
Rental Assistance Demonstration for PRAC: Closing Overview & Checklist: Project Based Rental Assistance (PBRA) Conversions

In the following three sections, this document provides an overview of the RAD for PRAC closing process and instructions on the document submission requirements for PBRA conversions:
1) General overview of the closing process; 
2) Closing document checklist; 
3) Instructions for uploading the draft closing package to the RAD Resource Desk

Part 1: General Overview of the Closing Process for PRAC PBRA Conversions
Assignment of a RAD Closing Coordinator & HUD Field Counsel 
[bookmark: _GoBack]Upon issuance of the PRAC Conditional Approval Letter, the RAD Closing Coordinator will serve as your main point of contact during the closing process. The RAD Closing Coordinator will contact you with instructions and will provide you with the name of the assigned HUD Field Counsel. The Closing Coordinator will also arrange a kick-off call with internal and external parties to discuss the closing process, timelines, and other topics as needed. Note: FHA-RAD Closings will follow the existing FHA requirements and closing process with the addition of a RAD Closing Coordinator who will review the RAD-specific documents.

Required Closing Documents
A full list of closing documents is shown in Part 2. Not all documents are applicable in all closings. Discuss any questions you may have regarding applicability of documents with your RAD Closing Coordinator and HUD Field Counsel. The latest version of HUD documents and templates can be found in the Closing section of the RAD for Multifamily Document Library on the RAD Resource Desk. Copies of HUD Multifamily forms can be found on HUDCLIPS.

Closing Package Submission 
You must submit two copies of the draft closing package, one to your assigned RAD Closing Coordinator and one to your assigned HUD Field Counsel. All draft closing package submissions to your RAD Closing Coordinator must be uploaded via www.radresource.net. Upload instructions can be found in Part 3 of this document. Your assigned HUD Field Counsel will still need to receive a copy of the draft closing package. Please contact your assigned HUD Field Counsel for their submission instructions. Only complete draft closing packages will be reviewed. The draft closing package should be submitted to both parties within two weeks of the issue of the PRAC Conditional Approval Letter. 

Closing Package Review & Closing
Upon receipt of a complete closing package, the RAD Closing Coordinator and HUD Field Counsel will review, provide comments, and work with you to finalize all required documents in order to close. Once all documents are finalized, HUD will transmit HUD-executed copies of the documents to the Project Owner’s third party escrow agent via an escrow instructions letter. The HUD-executed documents will include: 1) PBRA HAP Contract; 2) Elderly Use Agreement; 3) Release of Mortgage and Regulatory Agreement for the Section 202 Capital Advance; 4) Satisfaction of Note; 5) PRAC Conversion Agreement. For the purposes of RAD, the closing date is the date of recording.

Final Closing Docket Submission
Following closing, upload copies of all final, fully executed, and recorded (as applicable) documents to the Final Closing Docket transaction page on www.radresource.net: 






Part 2: Quick Reference Closing Document Checklist for RAD for PRAC PBRA Conversions

	No.
	Document
	Included

	1
	Closing Contact List
	☐Yes ☐No 

	2
	Evidence of Completion of PRAC Conditional Approval Letter Special Conditions
	☐Yes ☐No ☐N/A

	3
	Final PRAC Conversion Agreement (HUD Form XXXXX)
	To be provided by HUD

	4
	Request to update the draft PRAC Conversion Agreement
	☐Yes ☐No ☐N/A

	5
	RAD PBRA HAP Contract Parts 1 and 2 with exhibits (HUD Form XXXXX)
	☐Yes ☐No

	6
	Draft Elderly Housing Use Agreement (HUD Form XXXXX)
	☐Yes ☐No 

	7
	Copies of all existing title encumbrances and exception documents (including existing Reg Agreement)
	☐Yes ☐No

	8
	Draft Termination & Release of Section 202 Capital Advance Mortgage, Deed of Trust/Security Deed, Regulatory Agreement and Section 202 Capital Advance Use Agreement (HUD will provide template)
	☐Yes ☐No 

	9
	Draft Satisfaction of Note for Section 202 Capital Advance (HUD will provide template)
	☐Yes ☐No

	10
	A Release of UCC-1 with respect to the Section 202 Capital Advance documents
	☐Yes ☐No 

	11
	Deed or Ground Lease and, if applicable, memorandum of ground lease
	☐Yes ☐No ☐N/A

	12
	Financing Documents for all debt to appear as a lien on the property, including construction loan documents and bond documents:
a) Note
b) Mortgage/Deed of trust
c) Intercreditor Agreements 
	☐Yes ☐No ☐N/A

	13
	Note for any unsecured surplus cash notes
	☐Yes ☐No ☐N/A

	14
	Documentation Regarding Existing Debts/Grants
a) Subordination agreements if debt to remain
b) Payoff statements if debt to be terminated
c) Termination of grant if grant to be terminated
	☐Yes ☐No ☐N/A

	15
	Subordination Agreement(s) to the Elderly Housing Use Agreement
	☐Yes ☐No ☐N/A

	16
	Consolidated Owner Certification (HUD will provide template)
	☐Yes ☐No 

	17
	Title Report
	☐Yes ☐No

	18
	Title Pro Forma
	☐Yes ☐No

	19
	Survey and Site Plans
	☐Yes ☐No ☐N/A

	20
	Certification and Assurances (HUD will provide template)
	☐Yes ☐No 

	21
	Opinion of project owner’s counsel (HUD Form XXXXX)
	☐Yes ☐No 

	22
	Project Owner’s/Management Agent’s Certification (HUD Form 9839) (applicable
only if new owner/MA is proposed)
	☐Yes ☐No ☐N/A

	23
	Management Entity Profile (HUD Form 9832) (applicable
only if new owner/MA is proposed)
	☐Yes ☐No ☐N/A

	24
	Property Management Agreement (applicable only if new owner/MA is proposed)
	☐Yes ☐No ☐N/A

	25
	Evidence of Required Amount of Fidelity Bond Coverage (applicable if new management agent is proposed)
	☐Yes ☐No ☐N/A

	26
	Form of Tenant Lease (PBRA Model Lease, HUD Form 90105a), including
required RAD for PRAC Pet Addendum
	☐Yes ☐No

	27
	Organizational Documents for New Ownership Entity
a) Organizational chart and list of key partners/principals
b) Articles of Organization
c) Certificate of Existence, Certificate of Good Standing, or similar 
document from the Secretary of State providing the legal name of the Project Owner
       d)    IRS Letter
       e)    Partnership Agreement or Operating Agreement
	☐Yes ☐No ☐N/A 

	28
	New Construction or Substantial Rehabilitation Documentation
a) Evidence that the General Contractor has obtained either (i) a payment 
and performance bond from a properly licensed surety; or (ii) a letter of credit
b) Owner Completion Guarantee Agreement
	☐Yes ☐No ☐N/A 




	29
	Other Documents, such as:
a) Master Lease (Transfers of Assistance)
b) Legal opinion re: PILOT/Tax Exemption status
c) PRAC Contract Assignment, Assumption and Amendment (HUD to 
provide template)
d) Other transaction-specific documentation
	☐Yes ☐No ☐N/A 


	STEPS TO BE COMPLETED IMMEDIATELY AFTER CLOSING

	1
	Upload the following documents (as applicable) to www.radresource.net within 3 days of recording: Fully executed PRAC Conversion Agreement, recorded Release from Regulatory Agreement, Satisfaction of Note, recorded Elderly RAD Use Agreement, fully executed HAP contract
	☐Yes ☐No

	2
	Upload Final Closing Docket to www.radresource.net within 10 days of closing
	☐Yes ☐No



Part 3: Instructions for Uploading the Draft Closing Package to RAD Resource Desk
The draft closing package submitted to your RAD Closing Coordinator must be uploaded to www.radresource.net. Note that your assigned HUD Field Counsel must receive a copy of the same draft closing package per his or her instructions. Consult your HUD Field Counsel for his or her submission preferences. 

1. Login to www.radresource.net. 
2. Navigate to the My Applications card and click on the property name. 
3. The closing page will open. If it does not automatically take you to the closing page, click on Transactions Pages > Closing (Owner). Use the Go To navigation option in the menu at the top and select Closing Document Upload OR scroll down the page until you see the green heading that says Closing Document Upload – PBRA.
4. The grid is aligned to the PBRA Closing Checklist. Upload each item shown on the grid using the Browse and Upload buttons. For any items that are not applicable to your closing, select N/A. You can input comments that you’d like your RAD Closing Coordinator to see in the Owner Comments field. You must click Save Comments for your comments to save. Note that there is a separate section where you need to upload documentation to clear any Special Conditions, as applicable. 
5. If you have uploaded ALL of the applicable documents and clicked N/A where appropriate and are ready to notify your RAD Closing Coordinator that the package is ready for his or her review, click the red button that says Submit Draft Closing Package. You will not be able to click this button until you have uploaded a document for each line item OR selected “N/A” if no document is uploaded. If you are not ready to make the submission yet and wish to continue working on it, click Save for Later.
6. Email resourcedesk@radresource.net with any upload questions or issues.
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