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Online NAID Application Process

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.

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

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

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

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....”

—= Trad

HUD.GOV/HUDHomes i

I~
U.S. Department of Housing and Urban Development ll"l

Home  NAID Portal Broker Search BSCA Search  Property Contacts  Bid Results  Help

Principal Brokers and HUD-Approved Nonprofits only: Click hﬁﬁm apply for a NAID, Recertify a NAID and update

If you are a Nonprofit Agency without a NAID, click here for furter details and instructions.

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

NAID Application Portal

Select the action you wish to perform:
Log In Now
Recertify NAID, update Broker Real Estate License, or modify address
Apply fu@ new NAID
Replace Principal Broker on NAID
Ramove your Real Estate License from NAID

Find NAID and Check Application Status

Check NAID Recertification and License Expiration Dates

Select “Apply for a new NAID.”
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Registering for the NAID Application Portal If You Don’t Have a NAID

Register for Access to NAID Application

Portal

Choose your Vendor Type

SellingBroker

Local/State Government

Nonprofit Organization

BACK

Principal Brokers select “Selling Broker” as the Vendor Type.
The Register for Access screen displays.
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Registering for the NAID Application Portal If You Don’t Have a NAID

Register for Access to NAID Application Portal

f you are experiencing problems trying to register, please try to register using Google Chrome before contacting the FHA Resource Center at (300) CALL-FHA (225-5342)

Selling Broker

Register a(n) () Individual (®) Business
() 1 am the Principal Broker
() 1 am the Preparer filling this out on behalf of the Principal Broker

Please enter your information below for registration.

E ©En ©
Upload a copy of your Principal Broker's Real Estate License (doc, docx, pdf, png, and jpg files accepted) P
Documents that are encrypted or password-protected will be rejected. :

I'm not a robot
reCAPTCHA
(el ISR No file chosen Privacy - Terms
f you are experiencing problems trying to register, please try to register using Google Chrome before contacting the FHA Resource Center at (300) CALL-FHA (225-5342)
BACK REGISTER

Applicants are required to supply the following information:

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

e State whether you are the Principal Broker or someone who is preparing the application
on behalf of the Principal Broker.
0 If the applicant is the preparer, they are required to enter their own information and
provide the Principal Broker’s Information.

e Provide the Principal Broker’s first and last name

e 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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Registering for the NAID Application Portal If You Don’t Have a NAID

e Principal Broker Phone Number and Email Address
0 Avalid email address is needed to ensure that the Principal Broker receives emails
including the E-Signature Application required to create a NAID.

e Principal Broker Real Estate License Number, License State, License Issued Date (optional),
License Expiration Date

0 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.

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

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

0 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.

e Copy of Broker’s Real Estate License
0 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.

Verify Before Submitting

Please verify all information before submitting your registration. Once submitted, details cannot be edited until after HUD approval.

CANCEL OK

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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Registering for the NAID Application Portal If You Don’t Have a NAID

If the broker’s license is automatically verified, the following message appears:

Register for Access to NAID Application Portal

Prescreening Submitted

Prescreening successfully submitted to HUD. An email will be sent to the email
supplied during registration in the next few minutes.

If you have not received this email, please check your junk email for do-not-
reply@HUDP260.com. In order to avoid the email being categorized as spam,
please add do-not-reply@HUDP260.com to your list of acceptable emails.

If you have issues with registration, please contact the FHA Resource Center at
(800) CALL-FHA (225-5342).

You can now close this window while you await the prescreening email.

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.

Register for Access to NAID Application Portal

Prescreening Submitted

Prescreening successfully submitted to HUD for approval. Once your request is
approved, you will receive an email with instructions on how to set up your login
for the NAID Application Portal account.

If you have not received this email, please check your junk email for do-not-
reply@HUDP260.com. In order to avoid the email being categorized as spam,
please add do-not-reply@HUDP260.com to your list of acceptable emails.

You can now close this window while you await the prescreening email.

NAID Application Portal: User Guide for Selling Brokers 5/12/2022 6



Registering for the NAID Application Portal If You Don’t Have a NAID

Once HUD approves your registration request, you will receive an email telling you how to
complete your registration and begin your online NAID Application.

do-not-reply@HUDP260.com o 3:44
MNAID Portal Registration Authenticated by HUD

Hello !
Your request to access the online NAID application via the NAID Portal has been approved.
Click HERE to create a user name and password for the NAID Portal.

Once logged into the portal, you will be able to view or modify your NAID information, recertify your NAID and add a new MAID if you have an
EIN.

You will need to provide the following:

* DBA name and address

* Contact name, email and phone number

* Internal Revenue Service (IRS) documentation showing business name/individual name and your Tax Identification Number (TIN)
* A copy of the principal broker's driver's license.

* A copy of the first page of a recent telephene bill, utility bill, or bank statement.

* A copy of the principal broker's state real estate broker's license.

HUD will review the submitted NAID application and determine whether the information and documentation is complete.

If approved, you will receive an email that requires an electronic signature (E-Signature). Once the E-Signature document is returned to HUD,
another email will be sent with your pending MAID. This NAID can be used immediately to register on HUDHomestore and to submit bids.

You can track the status of your application by visiting the HUDHomestore NAID Application and clicking on CHECK CURRENT STATUS.

If you have issues with registration, please email HUDHomestoreHelp@vyardi.com or phone 866-777-2034. We're here 8 a.m. to 8 p.m. Eastern
Time, Monday through Friday, Federal holidays excluded.

If HUD staff rejects your registration request, you will receive an email with the reason(s) for the
rejection.
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Registering for the NAID Application Portal If You Don’t Have a NAID

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.

Create NAID Portal Login

User Name *

Confirm Passwor
0/15

Password must be between 10 and 15 characters and must contain the
following: an Uppercase letter, a Lowercase Letter, a numenc character and a

symbol.
Security Question 1° v
Answer”
0/80
Security Question 2 * 24
Answer *
0/80

SUBMIT

Already have an account? Login Now

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.
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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....”

,;.-s!'.'-'?‘j,\._\_
gl
: *I ﬂl

HUD.GOV/HUDHomes

U.S. Department of Housing and Urban Development

* o

Home  NAID Portal Broker Search BSCA Search  Property Contacts  Bid Results  Help

If you are a Nonprofit Agency without a NAID, click here for fu

Principal Brokers and HUD-Approved Nonprofits only: Click hﬁﬁm apply for a NAID, Recertify a NAID and update

er details and instructions.

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

NAID Application Portal

Select the action you wish to perform:

Log In Now

Recertify NAID, updaliﬁE;roker Real Estate License, or modify address
Apply for a new NAID

Replace Principal Broker on NAID

Remove your Real Estate License from NAID

Find MAID and Check Application Status

Check NAID Recertification and License Expiration Dates

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

NAID Application Portal

Select the applicable option below.

| have previously registered on the NAID Application Portal {user name and password created on or after July 1, 2018)

| have not previously registered on the NAID Application Portal

BACK

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).

Register for Access to NAID Application

Portal

Please enter your NAID

If you do not recall your MAID, dick here to search for your NAID using the SSN or
EIN you originally registered with

If you are experiencing problems, please iry using Google Chrome before
contacting the FHA Resource Center at (800) CALL-FHA (225-5342).

BACK SUBMIT

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

Register for Access to NAID Application Portal

Please enter details for your supplied NAID
MAID

() 1 am the Principal Broker

'\:,' | am the Preparer filling this out on behalf of the Principal Broker

Please enter your information below for registration.

©
0]

™

reCAPTCHA

I'm not a robot

If you are experiencing problems trying to register, please try to register using Geogle Chrome before contacting the
FHA Resource Center at (800) CALL-FHA (225-5342)

BACK REGISTER

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.

Verify Before Submitting

Please verify all information before submitting your registration. Once submitted, details cannot be edited until after HUD approval.

CANCEL OK

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

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:

Prescreening for Access to NAID

Application

Registration Successful

Registration successfully submitted to HUD for approval
Once your request is approved, you will receive an email
with instructions on how to set up your login account.

RETURN TO LOGIN

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.

Prescreening for Access to NAID

Application

0715

Password must be between 10 and 15 characters and
must contain the following™ an Uppercase letter. a
Lowercase Letter, a numeric character and a symbol.

0/80

REGISTER

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

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.

NAID Application Screen

Type of Application

Add Mew Payee (New NAID) Modify Existing Payee (NAID) Add New NAID to Existing Payee (EIN) Real Estate Broker Recertification
EIN 27- EIN Business Name - S REALTY
Payee Existing NAID Payee Type(s) Selling Broker
[ Copy Name and Address from Business Info |
Street Address [ s e s Name [
City |SILVER SPRING Street Address |
State, Zip+4 |MD |20906 - |oooo City |
Business Phone Number |(805) n— State, Zip+4 [ [ -|
MName of Contact Person | Contact Email |
Phone [ Fax
Principal Broker's Name (First, Last) — Principal Broker's Email - EYARDI.COM
Principal Broker's Phone (805)
Principal Broker's License Principal Broker's Licensed State(s) MD
Minority-Owned Code ;!J Small Business Owned O
MName(s) of Owner(s)/Principal(s) | Woman Owned O
Family/External Business Relationship to HUD/M&M Contract employees?

Yes No

O
@

Application Status

Application Status 03-Application in Progress

Preparer's Name | - Date Prepared

Preparer's Title Preparer's Phone Number (805)
Preparer's Email 1 - SEyYARDI.COM

This information enables HUD to record and process finandial transactions in its automated SAMS to dispose of acquired single-family properties. HUD reimburses M&M

Contractors for their services in maintaining, marketing, and selling HUD homes, and HUD collects funds assodated with the sales of these properties. The information enables &,
HUD to create and maintain sound financial management practices and effective internal controls over the property disposition program. A response is reguired to obtain or
maintain a benefit.

Privacy Act Statement. The
3 Ho na &

Depa rh_'nent

of Housing & Urban Development (HUD) is a
ommunity Deve 8 4 = 3

uthorized to collect the information on this form by the U.S. Housing Act of 1937, as
i D ocial Securd I he i ation is beij ed 3

e mty Numbers

mended opment Act of

Entering the NAID Application Information
Applicants are required to enter the following information before submitting to HUD for review:

e 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.

e 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
| Copy Name and Address from Businesz Info | button to copy the information from the
Business Name and Business Address.

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

o Selling Broker Information — The information that was provided during the prescreening
process cannot be changed during the application process.
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Adding a New NAID for a New Payee

e Minority-Owned Code — If the company is not minority-owned, select “Not Minority”;
otherwise select the type.

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

e 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.”

o Small Business Owned — Select if the company qualifies as a small business.
o 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.

Message from webpage

Once the MAID Application is saved, you will need to upload
documents from the ‘Upload Required Documents’ link
located at the top of the screen or under the Functions menu

Upload Required Documentation

Clicking the |Upload Required Documents| 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:

e |RS 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.

e Principal Broker’s Driver’s License

e 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.

e 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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Upload Required NAID Documents

NAID Application Information

Application ID # 113685 Application Type  Add New Payee
Payee Type(s) Listing Broker, Selling Broker

Business/Individual Name . = S REALTY

Status 03-Application in Progress

Status Date 06/25/2018

[ Save | Ciose ]

Please click the Save button after selecting documents to upload them.
Once all documents are uploaded, click the Submit Application button to submit the application to HUD for review.
Documents must be a PDF (.pdf extension), Image (.jpg or .png), or Word (.doc or .docx) file.

Documents that are encrypted or password-protected will be rejected.

Document Document Upload Documenj View

Type Description Document Filename |Docum: Comments
Internal Revenue Service (IRS) documentation
ishowing Business Name (EIN)/Individual Name (S5N)
and Tax Identification Number (TIN). Examples include

RS RS Form 147C (for more infnmatiol:l, dick i
Docain riation http://www.147c.org), Tax Return with prepnmged No file chosen
label, IRS payment coupon, or copy of 55 card if

operating under SSN. State issued forms are not
acceptable. You may obtain a faxed copy of your IRS
Documentation by calling 1-800-829-0115.

Driver's Please provide a copy of Principal Broker's Driver's
License License or State Identification. gslechloclmentsy| No file chosen

Phone Bill, | Copy of first page of a recent telephone bill, utility bill,
Utility Bill or |or bank statement. Bill or bank statement must be less |—4|

Bank than 60 days old and must display the same add as Select D Mo file chosen
Statement the Remittance section of the application.

Support materials uploaded during naid
portal registration process.

State Real - . .
Estate Broker's L(i::apn‘;:f Principal Broker's State Real Estate Broker's Replace Document | Mo file chosen .doc @
License

Once you click Save and upload the required documents, the application is complete and ready

to submit to HUD for review. The B0 BT Tt te i Ry (1R @2 =0 =0 8 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.

Message from webpage

You will be unable to change your information. During HUD
review, your Business/Individual Mame and TIN [EIN/S5N])
combination will be verified against an IRS Site,

If your information cannaot be verified, you will s8e a message
at the top of the NAID Application screen after you click OK.
You will also receive an email. You will have the opportunity to
update the information and resubmit the application.

After your application is reviewed and approved by HUD, you
will receive an Electronic Signature email from DocuSign
which requires signatures on the SAMS-1111 [and
SAMS-1111A for Selling Brokers).

If you wish to continue on to HUD Review, click OK; othenwise
you may click Cancel to review your information and submit
later.

0 Clicking OK will submit this application to HUD for review.
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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.

M = Upload Required Submit Application SSN/EIN HUD
T, e, ., = S

Type of Application | Functions |
Add New Payee (New NAID) Modify Existing Payee (NAID) Add Mew NAID to Existing Payee (EIN) Real Estate Broker Recertification Add Additional Documents
Payee Information Add Notes
EIN 27- EIN Business Name W REALTY U EE |
Payee Existing NAID Payee Type(s) Listing Broker, Selling Broker
Business Address (1099-MISC sent here) Remittance Address (DBA) (Physical Address - No PO Boxes)
Street Address = - - Name - S REALTY
City SILVER SPRING Street Address ! - - -
State, Zip+4 MD 209086 - 0000 City SILVER SPRING
Business Phone Number {805) State, Zip+4 MD 20506 - 0000
Contact Information
Name of Contact Person - — Contact Email - | @YARDI.COM
Phone (805) Fax
Selling Broker Information
Principal Broker's Name (First, Last) - Principal Broker's Email - | @YARDI.COM
Principal Broker's Phone (805)
Principal Broker's License Principal Broker's Licensed State(s) MD
Additional Information
Minority-Owned Code Mot Minority Small Business Owned
Name(s) of Owner(s)/Principal(s)} - —_— ‘Woman Owned
Family/External Business Relationship to HUD/M&M Contract employees?
Yes L]

Application Status

Application Status 04a-55N/EIN Authenticated/HUD Staff Review of New Application required

Application Number 113685 Application Status Date 06/25/2018
Preparer's Name - — Date Prepared 06/25/2018
Preparer’s Title PRINCIPAL BROKER Preparer's Phone Number (805)
Preparer's Email - S @YARDI.COM Assigned HUD Reviewer

This information enables HUD to record and process financial transactions in its automated SAMS to dispose of acquired single-family properties. HUD reimburses M&M

Contractors for their services in maintaining, marketing, and selling HUD homes, and HUD collects funds associated with the sales of these properties. The information enables
HUD to create and maintain sound financial management practices and effective internal controls over the property disposition program. A response is required to obtain or
maintain a benefit.

Privacy Act Statement. The Department of Housing & Urban Development (HUD) is authorized to collect the information on this form by the U.S. Housing Act of 1937, as

amended. The Housing & Community Development Act of 1987, 42 U.5.C. 3543, authorizes HUD to collect Social Security Numbers (S5N). The information is being used as

Payee reference information, IRS 1099 applicability, minority data collection information, payment remittance instructions and proof of business viability. The SSN is used as a
unique identifier. HUD may disclose this information to Federal, State and local agencies when relevant to civil, criminal, or regulatory investigations and prosecutions. It will

not be otherwise disclosed or released outside of HUD, except as required and permitted by law. Providing the SSN is mandatory. Failure to provide the information could result %
in a delay or rejection of vour eligibility approval.

Status History Contract Areas (1) Broker Licenses (1) Attachments (4) Notes Emails/Letters
{4 Record(s) found) &
Previous Status New Status Status Date| Created By Name [Notes]
03-Application in Progress 04a-55SM/EIN Authenticated/HUD Staff Review of New Application required | 06/25/2018 & — - e
02a-Applicant Registration Approved by HUD 03-Application in Progress 06/25/2018
01c-Broker Request for Registration Failed Authentication | 02a-Applicant Registration Approved by HUD 06/25/2018 | D-GTRWK TR- - -—
0O1c-Broker Request for Registration Failed Authentication 06/25/2018

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.

Department of Housing and Urban Development (HUD) sent you a
document to review and sign.

PRIVATE MESSAGE
If you have any questions about this NAID Application, please call 1-800-CALL
FHA (1-800-225-5342)

Please DocusSign the enclosed documents.

Thank You, Department of Housing and Urban Development (HUD)

Pewered byDocuSrign,

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

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

e Preparer — will sign the SAMS-1111

o Principal Broker — signs the SAMS-1111-A
o HUD Reviewer — signs the SAMS-1111

e HUD Approver —signs the SAMS-1111
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E-Signature Signing Ceremony

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

Please Review & Act on These Documents

Department of Housing and Urban Development (HUD)
HUD

Powered by Docu(;‘gn'

PRIVATE MESSAGE: If you have any questions about this NAID Application, please call 1-800-GALL FHA (1-800-225-5342)

Please read the Electronic Record and Signature Disclosure.
| agree to use electronic records and signatures.

OTHER ACTIONS v

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

sien | button.

¥

START

DocuSign Envelope 10: ATDA4A4TE-43EE-44E4-B5AE-56A4 18T2C4FT

Single Family Acquired Asset
Management System (SAMS)
Payee Name and Address

Instructions; See Instructions on back for required attachments, Send completed form to HUD HOC, Attention: Director, Homeownership Center

|. Type of Application: (ltems 1a - d

U.5. Department of Housing
and Urban Development
Office of Housing

Federal Housing Commissioner

OMB 2506-0306
exp. 4/30/2020

Ta. X] AddMew Payes b, [] Modily Existing Payee
[Complete #'s 2 or 3= 20)  (Complete #'s 4, 17-20 & any changes)

1o E Add New MAID to Existing Payee
(Compéate #s 4, 9, 10, 14 & 17- 20)

1d D Real Estate Broker Recertification
[Complets #5 4 & 17-20)

Il. Payee's Information: (Item 2 or 3 through 20)

Enter Eithor Payes's EIN and Business Name or S5N and Individual Name, NOT BOTH (ems 2 - 3)
SN and narme shown in llem 2 o 3, and address shown in llem 3. Hem 2 or 3 must match IRS documentation

1089 infarmalion Lo be forwarded 1o RS under EIN

*2a. EIN . Business Name for EIN in 2a | Broker's Name (if applicable)
27 - REALTY -
*3a. SSN b *3b. Ingividual Name for SSM in 3a, (Last, First, MI)

4. Payee's NAID (il existing payee)

5P 5B

5. HOC Area ldentilier | 6. Payee Typels)

7. Business Phone Number (Area Code)
(805)

8. Business Address (Include City, State, and Zip Code + 4)

SILVER SPRING,MD 20908-0000

11, Minority-cwned? If Yes, check type g Yes [x| Mo
D Black American (BL) D Asian Indian American [Al)

D Asian Pacific American (AP) D Mative American (MA)

Remittance Name and Address (DBA)

(Only if different from Business/individual Mame and Address)
9. Name ~ REALTY

10. Address finclude Citv. State. and Zin Code + 41

SILVER SPRING MD 20906-0000

14. Name of Cantact Person

[7] Hispanic American (HI} [[] Hasidic Jewish American (HS) E-mail
" " - o @YARDLCOM
12, Small Business Cwmed 13, Woman Cwned Phone {Anea Code) Fax {Area Cods} =
u Yes [)(l Mo U Yes EX| No (805)
15. Name{s) of OwnersyPrincipal(s) 16. Family/Extemal Business Redationship 1o HUDIMAM Conlracl employees?
- Yes [] No ﬂ (If Yes, attach an explanation.)
17. Sign 1ature 18. Title 19. Date {mmiddiyyyy) 20. Phone (Area Code)
¥ PRINCIPAL BROKER (805) 1
3 ie—— 06/25/2018 | 2:41:5p DT

For HUD Use Only (items 21 - 29) Do not send any attachments other than form SF-3881 to SAMS Service Contractor.
The HOC must take whatever measures it deems appropriate to verify that the prospective payee is a legitimate entity prior to approving this form. The HOC
may require any documents it deems appropriate to maintain sound internal contrals aver the establishment of payees in SAMS.

21. Reviewer's Signature (Supervisory M&M Contractos
ME&NM GTRIClosing Agent GTR or Deslgnee)

X

22, Title
REVIEWER

23. Date {mmiddiyyyy) 24. Phone (Area Code)

555-555-5555

25. Salling Broker's Recertification Date | 26. Approved for HOG Areais):

5P

Attach ACH VendoriMiscellaneous Payment Enroliment Form (SF-3881) for Payee Types AP*, CA, HA, NP**, PM, and TS,

**Since our office does not inlend 1o make paymenls Lo the subject verdor at this time, we have nol included a horm SF-3B81 to enroll the vendor in the Elecironic Funds
Transfar Frogram. Should this situstion change and it become necessany b

i [

to the SAMS Service Contractor for processing.

make payments to this wendor, cur office will immadiately submit a complated form SF-3881

28. Appraver's Signature (HOC Director or Designes)

28, Date of Approval/Submission to
Service Confractor (mmyddiyyyy]

snablss HUD to record and proces:

fimancis! transsctions in its automated SAR
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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

Once all signatures have been completed, click

ADOPT AND SIGN

button.

FINISH

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:

o A “Pending” NAID is created which lets the Selling Broker register on HUD Homestore and

place bids on properties.

e 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.

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

2 Reply 2 Reply All £ Forward Gi5IM

do-not-reply@HUDP260.com ]

D

Hello

The following is your "Pending” MAID:

numbers.

ready to ratify HUD contracts.

NAID Application Approved by HUD {(MAID Pending)

Use this MAID to register on HUD Homestore. Once registered, you and your agents will be able to place bids on HUD properties.

The principal broker must register first. Click the Bidder button on the top right corner of the HUDHomestore screen. Complete and submit the
registration form. When the principal broker has registered, selling agents can register using the above NAID and their own real estate license

You will receive another email when the E-Signature process has been fully processed. At that time, your NAID will be officially activated and

406 PM

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:

e The “Pending” NAID becomes an “Active” NAID.

e The Certification Date is set to the date the Approver signs and the Recertification Date

will be the Certification Date plus 365 days.

e 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.

e A PDF copy of the completed envelope with signatures is added as an attachment on the

NAID Application screen.
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(2 Reply [E2Reply All (5} Forward GiSiim
do-not-reply@HUDP260.com []

D
NAID Application E-signature process completed - NAID Activated

Eright Red

Hello L

The E-Signature process for your NAID application is now complete and the status for NAID has changed from Pending to Active.
If you need to modify your NAID information in the future, you can do so by logging into the NAID Portal.

You are required to submit yearly recertifications. Your next recertification date is 06/26/2019.

Click the Recertification tab on HUDHomestore to begin this process.

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....”

= Trad

HUD.GOV/HUDHomes

U.S. Department of Housing and Urban Development |

Home  NAID Portal Broker Search  BSCA Search  Property Contacts  Bid Results  Help

Principal Brokers and HUD-Approved Nonprofits only: Click%ﬁto apply for a NAID, Recertify a NAID and update

If you are a Nonprofit Agency without a NAID, click here for furtrer details and instructions.

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

Select the action you wish to perform:

L m Mow

Recertify NAID, update Broker Real Estate License, or modify address

Apply for a new NAID

Replace Principal Broker on MAID

Remove your Real Estate License from MAID

Find NAID and Check Application Status

Check MAID Recertification and License Expiration Dates

Select “Log In Now.”

NAID Application Portal Login

Unauthorized use of this U.S. Government system is prohibited and
subject to criminal/civil penalties. This system may be monitored/subject
to audit, to which you consent by using the system. System Data may be

disclosed for any lawful government purpose

Forgot User Name? Forgot Password?

LOG IN

If you are experiencing problems trying to login or use the system, please
try using Google Chrome before contacting the FHA Resource Center at
(800) CALL-FHA (225-5342).

BACK

NAID Application Portal: User Guide for Selling Brokers 5/12/2022 22



Selling Broker—Recertification

Step 2 - Select Selling Broker Recertification

Once you're logged in, click the Selling Broker Recertification button. The NAID Application
screen appears.

Step 3 — Make any needed updates and uploads

= - Review Update Principal Broker Submit Application NAID Recertification
MNE Seplicaien e Informstion License Information for Review Updated ‘/ Complete _

Please review payee information and update fields. If you do not have any updates, please review 1099 Business Address and Save.

Type of Application

Add New Payee (New NAID) Modify Existing Payee (NAID) Add New NAID to Existing Payee (EIN) Real Estate Broker Recertification Verify Real Estate Licenses
Payee Information Add/Replace Real Estate License
EIN 27- EIN Business Name 5 REALTY COMPANY 4dd or Modify Offices
Fayee Existing NAID -— Payee Type(s) Listing Broker, Selling Broker NAID Deachvation Request
NAID Status Add Notes
This is the valid address where 1099s will be sent. Dk/‘ [ Copy Name and Busn Info |
Street Address [ - - Mame [= —— -——
City [LOS ANGELES Street Address [ s e
State, Zip+4 Jea [91352 - [ocoo City |FRESNO
Business Phone Number |(805) W & State, Zip+4 |ca |e3720 - joooo
Contact Information
Mame of Contact Person lom o — Contact Email [ s sssa@vyarDL.COM

Phone [(805) W Fax
Selling Broker Information

Principal Broker's Name (First, Last) [ [ — Principal Broker's Email [ S SSavArDIL.COM
Principal Broker’s Phone \(805] - =
Principal Broker's License Principal Broker's Licensed State(s) CcA
Broker Certification Date Broker Recertification Date
Minority-Owned Code Not Minority Small Business Owned
Mame(s) of Owner{s)/Principal(s) — Woman Owned
Family/External Business Relationship to HUD/M&M Contract employees?
Yes No
Application Status 08a-MAID Application Signed by HUD Approver/NAID Activated
Application Number 113384 Application Status Date 06/26/2018
Preparer's Name - Date Prepared 06/12/2018
Preparer's Title PRINCIPAL BROKER Preparer's Phone Number (805)
Preparer's Email | - S@YARDL.COM Assigned HUD Reviewer 1 - —

This information enables HUD to record and process financial transactions in its automated SAMS to dispose of acquired single-family properties. HUD reimburses M&M

Contractors for their services in maintaining, marketing, and selling HUD homes, and HUD collects funds assoaated with the sales of these properties. The information enables A,
HUD to create and maintain sound financial management practices and effective internal controls over the property disposition program. A response is required to obtain or
maintain a benefit.

Privacy Act Statement. The Department of Housing & Urban Development (HUD) is authorized to collect the information on this form by the U.5. Housing Act of 1937, as

amended. The Housing & Community Development Act of 1987, 42 U.S.C. 3543, authorizes HUD to collect Social Security Numbers {SSN). The information is being used as

Payee reference information, IRS 1099 applicability, minority data collection information, payment remittance instructions and proof of business viability. The SSM is used as a
unique identifier. HUD may disclose this information to Federal, State and local agencies when relevant to civil, criminal, or regulatory investigations and prosecutions. It will

not be otherwise disclosed or released outside of HUD, except as required and permitted by law. Providing the SSM is mandatory. Failure to provide the information could result v
in a delay or rejection of your eligibility approval.

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.

. T o
and prosecutions. It will not be otherwise disclosed or released outside of HUD, except as required and p
provide the information could result in a delay or rejection of your eligibility appraval.

| Save and Continua}'*'orking on the Application |

Then click the JESTEEG T RN TR G TEGTA S8 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.
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If you need to update your license expiration date

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

Verify Real Estate Licenses

NAID Application Information

Application ID # 113394 Application Type Real Estate Broker Recertifica
Payee Type(s) Listing Broker, Selling Broker

Business/Individual Name W REALTY COMPANY

Status 08a-NAID Application Signed by HUD Approver/MAID Activated

Status Date 06/26/2018

Real Estate Licenses

Please review and update license expiration dates.
If expiration date changes, a new copy of the license must be uploaded.
If license does not have an expiration date, enter current date + 1 year.

i Lice.nsetilleal Estate E:(_iqen;e Upload License View
State | License # %::e o License Filename lLicense|

O CA — |12131J'2018 No file chosen | . . docx @

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
|Addeedace Real Estate ch:ense|to display the NAID Application Real Estate License screen.

NAID Application Real Estate License Screen

Mote: If there is already a license for the state you select, it will be deactivated. Only one active real estate license can exist per state.
If license does not have an expiration date, enter current date + 1 year.

NAID Application Information

Application ID # 113394 Application Type Real Estate Broker Recertification
Payee Type(s) Listing Broker, Selling Broker
Business/Individual Name W REALTY COMPANY
Status 08a-NAID Application Signed by HUD Approver/NAID Activated
Status Date 06/26/2018
Selling Broker Information
Principal Broker's First Name - Last Name —
Principal Broker's Email WAYNE.KLIMAN@YARDI.COM Principal Broker's Phone (B05)
Broker Certification Date Broker Recertification Date

Real Estate License Information
Please enter your Real Estate License Number exactly as it appears in the state database/on your license (include all letters, punctuation, and numbers).
Real Estate License Number | State

Date Issued | | Expiration Date |

Documentation

Document Document Upload Document View Comments
Type Description Document Filename |Docume;
State Real
Estate | Copy of Principal Broker's State Real Estate Broker's
ks Kiccise Select Document | No file chosen
License
S

| Existing Broker Licenses |
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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 | Upload Reguired Documents |
link. Select this link to display the Upload Required NAID Documents screen

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

e 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.

Upload Required NAID Documents

NAID Application Information

Application ID # 1133594 Application Type  Real Estate Broker Recertifica
Payee Type(s) Listing Broker, Selling Broker

Business/Individual Name " REALTY COMPANY

Status 03-Application in Progress

Status Date 06/26/2018
—» | [Save | Close |

Please click the Save button after selecting documents to upload them.
Once all documents are uploaded, click the Submit Application button to submit the application to HUD for review.
Documents must be a PDF (.pdf extension), Image {.jpg or .png), or Word (.doc or .docx) file.

Documents that are encrypted or password-protected will be rejected.

Document Document Upload Documenj View Comments
Type Description Document Filename Docum
Internal Revenue Service (IRS) documentation
ishowing Business Name (EIN)/Individual Name (SSN)
and Tax Identification Number (TIN). Examples incude
RS IRS Form 147C (for more information, dlick
Documentation DEtR://vww.147¢.0ra), Tax Return with preprinted No file chosen
label, IRS payment coupon, or copy of 55 card if
operating under SSN. State issued forms are not
acoeptable. You may obtain a faxed copy of your IRS
Documentation by calling 1-800-829-0115.

Phone Bill, | Copy of first page of a recent telephone bill, utility bill,
Utility Bill or |or bank statement. Bill or bank statement must be less —

Bank than 60 days old and must display the same add as Select D No file chosen

Statement  [the Remittance section of the application.

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.

Broker Certification Date 05/05/2022 Broker Recertification Date 05/05/2023
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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 ‘ Modify Existing Payee ‘ 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.

NAID Application Screen

Type of Application

Add New Payee (New NAID) Modify Existing Payee (NAID) Add New MAID to Existing Payee (EIN) Real Estate Broker Recertification Venfy Real Estate Licenses
B e
EIN B EIN Business Name ———REALTY add or Modify Offices
Payee Existing NAID - Payee Type(s) Selling Broker NAID Deactivation Request
NAID Status Active sililines
[ Copy Name and Address from Business Info |

Street Address [ — - - Name [P —REALTY
City [STLVER SPRING Street Address [ ——— - .-
State, Zip+4 [MD |20906 - [oooo City |SILVER SPRING
Business Phone Number [(80s5) — State, Zip+4 Mo [20906 - [oooo
Name of Contact Person [ — Contact Email [ vsro1.cOM
Phone [(Bo5) m— Fax

Selling Broker Information
Principal Broker's Name (First, Last) B [ Principal Broker's Email [ @YARDI.COM
Principal Broker's Phone [(B05) n—
Principal Broker's License ! Principal Broker's Licensed State(s) ~ MD
Broker Certification Date 06/25/2018 Broker Recertification Date 06/26/2019
Minority-Owned Code Mot Minority Small Business Owned

Name(s) of Owner(s)/Principal(s) - - Woman Owned

Family/External Business Relationship to HUD/M&M Contract employees?

Yes No
Application Status 08a-MNAID Application Signed by HUD Approver/MAID Activated
Application Number 113685 Application Status Date 06/25/2018
Preparer's Name - —— Date Prepared 06/25/2018
Preparer's Title PRINCIPAL BROKER Preparer's Phone Mumber (805)
Preparer's Email - S @YARDI.COM Assigned HUD Reviewer 1 - -—

This information enables HUD to record and process finandial transactions in its automated SAMS to dispose of acquired single-family properties. HUD reimburses M&M

Contractors for their services in maintaining, marketing, and selling HUD homes, and HUD collects funds assoaated with the sales of these properties. The information enables A,
HUD to create and maintain sound financial management practices and effective internal controls over the property disposition program. A response is required to obtain or
maintain a benefit.

Privacy Act Statement. The Department of Housing & Urban Development (HUD) is authorized to collect the information on this form by the U.5. Housing Act of 1937, as
amended. The Housing & Community Development Act of 1987, 42 U.5.C. 3543, authonzes HUD to collect Social Secunity Numbers (S35N). The information is being used as
Payee referepce information, IRS 1099 applicabmty, minority data collection informatipn, payment remittanog instru;tions and proof d[rbusinrﬁsrwability. The SSH is used as a

Updating the NAID Information on the NAID Application screen

Updates to the following items will not require HUD review or E-Signature signing:
e Business Phone Number
e Remittance (DBA) Name
e Contact Name, Email Address, Phone or Fax Number
e 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:

. Required Document(s HUD Review New E-Signature
Updated Field d (5) . 'g
and/or Updates Required? Required?
Copy of IRS Documentation
Business (1099) (for example, 147C Letter for EINs Yes No
Address or signed Social Security Card for
SSN-based NAIDs)
Remittance (DBA) Copy of recent Telephone Bill, Yes No
Address Utility Bill, or Bank Statement
Add New Real Estate License(s),
Principal Broker Copy of Principal Broker’s Driver’s
. . , Yes Yes
Name License, Copy of Principal Broker’s
State Real Estate License
Yes
Add/Repl i i
/Replace Copy of Principal Broker’s only if new license
Real Estate . number cannot be No
. State Real Estate License .
License automatically
verified

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 | Upload Required Documents|
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.

NAID Application Portal: User Guide for Selling Brokers
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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 | Verify Real Estate Licenses | to display the Verify Real Estate Licenses screen.

Verify Real Estate Licenses

NAID Application Information

Application ID # 113394 Application Type Real Estate Broker Recertifica
Payee Type(s) Listing Broker, Selling Broker

Business/Individual Name " REALTY COMPANY

Status 08a-NAID Application Signed by HUD Approver/MAID Activated

Status Date 06/26/2018

Real Estate Licenses

Please review and update license expiration dates.
If expiration date changes, a new copy of the license must be uploaded.
If license does not have an expiration date, enter current date + 1 year.

Re Licmgelillnal Estate| E,I(_i(?en;e Upload License View
MOVE  ctate | License # %:e i License Filename License
0| e [1z3172018 i) — - @

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 | Add/Replace Real Estate License| 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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NAID Application Real Estate License Screen

MNote: If there is already a license for the state you select, it will be deactivated. Only one active real estate license can exast per state.
If license does not have an expiration date, enter current date + 1 year.

NAID Application Information

Application ID # 113394 Application Type Real Estate Broker Recertification
Payee Type(s) Listing Broker, Selling Broker
Business/Individual Name W REALTY COMPANY
Status 08a-NAID Application Signed by HUD Approver/NAID Activated
Status Date 06/26/2018
Selling Broker Information
Principal Broker's First Name - - Last Name ——
Principal Broker's Email WAYNE. KLIMAN@YARDI.COM Principal Broker's Phone (805)
Broker Certification Date Broker Recertification Date

Real Estate License Information
Please enter your Real Estate License Number exactly as it appears in the state database/on your license (include all letters, punctuation, and numbers).
Real Estate License Number State
Date Issued | Expiration Date |

Documentation

Doc Document Upload Doc View
Type Description Document Filename [Docume b L

State Real

Estate |Copy of Principal Broker's State Real Estate Broker's
Broker's |License __Seled: Document | No file chosen

License

S [ ]

| Existing Broker Licenses |
(1 Record(s) found)

BrokerVerificatios Date Created
Name Type Created By
Manual | 06/22/2018 - -—

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 LG BT s GG TR AT BT 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 | Add or Modify Offices | 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 |Add or Modify Offices | link in the Functions drop-down. The Vendor Office screen
appears.

Vendor Office Screen

REIIn:Tve I A.d:lis I E _I% ZIE code ZI? code 4 Phone Number
= | mll |
o | mll |
= | il |
= | il |
O | il |
o | il |
= | mll |
o | mll |
. | il |

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 | Add or Maodify Offices | 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.

MAID Application | User Info ~

NAID Use@etu p

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.

Setup NAID User

First Name Personal Email
Last Name Group
User Name Inactive e
Search | Back | Save
_ Resend - Date |Created Linked Add/Remove]
Group First Name Last Name Email Phone Number Email Inactnre‘:ma Code NAIDs NAIDs

<

The Setup NAID User screen allows for the following:
e Set up new users

e 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:

e Group

0 NAID Group — Access to application for updates and recertifications. This group can
see only a single NAID.

0 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.

e First Name/Last Name — Enter the name of the user who will be accessing the NAID
Application Portal.
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e 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.

e Phone Number — Enter the phone number for the user.

e 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 |Ad¢_’kemcwe NAIDs| link which is available after the new user is saved.

User Name

NAIDs

(1 Record(s) found) &%

Add Del

NAID

O

O

e 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:
e The user’s information can be updated.

e The user may be inactivated.

e 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 | Modify Existing Payee ‘ button to display
the NAID Application screen.

NAID Application Screen

Type of Application

Add New Payee (New NAID) Modify Existing Payee (NAID) Add New NAID to Existing Payee (EIN) Real Estate Broker Recertification Venfy Real Estate Licenses
e
= 27 EIN Business Name = S REALTY Add or Modify Offices
Payee Existing NAID - Payee Type(s) Selling Broker NAID Deadtivation Request
NAID Status Active Add Motes
senetel

[ Cony Narme and Busmess o |
Street Address [ —— - .- Name [ AL TY
City [SILVER SPRING Street Address [ ——— - -
State, Zip+4 MD |20908 - |oooo City |SILVER SPRING
Business Phone Number [(Bo5) w— State, Zip+4 [MD |20%08 - [ooo0
Mame of Contact Person ]-‘ - — Contact Email ]-. S YARDI.COM

Phone [(805) m— Fax
Selling Broker Information

Principal Broker's Name (First, Last) [ [, Principal Broker's Email | —————cvARD1.COM
Principal Broker's Phone [(a0s) —
Principal Broker's License | Prinapal Broker's Licensed State(s) MD
Broker Certification Date 06/25/2018 Broker Recertification Date 06/26/2019
Minority-Owned Code Mot Minority Small Business Owned
Mame(s) of Owner(s)/Principal(s) - — Woman Owned
Family/External Business Relationship to HUD/M&M Contract employees?

Yes No
Application Status 08a-NAID Application Signed by HUD Approver/NAID Activated
Application Number 113685 Application Status Date 06/25/2018
Preparer's Mame - — Date Prepared 06/25/2018
Preparer's Title PRINCIPAL BROKER Preparer's Phone Number (805)
Preparer's Email - L @YARDI.COM Assigned HUD Reviewer 1 - -—

This information enables HUD to record and process finandal transactions in its automated SAMS to dispose of acquired single-family properties. HUD reimburses M&M

Contractors for their services in maintaining, marketing, and selling HUD homes, and HUD collects funds associated with the sales of these properties. The information enables A,
HUD to create and maintain sound finanaial management practices and effective internal controls over the property disposition program. A response is required to obtain or
maintain a benefit.

Privacy Act Statement. The Department of Housing & Urban Development (HUD) is authonized to collect the information on this form by the U.S. Housing Act of 1937, as

amended. The Housing & Community Development Act of 1987, 42 U.5.C. 3543, authorizes HUD to collect Social Security Numbers (SSN). The information is being used as

Payee reference information, IRS 1099 applicability, minority data collection information, payment remittance instructions and proof of business viability, The 55N i1s used as a
unique identifier. HUD may disclose this information to Federal, State and local agencies when relevant to civil, criminal, or regulatory investigations and prosecutions. It will

not be otherwise disclosed or released outside of HUD, except as required and permitted by law. Providing the SSM is mandatory. Failure to provide the information could result %
in a delay or rejection of your eligibility approval.
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On the Functions drop-down at the top (middle) of the screen, select |[MAID Deactivation Reguest | .

NAID Application Deactivation Request Screen

NAID Application Information

Application ID # 113685 Application Type Modify Existing Payee
Payee Type(s) Selling Broker
Business/Individual Name - W REALTY

Deactivation Information

Reason for Deactivation

[ Save | Close |

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:

e EIN
e EIN Business Name
e Business Address and Phone Number

e Name of Owner(s)/Principal(s)

You are required to supply the following information for the new Payee (NAID):
e Remittance Name and Address
e Principal Broker Name, Email Address and Phone Number
e Contact Name, Email Address and Phone Number

e Preparer’s Title
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NAID Application Screen

Type of Application

Add New Payee {New NAID) Modify Existing Payee (NAID) Add New MAID to Existing Payee (EIN) Real Estate Broker Recertification
EIN 274 EIN Business Name " REALTY COMPANY
Payee Existing NAID Payee Type(s) Listing Broker, Selling Broker
Copy Name and Address from Business Info |
Street Address & —-— - - Name
City |LOS ANGELES Street Address
State, Zip+4 lca |91352 - joooo City
Business Phone Number 1(305} - State, Zip+4 ] = l

Contact Information

MName of Contact Person i Contact Email i
Phone l Fax

Selling Broker Information

Principal Broker's Name (First, Last) | ! Principal Broker's Email ]
Principal Broker's Phone l
Principal Broker's License Principal Broker's Licensed State(s) Cca
Minority-Owned Code Mot Minority Small Business Owned
Mame(s) of Owner(s)/Principal(s) I—- - — Woman Owned
Family/External Business Relationship to HUD/M&M Contract employees?

Yes No

Application Status

Application Status 03-Application in Progress

Preparer's Name DAVID SCHMIDT Date Prepared

Preparer's Title l Preparer’'s Phone Number (805)
Preparer's Email WAYNE.KLIMAN@YARDL.COM

This information enables HUD to record and process financdial transactions in its automated SAMS to dispose of acquired single-family properties. HUD reimburses M&M

Contractors for their services in maintaining, marketing, and selling HUD homes, and HUD collects funds assodated with the sales of these properties. The information enables A
HUD to create and maintain sound financial management practices and effective internal controls over the property disposition program. A response is required to obtain or
maintain a benefit.

Privacy Act Statement. The Department of Housing & Urban Development (HUD) is authorized to collect the information on this form by the U.5. Housing Act of 1937, as
amended. The Housing & Community Development Act of 1987, 42 U.5.C. 3543, authorizes HUD to collect Social Security Numbers (5SN). The information is being used as
Payee reference information, IRS 1099 applicability, minority data collection information, payment remittance instructions and proof of business viability. The SSN is used as a

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 | Add/Replace Real Estate License

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.

o))
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NAID Application Real Estate License Screen

Mote: If there is already a license for the state you select, it will be deactivated. Only one active real estate license can exist per state.
If license does not have an expiration date, enter current date + 1 year.

NAID Application Information

Application ID # 113733

Application Type Add New NAID to Existing Payee
Payee Type(s) Listing Broker, Selling Broker
Business/Individual Name " REALTY COMPANY
Status 03-Application in Progress
Status Date 06/27/2018

Selling Broker Information
Principal Broker's First Name 1. Last Name
Principal Broker's Email s @ yardi.com

"——_

Principal Broker's Phone (805) W

Please enter your Real Estate License Number exactly as it appears in the state database/on your license (include all letters, punctuation, and numbers).
Real Estate License Number State

Date Issued | Expiration Date

Document] Document Upload Document  View Comments
Type Description Document Filename |Docume
State Real
Estate | Copy of Principal Broker's State Real Estate Broker's
Bk e Select Document | No file chosen
License

Driver's | Please provide a copy of Principal Broker's Driver's
License |License or State Identification. Ecledineonments§ No file chosen

Sove [z

Upload Required Documentation

On the Functions drop-down at the top (middle) of the screen, select |Uplozd Required Documents| 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:

e |RS 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.

e Copy of first page of recent (with the last 60 days) telephone bill, utility bill, or bank
statement
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Upload Required NAID Documents

NAID Application Information

Please click th

Application 1D # 113733 Application Type  Add New NAID to Existing Pay
Payee Type(s) Listing Broker, Selling Broker

Business/Individual Name " REALTY COMPANY

Status 03-Application in Progress

Status Date 06/27/2018

[ Sawe | Closs |

e Save button after selecting documents to upload them.

Once all documents are uploaded, click the Submit Application button to submit the application to HUD for review.
Documents must be a PDF (.pdf extension), Image (.jpg or .png), or Word (.doc or .docx) file.

Documents that are encrypted or password-protected will be rejected.

License

Document Document Upload Document View Comments
Type Description Document Filename Docum
Internal Revenue Service (IRS) documentation
ishowing Business Name (EIN)/Individual Name (SSN)
and Tax Identification Number (TIN). Examples incdlude
RS IRS Form 147C (for more information, dick
o http://www.147c.org), Tax Return with preprinted Select Document | No file chosen
|abel, IRS payment coupon, or copy of 55 card if
operating under S5N. State issued forms are not
acoeptable. You may obtain a faxed copy of your IRS
Documentation by calling 1-800-8293-0115.
Dnver's Please provide a copy of Principal Broker's Driver's . -
License License or State Identification. Replace Document | No file chosen Jprg
Phone Bill, | Copy of first page of a recent telephone bill, utility bill,
utility Bill or |or bank statement. Bill or bank statement must be less _
Bank than 60 days old and must display the same address as| Select Document | No file chosen
Statement  the Remittance section of the application.
State Real P . . —
2| C of P l Brok: State Real Estate Brok
Estate Broker's L\;apr‘?’se nncipa; ers & Real = s Replace Document | No file chosen -pg g

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.

Message from webpage

You will be unable to change your information. During HUD
review, your Business/Individual Mame and TIN [EIN/S5N])
combination will be verified against an IRS Site,

If your information cannaot be verified, you will s8e a message
at the top of the NAID Application screen after you click OK.
You will also receive an email. You will have the opportunity to
update the information and resubmit the application.

After your application is reviewed and approved by HUD, you
will receive an Electronic Signature email from DocuSign
which requires signatures on the SAMS-1111 [and
SAMS-1111A for Selling Brokers).

If you wish to continue on to HUD Review, click OK; othenwise
you may click Cancel to review your information and submit
later.

0 Clicking OK will submit this application to HUD for review.

cace

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.

AMENT O
v s

Department of Housing and Urban Development (HUD) sent you a
document to review and sign.

PRIVATE MESSAGE
If you have any questions about this NAID Application, please call 1-800-CALL
FHA (1-800-225-5342)

Please DocusSign the enclosed documents.

Thank You, Department of Housing and Urban Development (HUD)

Powered byDocuSrign,
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If the application was completed by the Principal Broker, the following signatures are required:
e Principal Broker — signs the SAMS-1111 and SAMS-1111-A
e HUD Reviewer — signs the SAMS-1111
e HUD Approver —signs the SAMS-1111

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

o Preparer — will sign the SAMS-1111

e Principal Broker — signs the SAMS-1111-A
e HUD Reviewer —signs the SAMS-1111

e HUD Approver — signs the SAMS-1111

E-Signature Signing Ceremony

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

Please Review & Act on These Documents 2l

Department of Housing and Urban Development (HUD)
HUD Powered by Do:us?iyn_

PRIVATE MESSAGE: If you have any questions about this NAID Application, please call 1-800-GALL FHA (1-800-225-5342)

OTHER ACTIONS v

- Please read the Electronic Record and Signature Disclosure.
B lagreetou

se electronic records and signatures.

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

Then click the button to begin the e-signing process. Clicking the START button
shows the recipient where to sign. To sign, click the sign. | button.

¥
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DocuSign Envelope 10: ATDAA4TE-49EE-44E4-BEAE-56A4 18T 2C4FT

START

Single Family Acquired Asset U.S. Department of Housing

OMB 2506-0306
and Urban Development
Management System (SAMS) Offie of Housing exp. 4/30/2020
Payee Name and Address Federal Housing Commissioner

Instructions: See Instructions on back for required attachments, Send completad form fo HUD HOC, Attention: Director, Homeaownership Center
|. Type of Application: {ltems 1a - d
fa. XJ| Add New Payea b, [] Modily Existing Payee Te. [ Add New NAID to Existing Payee  1d. ] Real Estate Broker Recertification
[(Complete #'5 2 or 3-20)  (Complete #'s 4, 17-20 & any changes) (Complate #s 4, 9, 10, 14 & 17- 20} (Complete #5 4 & 17-20)

Il. Payee's Information: (ltem 2 or 3 through 20)

Enter Either Payes's EIN and Business Name or S5N and Individual Name, NOT BOTH (tems 2 - 3)

#1089 infarmation lo be forwarded 1o IRS under EIN'SSN and name shown in llem 2 or 3, and address shown in llem 8. Hem 2 or 3 must mateh IRS documentation
*2a. EIN *2b. Business Name for EIN in 2a 2c. Prinicipal Broker's Name (if applicable)
27- REALTY
*3a. 88N S “3b. Individual Name for SSN in 3a. (Last, First, MI)
4. Payee's NAID (il exisling payee) 5, HOC Area Identifier | 6. Payee Type(s) 7. Business Phone Number (Area Code)
55 5B (8035)
8. Business Address (Include City, State, and Zip Code + 4) Remittance Mame and Address (DBA)
(Only if different from Business/Individual Mame and Address)
9. Name REALTY
10. Address (include Citv. State. and Zin Code + 41
-0000
11, Minority-cwned? If Yes, check type [ Yes [)(l Mo 5 -0000
D Black American (BL) D Asian Indian American [Al} 14. Mame of Contact Person
D Aszian Pacific American (AF) D Mative American [MA)
[T Hispanic American (HI) [ Hasidic Jewish American {HS) E-mail
= = @YARDIL.COM
12. Small Business Owned 13. Woman Owned Phane {Area Code) Fax (Area Code)
u Yes [x] No U Yes [X] e (305)
15. Narne{s) of Owner(sNPrincipal{s) 16. Family/External Business Relationship to HUD/ME&M Confract employees?

Yes [] Ma X_'I (If Yes, attach an explanation.)

17. Sign ature 18. Title 19. Date (mrvdd/yyyy) 20. Phone (Area Code)
¥ PRINCIPAL BROKER (&05)
A — 06/25/2018 | 2:41:59 CDT

For HUD Use Only (tems 21 - 29) Do not send any attachments other than form SF-3881 to SAMS Service Contractor,
The HOC must take whatever measures it deems appropriate to verify that the prospective payee is a legitimate entity prior to approving this form. The HOC

may require any documeants it deems appropriate o maintain sound internal controls over the establishment of payees in SAMS.

21. Reviewer's Signature (Supenvisory M&M Conltracton’ | 22. Title 23. Date (mmiddiyyyy) W
M&M GTR/Closing Agent GTR or Designee) REVIEWER 555-555-5555
X
25. Selling Broker's Recertification Date | 26. Approved for HOC Area(s):
55
Attach ACH Vi iMiscel P. Enroll Form (SF-3881) for Payee Types AP**, CA, HA, NP**, PM, and TS,

27, l I “*Since our affice does not intend 1o make paymenls 1o the subject vendar at this time, we have nol included a form SF-3681 to enrall the vendor in the Electronic Funds
: Transfer Program. Should this situation change and i become necessary to make payments to this vendor, cur office will immediately submit a complated form SF-3881
1 the SAMS Service Conlracter for processing

28. Approver's Signature (HOC Director or Designee) 29, Date of Approval'Submission to
i Service Confractor (mm/ddiyyyy]

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| apoet Anp siGn | button.

Once all signatures have been completed, click | FinisH

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:

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

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

2 Reply [G2Reply All S Forward GIM

do-not-reply@HUDP260.com ] 406 PM

D
NAID Application Approved by HUD (NAID Pending) -

Hello !

The following is your "Pending” MAID:

Use this NAID to register on HUD Homestore. Once registered, you and your agents will be able to place bids on HUD properties.

The principal broker must register first. Click the Bidder button on the top right corner of the HUDHomestore screen. Complete and submit the
registration form. When the principal broker has registered, selling agents can register using the above NAID and their own real estate license

numbers.

You will receive another email when the E-Signature process has been fully processed. At that time, your NAID will be officially activated and
ready to ratify HUD contracts.

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:

e The “Pending” NAID becomes an “Active” NAID.

e The Certification Date is set to the date the Approver signs and the Recertification Date
will be the Certification Date plus 365 days.

e 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.

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

3 Reply E2Reply All 53 Forward GiSiIM
D do-not-reply@HUDP260.com ©
NAID Application E-signature process completed - NAID Activated

Eright Red

Hello L

The E-Signature process for your NAID application is now complete and the status for NAID has changed from Pending to Active.
If you need to modify your NAID information in the future, you can do so by logging into the NAID Portal.

You are required to submit yearly recertifications. Your next recertification date is 06/26/2019.

Click the Recertification tab on HUDHomestore to begin this process.

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.

ra

Principal Brokers, HUD-Approved Nonprofits, and Preparers only: Click hﬁre to go to the NAID Portal.
In the NAID Portal you can:

« Recertify NAID, update Broker Real Estate License or modify address
« Apply for a new NAID

« Replace Principal Broker on NAID

« Remove your Real Estate License from MAID

» Find NAID and Check Application Status

« Check NAID Recertification and License Expirafion Dates

MNAID Application Portal

Select the action you wish to perform:

Log In Mow

Recenify NAID, update Broker Real Estate License, or modify address

Apply for a new NAID

Replace Principal Broker on NAID

Remove your Real Estate License fram NAID

Find NAID and Check Application Status

Check MAID Recertification and License Expiration Dates

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.

Find NAID apd Check Application Status
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Find NAID and Check

Application Status

ID Type: () Individual (®) Business

EIN

KK EEERELE

®©

BACK SUBMIT

Find NAID and Check Application Status

To verify Recertification
MAID Status Status Date Office Address Broker Name and License Expiration Dates
select Check Dates

(F%ecemﬁcatlon 04/29/2022 Miami, FL. 1 CHECHK DATES
omplete

0000 @
. 3

Page i 1-10f1 < b

If you have questions about the status of your NAID, please contact the FHA Resource Center at (800) CALL-FHA (225 5342).

BACK CHECK ANOTHER S3N/EIN

Click “CHECK DATES” to verify the Recertification Date and the License Expiration Dates.

Check NAID Recertification Date and License Expiration Dates

NAID:

Certification Date: 04/29/2022 Recertification Date: 05/01/2023

License State Expiration Date
HE 03/31/2023
Fage: 1 1-10f1 s by
BACK CHECK ANOTHER NAID
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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.

Check NAID Receniﬂcation@nd License Expiration Dates

Check NAID Recertification Date

and License Expiration Dates

Please enter your NAID
MNAID

BACK SUBMIT

Check NAID Recertification Date and License Expiration Dates

NAID:

Certification Date: 04/29/2022 Recertification Date: 05/01/2023

License State

Expiration Date

FL 03/31/2023

Fage: i 1-1

BACK CHECK ANOTHER NAID
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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.

Principal Broker Verification

You have selected to register on HUDHomestore.com as a Principal Broker with MAID.
By clicking Continue you are verifying that you are HUD's broker of record for this NAID.
Once the Principal Broker has registered on HUDHomestore, Selling Agents and
Associate Brokers will be able to register.

If you do not have a NAID, you will not be able fo register at this time. To find out how to
obtain a NAID, click the NAID Applicafion tab on this website and follow instructions.

O Individual 53N O Business EIN

Principal Broker Email: |

Continue Cancel

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

e Fax Number

The following information must be done using the NAID Application Portal:
e Updating the State License Expiration Date
o Modifying the current Real Estate License Number

e 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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