Click on the button.

For any submission dated 09/30/2001 and beyond, a pop-up message will appear
reminding the PHA user to complete the Reporting Beginning Date and Component
Unit fields. Skip the next paragraph and continue on to Step 6.

If a submission is dated prior to 9/30/2001, the pop-up message will not display.
Instead, the information for the new submission will be saved and the Program
Selection tab appear. Skip to Step 12.

|.-I.-Hl:rnmﬂ Imernet Explorer E‘E

L | E Please complete the 'Feporting Beginning Date’ and "Component Unit” Fields and dick, Save to create submission,
L4

e |

Click OK.

The PHA Info tab refreshes and will display a Component Unit check box and a
Reporting Beginning Date dropdown box and textbox (for 09/30/2001 submissions
and beyond).

The following screen is displayed (for all submissions dated 9/30/2001 and beyond):

Final
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FINANCIAL ASSESSMENT — PHA INFO PAGE (REFRESHED

Financial Assessn:lent . .
Electronic Submission

U.S. Department of Housing and Urban Development §

Real Estate Assessment Center (REAC)

| Inbiox | Beports |

eAdditinna\ Hel

Instructions:
Flease enter the Reporting Ending Date year,
select a submission type, select a blank
submission or download the |ast submission
version and click the Save hutton

Please verify that the PHA information is correct. If

there are any discrepancies with the data shown Submissions prior to 09/30/2001:

below please contact your Field Office to update  Select the Program Selection tab to continue.

the inforrnation
09/30/2001 or later submissions;
The PHA Info screen will reappear and you will
need to input the Reporting Beginning Date and
click the Save button. Then select the Program
Selection tab to continue.

PHA Code CAZ89
PHA Marne HOMETOWMN HOUSING AUTHORITY

EIM Mumber
Street AddISS 4294 HOMETOWN HwY
(line 13
Street Address
(line 2)
City HOMETOW/M
State CA
Zip Code 94102
i i i ( Reporting
Reporting Beginning Boanning Date | 0401 ] /(2003
Date: Reporting
Month/Day: defaulted Ending Date 0331/ 2004
Year. defaulted ® Unaudited/ A-133 Audit
Reporting Ending O Unaudited’ Mon- A-133 Audit
Date: Submission
Year: defaulted Type O Unaudited/ No Audit
P O Audited! A-133
SubmissionType: < Audte
Select desired option. O Auditeds Mon- A133
. I Component Unit (Check this box if the PHA is a
component U("t' companent unit of the local government or local jurisdiction
Check the box if and will not be receiving its own separate A-133 or non A-
applicable. 133 audit.)
& Blank Submission
. Download
Download Option: Option 5 - !
Select desired option. _ Download Last Submission Version

\ E3

| Top of Page |

| Inbiox | Beports |

eAdditiona\ Hel

| User Guide and System Documentation | Technical Assistance Center |
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Step 7:

Step 8:

Step 9:

Step 10:

Component
Unit check box
if appropriate.

Reporting Beginning Date: Select a Reporting Beginning Date (month/date) from
the dropdown box and enter the Reporting Beginning Date year in the textbox.

Reporting Beginning Date is a dropdown box that was implemented in FASS-PH
Release 7.0.0.0. With this functionality, FASS-PH is able to handle fiscal year end
changes, long reporting periods, and short reporting periods. Please confirm the
reporting period beginning and ending dates prior to entering financial data.
The system does not allow overlapping submission periods.

Component Unit: A PHA should check the Component Unit option if it is a
component unit of a local government or local jurisdiction and will not be receiving its
own separate A-133 or non A-133 audit.

PHA Info Program Selection

PHA Caode CAB99
PHA Marme HOMETOWMN HOUSING AUTHORITY

EIN Murnber

street AIESS 1524 HOMETOWN Hwy

{line 13

Street Address

{line 23

City HOMETOWWN

State Ca,

Zip Code 94102

Reporting

Beginning Date DAt LD

Reporting

Ending Date OR20ne
® Unauditeds A-133 Audit

SUBMISSION oy | ynauditeds Non- A-133 Audi

T},l'pE! A naudite an- A W]ul}

Check the O Unaudited/ Mo Audit
m Companent Unit (Check this box if the PHA is &

component unit of the local government or local jurisdiction
and will not be receiving its own separate A-133 or non A-

133 audit.)

Sawve

Confirm the Submission Type and Download Option selected in Steps 3 and 4,
respectively.

Select the Unaudited/A-133 Audit and Blank Submission radio buttons.

Click on the button.

A pop-up message appears on the screen to confirm whether the PHA is reporting
as a component unit of a larger entity. The PHA user has an option to click OK or
Cancel.

Final
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Step 11:

Step 12:

|- Microsoft Internet Explorer |

g/ Subméssion is being filed as a component unik of a larger entity, Are you sure you want to save? |

QK J [ Cancel

PHA Users reporting as a component unit of a larger entity must click OK to close
the message and to continue to create a new submission in the system. Otherwise,
click Cancel, make any desired changes to the PHA Info page, and save changes.

Since CA999 (sample PHA) is reporting as a component unit, click OK.

Click on the Program Selection tab at the top of the table to continue to the Program
Selection tab page.

Final
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5.2.2 Program Selection Tab

After the PHA User clicks on the Program Selection tab, the Program Selection screen of the PHA
Info page will display.

The Program Selection tab includes a list of federal programs that provide funding to PHAs.
Generic programs (circled below) were added to the Program Selection page in Release 6.0.0.0.
The “Other Federal Programs 1, 2, and 3” do not have numbers listed in the CFDA column. These
programs can be used when a federal program does not have a CFDA number. See steps 4 - 11
for instructions on adding programs. PHA Users must select the appropriate programs by clicking
the corresponding checkboxes in the Select column.

FINANCIAL ASSESSMENT — PROGRAM SELECTION TAB

P Fhanie Y Program selecion
CFOA MAME OF PROGRAM SELECT

14,182 M/C S/R Section 8 Programs O
14.218  Community Development Block Grants/Entitlement Grants i)
14238  Shelter Plus Care (|
14241 Housing Opportunities for Persons with AIDS [F]
14243 Opportunities for Youth_Youthbuild Pragram ]
14312 New Approach Anti-Drug Grants [F]
14.850a Low Rent Public Housing O
14.850b  Development O
14.852  Public Housing_Cornprehensive Improvement Assistance Program O
14.853  Public Housing_Tenant Opportunities Prograrm O
14.854  Public and Indian Housing Drag Elimination Program O
14.855  Section 8 Rental Woucher Program [F
14856  Lower Income Housing Assistance Program_Section 8 Moderate Rehabilitat [Details]
14.857 Section 8 Rental Cerificate Program O
14858  Hopel

CFDA #: 14.8589  Public Housing_Comprehensive Grant Prograrm

COfTeSpOndS to programs. 14.860  Head Start Public Housing Early Childhood/Development Demonstration

14.861  PIH- Family Investment Carporation

Name of Program:
14.863  PIH- Youth Sports Program

List of all programs.
New programs include
Other Federal Program 1,

14.864  Economic Development and Supportive Serices Program

14.866  Revitalization of Severely Distressed Public Housing

2, and 3 14.868  Mew Approach Anti-Drug Grants

14.870  Resident Opportunity and Supportive Services
Select_' 14.871  Housing Choice Vouchers
Check the box 14.872  Public Housing Capital Fund Program
COrfeSpOnding to Business Activities
appropriate program. StaterLocal

Internal Service Fund

General Fized Assets Account Group
General Long-Term Debt Account Group
Fiduciary

Component Units

Debt Service Fund

Other Federal Program 1

Other Federal Program 2

O @ |E) @ O @ (@) @ (E) 3 (O 3 (5 3 (|5 E (O @ S (O3

Other Federal Program 3

The following steps to create a financial submission will be based on the following
sample PHA:

PHA Code: CA999

Fiscal End Year (year): 2004

Program Reported: Low Rent
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Step 1: From the Program Selection tab on the PHA Info page, click the checkboxes in
the Select column to select the program(s) under which the PHA receives funding.
A checkmark & appears in the box. Click the checkbox again to deselect the
program. Check as many programs as are applicable.

Select the Low Rent Public Housing program by clicking on the Select column
checkbox.

FINANCIAL ASSESSMENT — PROGRAM SELECTION TAB (TOP OF PAGE
Low Rent m Program Selection

_Public Housing CFDA# MAME OF PROGRAM SELECT
is checked. If

you are 14182 N/C S/R Section 8 Programs Ll
reporting

multiple

programs,
please place a
checkmark by

O

Shelter Plus Care

14.235

all appropriate 14241 Housing Opportunities for Persons with AIDS

Fr:iz,ggzr;:. " 14.243  Opportunities for Youth_Youthbuild Program
14.312  Mew Appraach Anti-Drug Grants L
14.850a Low Rent Public Housing F
14.850b  Development IF]
14.852  Public Housing_Comprehensive Improvement Assistance Program L
14.853  Public Housing_Tenant Cpportunities Program L
14.854  Public and Indian Housing Drug Elimination Program L
14.855  Section 8 Rental “oucher Program L
14.856  Lower Income Housing Assistance Program_Section 8 Moderate Rehabilitat [Details]

Step 2: Click on the button to save the data in the system. A confirmation message

displays.

Microsoft Internet Explorer

g‘j Bre you sure that you would ke to save the selected programs?

[ QK J | Cancel
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Step 3:

Project #:

Lists of all projects
for the designated
PHA.

Select:

Check the box
corresponding to
appropriate
project.

Click on the button to save your data, or the L™ | pytton to

cancel.

Click on OK to continue with the creation of a financial submission and skip to
Section 5.3 Financial Data Schedule if you do not want to select a Section 8
Moderate Rehabilitation project or add a program not listed on the program
selection page.

Note: Some programs may require users to identify a specific project(s).

How 10 ADD PROJECTS FOR CFDA 14.856: On the Program Selection page, click
on the underlined Details link in the Select column for Lower Income Housing
Assistance Program Section 8 Moderate Rehabilitation.

The Project Selection tab displays.

FINANCIAL ASSESSMENT — PROJECT SELECTION TAB

PHA Code: CA999
PHA Hame: HOMETOWN HOUSING AUTHORITY

Section 8 MOD Rehab. Project Selection

m Program Selection Project Selection

FROJECT # SELECT
CABI9MRODD1 O
CABIOMRODN2
< CAI99MRO003
CAZI9MROO04
CABIIMROO0S
CASI9MROOD7

Sawve

[N ™ fOON 0 i

* If you are submitting information on Section 8 Moderate Rehabilitation projects:

A Click in the checkbox to select the applicable project(s).

A Click on the button to save the data in the system.
A Click on the underlined Back to Program Selection link at the bottom of the
page to return to the Program Selection tab page.

Final
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Programs can be added if they do not appear on the Program Selection tab. Use
the Add a Program link at the bottom of the page to add programs to the list.

Note How 10 ADD PROGRAMS: If you would like to add a program not displayed on the
Program Selection tab, proceed with steps 4 - 11. Otherwise, skip to Section 5.3
Financial Data Schedule.

FINANCIAL ASSESSMENT — PROGRAM SELECTION TAB (BOTTOM OF PAGE)

Other Federal Program 1 [F]
Other Federal Program 2 ]
Other Federal Pragram 3 [F]
Click on the
mﬂqm Add a Program
| Top of Page |
Step 4: At the bottom of the Program Selection tab of the PHA Info page, click on the

Add a Program link to add program(s) not included in the list.

The Add Program page displays.

FINANCIAL ASSESSMENT — ADD PROGRAM PAGE

Instructions:

To add a new program:
Enter a CFDA# in the appropriate box and click the Go button. Click the Add Program
buttan.

11 If you are unsure of the CFDA#, Select a Federal Agency from the Federal Agency
drop-down box and click the Go button. Select the new Federal Prograrm from the
Federal Agency: Federal Program drop-down box. Click the Add Program button.
Select a federal
agency from the
dropdown box.

Program Selection Project Selection

CFDA#: CFDA% () Agency

Enter CFDA HOUZIMNG, DEFARTMEMNT OF HOUSING AND URBAN DEVELOFPKME  |»
number. >

Program
Program Name: Marne rest Reduction Payments_Rental and Cooperative Housing for Lo v
Select a program
from the Add Program

dropdown box.

| Top of Page | Back to Program Selection |
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Step 5: If you know the CFDA# of the program you wish to add, enter it in the blank field,
click the button, and skip to Step #8.

If you do not know the CFDA#, click on the Arrow ¥ | button to the right of the
Federal Agency field to view a list of federal agencies. If a specific federal agency

is not listed in the dropdown, select Other Federal Programs, click on the
button, and select Other Federal Program 1, 2 or 3 from the Program Name
dropdown.

Instructions:

To add a new program:
Enter a CFDA# in the appropriate box and click the Go buttan. Click the Add Program
buttan.

17 If you are unsure of the CFDAR, Select a Federal Agency from the Federal Agency

drop-down box and click the Go button. Select the new Federal Program fraom the
Federal Prograrm drop-down box. Click the Add Program button.

m Program Selection Project Selection

Select a CEDAR

Federal Agency Federal Agency

from the FRTIONAL COUNCIL DN DISABILITY
dropdown and

click the Go

button. Then, Progra | ational Council an Disahilityd v
select a

Program Name

from the second
dropdown and

click the Add

Program

pushbutton.

| Top of Page | Back to Program Selection |

Step 6: Click on an agency to select it; then, click on the button. A list of programs
displays in the Program Name field.

Step 7: Click on the drop-down menu to view a list of Program Names. Click on a program
to select it.

Step 8:
Finally, click on the I adosedsn l button to add the program and return to the

Program Selection tab page. A checked box displays next to the new program
indicating that it was automatically selected.

92.001 Mational Council an Disability
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Step 9: Click on the button to save the data in the system. A confirmation message
displays.
Microsoft Internet Explorer '
:{‘/ Bre you sure that you would ke to save the selected programs?
[ QK J | Cancel |
Step 10:
P Click on the button to save your data or the L% | pytton to
cancel.
Step 11: After selecting and saving all the applicable programs, click on the underlined
Financial Data Schedule link at the top of the PHA Info page to continue to the
Financial Data Schedule page.
Financial ASSESSI‘I:IEI"It . .
Electronic Submission @
U.S. Department of Housing and Urban Development
Real Esgate Assaessment cgnter (REAC) : N
C.Iick on the | Inbox | Reparts | PHA Inf ncial Data Schedule | Pata Collection Form | Comments |
Eirancial Daia [Submit | Late Reason | LOCCS/HUDCARS |

eAdditiunal Hel

CFOA# NAME OF PROGRAM SELECT
14182 N/C Z/R Section 8 Programs O
14218  Comrmunity Development Block Grants/Entitlernent Grants i
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5.3 Financial Data Schedule

The Financial Data Schedule page allows users to enter financial data for each of the programs
selected on the PHA Info page. Use the scroll bar to view the entire page. The Financial Data
Schedule page contains two tabs — the Balance Sheet tab and the Revenue & Expense tab.
Users enter specific line item amounts in the fields on these two tabs.

Remember to save your entries frequently using the button at the bottom of the table. To
change tabs, click on the tab at the top of the table, or click on the links at the bottom of the table.
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FINANCIAL ASSESSMENT — FDS: BALANCE SHEET

Program:

Select the
program for which
you will be
entering data.

Accounting

Method:

Select the

accounting

method for the

selected program. [

Line Item #
and Account
Description:
Lists all line
items.

Enter value for
appropriate line
items.

Note: This
screen print
displays a
truncated
version of the
Balance Sheet
due to limited
space.

1o

Line ltem #'s
marked with
an asterisk(s)
are
mandatory
fields.

—>
Pushbuttons: —>
- Save

- Reset
- Clear

Mandatory
fields and
footnotes

—

Finanhcial Assessment

Electronic Submission

Real Estate Assessment Center (REAC)

U.S. Department of Housing and Urban Development

A

| Inbox | Reports | PHA Info | Financial Data Schedule | Data Co

| Submit | Late Reason | LOCCS/HUDCAPS |

SELECT A PROGRAM

Low Rent Public Housing |
SELECT AN ACCOUNTING METHOD
Full Accrual - Post GASE 34 i

PHA Code : CA999

PHA Name: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

Balance Sheet Revenue & Expense

llection Form | Comments |

OAddmunal Help

Instructions:

Select a Program and Accounting
Method. Then press the "GO" button to
refresh the page. Click the Yalidate
button to verify the data against the
system business rules

LINE ITEM # DESCRIPTION VALUE DETAILS
Assets Current Assets
Cash:
11 Cash - Unrestricted 5
Cash - Restricted for Payment of Current
15 . §
Liahilities
Cash - Restricted - Modemization and
12 5
Development
13 Cash - Other Restricted 5
114 Cash - Tenant Security Deposits 5
100 Total Cash $0
Receivahles:
121 Accounts Receivable - PHA Projects 5
122 Accounts Receivable - HUD Other Projects §
124 Accounts Receivable - Other Government  §
125 Accounts Receivable - Miscellaneous 5
Accounts Receivable - Tenants - Dwelling
126
Rents
= 4251 Allowance for Doubtful Accounts - Dwelling $
Rents
=126.2 Allowance for Doubtful Accounts - Other 5§
Entire FDS not shown.
5111 Restricted Net Assets g
512 Endea\gnated Fund Balance/Retained 5
arnings
6121 Unrestricted Met Assets g
513 Total Equity/Net Assets $0
600 Total Liabilities and Equity/Net Assets $0

* mandatary field

"= Allowance accounts(128.1, 126.2, 128.1, and 143.1) are mandatory fields only if data has been reported in the
lated d. i ati

conesponding asset account. Leasehold i and

(185 and 156) are mandatory fields only

it other fixed assets line items are reported. Zero is an acceptable value

| Top of Page | Balance Sheet | Revenue & Expense |

| Inbox | Reports | PHA Info | Financial Data Schedule | Data Coll

ection Form | Comments |

| Submit | Late Reason | LOCCS/HUDCARS |

| User Guide and Systern Documentation | Technical Assistance

eAddmnnal Hel

Center |
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FINANCIAL ASSESSMENT — FDS: REVENUE & EXPEN

Program:

Select the program for
which you will be
entering data.

Accounting Method:
Select the accounting
method for the
selected program.

Financial Assessment

Electronic Submission

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

=

| Inboyx | Reports | PHA Info | Financial Data Schedule | Data Collection Form | Camments |

| Submit | Late Reason | LOCCSMHUDCAPE |

OAdditional Hel

Instructions:

Select a Program and Accounting
Method. Then press the "GO" button to
refresh the page. Click the Validate
button to verify the data against the
system business rules.

SELECT A PROGRAM

Low Fent Public Housing |+

SELECT AN ACCOUNTING METHOD

Full Accrual- Post GABE 34 |v

PHA Code : CA999
PHA Name: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Sul Type: U lited/A133
Baiance Shest
LINE ITEM # DESCRIPTICN WALLE DETALS
K 703 Met Tenant Rental Revenue [ ---
Line Item # and 704 Tenant Revenue - Other 5
Account 705 Total Tenant Revenue $0 -
Description: 706 HUD PHA Operating Grants p -
Lists all line items.
Enter value for 706.1 Capital Grants 5
_appropnate line < 708 Other Government Grants 5
items.
=i Investrnent Incorne - Unrestricted 5
712 Mortgage Interest Income 5 ---
Line Items 713 Praceeds from Disposition of Assets Held p
marked with an far Sale
asterisk(s) are k 7131 Cost of Sale of Assets [
mandatory
fields. --
Entire FDS not shown.
Save and -
Validate Button: —p *1120 Unit Months Available [Details]
Must save and ’ T2 MNumber of Unit Maonths Leased

validate the FDS
before submitting

the data > [ Reset ] [ Clear ] [ “alidate ]
* mandatonciiald /
* Investment income (F11 and 720) are mandatony fields only if data has been reported in the comesponding cash and
Mandatory —/ imrestment aceount. Cost of sale of aszets (F12.1) iz mandatony only if proceeds from disposition of assetz held forsale is
field reported. Zero is an acceptable value.
footnotes
;A;SS-PH | Top of Page | Balance Sheet | Revenue & Expense |
elease
7.2.0.0 | Inbox | Reports | PHA Info | Financial Data Schedule | Data Collection Form | Comments |
Lepors Ligla Lollection rorm | LOmments
| Submit | Late Reason | LOCCS/HUDCAPS |
eAddilional Hel
| User Guide and Systern Docurnentation | Technical Assistance Center |
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5.3.1 Balance Sheet

After the PHA User clicks on the Financial Data Schedule link, the Balance Sheet of the Financial
Data Schedule will display.

The Balance Sheet tab lists specific line items for assets, liabilities, and equity. PHA Users must
enter data in the fields. Mandatory fields depend upon the selected submission type, program, and
accounting method.

Before PHA users enter values in the line items, they must select a program (if
multiple programs were selected for the submission) and select the corresponding
accounting method. The accounting method options include the following:

1) Modified Accrual — Pre GASB 34 2) Full Accrual — Pre GASB 34 and 3) Full
Accrual — Post GASB 34. Once the program and accounting method have been
selected, the user must click the Go button.

Some line items on the FDS have changed since previous releases. For more
information on line items, please refer to the FDS Line Definitions and Crosswalk
Guide.

When the FDS page is initially loaded, mandatory fields for the defaulted program
(the first program alphabetically from the list of programs selected on the Program
Selection page) and defaulted accounting method (Full Accrual-pre GASB 34 for
submissions with FYEs of 06/30/00 and prior; Full Accrual-Post GASB 34 for
submissions with FYEs of 09/30/00 and beyond), as well as new mandatory field
footnotes are displayed.

Note: When the FDS and DCF pages are displayed, mandatory line items are
identified with an asterisk(s).

The following steps to create a financial submission will be based on the following

sample PHA:
PHA Code: CA999
Program: Low Rent Public Housing
Accounting Method: Full Accrual — Post GASB 34
Step 1: To begin the process for completing the FDS, select the desired program and

accounting method as described below:

At the top of the Financial Data Schedule page, click on the Arrow || button to the
right of the Select a Program dropdown menu to view a list of programs. Click on
the program name in the list to select it and create a data entry page for that
program.

Select Low Rent Public Housing from the Program dropdown.
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Step 2: Click on the arrow to the right of the Accounting Method dropdown menu to view
list of accounting methods. Click on the method to select it.
Select Full Accrual - Post GASB 34 from the Accounting Method dropdown box.
Click on the button.
SL%IE/CE,GM Instructions: .
Public Housing | SELECT A PROGRAM Select a Program and Accounting
Low Rent Public Housing |+ hethod. Then press the "GO" button to
Select: refresh the page. Click the “alidate
Full Accrual - SELECT AN ACCOUNTING METHOD huttan to verify the data against the
Post GASB 34 Full Accrual - Post GASE 34 w system business rules.
Click GO
Note: Once the Program and Accounting Method have been chosen and the Go
button has been clicked, the page will be displayed with the mandatory line items
identified with an asterisk(s). Mandatory fields will depend on the Program and
Accounting Method selected. It is important to select the program, select the
accounting method, and click the Go button before entering data on the FDS.
Step 3: At the Balance Sheet tab on the Financial Data Schedule page, enter each line item
amount in the blank fields in the Amount column. Round cents to the nearest dollar.
Do not enter dollar signs ($), commas (,), or decimal points (.) in the Amount fields.
The system will automatically format the commas upon clicking the Save
pushbutton.
FINANCIAL ASSESSMENT — BALANCE SHEET (ALL DATA IS FICTITIOUS TEST DATA
Revenue & Expense
LIME ITEM # DESCRIPTICHN WALLE DETAILS
Assets Current Assets
Cash:
K
111 Cash - Unrestricted § 15,000
Cash - Restricted for Payment of Current
Values have s Liahilities ! 55,200
been entered
for the balance Cash - Restricted - Modernization and
. 112 ]
sheet line Development
items.
113 Cash - Other Restricted s
\ 114 Cash - Tenant Security Deposits § 6,000
100 Total Cash § 26,200
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Step 4:

Step 5:

Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last saved state, if
necessary.

A Use the button to clear all the fields on the page to blank.

Click on the Revenue & Expense tab at the top of the table or the Revenue &
Expense link at the bottom of the table to continue to the Revenue & Expense tab.

5.3.2 Revenue & Expense

After the PHA user clicks on the Revenue & Expense tab or Revenue & Expense link, the Revenue

& Expense page of the Financial Data Schedule will display.

The Revenue & Expense tab lists specific line items for revenues and expenses. PHA users enter

financial data in the blank fields. Some line items pertaining to grant programs have underlined

[Details] links to additional pages requesting more information. Be advised that specific detail links

vary depending on the programs selected when you created your submission. Frequently used
grant programs include:

14.850b - Development

14.859 - Public Housing Comprehensive Grant Program

14.866 - Revitalizations of Severely Distressed Public Housing

14.854 - PIH Drug Elimination Program

14.853 - Public Housing - Tenant Opportunities Program

14.858 - Hope |

14.860 - Head Start Public Housing Early Childhood/Development
Demonstration

14.861 - PIH - Family Investment Centers Program

14.863 - PIH - Youth Sports Program

14.864 - Economic Development and Supportive Services Program

14.868 - New Approach Anti- Drug Grants

14.872 - Public Housing Capital Fund Program

Final
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Step 1:

Values have
been entered
for the revenue
and expense

At the Revenue & Expense tab on the Financial Data Schedule page, enter each
line item amount in the blank fields in the Amount column. Round cents to the
nearest dollar. Do not enter dollar signs ($), commas (,), or decimal points (.) in the
Amount fields. The system will automatically format the commas upon clicking the
Save pushbutton.

Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last saved state, if
necessary.

A Use the button to clear all the fields on the page to blank.

FINANCIAL ASSESSMENT — REVENUE & EXPENSE (ALL DATA IS FicTITIOUS TEST DATA

PHA Code : CA999

PHA Hame: HOMETOWHN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

Balance Sheet Revenue & Expense

line items. LINE ITEM # DESCRIFTION VaLLE DETAILS
703 Met Tenant Rental Revenue f 85,000
704 Tenant Revenue - Other § 13,000
705 Total Tenant Revenue $ 98,000
705 HUD PHA Operating Grants f 55,000
\_ 7061 Capital Grants e
705 Other Gavernment Grants § 1,300
Mandatory
Field 7N Investment Income - Unrestricted § 5,000
Some program line items require users to provide additional account details.
For example:
Note A Line item 1104 details page is available for all programs.
A Line item 1120 details page is required for Low Rent Public Housing
program.
A Line item 706 details page is required for Section 8 programs only.
A Certain line items have details pages for Grants programs.
Some program line items are populated with information in the PIH-REAC database.
For example, line item 1103 Beginning Equity will display as read-only (non-editable
field) with the ending equity of the previous year if an approved submission exists
from the prior year. However, if a prior year approved submission does not exist for
a PHA, line item 1103 Beginning Equity will be blank and users will have the ability
to edit the field.
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. Prior Period Adjustments, Equity Transfers
1104 '
Click on the and Correction of Errars > @

Details link for

Changes in Compensated Absence

line 1104.
1102 Balance ¥
1106 Changes in Contingent Liability Balance f

Step 2: If you would like to record prior period adjustments, equity transfers or corrections of

errors, click on the Details link in the Details column for line item 1104 — Prior Period
Adjustments, Equity Transfers and Correction of Errors. A save reminder message

displays.
Microsoft Internet Explorer
9 Did wou remember to save wour work?
‘:r) I ves, chck the O button, or click the
Cancel button to nullify your request.
[ O, i [ Cancel
Step 3: Click on the [Ii button to continue, or click on the L€ __| button to close

the box and save your work before continuing. The appropriate Details page
displays. In this example, the Prior Period Adjustments, Equity Transfers and

Correction of Errors Details page displays.
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FINANCIAL ASSESSMENT — PRIOR PERIOD ADJUSTMENTS DETAILS PAGE

PHA Code: CA999

PHA Hame: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: U lited/A-133

Program #: 14.850a - Low Rent Public Housing
Line Item #:1104 - Prior Period Adjustments, Equity
Transfers and Correction of Errors

Account Details | Back to Revenue & Expense
LINE ITEM # ACCOUNT DESCRIPTION

Prior Period Adjustments and Correction of Errors

Instructions:

Enter the account descriptions
and account values for the
associated line itermns.

AMOUNT

1104-0110 5
1104-020 g
1104-030 g
1104-040 g
1104-050 §
1104-080 All Others $
Total Prior Period Adjustments and Correction of 50
Errors
f Equity Transfers
1104-070 g
1104-080 §
Separate line 1104-050 5
items exist for < 1104-100
recording equity 8
transfers. 1104-110 §
1104-120 All Others §
Total Equity Transfers 0
\ Total Prior Period Adj ts, Equity Transfers and 50
Correction of Errors
[ Save ] [ Feset ] [ Clear]
Step 4: Enter any adjustment amount and description. If you enter an amount for the line

items, corresponding descriptions are required. Round cents to the nearest dollar.
Do not enter dollar signs ($), commas (,), or decimal points (.) in the Amount fields.
The system will automatically format the commas after clicking the Save pushbutton.

Step 5 Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last saved state, if

necessary.

A Use the button to clear all the fields on the page.
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Step 6: Click on the Back to Revenue & Expense link to return to the Revenue & Expense
tab.
Step 7: If you are reporting a Low Rent Public Housing program, line item 1120 Details is a
mandatory field.
Click on the Details link in the Details column for line item 1120 — Unit Months
Available. A save reminder message displays.
1112 Depreciation Add Back 5
Click on the ————p» * 1120 Unit Months Available [Details]
Details link for
line 1120. * 1121 Mumber of Unit Maonths Leased
Microsoft Internet Explorer
9 Did wou remember to save wour work?
‘:/ If ves, chck the O button, or click the
Cancel button to nullfy your request.
[ O i [ Cancel
Step 8: Click on the [Ii button to continue, or click on the L2 | hutton to close

the box and save your work before continuing. The appropriate Details page
displays. In this example, the Account Details page displays.
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FINANCIAL ASSESSMENT — LINE 1120 DETAILS PAGE

Instructions:
PHA Code: CA999 Flease reconcile the System
PHA Name: HOMETOWN HOUSING AUTHORITY Repaorted Unit Months Available
Fiscal Year End Date: 03/31/2004 to the actual Unit Manths
Submission Type: Unaudited/A-133 Available for the current year.

Provide detailed explanations for
Other Adjustments made.
Flease refer to the system user
guide for & more detailed

Program #: 14.850a - Low Rent Public Housing
Line Item #:1120 - Unit Months Available

explanatian.
Account Details | Eack to Revenue & Expense
/ LINE ITEM # ACCOUNT DESCRIPTION AMOUNT
1120-010 Systen Reported Units per PHA Profiles (times 12) 1860
1120-020 Preapproved Unit Months for Demalition
1120-030 Preapproved Unit Months for Conversion
1120 Details 1120-040 “Yacant and Preappraved Unit Manths for Madernization
page is required
for Low Rent 1120-050 Preapproved Man-Dwelling Unit Months
programs only.
Enter any Other Adjustments
adjustments. 1190050
1120-070
1120-080
1120-050 Total Unit Months 0
\ [Save ] [ Reset ] [ Clear]

Line item 1120-010 on Account Details page is populated with the system reported
units from the REAC database. This value is the sum of unit count for Low Rent
projects for the designated PHA, multiplied by 12 (humber of months in a year).

Note PHAs can make upward or downward adjustments to the unit months amount by
entering adjustments on this details page.

Step 9: Enter any unit month adjustment amount and description. If you enter an amount for
line item 1120-060, 1120-070 or 1120-080, corresponding descriptions are required.
Round cents to the nearest dollar. Do not enter dollar signs ($), commas (,), or
decimal points (.) in the Amount fields.

Step 10: Click on the button to save the data in the system. An error message

displays if a required line item was left blank or entered improperly.

A Use the button to reset all entries to the last saved state, if
necessary.

A Use the button to clear all the fields on the page.
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Step 11: Click on the Back to Revenue & Expense link to return to the Revenue & Expense
tab.
Step 12: For Grants Programs, selected line items require entry of values on the

corresponding details page.

Click on the Details link in the Details column for line item 931 — Water. A save
reminder message displays.

Click on the > 931 Viater

Details link for

line 931. G932 Electricity Letalls]
933 Gas [Details]
934 Fuel [Details]
935 Labor [Details]
937 Employee Benefit Contributions - Utilities [Details]
935 Other Utilities Expense [Details]

Microsoft Internet Explorer

9 Did wou remember to save wour work?
‘:/ If ves, chck the O button, or click the
Cancel bukton to nullfy your request,

[ 0K, i [ Cancel

Step 13: Click on the [:HK button to continue, or click on the L% button to close

the box and save your work before continuing. The appropriate Details page
displays. In this example, the Account Details page displays.
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FINANCIAL ASSESSMENT — LINE 913 DETAILS PAGE (GRANTS PROGRAMS

PHA Code : CA999

PHA Hame: HOMETOWN HOUSING AUTHORITY

Fiscal Year End Date: 03/31,/2004 Instructions:

Submission Type: Unaudited/A-133 Enter the account details for the
associated line itern.

Program #: 14.850b - Development

Line Item #:931 - Water

Account Details | Back to Fevenue & Expense

DESCRIFTION ARMOUNT
Fiscal Year 2004 5
Fiscal Year 2003 5
Fiscal Year 2002 &
Fiscal Year 2001 §
Fiscal Year 2000 §
Frior Years 5
Total $0

[ Sawve ] [ Fesget l [ Clear]

Step 14: The revenue and expense details page for Grants programs contain line items for
the current fiscal year, the 4 prior fiscal years, as well as a line item for all other prior
years. Enter the revenue/expense amounts per fiscal year. Round cents to the
nearest dollar. Do not enter dollar signs ($), commas (,), or decimal points (.) in the
Amount fields. If you are unsure how to break out the amounts across multiple fiscal
years, please consult with your fee accountant or your FASS-PH Financial Analyst.

Step 15: Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.
A Use the button to reset all entries to the last saved state, if
necessary.
A Use the button to clear all the fields on the page.
Step 16: Click on the Back to Revenue & Expense link to return to the Revenue & Expense

tab.
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Step 17: For Section 8 Programs, line 706 requires entry of values on the corresponding
details page.
Click on the Details link in the Details column for line item 706 — HUD PHA
Operating Grants. A save reminder message displays.
703 Met Tenant Rental Revenue 5
704 Tenant Revanue - Cther 3
g“Ck'Ior}'thkef 705 Total Tenant Revenue $0
s nkfor g HUD PHA Operating Grants
7051 Capital Grants 5
Microsoft Internet Explorer
P Did you remember ko save wour work?
\:]/‘ If ves, chick the OF bukton, or click the
Cancel button to nullfy your requast.
[ O, i [ Cancel
Step 18: Click on the [Ii button to continue, or click on the L2 __| button to close

the box and save your work before continuing. The appropriate Details page
displays. In this example, the Account Details page displays.
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FINANCIAL ASSESSMENT — LINE 706 DETAILS PAGE (SECTION 8 PROGRAMS

PHA Code: CA999

PHA Name: HOMETOWN HOUSING AUTHORITY

Fiscal Year End Date: 03/31/2004 Instructions:

Submission Type: Unaudited/A-133 Enter the account details far the

associated line iterm.

Program #: 14.835 - Section 8 Rental Youcher Program
Line Item #:706 - HUD PHA Grants

Account Details [Eack to Revenue & Expense]

LINE ITEM #

*706-010

= 706-020

* 706-030

= 706-040

= 706-050

* 706-055

706-060

ACCOUNT DESCRIPTION AMOUNT
Housing Assistance Payments 5

Ongoing Administrative Fees Earned 5§

Hard-to-House Fees Earmed 5

Actual Independent Public Accountant

Audit Costs ¥

Total Preliminary Fees Eared 5

Excess Interest Earned on Excess

Funds ¥

Total Funds Required §0

Admin Fee Calculation Description

[ Save ] [ Feset ] [ Clear]

* mandatory field
Step 19: Enter the amounts in the appropriate line items. For line 706-060 enter a text
description for the admin fee calculation. Round cents to the nearest dollar. Do not
enter dollar signs ($), commas (,), or decimal points (.) in the Amount fields.

Step 20: Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.
A Use the button to reset all entries to the last saved state, if
necessary.
A Use the button to clear all the fields on the page.
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Step 21: Click on the Back to Revenue & Expense link to return to the Revenue & Expense
tab.
Step 22: After completing all the fields on the Revenue & Expense page and associated
details pages, click on the button.
1110 Changes in Allowance for Doubtful
Accounts - Other b
112 Depreciation Add Back 5
1120 nit Months Available [Details]
Click the 1121 Murnber of Unit Months Leased

Validate button

to check the [ T T .
data against e Hesat 1 Cls “alidate

system
business rules : . : :
and edit flags. A validate confirmation message displays.
Microsoft Internet Explorer E
?(i Are wou sure vou want bo vabdate your data?
._:'
Inkermet Explorer users: Please verify that vour browser setbings are correct,
Select Every Visit to the page’ for the 'Check for newer versions of Stored pages' option,
To do this: Jick Tools...Inbernet Options... and on the General bab under the
Temporary Intermst Fies haading dick the Settings button.
—— —vz—
Remember to save your data on both the Balance Sheet and Revenue & Expense
tabs before clicking the Validate button.
Note
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Step 23:

Business rule
errors are
identified.
These must be

Click on the 2.1 button to continue.

The validation process performs two actions:
A |t validates the data against system business rules.
A |t validates the data against pre-programmed ‘edit flags.’

It is important to distinguish these two actions. All identified business rule errors
must be corrected prior to continuing to the next program; however, any identified
edit flags do not need to be corrected. Business rules errors are mandatory, and
edit flags are optional. If you need to record a comment regarding one or more
identified edit flags, click the Comments link at the top of bottom of the Revenue &
Expense page.

One of the following types of messages will appear when clicking the
button.

FINANCIAL ASSESSMENT — VALIDATION PAGE WITH ERRORS AND WITHOUT EDIT FLAGS

PHA Code: CA999

PHA Name: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

Program: Low Rent Public Housing

Please use your Browser Back hutton to return to the previous screen.

Please correct the errors listed in the table helow. These errors must be corrected prior to
submission.

ACCOUNT

HUMEER ERROR MESSAGE

If you have selected full accrual (pre or post GASE 34) ag the accounting method, you

corrected > 1102 must enter a value in line itern 1102 - Debt Principal Payment - Enterprise Funds. Zero

before
submitting your
data.

No edit flags
were identified
for the program.

is an acceptable value. Please enter a valid value for line item 1102 for program name
Low Rent Public Housing

The walue entered in Ending Equity (line item 513) on the Balance Sheet does not equal
the sum of the fallowing Revenue & Expense Statement items: Excess (Deficiency) of
Operating Revenue COver (Under) Expenses (line item 1000), Beginning Equity (line item
1103), Prior Period Adjustments (line itern 1104). Please validate the Equity Roll-forward
by werfying that amounts entered in line iterms 513, 1000, 1103 and 1104 are correct for
program name Low Rent Public Housing

513

Mo edit flags were generated against this Program.

Lezer Guide and Systern Documentation | Technical Assistance Center
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FINANCIAL ASSESSMENT — VALIDATION PAGE WITH ERRORS AND WITH EDIT FLAGS
PHA Code: CA999
PHA Name: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004
Submission Type: U lited/A133
Program: Low Rent Public Housing
Please use your Browser Back button to return to the previous screen.
Please correct the errors listed in the table below. These errors must he corrected prior to
submission.
’?‘CU%%UENJ ERROR MESSAGE
The value entered for Total Assets (line item 190) does not egual to the value entered for
180 Total Liabilities and Equity {line item B00). Please verify the amounts entered for line
Business rule iterns 190 and BOO for program name Low Rent Public Housing
If you have selected full accrual (pre or post GASE 34) as the accounting method, you
_error_s_are ' 1102 must enter a value in line item 1102 - Debt Principal Payment -- Enterprize Funds. Zero
identified. is an acceptable value. Please enter a valid value for line iter 1102 far program name
These must be Low Rent Public Housing
corrected The value entered in Ending Equity (line iter 513) on the Balance Sheet does not equal
bef the sum of the following Revenue & Expense Statement items: Excess (Deficiency) of
€ Or(.e . 513 Operating Revenue Over (Under) Expenses (line item 1000), Beginning Equity (line item
submlttlng your 1103), Prior Period Adjustrments (line itern 1104). Please validate the Equity Roll-forward
data. by verifying that amounts enterad in line iterns 513, 1000, 1103 and 1104 are correct for
program name Low Rent Public Housing
Edit flags were
identified for the
program. The edit flags below were triggered based upon the submission data for this program. Please
These do not review these edit flags and adjust any data, if y. Use the submission’s C page
dtob to record @ comment relating to any of the edit flags. Correction of these edit flags is not
need to be required. This information is provided for review only.
resolved before
Z:?;mttmg your ’:‘CLlid%UE"F: EDIT FLAG DESCRIFTION
1115121I5]213alnd An amount exists on one or mare restricted cash or restricted investment accounts.
‘135 Flease verify the amount(s) reported on lines 112, 113, 115, 132, and/or 135

1120 and  |Please verify the amounts reported for unit months available (line 1120) and number of
1121 unit months leased (line 1121).

User Guide and System Documentation | Technical Assistance Center

FINANCIAL ASSESSMENT — VALIDATION PAGE WITHOUT ERRORS AND WITH EDIT FLAGS

PHA Code: CA999
PHA Name: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004
Submission Type: Unaudited/A-133
Business rule Program: Low Rent Public Housing
errors are not
identified. The Please use your Browser Back button to return to the previous screen.
program was
3:532?:31”%0_» The Program MNarme Low Rent Public Housing has been validated successfully.
further action is
required for this
program.

The edit flags below were triggered based upon the submission data for this program. Please
review these edit flags and adjust any data, if necessary. Use the submission’s Comments page
to record a comment relating to any of the edit flags. Correction of these edit flags is not
required. This information is provided for review only.

Edit flags were
identified for the
program.

These do not

need to be \
resolved before ‘:'ilidDB”E”RT EDIT FLAG DESCRIPTION

submitting your - - . .
data. 1120 and  |Please verify the amaounts reparted for unit manths available {line 1120} and number af

121 unit manths leased (line 1121).

User Guide and Systern Documentation | Technical Assistance Center
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FINANCIAL ASSESSMENT — VALIDATION PAGE WITHOUT ERRORS AND WITHOUT EDIT FLAGS

PHA Code: CA999
PHA Name: HOMETOWRN HOUSING AUTHORITY

Business rule Fiscal Year End Date: 03/31/2004
errors are not Submission Type: Unaudited/A-133
identified. The Program: Low Rent Public Housing

program was
full .

xﬁggtsesdllj Klo Please use your Browser Back hutton to return to the previous screen.

further action is\‘T

required for this he Program Mame Low Rent Public Housing has been validated successfully.

program.

No edit flags — o edit flags were generated against this Program.
were identified

for the program. User Guide and Systern Documentation | Technical Assistance Center

All programs must be successfully validated before data can be submitted. A
PHA only needs to resolve the identified business rule errors. Any identified edit
Note flags do not need to be resolved prior to submission.

Step 24: If the program has been validated successfully, select the next federal program and
corresponding accounting method using the following instructions:

At the top of the Financial Data Schedule page, click on the Arrow | button to the
right of the Select a Program dropdown menu to view a list of programs. Click on
the program name in the list to select it.

Click on the arrow to the right of the Accounting Method dropdown menu to view
list of accounting methods. Click on the accounting method to select it.

Click on the button.

Repeat the process for entering financial data on the Balance Sheet and Revenue &
Expense tabs for each federal program under which the PHA receives funding.

Step 25: After completing the data entry on the Financial Data Schedule page, click on the
Data Collection Form link at the top or bottom of the page to continue to the Data
Collection Form page.
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5.4 Data Collection Form (03/31/2004 and Prior)

The Data Collection Form page allows users to enter general contact information and basic
information about the PHA'’s financial statement. These pages are customized based on the
submission type. Use the scroll bar to view the entire page. The Data Collection Form page
contains three tabs: the General Information tab, the Financial Statements tab, and the Federal
Programs tab.

Remember to save your entries frequently on each tab using the button at the bottom of the
table. To change tabs, click on the tab at the top of the table.

Please refer to Appendix A: Business Rules for mandatory field requirements.

5.4.1 General Information

After the PHA User clicks on the Data Collection Form link, the General Information tab of the Data
Collection Form will display.

The General Information tab requests basic background information about the PHA, including
fiscal year and audit information (if applicable). Users are required to enter/select data in the blank
fields. For audited submissions, users must additionally enter their auditor's Unique IPA Identifier
(Ul). If you do not know your auditor’s Ull, please contact your auditor. As a reminder, the
Ull is a different number than your auditor’s Secure Connection User ID.
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FINANCIAL ASSESSMENT — DCF: GENERAL INFORMATION

| Inbox | Reports | PHA Info | Financial Data Schedule | Data Collection Form | Comments |

Element # and | Submit | Late Reason | LOCCS/HUDCARS |

Description:

List of all element

numbers and eAdditionaI Hel
corresponding ) ) .
descriptions Please complete the following Data Collection Form based on the expected results of your forthcoming
*varies for e'ach audit for this reporting period. If you are not required to have an audit performed for the reporting period
covered by this submission, please complete the following entries by repoding the most likely outcome
that would occur if an audit was conducted on your entity.

submission type
(A-133, Non A-

133, or No Audit). PHA Code : CA999
ode :
/ PHA Name: HOMETOWN HOUSING AUTHORITY

Eﬁ{gf;r solect Fiscal Year End Date: 03/31/2004
. Submission Type: Unaudited/A-133
appropriate data
for each field.
General Information Financial Statements Federal Programs
ELEMENT # DESCRIPTION 4 ALUE DETAILS
* (39000-010  Fiscal Year Ending Date 03/31/2004
*2000-011  Type of Circular A-133 Audit Forthcoming MNaone hd
*(32000-021 Reporting Period Cavered Mone |
This screen print G2000-031  Reporing Period Covered - Months
displays a
truncated version * GE000-020  Employer ldentification Mumber
of the General ) )
Information page * (52000-040  Multiple EIN Indicator MNone | v
due to limited
space. -
Did the entity expend more than
G2300-016  $25,000,000 in Federal awards during the MNone [
fiscal vear?
Select a Cognizant A if Yes is selected for G2300-015 or G2300-016
Elements. h/ G2300.05 elect a Cognizant Agency if Yes is selected for or
marked wit None w
asterisks are . .
Enter name if Other is selected for
mandatory. G2300-036 oo e

N

* mandatory field

The following steps to create a financial submission will be based on the following sample PHA:
PHA Code: CA999
Submission Type: Unaudited and Audited/ A-133

Step 1: For the General Information tab on the Data Collection Form page, enter values
for each Element # in the Value fields. Element #s with an asterisk are mandatory.
Use the scroll bar to view the entire page, if necessary.

Step 2: Some Value fields have drop-down menus from which users select values. To

select a value from a list, click on the Arrow |¥! button to the right of the Value field.
A list of options displays. Click on an option to select it.
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Step 3:

Note

Enter appropriate
EIN(s). You can
enter up to 75
EINs.

Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.

Use the button to reset all entries to the last saved state, if necessary.

If you selected ‘Yes’ for element #G2000-040 Multiple EIN Indicator, you will get a
reminder message to enter detail items in the details page. Click OK then click on
the Details link on the General information tab and provide the appropriate
information.

“Microsoft Intarnet Explorer 3|

| E IF woau have selectad Yes for 'G2000-040° (Multiple EIN), pleass reamembear to enter the detasl fams.
#

——

PHA Code : CA399

PHA Hame: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

Multiple EIN Details[EBack to General Information]

i EIN i EIMN # EIN
a 1 2 3

4 5 B

7 5 9

10 11 12
13 14 15

Step 4: Once the Multiple EIN Details page has been completed, click on the Back to
General Information link to return to the General Information tab.
After completing the General Information tab, click on the Financial Statements tab
name at the top of the table to continue to the Financial Statements tab page.
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5.4.2 Financial Statements

The Financial Statements tab requests information concerning the expected or actual results of
the audit for the reporting period. For an unaudited submission, complete the page based on the
expected results of the forthcoming audit. If an audit is not required, complete the page by
reporting the most likely outcome that would occur if an audit were conducted of the PHA.

The following table contains a brief description of the data elements on this page:

Element #

Element Name

Description

G3000-005

Financial Statements Using
Basis Other Than GAAP

“Yes” should be selected if the financial statements use a
basis other than GAAP.

G3000-010
G3000-011
G3000-012

Type of Audit Report

The Audit Report will be an unqualified opinion, qualified
opinion, adverse opinion, or disclaimer of opinion. If the
opinion is unqualified or qualified, a detail page will be
enabled to document more information.

G3000-020

“Going Concern” Indicator

This is an explanatory paragraph, which usually follows the
auditor’s opinion of the financial statements. A going concern
indicates that the PHA is in or will be in financial distress (i.e.
unable or unwilling to pay legal liabilities).

G3000-030

Reportable Condition
Indicator

The auditor’s opinion may include reportable conditions, which
are material weaknesses, which could affect the reliability of
the financial information included in the audited financial
statements. If the auditor has reported such conditions, this
DCEF field will be used to report them in FASS-PH.

G3000-040

Material Weakness
Indicator

Material internal control weaknesses may be discussed as
part of the auditor’s opinion on the financial statements or the
auditor’s opinions on Internal Controls. Detail pages (under
the Federal Programs tab) will document the type and severity
of material weakness.

G3000-050

Material Noncompliance
Indicator

Material non-compliance may be included in either the
auditor’s opinion on the financial statements or the auditor’s
opinion on compliance. Detail pages (under the Federal
Programs tab) will document the type and severity of the
material noncompliance.
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FINANCIAL ASSESSMENT — DCF: FINANCIAL STATEMENTS

Please complete the following Data Collection Form bazsed on the expected results of your forthcorming
audit for this reporting period. If you are not required to have an audit performed for the reporting period

covered by this submission, please complete the following entries by reporting the most likely outcome
that would occur if an audit was conducted on your entity.

PHA Code : CA999

PHA Name: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

General Information Financial Statements Federal Programs

Element # and ELEMERT # DESCRIPTICH WALUE DETAILS
Description: - Financial Statements Using Basis
List of all element (| 7 es0mans n GAAR MNone |v
numbers and .
corresponding *G3000-011  Type of Audit Report to Follow Mone A
descriptions. . o W

G3000-020 "Going Concern” Indicator MNane |+
Value: < * 3000030 Reportable Condition Indicator Mone |+
Enter or select * (33000040 Material Weakness Indicator Nane |+
appropriate data
for each field. * (53000050 Material Noncompliance Indicatar Mone |+

-

* mandatony field

Step 1: At the Financial Statements tab on the Data Collection Form page, use the Arrow

¥ buttons to the right of the Value fields to select entries. Fields marked with an
asterisk are mandatory.

Step 2:
ep Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.
Use the button to reset all entries to the last saved state, if necessary.
Step 3: The Type of Audit Report to Follow (Element #G3000-011) value requires additional

details if Qualified Opinion or Unqualified Opinion is selected. Click on the Details
link to continue to the Details page. In the following example, the Unqualified
Audit Details page displays.

If you did not select either Qualified Opinion or Unqualified Opinion, skip to step 6.
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PHA Code : CA999

PHA Name: HOMETOWN HOUSING AUTHORITY
Figcal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

Ungualified Audit Details [Eack to Financial Staternents]

ELEMENT # DESCRIPTICN # OF QCCURREMCES DETALS
~ Ungualified - Supplementary Infarmation
*53100-010  Required by GASE or FASE has been MNone |+
Omitted

Ungualified - Other Infarmation Included
in a Document Containing Audited
*53100-020  Financial Statements is Materially Mone |+
Inconsistent with Information Appearing
in the Financial Statements

Select either

Yes or No from <
the dropdown

boxes.

* 53100030 Ungualified - No Exceptions MNone |+

~

* mandatoery field

PHA Code : CA999

PHA Name: HOMETOWHN HOUSING AUTHORITY
Fiscal Year End Date: 03,/31,/2004

Submission Type: Unaudited/A-133

Qualified Audit Details [Back to Financial Staternents]

ELEMEMT # DESCRIPTICHN # OF OCCURREMCES DETAILS
GAAS - Scope Limitations

* G3200-010 Imposed by Management - Mumber of
Occurrences

* 33200-020 Irposed by Circumstance - Mumber of
Occurrences

*(33200-030  Qualified - Year 2000 Audit Flag MHone | »
GAAP

* G3300-010 Change in Accounting Principle -
Number of Occurrences

* G3300-020 Change in Accounting Estimate -
Murnber of Occurrences

* G3300-030 Change in Accounting Method -
Murmber of Occurrences

* 33300-040 Departures frorn GAAP - Number of
Ccourrences

* 33300050 Inconsistently Applied GAAP - Mumber
of Dccurrences

*(33300-060  Cmissions - Mumber of Ocourrences

Qualified - Indicator- Accounting
* 53400-010  Principles Used Caused the Financial MNane | v
staterments to be Materially Misstated

Qualified - Inadequate Records

* 53400-020 :
Indicatar

Mone |«

Step 4: Enter # of Occurrences for each Element # by selecting the arrow to the right of the
dropdown box and selecting an option.

Element #s marked with an asterisk are mandatory.
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Step 5:
P Click on the button to store the data in the system. An error message

displays if a required line item was left blank or entered improperly.

Use the button to reset all entries to the last saved state, if necessary.

Step 6: After completing the Details page, click the Back to Financial Statements link at the
top or bottom of the table to return to the Financial Statements tab.

Step 7: After completing the Financial Statements tab, click on the Federal Programs tab
name at the top of the table or the Federal Programs link at the bottom of the table
to continue to the Federal Programs tab page.
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5.4.3 Federal Programs

The Federal Programs tab requests identification of agencies required to receive the reporting
package as well as additional information relating to federal programs. Element # G4100-040,
Total Federal Awards Expended Details allows users to enter information on a program by program
basis for federal awards expended.

NOTE: FASS-PH has implemented various modifications to comply with the OMB SF-SAC Form,
including classification of reportable conditions, and the ability for users to add additional federal
programs on the Total Federal Awards Expended details page.

FINANCIAL ASSESSMENT — DCF: FEDERAL PROGRAMS

Please complete the following Data Collection Form based on the expected results of your forthcoming
audit for this reporting period. If you are not required to have an audit performed for the reporting period

covered by this submission, please complete the following entries by reporting the most likely outcome
that would occur if an audit was conducted on your entity.

PHA Code : CA999

PHA Hame: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

Element # and / General Information Financial Statements
Description:
List of all element ELEMEMT # DESCRIPTION WaLUE DETALS
numbers and T f Audit Report on Maior P
! . i ype of Audit Repaort on Major Program
corresponding G4000-011 Compliance to Follow Mone he
descriptions. L
*varies for each * GA000-020 Dallar Threshold Used to Distinguish g
submission type Type A and Type B Programs
(A-133, Non A- . Indicator- Any Potential Audit Findings
133, or No Audit). GAOO0-04T 42t are Reportable None |
Value: < * GA000-050  Federal Agencies Required to Receive the Reporting Package
Enter or select
appropriate data [ Agency for International Development
for each field. O agriculture
[Jcommerce
This screen print 4000060 Enter name if 'Other’ is selected for
displays a \_ G4000-050
truncated version Enter name if Other is selected for
of the Federal canonog  4000-050 and there are two federal
Progran]slpage agencies required to receive the
due to limited reporting package
space. )
*G4100-040  Total Federal Awards Expended % [Details]

* mandatony field
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Step 1:

Step 2:

Step 3:

Step 4:

For the Federal Programs tab on the Data Collection Form page, use the scroll
bar to view the entire page, if necessary. Enter the information requested in the
blank fields in the Value column. Round cents to the nearest dollar. Do not enter
dollar signs ($), commas (,), or decimal points (.) in the Value fields for dollar
amounts. The system will automatically format the commas upon clicking the Save
pushbutton.

Some Value fields provide a drop-down menu. Click on the Arrow || button to the
right of the Value field to view the list of options. Click on an option to select it.

An example of a drop-down box from the Federal Programs page appears below:

PHA Code : CA999

PHA Name: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

General Information Financial Statements Federal Programs

ELEMEMT # DESCRIPTICMN WALLIE DETAILLS

Twpe of Audit Report on Major Program

GAO00-011 Campliance to Fallaw

Ungualified Opinian |

Some Value fields include a checklist. Use the scroll bar to view the entire list. Click
in the left checkbox to select an item. A checkmark (V) displays in the box. Click the
box again to deselect it. Check as many items as are applicable. If no items apply,
check “None”. If an item is not listed, check “Other” and enter the agency name in
the field provided. Element #s marked with an asterisk are mandatory.

An example of some of the checklist boxes on the Federal Programs page appears
below:

*EA000-050  Federal Agencies Reguired to Receive the Reporting Package

[ Agency far International Development
ClAgriculture

Ll Cammerce

[ Carparation af Mational and Cammunity Service
[ Defense

[]Education

Ll Energy

Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.

Use the button to reset all entries to the last saved state, if necessary.
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Step 5:

Elements that contain Details links require additional information. For example,
element #G4100-040 details is required for all submissions which filed data for one
or more federal programs.

Click on the Details link for Total Federal Awards Expended Details. The Total
Federal Awards Expended Details page displays.

FINANCIAL ASSESSMENT — DCF: ToTAL FEDERAL AWARDS EXPENDED DETAILS

PHA Code : CA999

PHA Name: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03:31/2004

Submission Type: Unaudited/A-133

Total Federal Awards Expended Details [Back to Federal Programs]

CROM# MAME OF FEDERAL PROGRAM DETAILS
14.850a Low Rent Public Housing
* 00030 Amount Expended 510,000
* 54200010 Major Federal Program Indicator Mo |w
Enter/ select 54200-070  Audit Finding Reference Mumber 123456739
information in
each field for * G4700-080 Are Awards Part of the Research and vas v
every program Development Cluster?
listed. i i
* 34200090 Are Awards Received Directly fram a Yog |
Federal Agency?
4100050 Total Amount of Questioned Costs § [Details)
Click on the 14.855 Section 8 Rental Voucher Program
Details link for .
Total Amount of G4100-030 Amount Expended £10,000
Questioned * G4200-010 Major Federal Program Indicator Mo |»
Costs.
54200070 Audit Finding Reference Mumber 1223344
* G4200-080 E&]re Awards Part of the Research and vas |w
evelopment Cluster?
\ * G4700-090 i\re Awards Received Directly from a ves v
ederal Agency?
4100-050  Total Amount of Questioned Costs § [Details)
Add/Delete a Add/Delete a Federal Program
Federal /
* mandatary field
Note: FASS-PH has the Add/Delete a Federal Program link on the Total Federal
Awards Expended Details page. This allows users to add additional Federal
programs and the ability to delete programs that were unintentionally added. This
functionality would be used if you need to include data for a Federal program on the
Data Collection Form without including financial data on the Financial Data
Schedule.
To Add/Delete a Federal Program:
Click on the Add/Delete a Federal Program link. The Add/Delete A Federal Program
page is displayed.
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FINANCIAL ASSESSMENT — ADD/DELETE A FEDERAL PROGRAM

Add/Delete A Federal Program [Eack to Total Federal Awards Expended Details)

Instructions:
If the
EnFolavAr\f 'S To addfdelete a program:
Enter a CFDA# in the appropriate box and click the Go button. Click either the Add
Enter the Prograrm or Delete Program button.
CFDA#
and click 1) If you are unsure of the CFDA#, Select a Federal Agency from the Federal Agency
GO. drop-down box and click the Go button. Select the new Federal Program fram the
Federal Program drop-down box. Click the Add/Delete Pragram button.
21 If the Pragram that you want to add does not have an assigned CFDA #, Select Other
Federal Programs from the Federal Agency dropdown box. Then Select Other Federal
Programs 1, Other Federal Programs 2, or Other Federal Programs 3 from the Program
Mame dropdown box.
== NOTE: You may only delete programs that were added on this screen.
ifthe CFDA#Is = ' Federal Agency
not known: HOLUISING, DEFARTMENT OF HOUSING ANMD LUREBAN DEVELOFME
Select the
appropriate /@/vprugram
Federal Agency ame | Interest Reduction Payments_Rental and Cooperative Housing forLo |+
and click GO.

Then, select the \
desired Program [ Add Program ] [ Cielete Program

Name and click
the Add Program
pushbutton.

| Top of Page | Back to Total Federal Awards Expended Details |
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To Add a Federal Program:

If the CFDA# is not known:
For this example:

Select Library of Congress from the Federal Agency drop menu. Click .
Select Adjustable Rate Mortgages from the Program Name drop down menu.

OR

If the CFDA# is known:
For this example:

Enter 14.175 in the CFDA# box and click on the [52] button. The Add/Delete A
Federal Program page will be refreshed with the appropriate Federal Agency and
Program Name preselected.

Click on the | Add Program _| button.

Note: An error message will be generated if a program being added is already on
the Total Federal Awards Expended Details page.
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The Total Federal Awards Expended Details page is displayed with the newly added
Federal Program.

FINANCIAL ASSESSMENT — DCF: TOTAL FEDERAL AWARDS EXPENDED DETAILS

PHA Code : CAS99

PHA Name: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

Total Federal Awards Expended Details [Eack to Federal Prograrms]

CFDA# NAME OF FEDERAL PROGRAM DETAILS
AERTRY Adjustable Rate Mortgages
*G4100-030 Amount Expended [
*G4200-010 Major Federal Program Indicatar MNone |+
Newly added < G4200-070  Audit Finding Reference Number
Federal
Program. * C4200-080 Are Awards Pant of the Research and Mane |
Development Cluster?
- 34200090 Are Awards Received Directly from a Mone | v
Federal Agency?
\| G4100-050 Total Amount of Questioned Costs ¥ [Details]
14.850a Low Rent Public Housing
*G4100-030 Armount Expended £10.000
* G4200-010 Major Federal Program Indicator Mo |w
GA200-070  Audit Finding Reference Mumber 123456789
* C4200-080 Are Awards Part of the Fesearch and Yas |
Development Cluster?
* 54200-090 Are Awvards Received Directly fram a Yas |
Federal Agency?
GA4100-050  Total Amount of Questioned Costs b [Details]
14.855 Section § Rental Voucher Program
*G4100-030 Amount Expended £10,000
*G4200-010 Major Federal Program Indicatar Mo |+
G4200-070  Audit Finding Reference Mumber 1223344
* 4200080 Ara Ayvards Part of the Research and Yo |
Development Cluster?
- 4200090 Are Awards Received Directly fram a Yo |w

Federal Agency?
54100-050  Total Amount of Questioned Costs ¥ [Details]
Add/Delete a Federal Prograrm

* mandatory field
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FINANCIAL ASSESSMENT — ADD/DELETE A FEDERAL PROGRAM

Add/Delete A Federal Program [Back to Total Federal Awards Expended Details]

Instructions:

If the
EnFoDwAr\f 1S To add/delete a program:

' Enter a CFDA# in the appropnate box and click the Go button. Click either the Add
Enter the Program or Delete Program button.
CFDA#
and click 171 If you are unsure of the CFDA#, Select a Federal Agency from the Federal Agency
GO. drop-down box and click the Go button. Select the new Federal Program fram the

Federal Frogram drop-down box. Click the Add/Delete Pragram button.

2) Ifthe Program that you want to add does not have an assigned CFDA #, Select Other
Federal Programs fram the Federal Agency dropdown box. Then Select Other Federal
Frograms 1, Other Federal Programs 2, or Other Federal Programs 3 from the Program
Mame dropdown box.

== MNOTE: You may only delete programs that were added on this screen.

CFDA# Federal Agency
If the CFDA# is
not known: HOUSING, DEPARTMENT OF HOUSING AND UREBAN DEVELOPWME

Select the /@/F'mgram
appropriate -

Federal Agency T
and click GO:

Then, select the
desired Program Delete Program ]

b

Name and click
the Delete
Program
pushbutton.

| Top of Page | Back to Total Federal Awards Expended Details |
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Step 6:

Step 7:

Step 8:

Step 9:

To Delete a Federal Program:

If the CFDA# is not known:
For this example:

Select Library of Congress from the Federal Agency drop menu. Click .
Select Adjustable Rate Mortgages from the Program Name drop down menu.

OR

If the CFDA# is known:
For this example:

Enter 14.175 in the CFDA# box and click on the [52] button. The Add/Delete A
Federal Program page will be refreshed with the appropriate Federal Agency and
Program Name preselected.

Click on the |__Delete Program | itton The Total Federal Awards Expended
Details page is displayed.

Note: A Federal Program cannot be deleted if it was not added via the Add/Delete a
Federal Program page. An error message will be generated.

To delete a Federal Program not added via the Add/Delete a Federal Program Page,
go to the PHA Info page and click on the Program Selection tab (refer to Section
5.2.2).

On the Total Federal Awards Expended Details page, enter the information
requested in the blank fields in the Value column. Round cents to the nearest dollar.
Do not enter dollar signs ($), commas (,), or decimal points (.) in the Value fields for
dollar amounts. The system will automatically format the commas upon clicking the
Save pushbutton.

Some Value fields provide a drop-down menu. Click on the right Arrow || button to
view the list of options. Click on an option to select it. Fields marked with an asterisk
are mandatory.

Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.

Use the button to reset all entries to the last saved state, if necessary.

Click on the Details links for element # G4100-050 -Total Amount of Questioned
Costs.

The Total Amount of Questioned Cost Details page displays.
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Step 10:

Step 11:

PHA Code : CA999

PHA Hame: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

Program: 14.853- Section & Rental Youcher Program

Total Amount of Questioned Cost Details [Eack to Total Federal Awards Expended Details]
TYPE OF COMPLIAMCE REQUIREMENT  AMOUNT OF QUESTIONED COSTS  INTERMAL COMTROL FINDINGS  DETAILLS

Add A Compliance Reguirerment

| Top of Page | Back to Total Federal Awards Expended Details |

From the Total Amount of Questioned Cost table, click on the underlined Add a
Compliance Requirement link to continue.

The Compliance Requirements Details page displays.

PHA Code : CA999

PHA Hame: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

Program: 14 855 Section 8§ Rental Youcher Program

Compliance Requirement Details [Back to Total Amount of Questioned Cost Details]

ACCOUNT
DESCRIETION WALUE DETALS

ELEMERT#

Type of
* 4200020 Compliance | Activities Allowed or Unallowed
Requirement

Armount of
* G4200-030 Questioned ps
Costs

Internal
* (34200-040 Control
Findings

MNone v

* mandatony field

Enter the information requested in the blank fields in the Value column. Some of the

Value fields have drop-down menus. Use the right Arrow [ buttons to select values
from the list. Click on an option in the list to select it. Fields marked with an asterisk

are mandatory.

When entering values in the Value fields, round cents to the nearest dollar. Do not
enter dollar signs ($), commas (,), or decimal points (.) in the Value fields for dollar
amounts. The system will automatically format the commas upon clicking the Save

pushbutton.
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Note: Once the user clicks the button, one additional pushbutton (the Delete
pushbutton) will appear on the Compliance Requirements Details page.

Consequently, the three pushbuttons will appear in the following order: ,

Delete _and Feseat .

Step 12: Click on the button to save the data in the system. An error message
displays if a required line item was left blank or entered improperly.

Use the button to reset all entries to the last saved state, if necessary.
Use the button to delete the entries completely, if necessary.

Step 13: Click on the Back to Total Amount of Questioned Cost Details link to return to the
Total Amount of Questioned Cost Details page. The data entered on the
previous Details page now displays in the table on this Details page.

PHA Code : CA999

PHA Hame: HOMETOWN HOUSING AUTHORITY

Fiscal Year End Date: 03/31/2004

Submission Type: Unaudited/A-133

Program: 14.855- Section 8 Rental Voucher Program

Total Amount of Questioned Cost Details [Eack to Total Federal Awards Expended Details]

AMOUNT OF INTERMAL CORMTROL
T%PE OF COMPLIAMNCE REQUIREMENT GUESTIONED COSTS FINDINGS DETAIL=
Eligibility - Requirements are not fully Reportable .
documented for Low Rent or Sec. 8 5,000 Conditions [Details]
Add A Compliance Requirement

| Top of Page | Back to Total Federal Awards Expended Details |

Step 14: Click on the Back to Total Federal Awards Expended Details link to return to the
Total Federal Awards Expended Details page.

Step 15: Click on the Back to Federal Programs link to return to the Federal Programs tab on
the Data Collection Form page.
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5.5 LOCCS/HUDCAPS Page (both Audited and Unaudited
Submissions)

FASS-PH eliminates the manual process of comparing FASS-PH submissions to Line of Credit
Control System (LOCCS) and HUD Central Accounting and Program System (HUDCAPS) data to
determine if discrepancies exist.

The LOCCS/HUDCAPS page will provide users with the reported disbursements from the LOCCS
and HUDCAPS systems on a program-by-program basis.

Disbursement data may not reflect the actual cash disbursements due to
timing differences.
Note
Step 1: To view the LOCCS/HUDCAPS page:

Click on the LOCCS/HUDCAPS link at the top or bottom of the page.
The LOCCS/HUDCAPS Report page displays.
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FINANCIAL ASSESSMENT — LOCCS/HUDCAPS PAGE

Financial Assessn]ent . .
Electronic Submission

U.5. Department of Housing and Urban Development %

Real Estate Assessment Center (REAC)

| Inbox | Reports | PHA Info | Financial Data Schedule | Data Collection Form | Comments |

Click on the | Submit | Late Reaso | LOCCSHUDCARS |
LOCCS/HUDCAPS
link. eAdditiDnal Help
PHA Code : CA999
PHA Name: HOMETOWHN HOUSING AUTHORITY
Fiscal Year End Date: 03/31,/2004
Submission Type: Unaudited/A-133
LOCCS/HUDCAPS Report for CA999
Reported
PHA s of 03/31/2004
programs
and matrix
comparing Program Mame FDS DCF LOCCS JHUDCAPS  Difference
submission [] 14.850a - Low Rert Public Housing — §10,000
FDS data,
DCF data, [] 14855 - Section 8 Rental “oucher Program - §10,000
and LOCCS/
HUDCAPS Totals $0 % 20,000 $0

data. Select/Clear Al Display Details

Miote: Disbursement data shown an this report may not reflect the actual cash disbursements nor revenue reparted due to timing
differences.

Reaort Gerergbed ! 04062004 03:08:36 P

| Top of Page |

| Inhox | Beports | PHA Info | Financial Data Schedule | Data Collection Form | Comments |

| Submit | Late Reason | LOCCS/HUDCARPS |

eAdditiDnal Help

The LOCCS/HUDCAPS page displays for the selected PHA, listing all programs that
have been funded for, as well as the amount received for each program.

Use this information as a reference when creating new submissions.
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Step 2:

You can also view the Reconciliation Balance Sheet, which details the data on the
LOCCS/HUDCAPS Report page. To view this report, click in the left checkbox next
to the desired Program Name. A checkmark O displays in the box. Click the
checkbox again to deselect it. You can check one or many programs.

» To select all of the Program Names click on the Select/Clear All link.

» To clear all of the Program Names click on the Select/Clear All link.

Program Mame FD= DCF LoCCs fHUDCAPS  Difference

Select program(s) 14.850a - Low Rent Public Housing --- $10.000
to be displayed in
the Reconciliation  []| 14.855 - Section 8 Rental “oucher Program - $10,000
Balance Sheet.

Totals $0 $20,000 $0
Click the —> - -
Select/Clear Al SelectiClear All | BT AT
link to select or Mote: Disbursement d ovun on this report may not reflect the actual cash disbursements nor revenue reported due to timing
clear all the differences.
Program
Names

Click the Display
Details button.

Step 3: Click on the | Pisplay Details | b 1o
Step 4: The Reconciliation Balance Sheet page displays.
Carefully review the data. Record any discrepancies on the Comments page under
the Comments link.
FINANCIAL ASSESSMENT — LOCCS/HUDCAPS RECONCILIATION BALANCE SHEET
Reconciliation Balance Sheet
for CA999 for reporting period 03/31/2004
Amt. Per LOCCS i Less Prior  Add Current  Less Deferred Amt. Per
Program Mame HUErC.&F‘S \e{sr.s'&l%ur vt irl;: ESSR:V?”E Total FDser Ditference
14,8505 - Low Rent - §0 $0
Fublic Housing
[ Close WWindow ] [ Print Details ]
Step 5: Click on the button to print the Reconciliation Balance Sheet.
Click on the | Close Window | button to close the Reconciliation Balance Sheet and
return to the LOCCS/HUDCAPS Report page.
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5.6 Comments Page (both Audited and Unaudited Submissions)

The Comments Page allows users to submit additional information for clarification on their
submission data. The ability for users to submit comments along with submissions will reduce
confusion and time spent on clarification that may take place between PHAs and PIH-REAC
personnel. Please use the Comments page to record comments related to any identifed edit
flags in your submission.

Step 1: To display the Comments page:

Click on the Comments link at the top or bottom of the page. The Comments page
displays.

Financial Assessment

Electronic Submission

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

| Inbox | Repotts | PHA Info | Financial Data Schedule | Data Collection Fo

Click on the

| Submit | Late Reason | LOCCS/HUDCAPS |
Comments
link.

eAdditiunaI Help

Instructions:
Use this page to record any comments related to the
submission. You can enter text in the comments hox
and/or attach a file below.

PHA Code : CA999

PHA Name: HOMETOWN HOUSING To upload an attachment, select the Browse button to
AUTHORITY tetrieve the file and then select the Attach File buttan.
Fiscal Year End Date: 03/31/2004 Tao wiew the attachment, select the Open File link

Submission Type: U lited/A-133 Flease upload the information as ane file in a rich text

(.rtf), Microsoft Word 2000 compatible [ doc),
Microsoft Excel 2000 compatible (.x/s), or Adobe
Acrobat Reader 5.0 compatible (pdf) format.
Compatible means the stated version or lower.

Submission Comments

Enter ELEMENT # DESCRIPTION ¥ ALLE
additional
information
for GB000-030 Submission Comrments
clarification
on the
submission
data.
ELEMENIT # DESCRIPTICN VALLE DETAILS
Upload Submission
cenmnge0 LAt S
Upload file
attachment Attach File
for
clarification
on the
submission | Top of Page |
data. | Inbox | Beporte | PHA Info | Financial Data Schedule | Data Collection Form | Comments |

| Submit | Late Reason | LOCCE/HUDCAPE |

eAdditiunal Hel
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Step 2: Enter any necessary comments in the Submission Comments box. The comments
will be viewable by internal PIH-REAC personnel.
Step 3: Click on the button to save the comments in the system.
Use the button to reset the text in the Submission Comments box to the last
saved state.
Step 4: To attach files on the Comments Screen:
Click on the button. The File Upload window displays.
Choose file 2JE3
Lack in | < Lol Disk [C] R I = s
. ICyoaTa |
I_h:j CliDacuments and Settings ;
My Recent _YDrivers
Dnctir_nunt: My Docurnents {
B Cl)Program Fles '
CPYCS
Desktap hSnaglt3z_1
Cisybase
) Cltemp
—t
by Documents #WINDWE
E INSTALL
. H_l ss0_plues_install
_-11_5 B ] resting File
Tt Ehunwise
iy Computer e
=] wirbam
My NET‘I;JW‘R File name: i ﬂ Op=n
Flaces
Fiesoftype: |4l Fles (*) =l Cancel | |
Step 5: All Files (*.*) defaults as the ‘Files of Type’. Then, using the Look in field at the top

of the window, locate the file you wish to attach.
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Fi 5
 Choose file 2JEd|
Look ir: | <e Local Disk [C:) ~ « B E-
5 CIDATA
_-:} _IDacurmants and Setkings
My Recent _Dwivers
Diocurnents

My Documents

| ey
[3 _JProgram Files
; CIPVCS

Desklop CySnagltsz i

Isybase
] JLEmp
retal I WINDOWS
by O pcuments -—: INSTALL
| 1= zz0_plus_install
| .;_%j  |Testing File
'S
| B ﬁwwxﬁﬁ
| = winbom
1 -
_1;]
My Network il name: Testing Fie = Open
Places

Filez of bype: |A’| Files [%.7] :’ ﬂl

The system will accept the following file types for attachments: rich text (.rtf),
Microsoft Word 2000 compatible (.doc), Microsoft Excel 2000 compatible (.xIs), or
Adobe Acrobat Reader 5.0 compatible (.pdf) format.

Compatible means the stated version or lower.

Files must be attached using the Attach File pushbutton. This page will accept
only one file. The system does allow a user to re-attach a file as needed; however,
only the last attached file is saved.

Note
Step 6: Double-click on the file or click on Open to select it. The name of the file displays in
the Value field.
Step 7: Click on the L_Attach File | btton. A confirmation message displays.
Microsoft Internet Explorer
B File Transfer |s complete.
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Step 8: Click on the |I] button to continue. A link to the file (e.g. Open File) now

displays in the Details column.
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5.7 Notes and Findings (for Audited Submissions only)

Audited submissions include additional Notes & Findings page. The Notes & Findings page
allows users to attach files containing narrative notes and audit information. This page contains up
to six tabs: the Notes tab, the Audit Information tab, the Audit Findings tab, the Action Plan tab,
the MD&A tab, and the Financial Statements tab. You can attach one file on each of these tabs.
To change tabs, click on the tab at the top of the table.

The tabs that display and are mandatory depend on the submission type, the accounting method,
and whether the PHA is reporting as a component unit. Please refer the matrix below to determine
which attachments are mandatory for your particular submission.

Notes & Findings Business Ritles Mitrix
(Current a5 of FASS-PH Release 8.0.0.0)

Submission Type A-133 A-133 A-133 A-133 Mon-A-133 | Non-A-133 | Non-A-133 | Non-A-133
Component Unit * o Mo Yes Yes Mo Mo Yes Yes
Acct Method ** Post GASB | Pre GASB | Post GASB | Pre GASE | Post GASE | Pre GASB | Post GASB | Pre GASB
34 34 34 34 34 34 34 34
Hotes Mandatory | Manddtory | Mandatory | Mandatory | Manddory | Mandatory | Mandatory | Mandatory
Sudit Information Mandatory | Dandstory | MMandatory | Mandstory | DManddory | Mandstory | MMandatory | DMandatory
[(COpirdon)
Audit Information Mandatory | DMandatory Hot Hat Mandatory | Mlandatory Hot Hat
[Attachiment) Arailable Arailable Arailable Arailable
Audit Findings Mandatory | DManddstory | MMandatory | Mandatory Mot Hat Hot Hat
Available Available Avrailable Availahle
& ction Flan Optional Optional Optional Cptional Mot Mot Hot Mot
Available Available Avrailable Available
DG &, H# Mandatory Mot Hot Hat Ml andatory Hat Hot Hat
Available Avrailable Availahle Available Avrailable Availahle
Financial Statements Mandatory | Dlandstory Hot Mot Mlandatory | Mandatory Hot Mot
Hokw Avrailable &vailable Avrailable &vailable

* Uszers set the component wnit option to “¥es” by checking the checkbox on the PHA Info page.
## If at least 1 FO3 program is reported under the Full AcerualPost GAZE 34 aceounting method, use a Post GAZE 34 column in this matrix.
##% The MDEA and Finateial Statements tabs apply only to submissions with FYEs of 093001 and bewond.

The attached file must be one of the following file formats:
e rich text format (.rtf)
e Microsoft Word 2000 compatible (.doc)
o Microsoft Excel 2000 compatible (.xIs)
o Adobe Acrobat Reader 5.0 compatible (.pdf) format
“Compatible” means the stated version or lower. The system does not accept other file formats.

If a file is converted from a format not allowed into one of the formats above, please review the

converted file for completeness before submitting your data. If an attached file is not readable by
PIH-REAC, your submission may be rejected.
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Files must be attached using the Attach File pushbutton. Each Notes & Findings
tab will accept only one file. The system does allow a user to re-attach a file as
needed; however, only the last attached file is saved. Please reference the

Note Instructions box on each Notes & Findings tab to determine what information should
be included in the attached file.

The following pages show the different Notes & Findings pages.

FINANCIAL ASSESSMENT — NOTES AND FINDINGS: NOTES

Instructions:
Please attach the following:

e PMotes to the Financial Statements
Attach:

Upload and attach
or‘))e file. To upload an attachment:

Note: PHA Code : CA999 s Select the Browse Button to retrieve the file
The tabs that PHA Mame: HOMETOWN HOUSING » Select the Attach File buttan

dlsplay and are AUTHORITY

mandatory Fiscal Year End Date: 03/31/2004

depend on the - i .
submission type, Submission Type: Audited/A-133

the accounting » Select the Open File link
method, and

whether the PHA . . . .
is reporting as a Please upload the information as one file in a rich text

component unit. [.rf), Microsoft Word 2000 compatible (. doc),
Microsoft Excel 2000 compatible [ xls), or Adobe
Acrobat Reader 5.0 compatible {pdf) format.
Compatible means the stated version or lower,

To wiew the attached file:

Financial Statements
Audit Information Audit Findings Action Plan

ELEMENT # DESCRIFTION WALUE DETAILS
Z5000-010 Footnotes Open File
Aftach File
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FINANCIAL ASSESSMENT — NOTES AND FINDINGS: AUDIT INFORMATION

Instructions:
Please select an opinion type:

e Select an opinion type from the dropdown box
e Click the 'Save Opinion Type' buttan

ﬁ:)l;zgz:and attach Please attach the following:
one file. ) i )
e |ndependent Auditor's Report (Single Audit,

Note: Yellow Book and GAAS Audit)

The tabs that e Feport on Compliance and Internal Contral Ower
display and are Financial Reporting (Single Audit, Yellow Book)
mandatory s Report on Compliance and Internal Contral Cver
geg;rfgs‘?:ntf%e PHA Code : CA299 Compliance in Accordance with OME Circular

ubmission type, : i . .
the accounting PHA Name: HOMETOWN HOUSING A-133 (Single Audit only)
method, and AUTHORITY s Schedule of Expenditures of Federal Awards
whether the PHA Fiscal Year End Date: 03/31/2004 with Motes (Single Audit only)
is reporting as a Submission Type: Audited/A-133
component unit. To upload an attachrment:

e Select the Browse Button to retrieve the file
e Select the Attach File button

To view the attached file:

o Select the Cpen File link

Flease upload the information as one file in a rich text
{.rtf), Microsoft Word 2000 compatible [ doc),
Microsoft Excel 2000 compatible (xls), or Adobe
Acrobat Reader 5.0 compatible (. pdf) format.
Cornpatible means the stated version or lower.

Financial Statements
m Audit Information Audit Findings Action Plan

ELEMENT
# DESCRIPIEH WALUE DETAILS

G5100-  Opinion on Supplemental

010 Infarmation Ungualified Opinion |+

Sawe Opinion Type

G5100-  Auditor Opinions and Schedule of -
020  Expenditure of Federal Awards Dpen File

Attach File
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Attach:
Upload and attach
one file.

Note:

The tabs that
display and are
mandatory
depend on the
submission type,
the accounting
method, and
whether the PHA
is reporting as a
component unit.

FINANCIAL ASSESSMENT — NOTES AND FINDINGS: AUDIT FINDINGS

PHA Code : CA999

PHA Name: HOMETOWN HOUSING
AUTHORITY

Fiscal Year End Date: 03/31/2004
Submission Type: Audited/A-133

Instructions:
Please attach the following:

& Schedule of Findings and Cluestioned Costs
& Summary Schedule of Prior Audit Findings

To upload an attachment:

& Select the Browse Button to retrieve the file
& Select the Attach File button

To view the attached file:

s Select the Open File link

Please upload the infarmation as one file in a rich text
(.1f), Microsoft Word 2000 compatible ((doc),
Microsoft Excel 2000 compatible [ xls), or Adobe
Acrobat Reader 5.0 compatible (pdf) format.
Compatible means the stated wersion or lower.

Financial Statements
[ Notes Y AuditInformation Action Plan

ELEMENT # DESCRIFTION

5200-010 Audit Finding(Current &
Prior ¥ear Findings)

WALUE DETAILS

Open File

Attach File
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FINANCIAL ASSESSMENT — NOTES AND FINDINGS: ACTION PLAN

PHA Code : CA999
PHA Name: HOMETOWN HOUSING
AUTHORITY

Instructions:
Please attach the following:

+ Corrective Action Plan

To upload an attachment:

s Select the Browse Button to retrieve the file
s Select the Attach File button

Attach:

Fiscal Year End Date: 03/31/2004 - .
gﬁé";‘;and attach Submission Type: Audited/A-133 To view the attached fle.

& Select the Open File link

Note:
The tabs that Flease upload the information as one file in a rich text
display and are (.rtf), Microsoft Word 2000 compatible (. doc),
mandatory Microsoft Excel 2000 compatible (xls), or Adobe

depend on the

Acrobat Reader 5.0 compatible (pdf) format.

submission type,
the accounting
method, and
whether the PHA
is reporting as a
component unit.

Compatible means the stated version or lower,

Financial Statements

Audit Information Audit Findings

DESCRIPTION WALUE DETAILS

(35300-010 Corrective Action Plan
Open File

ELEMERNT #

{Current & Prior Year
Findings)

Attach File
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FINANCIAL ASSESSMENT — NOTES AND FINDINGS: MD&A
Instructions:
Please attach the following:
o Management's Discussion & Analysis

To upload an attachment:
Attach: PHA Code : CA999 « Select the Brawse Button ta retrieve the file
Upload and attach PHA Name: HOMETOWN HOUSING s Select the Attach File button
one file. AUTHORITY

Fiscal Year End Date: 03/31/2004 To view the attached file:

Note: Submission Type: Audited/A-133
The tabs that « Select the Open File link
display and are
mandatory Flease upload the information as one file in a rich text
deperfd on the {.rtf), Microsoft Word 2000 compatible { doc),
submission .type, Micrasoft Excel 2000 campatible {x1s), or Adobe
the accounting Acrobat Reader 5.0 compatible {pdf) format.
method, and Carpatible means the stated version ar lower.
whether the PHA

is reporting as a
component unit.

Financial Statements
AT 4T Audit Findings Action Plan

ELEMENT # DESCRIFTION WVALUE DETAILS
(35050-010 Management's Discussion )
& Analysis DUpen File
Adtach File
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FINANCIAL ASSESSMENT — NOTES AND FINDINGS: FINANCIAL STATEMENTS

Instructions:
Please attach the following:

+ Government-YWide or General Purpose Financial
Statements

To upload an attachment:

ﬁ;ﬂz‘;’;’and attach E:g ﬁg:jnee; ﬁgghggTOWN HOUSING » Select the Browse Sutton to retrieve the file
one file. AUTHORITY » Select the Attach File button

Fiscal Year End Date: 03/31/2004
Note: Submission Type: Audited/A-133 To view the attached file:
The tabs that
display and are + Select the Open File link
mandatory
depend on the Please upload the infarmation as one file in a rich text
submission type, (1), Microsoft Word 2000 compatible { doc),
the accounting Microsoft Excel 2000 compatible (xls), or Adobe
method, and Acrobat Reader 5.0 compatible {pdf) format.
whether the PHA Compatible means the stated version ar lower.
is reporting as a
component unit.

I Notes Y Auditinformation Audit Findings Action Plan

ELEMENT # DESCRIFTION WALUE DETAILS
G5150-010 Government-wide or
General Purpose Financial Open File
Statements
[ AftachFile |

Follow the instructions below for completing the Notes & Findings pages.

Step 1: Click the Notes & Findings link on either the top or bottom of the page. The Notes
tab will display by default. Different tabs will display depending on your submission
type, accounting method, and whether or not you are reporting as a component unit.
Please complete all mandatory tabs. To change tabs, simply click on the tab for
the page you want to see. The tab for the displayed page will appear in dark bold.

Each tab contains a place for you to attach one file. Carefully review the instructions
on each page to determine what information should be contained in the attached file.

Additionally, the Audit Info tab contains a drop-down for you to select the Opinion
on Supplemental Information.

The information you wish to attach must be contained in one file and must be
attached using the Attach File pushbutton. Otherwise, you will be unable to attach a
file on the corresponding Notes & Findings screen.
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Step 2: To attach files on the Notes & Findings tabs:
Click on the button. The File Upload window displays. The Files of
type will default to HTML Files; therefore, the desired file will not appear in the
window until the next step.
Choose file %)
~| e @® -
5 (CuDaTa
L.,:} I Documents ard Sektbings
My Recent ([ hDrivers
Umﬂmm My Doounents
B ChiProgram Fles
ICPves
Desktap )Snaglt3z_L
; Casybase !
Pe) Clitemp i
Y WINDOWS
My Documents | #mg{,ﬁ,u i
- lrj sso_plues_install
tﬁ‘! @ Testing File
s Conpatss Ehunwise |
| I:] wirbaonm
.«
My Metwork: File name: I ﬂ Op=n
Places
Filesof ype: | Al Fies (] = Cancel | §
Step 3: Change the Files of type from HTML Files to All Files (*.*). Then, using the Look in
field at the top of the window, locate the file you wish to attach.
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Chouose file 2JEd|
Look ir: | <e Local Disk [C:) ~ « B E-
5 LIDATA
"4 = "
_.J —JDacuments and Settings
My Recent Drivers
ijmemﬁ My Documents
B __JProgram Files
: IPYCS
Desklop |-~ snagrtsz 1
Isybase
,-:" __itemp
—_— —WINDOWS
| M}I kst #INSTALL
| E s50_plus_install
| .s_%g % | Tasting File
| My Computar Ylumwise
| = winbom
.
MypriIeTwu!k File name: [T eshng File j Open
aces
Filas of type: (48 Fies 7] - Cancel | 1
ﬁ How to convert a document into an .rtf file:
With the appropriate document open, select the Save As option in the File Menu
Note dropdown list. Then, when the ‘Save As’ pop-up box appears, select the Rich Text
Format (*.rtf) option at the bottom of the pop-up window in the Save as type:
dropdown menu. Then select OK.
Step 4: Double-click on the file to select it. The name of the file displays in the Value field.
Step 5: Click on the L_Ati2eh Fie__ | 1 t1on. A confirmation message displays.
Microsoft Internet Explorer
! "_n., File Transfer is complete.
Step 6: Click on the button to continue. A link to the file (e.g. Open File) now

displays in the Details column.
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Note

Step 7:

Step 8:

Step 9:

Step 10:

If an incorrect file is attached, please repeat steps 2 through 6 to attach the correct
file. The correct file will overwrite the incorrect file.

Only one file can be attached to each screen. Therefore, if a PHA attaches a new
file once there is already an existing file, the existing file is deleted and the new file is
saved.

Instructions:
Please attach the following:

s PMotes to the Financial Statements

To upload an attachment:

PHA Code : CAD99 s Seglect the Browse Button to retrieve the file
PHA Hame: HOMETOWN HOUSING e Select the Attach File button

AUTHORITY

Fiscal Year End Date: 03/31,/2004 T e (e =t Tl

Submission Type: Audited/A-133
e Select the Open File link
Flease upload the infarmation as one file in a rich text
{.rtf), Microsoft Ward 2000 compatible { doc),
Microsoft Excel 2000 compatible [ xls), or Adobe

Acrobat Reader 5.0 compatible [ pdf) format.
Compatible means the stated wersion or lower.

Financial Statements
Audit Information Audit Findings Action Plan

ELEMENT # DESCRIPTION VALUE DETAILS
G5000-010 Footnotes Dpen File
[ Attach File |

On the Audit Info page only, there is a drop-down where you select the Opinion on
Supplemental Information. Select the desired value from this drop-down.

Click on the acucnlcn s button to save your selection.

Click on the next tab to continue to the next Notes & Findings page. Repeat steps 2
through 6 to attach your files to the appropriate tabs.

When you have completed the Notes & Findings pages, click on the Submit link at
the top or bottom of the table to continue to the Submit page.
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In the event that you are not able to submit your submissions on time, you can
access the following two screens to either file a late reason or request an extension
(unaudited submissions only).
Note
A | ate Reason Page (refer to Section 5.8).
A Unusual Circumstance Request (refer to Section 5.9).

If your unaudited submission and audited submission have a significant data
discrepancy, you may access the following screen to provide a reason:

A Material Differences Reason (refer to Section 5.10).
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5.8 Late Reason Page (for Late Submissions only)

The Late Reason page allows users to document a reason for the lateness of a financial
submission. The Late Reason link is available at the top and bottom of unaudited and audited
submissions with a Draft status.

Remember to save your entries before leaving the page.

Step 1: To complete the Late Reason page:

Click on the Late Reason link at the top or bottom of the page, the Late Reason
page displays.

FINANCIAL ASSESSMENT — LATE REASON PAGE

| Inbox | Reports | PHA Info | Einancial Data Schedule | Data Collection Form |

| Motes & Findings | Cornments | SuhmiMateriaI Difference Reason |

| LOCCS/HUDCARS |
OAdditiDnal Hel
Value:
Enter a late PHA Code : CA999
reason fo the PHA Name: HOMETOWN HOUSING AUTHORITY
submission. Fiscal Year End Date: 03/31/2004

Submission Type: Audited/A-133

ELEMENT # DESCRIFTION WALUE DETAILS
GE000-  |Late Reason
020

(Litrat: 255 Characters)

Top of Page

| Inbox | Reports | PHA Info | Einancial Data Schedule | Data Collection Form |

| Motes & Findings | Cornments | Subrnit | Late Reason | Material Difference Reason |

| LOCCS/HUDCARS |

ef’-\dditiunal Hel
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Step 2: Click in the blank Value field and enter the reason(s).
Step 3: Click on the button to save the data in the system. An error message

displays if a required line item was left blank or entered improperly.

Use the button to reset all entries to the last saved state, if necessary.

ELEMENT # ODESCRIPTION WALUE OETAILS
GE000-  |Late Reason Thiz submission will he late duel to.... -
020

{(Lamut: 255 Characters)

(Gaelires]
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5.9 Unusual Circumstance Request (for Unaudited Submissions
only)

If there are unusual circumstances preventing the timely submission of unaudited data, PHAs can
request an extension via the Unusual Circumstance Request page. Note: This page is not
available for Section 8 only entities.

Remember to save your entries before leaving the page.

FINANCIAL ASSESSMENT — UNUSUAL CIRCUMSTANCE REQUEST
HOME SEARCH/INDEX COMMEMNTS REAC HOME

Real Estate Assessment Center

Welcome to NASS! To return to the subsystem from which you came, please click here.

PHA Extension Request

PHA Code: CAZ99 PHA Mame: HOMETOW M HOUSIMNG AUTHORITY

Matify PHAs that extenszion requests apply to Managerment and unaudited Financial subriissions (one
request for both), Responszes will be sent to the Executive Director's email address, Extension requests
rmust be received by the REAC no later than 15 days prior to the PHA's due date,

Length of

Extension Extensions granted will be applied to this PHA's submission due date baszed on its fiscal year end date
Requested: and not on the date that the extenzion iz requested or granted.

Enter number

of days.
/ Lenpih = Extrslen R=guesiaek Days TAC Call Murnber:
Fiscal rear: |DeleCt >

Related Carmmments: [(Can not exceed 240 characters)

Related
Comments:

Enter reason < J

for an
extension

request. J
L Subimit

Extension History

Date Fiscal Action (3= User Comments
Year Days
Extension Request Tester - HMASSA 1 month
05/30/2000 12000 Granted =0 MASE extenszion -
Extension Request Tester - HMASSA 1 month
05/30/2000 12000 Received =0 MASE extenszion -

Comments or Questions? Contact the REAC Technical Assistance Center,
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Step 1: From your Inbox, select/enter the following from the dropdown/ text boxes and click
Go.:
PHA Code : CA999
Reporting End Date (month/ day): 03/31
Reporting End Date (year): 2004
Submission Type: Unusual Circumstance Request
PHA Code Submission Type Instructions:
- To create a new subrmission,
CA399 |+ Unusual Circumstance Request |+ | | select the desired PHA and hit
the GO button. Then select the
Query for <Status Fiscal End Year Create Mew Submission link.
)slgg;nission WARNING - Cnly open one
: G submission at a time to avoid
ALL ][ 3731 |sef|2004 data corruption problems.
NG
STATUS FHA CODE FHA HAME TYFPE FISCAL YEAR END DATE RECEINED FASS ANALYST
Step 2: Click on the Unusual Circumstance Request link at the top or bottom of your Inbox
page.
| Create Mew Submissiug Lnusual Circumstance Reu@
| Inboyx | Reports | Delete Draft Submission |
eAdditiDnaI Hel
Step 3: The NASS Unusual Circumstance Request page displays.
A Verify that the PHA Code is correct.
A Enter the number of days requested for the extension.
A Select the appropriate Fiscal Year.
A Enter the reason for requesting an extension.
A Click on the M button to submit your request to HUD-REAC.
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PHA Extension Request

PHA Code: CAS39 PHA Name: HOMETCWHMN HOUSING AUTHORITY

Motify PHAs that extension requests apply to Managernent and unaudited Financial subrnissions (one
request for bath), Responses will be sent to the Executive Directar's email address, Extension requests
riust be received by the REAC no later than 15 days prior to the PHA's due date,

Extensions granted will be applied to this PHA's submission due date based on its fiscal year end date
and not on the date that the extension is requested or granted,

Length of Extension Requestad: 30 Days TAC Call Humber: |123456
Fizcal vear: | 2004 =

Related Comments: (Can not exceed 240 characters)

Flease grant extension because.... J
Click on the
Submit button
after entering J
appropriate .
information. Subirmit
Step 4: To return to FASS, click the here link at the top of the Unusual Circumstance

Request page.
The Inbox page will display.

HOME SEARCH/INDEX COMMENTS REAC HOME

Real Estate Assessment Center

Welcome to NASS! To return to the subsystem from which you came, please |:Ii

PHA Extension Request

PHA Code: CA239 PHA Mame: HOMETCWHN HOUSING AUTHORITY

Motify PHAs that extenzion requests apply to Management and unaudited Financial submizzions (one
request for both), Responses will be sent to the Executive Director's email address, Extension requests
rnust be received by the REAC no later than 15 days prior to the PHA's due date,

Extensions granted will be applied to thiz PHA's submission due date based on its fiscal year end date
and not on the date that the extenszion iz requested or granted.
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5.10 Material Difference Reason Page (for Audited Submissions only)

The Material Difference Reason page allows users to provide a reason for any differences in the
financial data between the audited and unaudited submissions. The Material Difference Reason
link to the Material Difference Reason page is only available for audited submissions.

Remember to save your entries before leaving the page.

FINANCIAL ASSESSMENT — MATERIAL DIFFERENCE REASON

| Inboyx | Beports | PHA Info | Financial Data Schedule | Data Collection Form |

| Motes & Findings | Comments | Submit | Late Reasofdddaterial Difference Reasopy

| LOCCS/HUDCARS |

eAdditional Hel

PHA Code : CA999

PHA Name: HOMETOWN HOUSING AUTHORITY
Fiscal Year End Date: 03/31/2004

Submission Type: Audited/A-133

Value: ELEMENT # DESCRIFTION WALUE DETAILES

Enter a reason GEO00-  |Reason far
for financial 010 Material

data Differences

discrepancy

between the

audited and

unaudited

submissions. (Lirodt: 255 Characters)

Top of Page

| Inbox | Beports | PHA Info | Financial Data Schedule | Data Collection Form |

| Motes & Findings | Comments | Submit | Late Reason | Material Difference Reason |

| LOCCSMHUDCAPS |

Step 1: To complete the Material Difference Reason page:

Click on the Material Difference Reason link at the top or bottom of the page, the
Material Difference Reason page displays.
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Step 2: Click in the blank Value field and enter the reason(s).
Step 3: Click on the button to save the data in the system. An error message

displays if a required line item was left blank or entered improperly.

Use the button to reset all entries to the last saved state, if necessary.

ELEMEHNT # DESCRIPTION WALUE OETAILS
(>5000- HEESE_'” far The discrepancy between the unaudited -
010 M_E'te”al submission and audited submission is due
Differences to. ... ..

(Limit: 255 Characters)
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