Section 232 New Construction
Initial Submission - Loan Directory Structure

To improve capabilities of the SharePoint (SP) software we’re using, we are asking all Lenders to implement specific naming conventions when saving documents on a disc, thumb drive etc. when submitting applications for processing.  SP will not accept special characters, it also changes a blank space into 3 characters, and too many characters reduce the effectiveness of SP’s functions.  In the spirit of LEAN processing, your assistance is very much appreciated.  The following is a concise list to help guide the necessary naming conventions when preparing electronic applications.

1. Make every effort to use no more than 40 characters when naming files.

2. Please avoid using special characters   \ / : * ? " < > | # { } % ~ &  as part of the file name.

3. Avoid adding the assigned FHA number in the file names, it adds characters and isn’t necessary. 

4. Avoid using spaces.  (Each space or blank space incorporated in a document name is translated into 3 characters when using SP. Using either an underline _ or dash – is counted as one character and is an acceptable alternative.

For example:  Instead of   
Tab  01-Lender Narrative  171-22000     39 characters
Using a shorter naming convention

01​_LndrNarr       only 11 characters 

The following is our new naming convention to reduce the number of characters used for naming documents.  We ask you implement the shorter names with all new submissions.  Please note, using either an underline _ or dash – is acceptable to eliminate blank spaces
ADD LANGUAGE ABOUT HOW TO HANDLE ELECTRONIC SUBMISSION OF NA ITEMS
· FIRM APPLICATION {this is for lender’s application exhibits}

· Section 1: UNDERWRITING
· 1-1A_Check
· 1-1B_ChkTransmtl
· 1-1C_FirmChklst
· 1-2_LndrNarr
· 1-3A_92264
· 1-3B_92264T
· 1-3C_92264A
· 1-3D_92438
· 1-4_FirmDrft
· 1-4_ SpclCnd
· 1-4A_FirmExbA
· 1-7_LndrCert
· 1-8_Contacts

· Section 2: 3rd Party Reports
· 2-1_Appraisal
· 2-2_MktStdy
· 2-3A_PhaseI

· 2-3B_4128

· 2-3C_PhaseII

· 2-3D_Biological
· 2-3E_Other
· 2-3F_Other

· Section 3: MORTGAGOR
· 3-1_OrgChrt

· 3-2_Org Docs

· 3-3A_3433

· 3-3B_NP 
· 3-3C_Resltn
· 3-4_APPS 

· 3-5_MortgagorCert

· 3-6_CrdRpt
· 3-7A_FincFYTD
· 3-7B_FincCert 

· Section 4:  PRINCIPAL
{one directory for each principal of the mortgagor- A-Z}

· 4-1_OrgChart_Name
· 4-2_OrgDocs_Name
· 4-3_Resume_Name
· 4-4_APPS_Name
· 4-5_Cert_Name
· 4-6A_CrdRpt_Name
· 4-6B_CrdRpt_Name

· Section 5: OPERATOR
· 5-1_OrgChrt
· 5-2_OrgDocs

· 5-3A_Resume
· 5-3B_OthrFacl
· 5-4_APPS 

· 5-5_Cert

· 5-6A_CrdRpt
· 5-6B_CrdRpt
· 5-7_FinclFYTD
· 5-7C_FinclCert  

· 5-8_FinclFY

· 5-8C_FinclCert
· 5-9_FinclFY
· 5-9C_FinclCert
· 5-10_FinclFY
· 5-10C_FinclCert  

· 5-11_OpLease

· Section 6: OPERATOR PARENT
· 6-1_OrgChrt
· 6-2_OrgDocs
· 6-3A_Resume
· 6-3B_OthrFacl
· 6-4_NA – should we delete this?
· 6-5_Cert

· 6-6A_CrdRpt
· 6-6B_CrdRpt
· 6-7_FinclFYTD
· 6-7C_FinclCert  

· 6-8_FinclFY
· 6-8C_FinclCert  

· 6-9_FinclFY
· 6-9C_FinclCert 

· 6-10_Fincl
· 6-10C_FinclCert 

· Section 7: MANAGEMENT AGENT
· 7-1_OrgChrt
· 7-2_OrgDocs
· 7-3A_9832

· 7-3B_9839

· 7-4_MgmtAgrmt
· 7-5A_Resume
· 7-5B_OthrFacl
· 7-6_APPS
· 7-7_Cert

· 7-8_CrdRpt

· Section 8:  REAL ESTATE
· 8-1A1_LndPurchAgrmt
· 8-1A2_LndPurchAmend
· 8-1B_LstArmsLgth
· 8-1C_Intergov
· 8-2A_CON
· 8-3A_TitleSrch
· 8-3B_ProForma

· 8-3C_ExpDocs
· 8-4_Survey

· 8-7_ComclLease
· 9-8_LndLease

· 8-10G_FldNarr
· 8-11_SHPO
· 8-12A_ExstEasmt
· Section 9:  OPERATIONS
· 9-1A_StblBdgt
· 9-1B_LeaseBdgt
· 9-2_Staffing 
· 9-4_935.2A
· 9-5_AddtlInfo
· Section 13: CONSTRUCTION AND ARCHITECTURAL DOCUMENTS

· 13-1_Plans

· 13-5_DevBdgt

· Section 14:  Early Commencement of Construction

· 14-1_Fee

· 14-2_Memo

· 14-3A_2415

· 14-3B_Rider

· 14-4_Permits
· 14-5_Contract

· 14-5A_ExhA

· 14-5B_ExhB

· 14-5C_Amdmt

· 14-5D_Rider

· 14-5E_2443

· 14-6_Specs

Legend:

	CAPITALIZED
	Directory Name

	FY
	Fiscal Year

	FYTD
	Fiscal Year-to-date


Notes:  

1. File  names are limited to 40 characters.  Do not change any of the specific report names.  

2. Do not use any special characters (!@#$%^&*( )+="',.\ /:) in the file names.
As of 1-18-10

