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CHAPTER 6.  RECORDS AND REGISTERS



6.01  GENERAL INSTRUCTIONS



	A system of records necessary to record the acquisition, management, and disposition of properties acquired by VA pursuant to the provisions of 38 U.S.C. 1820 is provided through PMS (Property Management System).  COIN PMS 06-02, Property Management System, Inventory of Assigned Properties, provides the necessary data to ensure that properties process through the system in a timely manner.  The report lists preassigned portfolio properties and all properties acquired or being acquired by VA and not yet sold, withdrawn, redeemed, or sold by the holder for VA's account.  The report includes various dates of inspections, analyses and listing as well as pricing, stage and status data.  This information is to be used by technical personnel to insure that properties process through the system in a timely manner.  [(See app. E for Code Sheet Elimination procedures.)]



6.02  DEFINITION OF TERMS USED IN RECORDS AND REPORTS



	In addition to the definitions stated in paragraph 1.04, a number of other terms used in the preparation of records and monthly reports are defined below.



	a.  Absolute Title.  This term includes all properties on hand which were (1) acquired initially absolute or (2) which were acquired subject to redemption but for which there has been received (a) advice that the period of redemption has expired without exercise of the right of redemption by the former owner, his/her successors in interest, or junior lienors, or (b) advice that a voluntary conveyance has been obtained thereby resulting in a termination of the right of redemption.  For statistical and reporting purposes only, VA will be deemed to have absolute title notwithstanding the existence of a redemption right in the United States (Internal Revenue Service) under the provisions of section 2410(c) of title 28, United State Code.  However, in connection with the sale or other action affecting any such property, consideration must be given to such outstanding redemption right.



	b.  Title Subject to Redemption.  In nonredemption States, no cases will be reported in this category.  In redemption States, this category will include all cases on hand which were originally acquired subject to redemption and for which no notice has been received that the redemption period has expired, or that the right to redeem has been terminated.  



	c.  Adversely Occupied.  This term indicates occupancy by the former veteran-borrower or his/her successors in interest, such as veteran's family or his/her transferee, etc., except in those instances when the occupants have been accepted by VA as tenants and have executed an occupancy or rental agreement.  Units adversely occupied will also include those units occupied by tenants of the former owner who will not be accepted by VA as tenants and will, 
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therefore, be required to vacate at the earliest practicable time.



	d.  Awaiting Eviction.  [This term indicates that legal assistance has been requested to obtain possession of all or part of an acquired property.]



	e.  Sales Subject to Redemption.  Sales subject to redemption will occur only in redemption States and will include all sales by [ ] VA when the property is sold subject to outstanding rights of redemption other than rights under section 2410(c), title 28, United State Code.  This term is applied to properties subject to outstanding rights of redemption on the date the sale was closed.



	f.  Sales, Final and Partial.  Final sales are either (1) sales of entire properties acquired by VA, or (2) the sale of the final remaining parcel of an entire property, the other portion or portions having been previously sold in one or more parcels.  Partial sales are those completed prior to the disposition of the remaining portion of the property.  A property sold in separate parcels, closing of which was effected simultaneously, will be treated as one final sale.



	g.  Properties Sold.  For record and statistical purposes, a property will be treated as sold only when the sale of an entire property (or the remaining portion(s) of a property) acquired by [ ] VA or transferred to [ ] VA) is fully effected.  Unless a property has been reported as acquired by [ ] VA (or transferred to [ ] VA) on or prior to the completion of the sale, the property will not be treated as a sold property for record and statistical purposes until advice of its acquisition has been received.  Properties will not be counted as sales before the sales closing statement (VA Form 26-6724 or equivalent), is actually received by property management.



	h.  All Cash Sales.  The term "all cash sale" includes all sales in which the entire net proceeds of the sale are received by VA in cash, certified check, etc.  This includes sales involving outside financing, including GI (guaranteed or insured) loans, as well as direct loans under 38 U.S.C. 1811.  The fact that the mortgage or similar security instrument is executed in favor of [ ] VA and recites that it secures a portion of the purchase price does not prevent a sale so financed from being considered as a sale for all cash.



	i.  Term Sales.  The designation "term sale" includes all sales in which VA extends credit to the purchaser for the repayment of a portion of the purchase price.



	j.  Downpayment.  The amount of the cash downpayment will include the earnest money deposit made at time of submission of the offer to purchase, plus any other cash downpayments on account of the purchase price (exclusive of cash adjustments of prorated items or lump sums on tax and insurance accounts) made on or prior to the closing of the sale.
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	k.  Racial and Ethnic Groups



	(1)  For statistical reporting purposes, one ethnic and certain racial groups will be regarded as minority groups.  These minority groups are defined as follows:
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	(a)  American Indian/Alaskan Native. - A person having origins in any of the original peoples of North America, and who maintains cultural identification through tribal affiliation of community recognition; e.g., Aleut, Eskimo, Navajo;



	(b)  Asian/Pacific Islander - A person having origins in any of the original peoples of the Far East, Southeast Asia, the Indian subcontinent, or Pacific Islands.  This area includes, for example, China, India, Japan, Korea, the Philippine Islands, and Samoa;



	(c)  Black - A person having origins in any of the black racial groups of Africa;



	(d)  Hispanic - A person of Mexican, Puerto Rican, Cuban, Central or South American or other Spanish culture or origin, regardless of race.



	(2)  Other categories of statistical measurement are:



	(a)  White - A person having origins in any of the original peoples of Europe, North Africa, or the Middle East;



	(b)  Other - A person who has elected to designate him or herself as "Other" in item 7b, VA Form 26-6705b;



	(c)  Unknown - A person who has initialed [item 7a of] VA Form 26-6705b indicating a preference not to report his or her racial or ethnic group.



6.03  ADVICE TO FINANCE



	a.  Property Management will advise the Finance activity when property is acquired, withdrawn, redeemed, sold by holder for the account of VA, or sold by VA.  Advices will be furnished through the month, avoiding a month-end build-up of work in the Finance activity.  At the end of each month, a list of certain unpaid invoices will be furnished the Finance activity.  (See also pars. 2.26 and 4.07r.)



	b.  Coordination will be arranged to insure the recording of property acquisitions, sales, and other dispositions of properties both in the Finance activity and the Loan Guaranty Division in the same month.  MP-4, part V, paragraphs 9F.04 and 9F.23 specify Finance activity responsibilities in this regard.  Cooperation of the Loan Guaranty Division is required.



	c.  Advice as to sales will be made by furnishing a copy of VA Form 26-6714, Sales Closing Statement, or equivalent.  No form will be provided for notification of property acquisition, however, notifications will show the PM number and the name of the veteran-borrower or of the vendee.  The following additional information will be given:



	(1)  In connection with the acquisition of property by VA:
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	(a)  Date of acquisition



	(b)  Whether title is absolute or subject to redemption



	(c)  Expiration date of any such redemption period



	(2)  In connection with property disposed of prior to acquisition by VA, the date of redemption, withdrawal, or sale by holder for account of VA.



	d.  When arrangements have been made for the office of the District Counsel to notify the Finance activity and the Loan Guaranty Division simultaneously of the acquisition of properties, Loan Guaranty Division and Finance activity coordination is still required to assure that both reflect the same cases in their respective reports for the period.



	e.  Transactions affecting a property cannot be reflected until advice of the transactions is received.  Such advice will be reflected in the report for the month in which the advice is received.  The Finance activity procedures require that annual reconciliations of property and tenant accounts be performed to check the [accuracy] of station records (MP-4, pt. V, par. 9H.03).  Additionally, the derivation of certain unit costs is dependent on the use of statistical data furnished by the Loan Guaranty Division in conjunction with dollar amounts shown in general ledger accounts.  It is important, therefore, that advices to the Finance activity coincide with statistical reports as to specific properties acquired, on hand, sold or otherwise disposed of.  Unless advices can be made in time to be reflected in the general ledger accounts for the month, they should not be reported statistically until the following month.  The Finance activity is required to reflect all notices received by it through the end of the month.



	f.  At the end of each month, a list of all unpaid invoices, listed by PM number and amount, for repairs. rehabilitation and other services which are to be capitalized will be furnished the Finance activity.  The list will contain only the invoices which are not ready for forwarding to the Finance activity.  All unpaid invoices approved for payment and ready for forwarding to the Finance activity will be forwarded on a coordinated schedule.



6.04  AMIS (AUTOMATED MANAGEMENT INFORMATION SYSTEM) PROPERTY MANAGEMENT REPORTS



	Instructions for the preparation and submission of input data for the Monthly Report of Property Management Operations are contained in MP-6, part VI, supplement No. 3.1, section 7.07.00.
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6.05  OPERATION CONTROL DESK



	To ensure an effective control over the flow of cases and preparation of accurate reports, all incoming and outgoing mail, inter-office memoranda, and other material concerning PM operations may be routed through one individual assigned the task of making required entries in registers and other records and of maintaining the followup system.



6.06  RECONCILIATION AND REPORT OF PROPERTY MANAGEMENT RECORDS



	a.  Report Requirements.  This section provides procedures for conducting an annual reconciliation of all property management records and submission of a report to Central Office.  RCS (Reports Control Symbol) 20-0459 is assigned to this report.  The report will be submitted to (263) not later than the first Friday in February of each year.  The following PMS (Property Management System) master records will be included in the reconciliation project:



	(1)  Type 2 Properties.  Stage must be 1 through 8 and the title status must be �0 through 6.



	(2)  All Other Type Properties.  Stage must be 0 through 8 and the title status must be blank or 0 through 6.



	b.  Reconciliation Schedule and Procedure.  On or about January 15 of each year, the Austin DPC (Data Processing Center) will produce an inventory control sheet showing pertinent data for each property in the PMS (Property Management System) active inventory.  The control sheets will be sent by express mail as soon after production as possible.  Upon receipt of the control sheets, stations will immediately begin to verify the data provided by pulling each property management file and taking the following actions:



	(1)  If the information on the control sheet is correct, a count of the total number of correct sheets will be kept until the end of the reconciliation project.



	(2)  If the information on the control sheet is not correct, corrective coding action will be taken in accordance with existing instructions.



	(3)  If an inventory control sheet was produced, but the property was sold, withdrawn, or redeemed prior to the date on which the inventory control sheets were produced by the Austin DPC, the following actions will be necessary:



	(a)  Sold Properties.  If the property was sold for cash, the word "CASH," along with the sales closing date, will be entered on the control sheet.  If the property was sold with vendee financing, the closing date and the new vendee loan number will be entered.  





													6-5

M26-5									July 2, 1996

Change 23



The Finance activity must certify that the closing documents have been received in Finance for each of these cases.



	(b)  Withdrawn Properties.  For properties which were withdrawn from PMS, the word "WITHDRAWN" and the date of withdrawal will be entered on the control sheet.



	(c)  Redeemed Properties.  If a property was redeemed, the word "REDEEMED" and the date on which it was redeemed will be shown on the control sheet.  The Finance activity must certify that the redemption analysis has been received in Finance for each property shown as redeemed. 



	(4)  Properties which have been sold, withdrawn, or redeemed prior to the date on which the inventory control sheets were produced, will have corrective coding in PMS, PLS (Portfolio Loan System) and LCS (Liquidation and Claims System) completed as each case is reviewed.  Photocopies of these inventory control sheets will be forwarded as an attachment to the reconciliation report as indicated in subparagraph c(6) below.



	(5)  If an inventory control sheet was not produced and a property should be in the PMS active inventory (currently assigned to a management broker), the necessary coding to enter the property into PMS will be completed.



	(6)  After each inventory control sheet has been reviewed, it will be placed in the property management file (maintained in accordance with RCS VB-1, part 1, item �No. 12-170.000) and returned to the files activity.



	c.  Report Content.  The summary report of the reconciliation project which will be submitted to Central Office (263), will include the following items:



	(1)  Total number of inventory control sheets received from the Austin DPC.



	(2)  Total number of property records which did not require PMS updating.



	(3)  Total number of property records which required PMS updating (properties sold, withdrawn or redeemed are excluded).



	(4)  Total number of properties that were sold, withdrawn, or redeemed prior to the date on which the inventory control sheets were produced.



	(5)  Total number of properties which did not have a PMS inventory control sheet produced by the Austin DPC but should have been in the PMS active inventory on the date the inventory control sheets were produced.  As an appendix to the report, stations should list the full 12-digit PM number, the date of election to convey, or the date the �
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deed was recorded in deed-in-lieu cases for former LCS properties, or the date of referral for foreclosure for former PLS properties, as well as the estimated correction date for each such property.



	(6)  The report will include photocopies of PMS inventory control sheets for the property data requested in subparagraphs b(3)(a), (b) and (c) above, with the estimated correction date for each property annotated in the lower right corner of the control sheet.  Photocopies of inventory control sheets for sold or redeemed properties will also contain the required Finance activity certifications as discussed above.  





[6.07  VIETNAM-ERA AND DISABLED VETERAN-OWNED SMALL BUSINESS OUTREACH



	Reports Control Symbol (RCS) 00-0426 provides data on procurements to Veterans, Vietnam-Era Veterans and Disabled Veterans and is submitted by stations directly to the Office of Small and Disadvantaged Business Utilization (005SB) each April and October.  So that the Central Office staff has timely access to this data, stations will forward a copy of each report to VA Loan Guaranty Service (263) concurrently.]  
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