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Online NAID Application Process 

HUD has an online NAID (Name and Address Identifier) process. NAIDs are required for any 
Selling Brokers, Nonprofits, or Government Agencies that want to be paid by HUD. NAIDs are 
also required for Selling Brokers, Nonprofits, and Government Agencies that wish to place bids 
on the HUD Homestore website.  

Selling Broker recertification—required on a yearly basis—can also be done online.  

Working with a NAID is a four-step process: 

1. Prescreening so you can access the NAID Application Portal. The steps will differ 
depending on whether you have a NAID or not. 

2. Creating a username and password for the NAID Application Portal. 
Note: This is a login that is separate from a broker bidding account you may have on 
HUDHomestore.gov 

3. Filling in (or making changes to) the NAID Application screen and submitting the 
application and supporting documents online. 

4. After HUD performs a preliminary review, there may be an e-Signature process to 
complete the application. 

The process includes: 

• A Workflow checklist that guides the applicants through the entire process 
• Electronic Signatures (for new NAIDs or a change in broker) after preliminary review 
• When applying for a new NAID: After HUD performs a preliminary review, a pending NAID 

is created as soon as the Principal Broker signs the DocuSign, so the Principal Broker can 
register and bid on HUD Homestore. After the E-Signature process has been fully 
processed, the NAID is fully activated and can be used to ratify HUD contracts. 

If you already have access to the NAID Application Portal, and need to 

• Add a new Payee (create a new NAID), go to page 13 
• Recertify your NAID, go to page 21 
• Modify your NAID information, go to page 26 
• Manage users for the NAID Application Portal, go to page 30 

If you need to create a login for the NAID Application Portal, you’ll need to do a prescreening. 

• If you are applying for a new NAID, go to page 2. 
• If you already have a NAID, go to page 9. 
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Registering for the NAID Application Portal If You Don’t Have a NAID 

Step 1 – Request access to the NAID Application Portal if you don’t have a NAID 
Prospective NAID Applicants request access to the NAID Application Portal by doing the 
following: 

Start at HUDHomestore.gov 

On the Home screen, just below the menu bar, locate the red text that says  
“Principal Brokers and HUD-Approved Nonprofits only: Click here to apply for a NAID….” 

 
Click the word here to display the NAID Application Portal list of actions. 

 

Select “Apply for a new NAID.” 
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Principal Brokers select “Selling Broker” as the Vendor Type.  
The Register for Access screen displays. 
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Applicants are required to supply the following information: 

• Register as an Individual or Business 
o If the business is based on a Social Security number (SSN), register as an Individual. 
o If the Business is based on an EIN (Employer ID) number (##-#######), register as a 

Business. 

• State whether you are the Principal Broker or someone who is preparing the application 
on behalf of the Principal Broker. 
o If the applicant is the preparer, they are required to enter their own information and 

provide the Principal Broker’s Information. 

• Provide the Principal Broker’s first and last name 

• Business Address 
o Provide the business address where the 1099 will be mailed to. This can be a PO Box. 

Note: If this differs the physical location of the business, then add the physical address 
during the application process. The physical address is typically the Doing Business As 
(DBA) name and address. PO Boxes are not permitted for the physical address. 
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• Principal Broker Phone Number and Email Address 
o A valid email address is needed to ensure that the Principal Broker receives emails 

including the E-Signature Application required to create a NAID. 

• Principal Broker Real Estate License Number, License State, License Issued Date (optional), 
License Expiration Date 
o The Principal Broker License Number is used to verify whether the Principal Broker is 

licensed to do business in the state they are requesting access for. 
Note: Be sure to include all letters, punctuation, and numbers for the license. 

o After the prescreening application is submitted, the Principal Broker License Number 
is checked against an online site to verify the information. 

o If the Principal Broker is licensed in multiple states, those additional state licenses can 
be added after the NAID is created. 

o The broker’s license must have a current expiration date. If the License Expiration Date 
is in the past, HUD will not approve access to the NAID Application Portal. The license 
will need to be updated with the state and a copy of the Broker’s Real Estate license 
uploaded to validate the date. If the Selling Broker has an active NAID, but their license 
has expired, they (and their agents) can’t place bids on HUD properties. 

• Copy of Broker’s Real Estate License 
o Applicants must upload a copy of the Principal Broker’s Real Estate License verifying 

the license number and expiration date entered on the application. 

After supplying the above information, select the “I’m not a robot” check box which validates 
the application is being submitted by a person. 

Once that is finished, click the                     button. 

A message appears letting you know that the information in the application cannot be changed 
until after HUD Approval. Click Cancel to review the information before submitting or click OK to 
complete the prescreening and send it to HUD. 

 

Step 2 – NAID Application Portal Registration Prescreening 
After the request is submitted, the license is verified against an online license site. If the broker’s 
license can be automatically verified, there will be an email with information on how to 
complete your registration and begin your online NAID Application. 

Note: Not all states participate in the online license site. Those states that cannot be 
automatically verified are IL, LA, MI, MN, NM, NY, PA, VA, WA, and WI.  
Also, Puerto Rico licenses cannot be verified. 
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If the broker’s license is automatically verified, the following message appears: 

 

HUD Review of Registration Prescreening 

If the license cannot be automatically verified, you will see a message stating that your access to 
the NAID Application Portal requires HUD approval. 
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Once HUD approves your registration request, you will receive an email telling you how to 
complete your registration and begin your online NAID Application. 

 
If HUD staff rejects your registration request, you will receive an email with the reason(s) for the 
rejection. 
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Step 3 – Completing the NAID Application Portal Registration Process 
In the approval email, click the HERE link to display the screen where you create a username and 
password and select two security questions which are used for password retrieval. 

 
After the information is entered, click the SUBMIT button to access to the NAID Application 
Portal website and begin the NAID application. 

To begin the NAID application, please turn to page 13. 



Registering for the NAID Application Portal If You Already Have a NAID 

NAID Application Portal: User Guide for Selling Brokers 5/12/2022 9 

Registering for the NAID Application Portal If You Already Have a NAID 

Step 1 – Request Access to the NAID Application Portal 
Selling Brokers who have a NAID will require access to the NAID Application Portal to update 
information, recertify, or add a new NAID. 

Start at HUDHomestore.gov 

On the Home screen, just below the menu bar, locate the red text that says  
“Principal Brokers and HUD-Approved Nonprofits only: Click here to apply for a NAID….” 

 
Click the word here to display the NAID Application Portal list of actions. 

 
Select “Recertify NAID, update Broker Real Estate License, or modify address.” 
The next screen asks if you’ve previously registered on the NAID Application Portal. 
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Select the second option—“I have not previously registered on the NAID Application Portal.”  
You will then be asked to enter your NAID (usually six letters followed by four numbers). 

 
Enter your NAID and click the SUBMIT button. 

If the NAID is valid, you will be asked for additional information on the Register for Access 
screen (see next page). 

If the NAID is inactive or not found, you will need to submit a request for a new NAID (see page 2). 
Note: If the NAID is not found, check to see if you’ve entered the NAID correctly: 

(1) Return to the initial NAID Application Portal List of Actions (see previous page) 
(2) Select “Find NAID and Check Application Status.” 
(3) Select the Business option and enter your EIN number or select Individual and enter your 

Social Security number 
(4) Click SUBMIT. 
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Indicate whether you are the Principal Broker or someone who is preparing the application on 
behalf of the Principal Broker. If you are a preparer, enter your own information first and then 
provide the Principal Broker’s Information. 

After supplying the above information, click the “I’m not a robot” check box which validates that 
the form is being submitted by a person. 

Once that is finished, click the                      button. 

A message appears letting you know that the information in the application cannot be changed 
until after HUD Approval. Click Cancel to review the information before submitting or click OK to 
complete the prescreening and send it to HUD. 

 
After the form is submitted, the system will verify that the NAID, SSN/EIN, and the Principal 
Broker’s Email Address match the latest information stored in the system. 
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Note: If the Principal Broker never registered on HUD Homestore, there will not be a Principal 
Broker email stored there. The email being verified will be the Email Address for the broker that 
was entered on the SAMS-1111 form. 

If the information is verified, the applicant will receive the following message: 

 
If the applicant is unable to register successfully, they should contact the FHA Resource Center at 
800-225-5342 for assistance. 

Step 2 – Completing the NAID Application Portal Registration Process 
After the automatic verification, the applicant will receive an email telling them how to complete 
their registration. Clicking the link within the email displays a screen where applicants create a 
username and password and select two security question used for password retrieval. 

 
After the information is entered and the REGISTER button is clicked, you can access the NAID 
Application Portal. 
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Adding a New NAID for a New Payee 

Step 1 – Completing the NAID Application for a New NAID 
Log into the NAID Application Portal and click the “Add New Payee (Add New NAID Application)” 
button to display the NAID Application screen. 

 

Entering the NAID Application Information 

Applicants are required to enter the following information before submitting to HUD for review: 

• Business (1099) Address – the address is pre-populated using the address entered by  
the applicant during the prescreening process. This address can be updated. The can be  
a PO Box or a street address. 

• Remittance (Physical) Address – This is typically the Doing Business As (DBA) name and 
address. PO Boxes are not permitted. If it’s the same as the Business Address, click the 
                                                                         button to copy the information from the 
Business Name and Business Address. 

• Contact Information – Enter the name, phone number, fax number (optional), and email 
address of the contact person. 

• Selling Broker Information – The information that was provided during the prescreening 
process cannot be changed during the application process. 
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• Minority-Owned Code – If the company is not minority-owned, select “Not Minority”; 
otherwise select the type. 

• Name(s) of Owner(s)/Principal(s) – Enter the name(s) of the company’s owner(s) or 
principal(s). 

• Family/External Business Relationship to HUD/M&M Contract employees? 
Select “Yes” if there is a relationship with any HUD/M&M Contract employee. If “Yes,” a 
description of the relationship is required. If there’s no relationship, select “No.” 

• Small Business Owned – Select if the company qualifies as a small business. 
• Woman Owned – Select if the company qualifies as a woman-owned business. 

Once the information is added and you click Save and Continue Working on the Application, an 
alert appears asking you to upload the required documentation. 

 

Upload Required Documentation 

Clicking the                                             link (under the Functions drop-down at the top middle of 
the screen) displays a list of which documents are required to complete the application. Selling 
Brokers are required to submit the following documents: 

• IRS Documentation – Document showing the Business Name/Individual Name and Tax 
Identification Number (TIN). For EINs, examples include a recent IRS 147C Letter or a Tax 
Return with preprinted label. For SSNs, the applicant needs to upload a copy of their 
signed Social Security Card. 

• Principal Broker’s Driver’s License 
• Copy of first page of recent (within the last 60 days) telephone bill, utility bill, or bank 

statement. The first line of the address features the company name or the name of the 
principal broker. 

• Copy of Principal Broker’s State Real Estate License – this was uploaded during the 
prescreening process and may be updated if it’s no longer current. 

Note: Allowable document types are those with .pdf, .doc, .docx, .jpg, or .png file extensions. 
File names may contain spaces and underscores. Files cannot be encrypted or password 
protected. 
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Once you click Save and upload the required documents, the application is complete and ready 
to submit to HUD for review. The                                                                                   button becomes 
“live.” Clicking that button displays a message letting you know that you may click “OK” to 
submit the application to HUD or click “Cancel” to review the application and submit it to HUD at 
a later time. 
You can submit the application at the Upload screen or at the main NAID Application screen. 
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The NAID Application screen displays a workflow at the top of the screen indicating where you 
are in the process of securing a new NAID. 

 
The Status History tab at the bottom of the screen indicates the present status of the application. 

If the Name and EIN/SSN combination cannot be authenticated, HUD staff will manually check 
the EIN/SSN. If the Name and EIN/SSN fail to match, you will be notified to correct the information. 

HUD staff will then review your application and verify that NAID Application information was 
entered correctly, verify that the correct documents were uploaded, and select the NAID Approver 
who is responsible for final approval of the application. 

If any of the uploaded documents are rejected, HUD staff will add a comment letting you know 
why the item was rejected. An email is sent with the reason(s) for rejection. 

Resubmitting Rejected Applications 

If the application is rejected, you have the opportunity to make changes and resubmit the 
application for approval. If corrections are needed on the form, you can make the changes and 
then resubmit for review. If one or more of the uploaded documents are rejected, you will be 
able to view the documents and see which ones were rejected and review HUD’s comments. You 
can then re-upload the documents and then resubmit the application to HUD for review. 
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Step 2 – E-Signature/NAID Creation 
After the HUD review is complete, the E-Signature process begins. The E-Signature recipients 
receive an email where they view an “Envelope” which contains a SAMS-1111 form, a SAMS-1111-A 
form, and the required documents that were uploaded during the application process. 

Note: Do not forward this email. If you do, you will not be able to review and sign the 
document. It must be opened directly from the email address it was sent to. 

 

If the application was submitted by the Principal Broker, the following signatures are required: 
• Principal Broker – signs the SAMS-1111 and SAMS-1111-A 
• HUD Reviewer – signs the SAMS-1111 
• HUD Approver – signs the SAMS-1111 

If the application was submitted by someone on behalf of the Principal Broker, the following 
signatures are required: 

• Preparer – will sign the SAMS-1111 
• Principal Broker – signs the SAMS-1111-A 
• HUD Reviewer – signs the SAMS-1111 
• HUD Approver – signs the SAMS-1111 
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E-Signature Signing Ceremony 

To sign the envelope, recipients click the                                    button within the email. 

 

Click the check box agreeing to use electronic records and signatures. 

Then click the                      button to begin the e-signing process. Clicking the                     button 
shows the recipient where to sign. To sign, click the                   button. 
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You will be asked to adopt a style for your name, initials, and signature. Click the Change Style 
link if you would like a different writing style. 

When you’re finished, click the                                       button. 

Once all signatures have been completed, click                       . 

You can then close the document. You are not required to create a DocuSign account. 

Principal Broker Signature/Pending NAID Creation 

After the Principal Broker signs the document and clicks the FINISH button, the following occurs: 

• A “Pending” NAID is created which lets the Selling Broker register on HUD Homestore and 
place bids on properties. 

• The Principal Broker receives an email with the NAID along with instructions for registering 
and placing bids on HUD Homestore. If someone else prepared the application, they will 
also receive a copy of this email. 

• The HUD Reviewer responsible for reviewing the application receives the envelope to sign. 

 

HUD Approver Signature: NAID Activated 

After the HUD Reviewer signs the document, the envelope is sent to the HUD Approver for their 
signature. When the HUD Approver signs the document, the following occurs: 

• The “Pending” NAID becomes an “Active” NAID. 
• The Certification Date is set to the date the Approver signs and the Recertification Date 

will be the Certification Date plus 365 days. 
• The Principal Broker receives an email indicating the NAID is now active. The email includes 

instructions for recertifying the NAID on a yearly basis. If someone else prepared the 
application, they will also receive a copy of this email. 

• A PDF copy of the completed envelope with signatures is added as an attachment on the 
NAID Application screen. 
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Adding State Licenses and Modifying NAID Information 

Now that the NAID is active, the applicant can modify the NAID information and add additional 
state licenses using the Add/Replace Real Estate License link in the Functions drop-down at the 
top (middle) of the NAID Application screen. 
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Selling Broker—Recertification 

During the Recertification process, the Selling Broker is asked if the Business (1099) Address has 
changed. If so, they are required to update it and provide updated IRS documentation. Other 
information may be updated as well. 

Once the information is updated (if there are any updates) and any needed documents are 
uploaded, the Recertification process is completed by clicking the “Save and Submit Application to 
HUD for Review” button. For a minor update, the Certification Date is immediately updated to the 
current date and the Recertification Date is set to the current date plus 365 days. When documents 
need to be reviewed by HUD, the process may take several business days to complete. 

If the NAID Recertification Date is 90 days or less from today’s date and you need to update  
broker information, be sure to use Selling Broker Recertification, not Modify Existing Payee,  
to make the changes. 

Step 1 – Log into the NAID Application Portal 
If you need to register for access to the NAID Application Portal, please see page 9. 

If you already have a login, start at HUDHomestore.gov 

On the Home screen, just below the menu bar, locate the red text that says  
“Principal Brokers and HUD-Approved Nonprofits only: Click here to apply for a NAID….” 

 
Click the word here to display the NAID Application Portal list of actions. 
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Select “Log In Now.” 
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Step 2 – Select Selling Broker Recertification 
Once you’re logged in, click the                                                             button. The NAID Application 
screen appears.  

Step 3 – Make any needed updates and uploads 

 

If there are no updates 

In the Business Address area, review the 1099 Business Address, check the “valid address where 
1099s will be sent” check box. 

Just below the two paragraphs at the bottom, click the “Save and Continue Working on the 
Application” button. 

 
Then click the                                                                                   button which will appear to the right 
of the “Save and Continue…” button. A message appears giving you the option to click “OK” to 
submit the recertification application to HUD or click “Cancel” to review the application and 
submit it to HUD at a later time. 

  



Selling Broker—Recertification 

NAID Application Portal: User Guide for Selling Brokers 5/12/2022 24 

If you need to update your license expiration date 

Click the Functions drop-down at the top (middle) of the screen, then select 
                                                to display the Verify Real Estate Licenses screen. 

 
Enter the new expiration date, upload a new copy of your new license, and click the Save button 
at the top left of the screen. Be sure to have only spaces or underscores in the file name. 

If you need to change your license number or add another state license 

Click the Functions drop-down at the top (middle) of the screen, then select 
                                                        to display the NAID Application Real Estate License screen. 
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After entering all the required information and uploading your license, click                                . 
Note: Some states cannot be automatically validated and the screen will offer only a Save button. 

If you need to update the Business Address (1099) and/or the Remittance Address (DBA) 

Update either or both of those addresses and click Save and Continue Working on the Application. 

The Functions drop-down at the top (middle) of the screen adds an                                                   
link. Select this link to display the Upload Required NAID Documents screen 

• For the updated Business Address (1099), you must upload a copy of the IRS 
documentation for HUD to review. 

• For the updated Remittance Address (DBA), you must upload a copy of a recent (within 
the last 60 days) phone bill, utility bill, or bank statement for HUD to review. 

 
When the documents are selected, click the Save button in the upper left of the screen. 

Step 4 – Submit the Application 
Once any needed changes are saved and, if needed, required documents are uploaded, the 
recertification application is ready to submit. Click the                                                                             
button. A message appears giving you the option to click “OK” to submit the recertification 
application to HUD or click “Cancel” to review the application and submit to HUD at a later time. 

Recertification will take place immediately for updates to the Business Phone Number, Remittance 
(DBA) Name, Contact Name, Email Address, Phone or Fax Number, and the Principal Broker’s Email 
Address or Phone Number. Other updates will require a HUD review and/or a new E-Signature. 
Updates to the Broker Certification Date and Broker Recertification Date are seen in the Broker 
Information area of the NAID Application screen. 
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Selling Broker—Modify Existing Payee (NAID) 

You should generally choose Selling Broker Recertification (see page 21) since it adds only a  
check box in the Business Address area (to validate that the Business Address can receive 1099s). 

Step 1 – Updating Information on the NAID 
To update information on an existing NAID, click the                                                      button to 
display the NAID Application screen. 

Note: If the broker registration is tied to a Social Security number and the Selling Broker 
changes, then a new NAID application is required. There is no way to change the Selling 
Broker on an individual NAID tied to a Social Security number. The previous Selling Broker 
can put in a NAID Deactivation Request whenever they would like. 

 

Updating the NAID Information on the NAID Application screen 

Updates to the following items will not require HUD review or E-Signature signing: 
• Business Phone Number 
• Remittance (DBA) Name 
• Contact Name, Email Address, Phone or Fax Number 
• Principal Broker’s Email Address or Phone Number 
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If any of the following items are updated, HUD may require documentation to be uploaded. The 
table below lists the requirements based on the changes to the form: 

Updated Field Required Document(s)  
and/or Updates 

HUD Review 
Required? 

New E-Signature 
Required? 

Business (1099) 
Address 

Copy of IRS Documentation  
(for example, 147C Letter for EINs 
or signed Social Security Card for 

SSN-based NAIDs) 

Yes No 

Remittance (DBA) 
Address 

Copy of recent Telephone Bill,  
Utility Bill, or Bank Statement Yes No 

Principal Broker 
Name 

Add New Real Estate License(s),  
Copy of Principal Broker’s Driver’s 
License, Copy of Principal Broker’s  

State Real Estate License 

Yes Yes 

Add/Replace  
Real Estate 

License 

Copy of Principal Broker’s  
State Real Estate License 

Yes 
only if new license 
number cannot be 

automatically 
verified 

No 

 

Requirements for Address changes 

If the Business (1099) Address or Remittance (1099) Address changes, the user receives an 
on-screen message asking them to upload the required documents. Users then click the 
Functions drop-down at the top (middle) of the screen and select the                                                 
link to review which documents require uploading. 

Once any changes are saved and, if needed, required documents are uploaded, the application is 
ready to submit. 
Click the                                                                                   button. A message appears giving you the 
option to click “OK” to submit the application to HUD or click “Cancel” to review the application 
and submit to HUD at a later time. 
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If you need to update your license expiration date 

Users click the Functions drop-down at the top (middle) of the screen.  
Click                                                  to display the Verify Real Estate Licenses screen. 

 
Enter the new expiration date, click “Replace License” to link to the new copy of your license, 
and click Save to complete the document upload and update to the expiration date. 

Requirements for Changing a License Number or Adding a new Real Estate License 

If the Principal Broker’s License Number changes or they wish to add a license for another state, 
they need to use the Function drop-down’s                                                     link to add the new Real 
Estate License Information (License Number, Licensed State, License Expiration Date) and upload 
a copy of the new Real Estate License. 

If the new license is automatically verified against the online Real Estate License website, the 
Principal Broker is able to start placing bids on properties in that state immediately. 

If the new license cannot be verified, HUD staff will need to review and approve the license. 
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If the Principal Broker changes 

If the Principal Broker changes, you must update the Real Estate License Information (License 
Number, Licensed State, License Expiration Date), upload a copy of the Real Estate License, and 
upload a copy of the Principal Broker’s Driver’s License. 

Once the updates are complete, click the                                                                                   button.  
A message appears giving you the option to click “OK” to submit the application to HUD or click 
“Cancel” to review the application and submit to HUD at a later time. 

Clicking “OK” prompts HUD staff to review the updated information. 

Note: Once the license is updated, the license for the current Principal Broker becomes inactive 
and bids cannot be submitted until the new Principal Broker’s information is reviewed and 
approved by HUD. The NAID status changes to “Pending” until the review is complete. 
Once the NAID is fully active again, it is recommended that the Principal Broker register a new 
broker bidding account on HUDHomestore.gov. 

HUD Staff Rejection of Modified NAID Application 

If HUD staff rejects any of the updated form data or the uploaded documentation, the user 
receives an email with the reason(s) for rejection. They then have the opportunity to go back 
into the NAID Application Portal and make any needed corrections to the application. 
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Selling Broker—Add or Modify Offices 

On the NAID Application screen, the                                        link under the Functions drop-down at 
the top (middle) of the screen permits you to add one or more offices to your NAID. These are 
offices that are under the same principal broker in the same state. 

For offices in the same state that will be under different principal brokers, you need to use the 
Add New NAID to Existing Payee button on the home screen to create a new NAID for each 
office (see page 35). 

Add one or more offices 
• Log into the NAID Application Portal. 

• Click the Modify Existing Payee button to display the NAID Application screen. 

• Click the                                          link in the Functions drop-down. The Vendor Office screen 
appears. 

 
• Enter the required information for each office. 
• Click Save. 

Remove one or more offices 
• Log into the NAID Application Portal. 
• Click the Modify Existing Payee button to display the NAID Application screen. 
• Click the                                          link in the Functions drop-down at the top (middle) of the 

screen. The Vendor Office screen appears. 
• Click the Remove check box to the left of each office you want to remove. 
• Click Save. 
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Selling Broker—Manage User Access 

Once a NAID is created, both the Principal Broker and the person who initially registered on the  
NAID Application Portal (if that person is not the Principal Broker) manage who has access to the 
NAID for recertification and updates to any information. 

To access the screen, go to the NAID Application menu and click NAID Application > NAID User Setup. 

 
The empty fields at the top allow you to search for users who have access to the NAID 
Application Portal. The first row of empty blue fields is where you can add a user. 

 
The Setup NAID User screen allows for the following: 

• Set up new users 

• View existing users and manage access to the NAID Application Portal 
Note: The user who is logged in will not be able to see themselves on this list. Their 
account is active, and they do not need to add themselves to the list to gain access to the 
NAID Application Portal. 

Set up new users 

The following is required when setting up new users: 

• Group 
o NAID Group – Access to application for updates and recertifications. This group can 

see only a single NAID. 
o NAID2 Group – Admin account with ability to manage user access as well as access 

to the NAID Application Portal for updates and recertification. This group can see all 
NAIDs associated with a single EIN/SSN. 

• First Name/Last Name – Enter the name of the user who will be accessing the NAID 
Application Portal. 
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• Email – Enter the email address. This email must be correct or the user will not receive an 
email inviting them to register. 
Note: The user stays inactive until they respond to the email and complete their 
registration by selecting a username, password, and security questions. 

• Phone Number – Enter the phone number for the user. 

• Add/Remove NAIDs – If you are linked to multiple NAIDs based upon your EIN/SSN,  
you will be able to select which NAIDs the new user has access to. 
Click the                                  link which is available after the new user is saved. 

 
• Select the Add check box, then click Save to Add a NAID for this user. 

Select the Delete check box, then click Save to remove access to a NAID for this user. 

Managing Existing Users 

After a user is added: 

• The user’s information can be updated. 

• The user may be inactivated. 

• NAIDs may be added or removed. 
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Selling Broker—Request NAID Deactivation 

Once your NAID is deactivated by HUD, you and your agents will no longer be able to bid on HUD 
homes using this NAID. In addition, your company will no longer appear when someone uses the 
“Find a Broker/Agent” on HUD Homestore. 

Should you want to have an active NAID in the future, you will be required to go through the 
process of submitting an application for a new NAID. 

Note: A NAID cannot be deactivated if it is linked to an active HUD transmittal. 

To request your NAID be deactivated, click the                                                      button to display 
the NAID Application screen.  
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On the Functions drop-down at the top (middle) of the screen, select                                               . 

 
Enter the reason why you are requesting your NAID to be deactivated, and click Save. 
You are asked to confirm your request. Once confirmed, your request is sent to HUD. 
HUD staff will decide whether to honor the request or not. 

If HUD deactivates your NAID, you and your agents will no longer be able to bid on HUD homes 
using this NAID. 

If HUD decides not to deactivate your NAID, your NAID will remain active, and, when you log 
into the NAID Application Portal, you will again be able to modify an existing payee, add a new 
NAID to an existing payee, and recertify your NAID. 
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Selling Broker—Add New NAID to Existing Payee (EIN only) 

The Add New NAID to Existing Payee function is appropriate for multiple offices within the same 
state if each office has a different principal broker. It can also be used if offices are in different 
states either under the same broker or a different broker. 
Note: If the offices are within the same state and have the same broker, use the Add an Office 
functionality (see page 30). 

Step 1 – Completing the Application for the New NAID 
If the NAID is associated with a Business (EIN), a new Payee (NAID) can be created for a different 
Principal Broker and/or Office location by clicking the “Add New NAID to Existing Payee (EIN)” 
button. 

The NAID Application screen appears with partial information pre-populated from the existing 
NAID including: 

• EIN 
• EIN Business Name 
• Business Address and Phone Number 
• Name of Owner(s)/Principal(s) 

You are required to supply the following information for the new Payee (NAID): 

• Remittance Name and Address 
• Principal Broker Name, Email Address and Phone Number 
• Contact Name, Email Address and Phone Number 
• Preparer’s Title 



Selling Broker—Add New NAID to Existing Payee (EIN only) 

NAID Application Portal: User Guide for Selling Brokers 5/12/2022 36 

 
Once the information is added and the form is saved, an alert appears on-screen asking the 
applicant to upload required documentation. 

Add Principal Broker’s Real Estate License 

On the Functions drop-down at the top (middle) of the screen, select                                                           
to add the Principal Broker’s Real Estate license information and upload copies of their State 
Real Estate Broker’s License and their Driver’s License or State Identification. 

Note: Allowable document types are those with .pdf, .doc, .docx, .jpg, or .png file extensions. 
Files may not be encrypted or password-protected. 
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Upload Required Documentation 

On the Functions drop-down at the top (middle) of the screen, select                                              to 
display a screen which lists the documents that are required to complete the application. Selling 
Brokers are required to submit the following additional documents: 

• IRS Documentation – Document showing the Business Name/Individual Name and Tax 
Identification Number (TIN). Examples include the IRS 147C Letter or a Tax Return with 
preprinted label from the IRS. 

• Copy of first page of recent (with the last 60 days) telephone bill, utility bill, or bank 
statement 
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Once you click Save and the required documents are uploaded, the application is complete and 
ready to submit to HUD for review. The                                                                                    button 
becomes “live.” When you click the button, a message appears letting you know you can click 
“OK” to submit the application to HUD or click “Cancel” to review the application and submit it 
to HUD at a later time. 
You can submit the application at the Upload screen or at the main NAID Application screen. 

 
The NAID Application screen displays a workflow at the top of the screen indicating where you 
are in the process of securing a new NAID. 
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Rejected Applications 

If HUD staff rejects any of the uploaded items, they are required to add a comment letting you 
know why the item was rejected. An email is sent with the reason(s) for rejection. 

Resubmitting Rejected Applications 

If the application is rejected, you have an opportunity to make changes and resubmit for 
approval. If corrections are needed on the form, you can make the changes and then resubmit 
for review. 

If one or more documents are rejected, you can review the uploaded documents and see which 
ones were rejected and the HUD rejection comments. You can then delete and re-upload the 
documents and then resubmit to HUD for review. 

Step 2 – E-Signature/NAID Creation 
After the HUD review is complete, the E-Signature process begins. The E-Signature recipients 
receive an email where they view an “Envelope” which contains a SAMS-1111 form, a SAMS-1111-A, 
and the required documents that were uploaded during the application process. 

Note: Do not forward this email. If you do, you will not be able to review and sign the 
document. It must be opened directly from the email address it was sent to. 
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If the application was completed by the Principal Broker, the following signatures are required: 
• Principal Broker – signs the SAMS-1111 and SAMS-1111-A 
• HUD Reviewer – signs the SAMS-1111 
• HUD Approver – signs the SAMS-1111 

If the application was completed by someone on behalf of the Principal Broker, the following 
signatures are required: 

• Preparer – will sign the SAMS-1111 
• Principal Broker – signs the SAMS-1111-A 
• HUD Reviewer – signs the SAMS-1111 
• HUD Approver – signs the SAMS-1111 

E-Signature Signing Ceremony 

To sign the envelope, recipients click the                                    button within the email. 

 

Click the check box agreeing to use electronic records and signatures. 

Then click the                       button to begin the e-signing process. Clicking the                        button 
shows the recipient where to sign. To sign, click the                   button. 
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You will be asked to adopt a style for your name, initials, and signature. 
Click the Change Style link if you would like a different writing style. 

When you’re finished, click the                                       button. 

Once all signatures have been completed, click                       . 

You can then close the document. You are not required to create a DocuSign account. 

Principal Broker Signature/Pending NAID Creation 

After the Principal Broker signs the document and clicks the FINISH button, the following occurs: 

• A “Pending” NAID is created which permits the Selling Broker to register on HUD 
Homestore and place bids on properties. 

• The Principal Broker receives an email with the NAID along with instructions for registering 
and placing bids on HUD Homestore. If someone else prepared the application, they will 
also receive a copy of this email. 
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• The HUD Reviewer responsible for reviewing the application receives the envelope to sign. 

 
HUD Approver Signature: NAID Activated 

After the HUD Reviewer signs the document, the envelope is sent to the HUD Approver for their 
signature. When the HUD Approver signs the document, the following occurs: 

• The “Pending” NAID becomes an “Active” NAID. 
• The Certification Date is set to the date the Approver signs and the Recertification Date 

will be the Certification Date plus 365 days. 
• The Principal Broker receives an email indicating the NAID is now active and includes 

instructions for recertifying the NAID on a yearly basis. If someone else prepared the 
application, they will also receive a copy of this email. 

• A PDF copy of the completed envelope with signatures is added as an attachment on the 
NAID Application screen. 

 
Adding State Licenses and Modifying NAID Information 

Now that the NAID is active, you can modify NAID information and add additional state licenses 
using the Add/Replace Real Estate License link on the Functions drop-down at the top (middle) of 
the NAID Application screen. 
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HUD Homestore Changes 

NAID Application Tab 
The NAID Application tab has been updated with wording related to the new Online NAID 
Application process. Click the word here to display the NAID Application Portal list of actions. 

 

 

To find a NAID using the SSN/EIN number and check the status of the application and the Real 
Estate license expiration date, select the “Find NAID and Check Application Status” button. 
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Click “CHECK DATES” to verify the Recertification Date and the License Expiration Dates. 
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To check the NAID Recertification and License Expirations Dates using the NAID, select the 
“Check NAID Recertification and License Expiration Dates” button. 
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Broker Registration 
When a Principal Broker registers on HUD Homestore, they enter the SSN/EIN, NAID, and the 
Principal Broker email address. 

 
Once the information is verified against the information entered on the NAID Application screen, 
the Broker’s License Information and Contact Information are pre-populated. 

The following information can be updated in HUD Homestore via the Manage Profile tab: 

• State License Date (date license was originally granted) 
• Office Information 
• Email Address 
• Phone Number 
• Fax Number 

The following information must be done using the NAID Application Portal: 

• Updating the State License Expiration Date 
• Modifying the current Real Estate License Number 
• Adding a license for a different state 

Bid Submission 
Selling Brokers and Agents can no longer place bids if either their Real Estate License has expired 
or the NAID recertification date has passed. If the Selling Broker attempts to place a bid and  
one of those items has expired, an explanatory message will display when the bidder clicks the 
Verify NAID button. 
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