R4R Processing Punchlist – Specialized Team
R4R Team Member receives assigned R4R submission to be completed within 5 days

	Step
	ACTION
	PASS
	FAIL
	N/A

	1
	Lender Review. 
Verify that lender:
· confirms submission’s accuracy, completeness and eligibility
· discloses whether there is a pending refinance application, and 
· recommends approval of submission (may recommend disallowing some items)
	Move on
	Return via email to Lender to confirm required review per HB 4232.1
	

	2
	Risk Mitigation Team/Lease Up Team. Confirm project is neither on Risk Management Team per iREMS nor a NC/SR/241a in lease-up per SharePoint. (see list of AEs on Appendix I below)
	Move on
	Email submission to AE on Risk Team to transfer processing on R4R and cc: R4R Team Lead, Lender. 

Close out on log as Transferred.
	

	3 
	Verify Participants.  
Check to ensure participants list on 9250a are consistent with participant contacts in IREMS.
	Move on
	If participant info provided on 9250a deviates from participant/contact  information in iREMS, send alert to assigned AE  and cc: Lender, for AE to follow up with Lender to resolve discrepancies. 

Proceed to Process R4R.
	

	4
	Troubled Asset.
Confirm submission does not request use of R4R funds for any of the following: 
· Mortgage payment 
· Short/Term Loan 
· Suspension or Adjustments to R4R payments
· Advances (without AE preapproval).
	Move on
	Forward email to assigned AE for appropriate processing action; cc Team Lead, Lender.

Close out on R4R log as Transferred.
	

	5
	Adequacy of Funds.
Confirm that disbursement of requested amount will leave > $1000 per unit (not per bed) in R4R account.

Note: Determine this calculation by the Lender Checklist (item 5) or subtracting amount requested from amount as confirmed on 9250a and divide by number of units.
	Move on
	Forward email to assigned AE and request for them to process; cc Team Lead, Lender.
 
Close out on R4R log as Transferred.
	

	6
	Reimbursement Request.
check for general completeness, accuracy and eligibility, of items listed as set forth in 232 HB.
	Sign/Approve.
Move on to Step 10.
	First consult with Lender and Team Lead prior to denial of any ineligible line items.

Revise total amount approved and sign. Move on to Step 10.
	

	7
	Item(s) over $50K.
If submission includes a single expenditure item over $50,000, confirm borrower certifies that three bids have been secured and justifies if the lowest was not chosen.
	Sign/Approve.

Move to Step 10.
	If no explanation of bids provided, request of lender for response in 48 hours or return.
	

	8
	Advances/Multiple Disbursements.
 If submission is for an advance/incremental disbursement of funds (e.g. roofing, siding, painting), confirm that:
· Contract or invoice (with payment arrangement) submitted
· Scope of work is eligible, and
· Staged disbursements %, and timeframes with completion date are clearly specified (refer to 232 HB for example). 
· Evidence submitted that AE has preapproved any large construction job (see Item 9).
	In “Remarks” on 9250, ensure the timeframes/stages for future disbursements are noted.

Sign/approve. Move to Step 10.
	Consult with lender if any information is needed to be submitted with 48 hours or return.
	

	9
	Construction Items Triggering Environment Review. 
If submission proposes remodeling, adding to, demolishing, etc., a portion of project, an environmental review must be included with the lender’s R4R initial submission as set forth in the 232 HB. 

AE to be consulted to confirm/issue pre-approval.
	No proposed construction/alteration of footprint, or

Evidence that AE has reviewed and environmental 4128 prepared and approved as necessary.

Move on.
	No evidence that AE has reviewed nor environmental 4128 was prepared and approved as necessary.

Refer resubmission directly to assigned AE, cc Lender.

Close out on Spreadsheet as Transferred.
	

	10 
	Final Steps - Approval/Denial of the 9250. Complete each of the following for every 9250 that is processed:
A. On 9250, circle final approved amount, strike through any line item ineligible or note “denied” if entire request is denied. Complete name/signature at bottom of 9250 form.
 
B. Scan three documents into one PDF file: your signed 9250, the 9250a, and signed lender checklist or lender email confirming their review/recommendation ; email back to lender and upload to J:Drive under R4R file for appropriate project (filed by iREMS project number).

C. Update iREMS  - go to Servicing Screen, Reserve Tracking Tab and enter all fields under Request for Release of Funds List and corresponding Detail , including amount remaining and your initials under Comments box.  If suspension or reduction in payments, add entry accordingly in Monthly Deposit Chart on same screen.
	Enter completed R4Rs on weekly spreadsheet and submit by each Friday noon.

Naming Convention of PDF File using R4R and FHA Number as follows:

  R4Rxxx-xxxxx


To upload to J:Drive, determine project’s corresponding  iREMS number beginning with 800. Go to Escrow Releases Folder for project. Create new R4R Folder and new 2015 Subfolder if necessary.  This will hold all R4R releases for the calendar year.
	Reminder: All denials must be reviewed by Team Lead before final processing and submission sent back to lender.
	


	
	R4R PROCESSED BY A DELEGATED LENDER, ONLY 				COMPLETE THE FOLLOWING STEPS:
	1
	Recording the Lender Delegated Processed R4R.  Complete each of the following for every 9250 that is processed by a delegated lender.

A. Verify lender contact name/signature/title and date is at bottom of 9250 form.
 
B. Scan two documents into one PDF file: lender signed 9250 and borrower signed 9250a; upload file to J:Drive under R4R file for appropriate project (filed by iREMS project number).

C. Update iREMS- On Servicing Screen, go to Reserve Tracking Tab, enter all fields under Request for Release of Funds List and corresponding Detail , including amount remaining and your initials under Comments..  
	Naming Convention of PDF File using R4R and FHA Number as follows:

  R4Rxxx-xxxxx
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