Section 232/223(f)

Loan Directory Structure

To improve capabilities of the 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.  SharePoint, (SP) will not accept special characters, it also changes a blank space into 3 characters, and too many characters affects this program’s functions.  In the spirit of LEAN processing, your assistance in this matter is very much appreciated. The following is a concise list to help guide the necessary naming conventions when preparing electronic applications.

1.  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 name, it only adds characters. 

4. Avoid using spaces.  (Each space or blank space incorporated in a document name is translated into 3 characters when using SharePoint software. 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
Existing Naming Convention



New Naming Conventions
· FIRM APPLICATION { for lender’s application exhibits}
Please use abbreviated titles to reduce characters
· Section 1:  Underwriting




Section 1: Underwriting


· 01-01A-Check-FHA#  



1-1A-Check
· 01-01B-Check Transmittal


1-1B-ChkTransmtl
· 01-01C-Firm Checklist



1-1C-FirmChklst
· 01-02-Narrative-Lender Name


1-2A_LndrNarr
1-2B_RA
· 01-03A-92264-HCF



1-3A-92264
· 01-03B-92264-T-FHA #



1-3B-92264T
· 01-03C-92264-A-FHA #



1-3C-92264A
· 01-03D-92438-FHA #



N/A
· 01-04-Firm Commitment-DRAFT-FHA#
1-4-FirmDrft
· 01-04-Special Conditions-FHA#


1-4-SpclCnd
· 01-04A- Firm Commitment-ExhA-Legal-FHA#
1-4A-FirmExbA
· 01-04B- Firm Commitment-ExhB-Rsrvs-FHA#
1-4B-FirmExbB
· 01-04C- Firm Commitment-ExhC-Rprs-FHA#
1-4C-FirmExbC
· 01-05-92329-FHA #



1-5-92329
· 01-06-92447-FHA #



1-6-92447
· 01-07-Cert-Lender Name-FHA #


1-7-LndrCert
· 01-08-Contacts-FHA #



1-8-Contacts
1-9_BPRS

1-10_Emails

1-11_Waivers

· 02-THIRD PARTY REPORTS
Section 2:  3rd Party Reports                  


Section 2:  3rd Party Reports 
· 02-01-Appraisal-FHA #




2-1-Appraisal
· 02-02A-Phase I-FHA #




2-2A-PhaseI
· 02-02B-Phase II-FHA #




2-2B-PhaseII
· 02-02C-O&M-Asbestos-FHA #



2-2C-OM_Asbestos
· 02-03-PCNA-FHA #




2-3-PCNA
· 02-03-PCNA-SpecialtyReprtIdentifier-FHA#

2-3-PCNA_SpecialReportName

· 03-MORTGAGOR-Mortgagor Name


Section 3:  Mortgagor




Section 3:  Mortgagor
· 03-01-Org Chart-Mortgagor Name-FHA #

3-1-OrgChrt
· 03-02A-C1-3-Org Docs-descrip-MortgagorName
3-2-OrgDocs
· 03-03A-3433-Mortgagor Name-FHA #


3-3A-3433
· 03-03B-NP Motivation-Mortgagor Name-

3-3B-NP
· 03-04-APPS Cert-Mortgagor Name-FHA #

3-4-APPS
· 03-05-Cert-Mortgagor Name-FHA #


3-5-Cert
· 03-06-Credit Report-Mortgagor Name-FHA #

3-6-CrdtRprt
· 03-07-Financial-FYTD




3-7-FinclFYTD
· 03-07C-Financial-1010 Cert-MortgagorName

3-7C-FinclCert 

· 03-08-Financial-FYyyyy-Mortgagor Name

3-8-FinclFY
· 03-08C-Financial-1010 Cert-Mortgagor Name  

3-8C-FinclCert
· 03-09-Financial-FYyyyy-Mortgagor Name

3-9-FinclFY
· 03-09C-Financial-1010 Cert-Mortgagor Name 

3-9C-FinclCert
· 03-10-Financial-FYyyyy-Mortgagor Name

3-10-FinclFY
· 03-10C-Financial-1010 Cert-Mortgagor Name

3-10C-FinclCert

· 04A-Z-MORTGAGOR PRINCIPAL-Principal Name  
Section 4:  Principal 





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

one directory per principal of the mortgagor- A-Z
· 04A-Z-01-Org Chart-Principal Name


4-1-OrgChrt-Name
· 04A-Z-02-Org Docs-Principal Name


4-2-OrgDocs-Name
· 04A-Z-03-Resume-Principal Name


4-3-Resume-Name
· 04A-Z-04-APPS Cert-Principal Name


4-4-APPS-Name
· 04A-Z-05-Cert-Principal Name



4-5-Cert-Name
· 04A-Z-06A-Credit Report-Principal Name

4-6A-CrdtRpt-Name
· 04A-Z-06B-Credit Report-BusinessConcern

4-6B-CrdtRpt-Name
· 05-OPERATOR-Operator Name
Section 5:  Operator





Section 5:  Operator
· 05-01-Org Chart-Operator Name



5-1-OrgChrt

· 05-02-Org Docs-Operator Name



5-2-OrgDocs
· 05-03A-Resume-Operator Name



5-3-Resume

· 5-03B-Other Facilities-Operator Name


5-3B-OthrFacl
· 05-04-APPS Cert-Operator Name


5-4-APPS
· 05-05-Cert-Operator Name



5-5-Cert
· 05-06A-Credit Report-Operator Name


5-6A_CrdtRpt
· 05-06B-Credit Report-BusinessConcern


5-6B-CrdtRpt
· 05-07-Financial-FYTD-end date mmddyyyy

5-7-FinclFYTD

· 05-07C-Financial-1010 Cert-Operator Name 

5-7C-FinclCert
· 05-08-Financial-FYyyyy-Operator Name

5-8-FinclFY
· 05-08C-Financial-1010 Cert-Operator Name 

5-8C-FinclCert
· 05-09-Financial-FYyyyy-Operator Name

5-9-FinclFY
· 05-09C-Financial-1010 Cert-Operator Name 

5-9C-FinclCert
· 05-10-Financial-FYyyyy-Operator Name

5-10-FinclFY
· 05-10C-Financial-1010 Cert-Operator Name

5-10C-FinclCert
· 05-11-Operating Lease




5-11-OpLease

· 06-OPERATOR PARENT-Parent Name
Section 6:  Parent of Operator
· 06-01-Org Chart-Parent Name



6-1-OrgChrt
· 06-02-Org Docs-Parent Name



6-2-OrgDocs
· 06-03A-Resume-Parent Name



6-3A-Resume
· 06-03B-Other Facilities- Parent Name


6-3B-OthrFacl
· 06-04   NOT APPLICABLE



6-4-NA
· 06-05-Cert-Parent Name




6-5-Crt
· 06-06A-Credit Report-Parent Name


6-6A-CrdRp
· 06-06B-Credit Report-Business Concern Name

6-6B-CrdRp
· 06-07-Fincl-FYTD-enddate: mmddyyyy-Parent Name
6-7-FinclFYTD
· 06-07C-Financial-1010 Cert-Parent Name

6-7C-FinclCert 

· 06-08-Financial-FYyyyy-Operator Name

6-8-FinclFY
· 06-08C-Financial-1010 Cert-Parent Name

6-8C-FinclCert
· 06-09-Financial-FYyyyy-Parent Name


6-9-FinclFY
· 06-09C-Financial-1010 Cert-Parent Name 

6-9C-FinclCert
· 06-10-Financial-FYyyyy-Parent Name


6-10-FinclFY
· 06-10C-Financial-1010 Cert-Parent Name

6-10C-FinclCert

· 07-MANAGEMENT AGENT-Mgmt Agent Name
Section 7:  Management Agent



Section 7:  Management Agent
· 07-01-Org Chart-Mgmt Agent Name


7-1_OrgChrt
· 07-02-A-C1-3-Org Docs-descrip-Mgmt Agent Name
7-2_OrgDocs
· 07-03A-9832-Mgmt Agent Name



7-3A_9832
· 07-03B-9839-A/B/C-Management Agent Name

7-3B_9839
· 07-04-Management Agreement



7-4_MgmtAgrm
· 07-04A-Resume-Management Agent Name

7-4A_Resume
· 07-04B-Other Facilities-Mgmt Agent Name

7-4B_OthrFacl
· 07-06-APPS Cert-Mgmt Agent Name


7-6_APPS
· 07-07-Cert-Management Agent Name


7-7_Cert
· 07-08-Credit Report-Mgmt Agent Name


7-8_CrdRprt

· 08-REAL ESTATE
Section 8:  Real Estate




Section 8:  Real Estate
· 08-01A1-Outstanding Obligations Cert.


8-1A1_OblgCert.
· 08-01A2a-z-Payoff Statement-payoff date: mmddyyyy
8-1A2_Payoff
· 08-01A3-RR Balance-date: mmddyyyy


8-1A3_RRBal
· 08-01A4-HUD Prepay Authorization


8-1A4_HUDAuth
8-1A5_Notes

· 08-01B-Purchase Contract



8-1B_PrchsCntrt
· 08-01B-Option Agreement



8-1B_OptionAgrmt
· 08-02A-Certificate of Need



8-2A_CON
· 08-02B-License-Facility




8-2B_LcnsFclty
· 08-02C-License-Operator-Operator Name

8-2C_LcnsOp
· 08-03A-Title-Search




8-3A_TtleSrch
· 08-03B-Title-Pro Forma




8-3B_TtleProFrm
· 08-03C-Title-Exception Docs



8-3C_TtleExcp
· 08-04-Survey





8-4_Survy
· 08-05A-Compliance-Zoning



8-5A_ZonCmpl
· 08-05B-Compliance-Building Code


8-5B_BldgCmpl
· 08-05C-Compliance-Variance Verification

8-5C_VarCmpl
8-5D_Sprinkler

· 08-06A-Fire Marshal




8-6A_FireMrshl
· 08-06B-State Health Dept




8-6B_StHlthDept
· 08-06C-HCFA





8-6C_HCFA
· 08-07-Relocation Plan




8-7_RelocPln
· 08-08-Commercial Lease-Lessee



8-8_CmrclLse
· 08-09-Ground Lease




8-9_GrndLse
· 08-10A-Tax Abate-Evidence



8-10A_TaxAbtmnt
· 08-10B-Tax Abate-1708




8-10B_TaxAbt1708
· 08-11A-Floodplain-Early Warning System

8-11A_FloodWarn
· 08-11B-Floodplain-Evacuation Plan


8-11B_FloodEvac
· 08-11C-Floodplain-Evacuation Route


8-11C_FloodEvacRt
8-11D_IDMarks

· 08-11D-Floodplain-Tenant Notification


8-11E_FloodTenNot
· 08-12-SHPO





8-12_SHPO

· 09-OPERATIONS
Section 9:  Operations 




Section 9:  Operations
· 09-01-Budget-Year: yyyy




9-1_Budget
· 09-02-Staffing Schedule-FHA #



9-2_StaffSchdl
· 09-03-Financial-Op-FYTD-ending date: mmddyyyy
9-3_FinclFYTD
· 09-03C-Financial-Op-1010 Cert



9-3C_FinclCert
· 09-04-Financial-Op-FYyyyy



9-4_FinclFY
· 09-04C-Financial-Op-1010 Cert



9-4C_FinclCert
· 09-05-Financial-Op-FYyyyy



9-5_FinclFY
· 09-05C-Financial-Op-1010 Cert



9-5C_FinclCert
· 09-06-Financial-Op-FYyyyy



9-6_FY
· 09-06C-Financial-Op-1010 Cert



9-6C_FinclCert
· 09-07A-Census-FYTD-end date: mmyyyy

9-7A-CensusYTD
· 09-07B-Census-FYyyyy




9-7B-CensusFY
· 09-07C-Census-FYyyyy




9-7C-CensusFY
· 09-07D-Census-FYyyyy




9-7D-CensusFY
· 09-08A-RUG Census




9-8A-RUGCensus
· 09-08B-Medicaid Rate




9-8B-MedcaidRate
· 09-09-Rent Roll-date: ddmmyyyy


9-9_RntRoll
· 09-09-Rent Roll-Cert-




9-9_RntRollCert
· 09-10-State Inspection-date: ddmmyyyy


9-10_StatInspFY  
· 09-11A-Adminstrator-Resume



9-11A-AdminResum
· 09-11B-Administrator-License



9-11B-AdminLicense
· 09-12A-AR-Note-A/R Borrower



9-12A-AR-Note
· 09-12B-AR-Loan Agree-A/R Borrower


9-12B-AR-LoanAgrmnt
· 09-12C-AR-Security Agree-A/R Borrower

9-12C-AR-ScrityAgrmnt
· 9-12D-AR-UCC-A/R Borrower



9-12D-AR-UCC
· 09-12E-AR-Guarantee-Guarantor Name


9-12E-AR-Guarantee
· 09-12F-AR-ICA-A/R Borrower



9-12F-AR-ICA

· 09-12G-AR-ICA Rider-A/R Borrower


9-12G-AR-ICA-Rdr

· 09-12H-AR-Dep Ctrl Agree-A/R Borrower

9-12H-AR-DepCtrAgrmt

· 09-12I-AR-Lockbox Agree-A/R Borrower

9-12I-AR-LckbxAgrmnt
· 09-12J-AR-Mortgagors Attorney Opinion

9-12J-AR-MrtgorsAttrnyOpinion
· 09-12K-AR-Op Reg Agree-Operator


9-12K-AR-OpRegAgrmnt
· 09-12L-AR-Op Reg Agree Rider-Operator

9-12L-AR-OpRegAgrmntRdr

· 09-12M-AR-Op Cert-Operator



9-12M-AR-OpCert
9-13_RentAgree

9-14_ProvAgree

· 10-PLI
· Section 10:   Professional Liability Insurance

Section 10: Professional Liability Insurance
· 10-01-PLI Facility List-Name of Insured


10-1-PLIFcilityLst
· 10-02A-ZZoptional-StateInspect Facility
Nameddmmyyyy
 




10-2A-Z-optional-StInspFcilityName
· 10-03-Loss History-Name of Insured


10-3-LossHstry

· 10-04-Potential Claims-Name of Insured


10-4-PotentialClaims
· 10-05-Evidence of Coverage-periodmmyyyy-mmyyyy

10-5-CoverageEvidenc
-Name of Insured






· 10-06-PLI Cost-Name of Insured



10-6-PLI-Cost
· 10-07-PLI Rating-Name of Insured


10-7-PLI-Rting
· 10-08-Actuarial Study-Name of Insured


10-8-PLI-ActrlStdy

· 11-ADDITIONAL FUNDING SOURCES
Section 11:  Additional funding sources


Section 11:  Additional Funding Sources
· 11-01A-Z optional-Grant-Commitment


11-1-A-Zoptional-GrantCommtmnt
· 11-01A-Z optional-Loan-Commitment


11-1- A-Zoptional-LoanCommtmnt
· 11-02-Bond-Itemized Costs



11-2-BondCosts
· 11-03A-Tax Credit-Commitment



11-3A-TaxCrdCommitmnt
· 11-03B-Tax Credit-Addendum 9



11-3B-TaxCrdAddndm9
· 11-03C-Tax Credit-Reservation



11-3C-TaxCrdRsrvtion
· 11-03D-Tax Credit-Source & Use


11-3D-TaxCrdSrcUse
· 11-03E-Tax Credit-HUD-2880



11-3E-TaxCrdHUD2880
· 11-03G-Tax Credit-Bridge Loan Agreements

11-3G-TaxCrdBrdgLoanAgrmnts
· 11-03G-Tax Credit-SLR




11-3G-TaxCrd-SLR
· CLOSING







CLOSING
· Firm Commitment-date: ddmmyyy



FirmCommtmnt-ddmmyy
· Firm Commitment-Amendment  #



FirmAmndmnt-No.
· Cross Certification 





CrossCert
· Waiver-Title Exceptions




Waivr-TitleExcpt

· DRAFT

· Org Docs-Entity Name




OrgDocs-EntityName
· Regulatory Agreement-Mortgagor


RegAgrmt-Mortgor
· Regulatory Agreement-Lessee



RegAgrmt-Lessee
· Mortgage Note





MortgageNote
· Mortgage






Mortgage
· Deed of Trust





DeedOfTrust
· Security Agreement




SecurityAgreemnt
· UCC-State






UCC-State
· UCC-County





UCC-County
· UCC Search-date: ddmmyyyy



UCC-Search-ddmmyy
· Collateral Statement




CollateralStatement
· Operating Lease





OperatingLease
· Memorandum of Lease




MemoOfLease
· Title-Pro Forma





Title-ProForma
· Title-Exception Docs




TitleExceptDocs
· Mortgagors Attorneys Opinion



MortgorAttrnyOpinion
· Cost Certification-HUD-2205-A



CostCertHUD-2205A
· Settlement Statement




SettlmntStmnt
· Repair Escrow





RepairEscrow
Legend:

	CAPITALIZED
	Directory Name

	  
	Variable in the file or directory name.

	{italics}
	Comment.

	FHA #
	FHA Number (no dashes)

	FY
	Fiscal Year

	FYTD
	Fiscal Year-to-date

	ddmmyyyy
	date format (e.g., March 1, 2008 is 03012008) d = day / m=month / y = year


Notes:  

1. File names are limited to 40 characters.  If space is limited, consistently abbreviate the name of the project.  Do not change any of the specific report names.  

2. Do not use any special characters (!@#$%^&*( )+="',.\ /:) in the file names.
Revised 4.25.10

