Lender Guidance for Reserve for Replacement Submissions to the R4R ORCF Specialized Team
The R4R Specialized Team in ORCF was created to efficiently process standard R4R reimbursements on Section 232 insured facilities using lean management principles.  We look to the lenders to adhere to the Section 232 Handbook and submit requests using the forms and instructions developed for expeditious processing, namely to complete the R4R ORCF Lender Checklist, 9250 form and 9250a form.  

As described in Section 3.2.I of the Section 232 Handbook:  all servicing lenders must receive R4R requests on Section 232 insured projects from the borrower or operator; ORCF will not accept R4R requests from any entity other than the servicing lender; and the lender is required to review for completeness, accuracy and eligibility.  Please ensure you are not submitting any Office of Multifamily R4R requests to this mailbox.

The R4R ORCF Lender Checklist has instructions, but we offer the additional tips for a quality submission:

· Submit the R4R request for each project by email with (preferably one PDF) electronic file to 232R4RRequest@hud.gov and include subject line with a naming convention R4Rxxx-xxxxxLenderName (FHA number and Lender Name inserted). Please ensure the correct FHA number is used.

· Do not cc: the Account Executive on R4R request; it is confusing and unnecessary as the request will be processed by the R4R Team or if necessary, referred internally by the R4R Team to the Account Executive.  

· Do not put “See Attached” on the 9250 form. The 9250 form is the record to include a summary of the purpose in order for us to grant authority to release the amounts.  The 9250a form, however, may contain an attachment as long as the attachment contains the identical information on services and/or materials as shown on chart template on the 9250a form.

· Only items totaling $50,000 or greater require submission to ORCF of bids/invoices for the work, as noted on the Lender Checklist. The borrower/operator certification on the completed Form 9250a is sufficient for ORCF to retain for its own monitoring and recordkeeping.

· [bookmark: _GoBack]As a general rule, we process reimbursements for capital improvements. Please only accept requests for Advances from borrowers/operators that need reserves to cover an emergency or for a deposit/downpayment for a larger capital improvement job.  Otherwise, requests for Advances become a reconciliation burden and redundant work on the part of all involved. The R4R Team processes most R4R requests expeditiously within days.

· ORCF encourages quarterly submissions of R4R per project, but will accept no more than monthly submissions, unless an emergency warrants an immediate submission. To submit multiple submissions per project more frequently creates duplicative effort on the part of all involved and slows processing.
