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CHAPTER 3.	CODING INSTRUCTIONS



SECTION I.	GENERAL CODING INSTRUCTIONS



3.01	GENERAL INSTRUCTIONS



	a.  The following general rules are to be observed in all coding operations under PLS (Portfolio Loan System) whether the transmission to DPC (data processing center) is to be by mail or by VADATS (VA Data Transmission System) or IDCU (Integrated Data Communications Utility) teletype.



	(1)  Use the proper code sheet for the transaction being coded.

	(2)  Make certain that all entries are proper, accurate and legible.

	(3)  Use ink; i.e., ballpoint pen, for all coding.  Do not use pencil.

	(4)  Code all alphabetic characters in CAPITAL letters.  Do not use small letters.

	(5)  Use a slash line (JO) to designate numeric zero only in fields of address transactions (TT (transaction type) 035, 135, 235, 245), the insurance policy number (TT 028, 058, 158), and the tax description (TT 257).



	(6)  Fill each numeric field that contains any coding with significant numbers or zeros.  Thus, if the significant numbers do not fill out the field, use zeros to fill the spaces in front of the coded numbers.  For example: loan number "0004567."



	(7)  Code all dates in six digits for month, day, and year (unless otherwise indicated).  For  example:  May 9, 1990, is "050990."



	b.  For VADATS/IDCU teletype transmission, the original and one copy (for Accounting) of all code sheets will be sent to the CP (control point) in the Finance activity.  (Exception:  Finance activity may advise Loan Guaranty Division to provide the original only of VA Forms 26-8451, Portfolio Loan Tax Code Sheet (PLS-VADATS), 26-8452, Portfolio Loan Special Assessment Code Sheet (PLS VADATS), and 26-8455, Portfolio Loan Insurance Code Sheet (PLS VADATS), if the copy is not desired by Accounting.) For mail transmission, an additional copy is required for the CP holding file.  (An extra copy may also be prepared for the loan folder if local management so desires.)  In this chapter, code sheets transmittable by VADATS/IDCU are designated by an @ sign immediately preceding the TT.



NOTE:  VA Form 26-8454, Tax Collector Code Sheet (PLS), and VA Form 26-8453, Tax Description Code Sheet (PLS/PMS), will be transmitted to DPC by mail only.  Refer to sections IX and X.
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	c.  It is important that completed code sheets be promptly forwarded to the CP from Loan Guaranty at least once a day, and usually several times daily.  The objective is to have data transactions flow continuously and expeditiously from Loan Guaranty to CP, to Accounting, back to the CP and finally to Teletype. if transaction volume is heavy, there should be several teletype messages sent out daily to DPC.



	d.  The following steps are to be followed in the preparation of all PLS code sheets which are to be transmitted to DPC by



	(1)  Complete all 15 digits on loan identification data:



	(a)  Office Jurisdiction.



	(b)  Office Origin.



	(c)  Type (of Loan).



	(d)  Loan Number.



	(e)  Name Code.



	(2)  Circle the proper transaction types (@005, @020, etc.) for the action being coded.



	(3)  Circle the field designators (-AC, -BC, etc.) for all fields being coded, and fill the field with data.  If a field is not coded, do not circle the field designator.



	(4)   Insert an asterisk (*) in the next space after the last character that is coded on name and all address lines, unless the coded data completely fills the line.



	(5)  Insert a circled dollar sign to denote the end or each page of coding.  Use the space provided for this purpose at the end of the last transaction type that is coded on the code sheet.



	e.  For transmission to DPC by mail, it is not necessary to circle the field designators, to insert an asterisk (*) in the name and address lines or to insert a circled dollar sign ($) at the end of the page (pars. 3.01d(3), (4) and (5) above).  However, code sheets already prepared with such circles and asterisks may be transmitted by mail when circumstances require.



3.02	CODING CHARTS



	The PLS-VADATS coding charts contained in figures 1 through 14 list the various actions (separate or combined) which must be coded, show the proper code sheets and transaction types to be used, and specify the fields of data which require coding as well as those which are coded only if applicable.
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	3.03  SPECIAL INSTRUCTIONS



	In addition to the general coding instructions in paragraph 3.01, more particular coding instructions are contained in section III through XIII of this chapter.  These detailed instructions and coding notes supplement the general coding instructions and the coding charts.  On each chart, a reference is given to the instructions in the appropriate section of this chapter.



	3.04  ERRONEOUS IDENTIFICATION DATA



	In section II, there are detailed instructions to be followed to correct erroneous identification data in the system.



	3.05  CODE SHEETS



	Samples of all code sheets appear as figures 15 through 53 for reference purposes.



	3.06  GLOSSARY



	Complete definitions of terms and codes to be used are contained in the glossary in chapter 2 of this manual.



SECTION II.  CORRECTION OF IDENTIFICATION DATA:

ERRONEOUS MASTER RECORDS



3.07  GENERAL



	a.  The key to processing an updated transaction on a computer master record in PLS is the identification data relating to the loan account.  These consist of five items of data: office jurisdiction, office origin, type (of loan), loan number, and name code.  On an input transaction, all 15 digits of identification must match the identification data in a computer master record in order to "open" that record for updating or change.  This is an important safety feature of the system.



	b.  Only the fifth item of identification, name code, can be changed or corrected within the system, by coding TT 105 according to current coding instructions.  Once a record is established within the system, it is not possible by coding to change any part of the first four items of identification data.  Instead, it is always necessary to purge the erroneous master record from the system and usually also to reestablish the correctly identified record by completely recording the case.



	c.  The term "erroneous master record" refers to one having an error in identification: incorrect office numbers, incorrect type of loan, or incorrect loan number.  Such erroneous records may be established in the system by teletype errors, keypunch errors, coding errors, assignment of wrong numbers, etc.  Regardless of the cause, Loan Guaranty must take prompt corrective action.
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	d.  A teletype error that could create an erroneous master record (i.e., TT 005 string is involved) is handled in a special way if the error is discovered while the transmitted teletype message is being proofread in the CP.



	e.  If there is time for processing a special stop processing action transaction, TT 000, in the same daily update cycle as the erroneous establishment string, the Control Point will rebatch the original code sheets for earliest possible retransmission and wait to determine if indeed an erroneous master record was actually created during the update run.  If the erroneous establishment string is rejected from the update cycle by the edits and audits, then there is no erroneous master record, and no problem.  If the erroneous string does process, however, the Control Point will notify Loan Guaranty by means of an Optional Form 41, Routing & Transmittal Slip, giving the incorrect identification and the date it processed plus the proper identification and the date it was retransmitted.  Loan Guaranty will initiate the appropriate coding actions in accordance with paragraph 3.08.



3.08	CODING ACTIONS



	a.  Coding actions to purge the PLS master record will be initiated by Loan Guaranty only after a careful analysis has been completed and all alternative methods of solving the problem have been eliminated.  This is especially important because of the automatic linkage between PMS (Property Management System) and PLS.



	(1)  Since most PLS master records are established through systems linkage with PMS, errors can occur when the new vendee loan number is coded by Finance on TT 670 or when the transaction is transmitted via VADATS or IDCU to PMS.  In most cases erroneous new vendee loan numbers established this way can be corrected by leaving the PLS master record as is and by changing the loan documents to match the new vendee loan number in the master record.



	(2)  If, after a complete review, it is determined that the PLS master record should still be purged, the purge transaction described in paragraph 3.09 will be completed.



	b.  An original and two copies of VA  Form 26-8581A, Portfolio Loan Purge Code Sheet, will be prepared.  The original and one copy will be mailed to Central Office (261) and one copy will be retained by the control Point.  This copy should be disposed of in accordance with RCS VB-1, part I, item No. 12-205.200.  If it is determined by Central Office that the purge action is proper, the code sheet will be countersigned and forwarded by Central Office to the Austin DPC for processing.  If found not to be proper, Central Office will provide instructions to the station as to what actions should be taken.





3-4



�October 20, 1993                                           			M26-11

									Change 6



	c.  After being eliminated from the system by the purge transaction string, it is preferred that the same loan number not be assigned as a valid number at a later date.  Under no circumstances can it be assigned as valid to another case until 2 months have elapsed.  Premature use of such a loan number may result in the rejection of the new established string with Reject Reason Code 00.



	d.  The use of the purge transaction string is described solely in the section of this chapter.  It does not appear in any of the coding charts elsewhere in this chapter.



3.09  CODING NOTES



	a.  Loan Guaranty will code the TT 130 on VA Form 26-8581A.  Accounting, in turn, will complete any necessary transaction types on the same code sheet and will make any necessary adjustments to the accounting records.



	b.  The purge action will result in the complete elimination of the erroneous master record from both the active and inactive files of PLS.  It must not be confused with normal update coding intended to terminate an active account, or to cancel an incorrect termination or to reject a direct loan application or to reinstate a previously rejected direct loan application.



	c.  The purge must be used with extreme caution and only when authorized by the Loan Guaranty Officer.  The supervisor of the Accounting activity will also certify on the code sheet that the accounting records of the case are correct.



	d.  The purge transaction code sheet is pre circled and precoded to the maximum possible extent.  The following notes pertain:



	(1)  Identification Data.  Code all five items of identification exactly as they appear on the erroneous master record.  If the name code is blank in the erroneous record, however, use "NNN" in the transaction.



	(2)  TT 130



	(-CA) Application Disposition Date.  Code month and year 3 months prior to the current month (with day "01").

	(-CC) Disposition of Application.  Precoded "99" for purge action.



	(3)  Remarks.  Use this section to state the reason for the purge and the circumstances of the case.  When applicable, indicate the proper identification for the account and  what corrective coding is being taken.  Also state if a repurchased vendee account or a sold vendee account is involved in any way.
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SECTION  III.  DIRECT  LOAN  APPLICATION  CODING

(RECEIPT OF APPLICATION, PRELIMINARY REVIEW AND

DISPOSITION OF APPLICATION)



3.10  CODING ACTION



	Direct loan coding is accomplished in several stages.  These stages are receipt of application, preliminary review, disposition of application, and loan closing.  These stages are generally coded as individual actions, although they may be coded in specific groups.  Note that CSE/CCSE screen TPL03 is used for most of the direct loan coding, but that TPL01 and TPL02 are used to complete direct loan establishment coding and that TPL05 is used to enter tax and insurance information.  This structure is the result of the extensive processing and edit differences between the vendee loans processed on TPL01 and the direct loans processed on TPL03.  When using TPL01 to enter direct loan transaction types 050/150 and 060/160, ensure that the loan establishment indicator is set to 'IN," or no.  Failure to do so will result in delayed submission of the transactions to the DPC, and require corrective work by the station.



	a.  Loan Guaranty will complete coding for each of the following individual actions:



	(1)  Application received;



	(2)  Preliminary  review;



	(3)  Disposition (approved, rejection, or withdrawal); and



	(4)  Reinstatement of application.



	b.  Alternatively, coding may be done when the following combined actions are completed within a brief time period and there has been no intermediate coding of the separate actions during processing of the direct loan application.



	(1)  Receipt and preliminary review.



	(2)  Receipt and preliminary review and rejection.



	c.  When Loan Guaranty coding is complete, Finance will enter the necessary transactions to complete the loan establishment.



3.11	CODING NOTES

The following coding notes supplement the general instructions provided in section I and figure 1, Direct Loan Application Coding.

3-6

�October 20, 1993                             						M26-11

Change 6



	a.  TPL03/TT005



	(1)  Name (-AC)



	(a)  Code full name of veteran-applicant within maximum of 25 digits as follows: Last name, comma, blank, first name, blank, middle initial.



	(b)  If the full name exceeds 25 digits, use initials only for the first and middle names.



	(c)  Endings such as "JR" or "III" may be coded as part of the last name before the comma.  One comma must be used, and everything to the left of the comma will be considered the "last name."  Blank spaces may appear within the coded  name, but not apostrophes, hyphens, or periods.



	(2)  Social Security Number (-AD)



	(3)  Name and Social Security number data entered on the master record by TT 005, may be changed by coding TT 105 or 115, as appropriate.



	b.  TPL03/TT020



	(1)  Application Date (-BA)



	(a)  This field must be coded.



	(b)  For a reinstatement of application under the same 12 digit VA LIN (loan identification number), this date must be exactly the same date as coded originally for the application.



	(2)  Builder Code (-BD).  This  field must be coded for direct loan cases if- there is a builders fund reservation commitment and/or a especially adapted housing grant (DL-SAH).



	(3)  Entitlement Code (-BE).  Use code 05 for all direct loan applications based on restored entitlement, including Public Law 93-569 cases.  Otherwise, use the entitlement code under which eligibility has been determined.



	(4)  Sex Code (-BF).  Code this field using data from the loan application forms.  (Enter code 3 for unknown if veteran-applicant declines to give the information.)



	(5)  Military Status (-BG).  Code this field using data from the loan application forms.  For spouse of serviceman or servicewoman missing in action, forcibly detained or prisoner of war, use code "2."  For an unmarried surviving spouse, use code "1" for post-Korean or "3" for World War II, Public Law 94-324 or Korean conflict service.



(6)	Race (-BH).  Code this field using data from the loan application forms.
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	(7)   Related Loan Account (-BL).  This field will be inserted on a TT 020 or changed on a TT 120.  To delete an obsolete reference, code all zeros (10 digits) on TT 120.



	(8)  Rep Code (-BM).  This field will normally be inserted on a TT 020, or changed on a TT 120.  In addition, it can be inserted, changed or deleted without individual coding by "mass action" upon request to DPC.



	(9)  MOU.  For a standard direct loan, enter zeroes ("000").  For a Native American direct loan, enter the MOU number assigned to the MOU under which the loan is being made.  If this value is not known, contact VA Central Office (264).



	(10)  Data entered on the master record by TT 020 may be changed or missing items inserted by coding the particular items with TT 120.



	c.  TPL03/TTO30/TT130.  The initial TT 030 must process after the TT 005/020 have been successfully processed.  This is due to an audit, "LP it which will reject TT030, 130, 050, or 150 if the master record MOU number is not appropriate.



	(1)  Disposition of Application (-CC).  For stage payment construction or improvement loans, use code "21" for approval.



	(2)  The monthly income (-CG) field must be completely coded on TT 030 and on TT 130 if any item of the field is coded.  If spouse has no income, code zeros in that item.



	(3)  In case of approval, a transaction string is required: TPLO1 TT

030 and TT 035.



	(4)  In case of approval, obligation of funds will be made by the Finance activity on the basis of data coded with TPLO1 TT 030.



	(5)  In case of rejection or withdrawal after approval, obligation of funds will be canceled by the Finance activity on the basis of data coded with TT 130.



	(6)  In the event the obligated amount changes after approval, the new total approved amount of loan (-CB) and the original disposition date (-CA) will be coded with TPLOl/TT 130.  DO NOT use current date.  It is imperative that this change transaction (TT 130) be processed before disbursement transaction in order to avoid an improper loan status control character in the master record.



	(7)  When a reinstatement of application is under the same VA LIN, the required transaction string (TT's 005-020-130) must be coded and processed by the system at least one batch system update cycle before the new disposition (approval) coding when TT 030 can be processed.  The successful processing of the entire string should be verified by
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checking the RAS (Rapid Access System) before processing the TT 030 for the new disposition (approval).



	(8)  Data entered on the master record by TT 030 may be changed by coding the particular items with TT 130.



	d.  TPL02/TT035.  The required transaction string for approval of a direct loan includes TT 035 for property address.



SECTION IV.  DIRECT LOAN CLOSING CODING



3.12	CODING ACTIONS



	a.  Coding will be performed by the Loan Guaranty Division  as  soon  as a direct loan is closed and the note or other evidence of indebtedness is received from the loan closer.



	b.  TT050/060 should be processed together.  When the TT050/060 have been successfully processed, the Finance activity should be notified so that they may enter the necessary disbursement transaction.



	c.  For a construction or improvement loan with stage payments, (disposition of application (-CC), code "21") the closing coding will be done in two steps (see fig. 3):



	(1)  Initial Step (TPLOl/TT050).  When the stage-payment loan is closed and the note or other evidence of indebtedness is received from the loan closer.



	(2)  Final Step (TPLOl/TT150/060, etc.).  When the installment payment schedule is established by Loan Guaranty.



	d.  If the complete property address and the proper mailing address (if different) are not already in the master record when coding is done for loan closing, they must be coded at this time (TPL02/TT035/135).



3.13	CODING NOTES



	a.  TPLOl/TT050



	(1)  This coding serves to notify Finance activity that the loan is closed.  It must be entered as soon as possible after the loan has closed.



	(2)  Security  Instrument (-FE).  For a supplemental loan, use code "3."



	(3)  Special Financing (-FF).  Special financing will not be coded for direct loans.  An erroneous special financing code in the record may be deleted by coding TT 150 with special financing code "0."
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	(a)  Example 1. Loan closed any day in December 1989.  First installment due date is February 1, 1990.  The date interest begins (-FK) will be coded "010190," and the first installment due date (-FL) coded "020190." Interest will begin to accrue in the system from January 1. The interest due from the closing date in December to January 1 will be collected from the veteran at closing and posted to the account by Finance activity input.



	(b)  Example 2. Stage payment construction or improvement loan closed on August 5, 1988, with final stage disbursement made on March 15, 1989, and first installment due date set for May 1, 1989.  The date interest begins (-FK) and the first installment due date (-FL) will be coded "040189" and "050189" respectively using TT 150, not TT 050. (Interest on individual stage disbursements (TT 044 will be calculated to "date interest begins in the system" by the Finance activity and posted to the account as appropriate in the individual case.)



	(5)  Maturity date is system generated from the date of loan and term of loan fields.  It may be changed or corrected by coding these two items on TT 150.



	(6)  Data entered on the master record by TT 050 may be changed by coding the particular items with TT 150.  The processing of each TT 050 and TT 150 generates RPO (record  printout) 78 for Loan Guaranty to verify all coded data against source documents.



	b.  TPL05/TT's 057 and 058 (Tax and Insurance Codes)



	(1)  If the complete tax and/or insurance data are available when the loan closing is coded, these transaction types will be coded at that time.  Do not, under any circumstances, delay coding the loan closing if these data are not available.  Control will be exercised to assure prompt coding of the TT's 057, 058, and any associated transaction types, when the data are available.  The PLS diary system COIN PLS 08-03 and 09-04 may be used for this purpose.



	(2)  Stations should be aware that while Native American direct loans may not  be subject to taxes or VA responsible for making insurance payments, PLS requires the entry of tax and insurance segments.  See M26-11 paragraphs 3.17 and 3.18 for a full discussion.
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	c.  TPL01/TT060



	(1)  This coding serves to notify Finance activity that the installment payment schedule is established.



	(2)  T and I (Tax and Insurance) Installment Amount (-GE).  If there is no T and I escrow account keg., as on a supplemental loan), code all zeros in this field.



	(3)  If a deduction from benefits or military allotment (how paid (-GB) codes 2 through 5) is established when this installment coding is done, it will be included in the same transaction (how paid (-GB), effective date (-GL), modification/deduction amount (-GM) and, if applicable, file number (claims) (-GN) fields).  For these cases, pay record (-GJ) will be coded "4."



	(4)  T and I Indicator (-GG).  On a newly closed account, this field will be coded "2" to set the nonanalysis indicator "ON" if existing accounts in the same area or subject to the same tax collector have been similarly marked for nonanalysis.



	(5)  Data entered on the master record by TT 060 may be changed by coding the particular items with TT 160.  The processing of TT 060 generates RPO 62 for Loan Guaranty to verify all coded data against source documents.



SECTION V.	VENDEE AND ACQUIRED LOAN CODING



3.14  CODING ACTIONS



	a.  Coding will be prepared promptly by  the Loan Guaranty Division to establish the loan account record when the following actions have been completed.



	(1)  Vendee account closed (type of loan 3, 4 or 7).



	(2)  Vendee account repurchased (type of loan 3 or 4).



	(3)  Loan acquired (type of loan 5 or 8).



	b.  The completed code sheets with all required data elements entered (see figs. 4, 5 and 6) will be sent to the Control Point accompanied by the applicable supporting documents for Accounting use: VA Form 26-6714, Sales Closing Statement; VA Form 26-8084, Claim for  Repurchase of Loan; VA Form 26-8085, Notification of Repurchase of Vendee Account; VA Form 26-1874, Claim Under Loan Guaranty; LCS Analysis of Account for Acquiring Loan; and if needed, VA Form 26-6820, Advice of Changes in Terms or Status of Portfolio Loan.

										3-11
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	c.  Caution.  It is essential that the correct type of loan code (item 3 of identification data) be used when a loan record is first established.  The type of loan code controls transaction edits, and the posting of general ledger accounts within a specific revolving fund.  Vendee account records generated automatically from PMS will have the correct type of loan code, based on the underlying property record.  For other loans established by manually prepared input, however, particular care is necessary to determine and enter the correct type of loan code.  See paragraph 2.02, "Type of Loan."



	d.  New Vendee Account Closed



	(1)  When a property in PMS is sold on terms other than all cash, the new vendee account record will be established automatically in PLS.  After Finance activity completes processing the property sale data in PMS, generated TT's 001, 005, 020, 030, 035, 050, and 060, will process the next date in PLS to establish the loan account.  Existing tax and special assessment segments and tax descriptions in PMS record will also be transferred to PLS through generated TT's 057, 059 and 257.  Input coding will be required for all insurance segments immediately after the PLS record is established (TT's 058, 205, 235, see par. 3.18).  Input will also be needed to change the Rep. Code in PLS if desired (TT 120, see par. 3.15b(7)).  The borrower's mailing address will also require coding, if it is not the same as the property address generated from PMS (TT 135, see par. 3.27b).



	(2)  If PMS generated transactions are rejected in PLS, complete manual input coding must be prepared and processed to establish the entire loan account record in accordance with detailed instructions in this chapter.  In that event VA Form 26-8383a, Portfolio Loan Code Sheet (PLS - VADATS), will always be accompanied by VA Form 26-8382a and supporting documents specified in subparagraph a above.



	e.  Vendee Account Repurchased or Loan Acquired.  VA Form 26-8383a will be initiated by Loan Guaranty Division and completed by Finance activity coding TT 002.  It will always be accompanied by VA Form 26-8382a and supporting documents as specified in subparagraph a above.



3.15  CODING NOTES



	The following coding notes supplement the general coding instructions contained in section I and figures 4, Vendee Account Closed Coding; 5, Vendee Account Repurchased Coding; and 6, Loan Acquired Coding.



	a.  TT@005



	(1)  A loan guaranty index card will be generated for the field station when the computer processes each TT 005 (also TT's 105 and 115).
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	(2)  Repurchased vendee accounts and acquired loans.  In transferee cases, when coding the transaction string to establish the record for these accounts, use the name code for the current owner in item 5 of the identification for all of the transactions in the string.  In TT 005, code the name of original obligor in field -AC  per subparagraph (3) below, and code name control "1" in field -AG.  In addition, code the current owner's name data with TT 115 to indicate the change of ownership, in accordance with section XII and figure 13.
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	(3)  Name (-AC)



	(a)  Code full name of original obligor within maximum of 25 digits, as follows: Last name, comma, blank, first name, blank, middle initial. (For transferee cases, see subpar. (2) above.)



	(b)  If the name does not fill the line (25  digits), insert an asterisk (*) in the space following the last coded character.



	(c)  If full name exceeds 25 digits, use initials only for the first and middle names.



	(d)  If the name is an institution rather than a person, code the name in its normal order and place the comma at the end after the full name.



	(e)  Endings such as "JR" or "INC" may be coded as part of the last name before the comma.  One comma must be used, and everything to the left of the comma will be considered the "last name."  Blank spaces may appear within the coded name, but not apostrophes, hyphens or periods.



	(4)  Social Security Number (-AD).  Omit if it is not available.  If Social Security number becomes known at a later date, it may be inserted in the record by coding TT 105 as noted in subparagraph (7) below.



(5)	Year of Birth (-AE).  Omit if it is not available.



(6)	Name Control (-AG).  This field will always be coded  a  "1" on all TT's 005.��(7)	Name data entered on the master record by TT 005, may be changed by coding TT 105 or 115, as appropriate.  Refer to section XII and figure 13.



b.	TT@020



(1)	Date Purchase Offer Received (-BA)



(a)	For repurchased vendee accounts, use original date of the loan.



(b)	For newly established vendee accounts, use the date the purchase offer was received by VA, except under the following conditions:



1.	If the purchase offer was received during the 5-workday interval following publication of a sales listing or revised listing, use the date following expiration of the 5-workday waiting period.
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2.	If the accepted purchase offer was a backup offer, use the date on which the higher priority offer was rejected, canceled or withdrawn.



(2)	Purchase of Loan (-BC).  Code for all loans using appropriate code to indicate the purpose for which the particular loan was made.  (For vendee accounts, use code 2, 5, or 7; for acquired loans use codes 1 through 5 and 7).



(3)	Sex Code (-BF).  Code for new and repurchased vendee accounts (not acquired loans) using data from VA Form 26-6705, Offer to Purchase and Contract of Sale, and/or other available source documents.  If original vendee is business firm or institution, use code "3."



(4)	Military Status (-BG).  If original vendee is a business firm or institution, use code "6."



(5)	Race (-BH).  Code for vendee accounts only (not acquired loans), using data from VA Form 26-6705.  If  no answer, use code "9."  Also use code "9" for purchasers that are business firms or institutions, for all repurchased vendee accounts, and for all dates of loan prior to July 1, 1968.



(6)	Related Loan Account (-BL).  This field will be inserted on a TT 020 or changed on a TT 120.  To delete an obsolete reference, code all zeros (10 digits) on TT 120.



(7)	Rep Code (-BM).  This field will normally be inserted on a TT 020, or changed on a TT 120.  In addition, it can be inserted, changed or deleted without individual coding by "mass action" upon request to DPC.



(8)	Data entered on the master record by TT 020 may be changed by coding the particular items with TT 120.



c.	TT@030



(1)	Date Purchase Offer Accepted (-CA).  For repurchased vendee accounts, use original date of repurchased loan.



(2)	Reason for Purchase (-CC).  For new and repurchased vendee loans, code original obligor's reason for purchase as indicated on accepted VA Form 26-6705.  Code 81 for owner occupancy, code 82 for non-owner occupancy.



(3)	Data entered on the master record by TT 030 may be changed by coding the particular items with TT 130.



d.	TT@050



(1)	Date and Term of Loan (FA, -FC).  For all types of loans, code the original date and term of loan.
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(2)	Original Loan Amount (-FB).  For new and repurchased vendee accounts, code original loan amount.  For acquired loans, code the original acquisition amount (see par. 2.02, "Original Loan Amount").



(3)	Maturity Date is system generated from Date of Loan (-FA) and Term of Loan (-FC) .  It may be changed or corrected by coding these two fields on TT 150.



(4)	Special Financing (-FF).  This field will be coded only if applicable.  An erroneous special financing code in the record may be deleted by coding TT 150 with Special Financing code "0."



(5)	Date Interest Begins (-FK) and First Installment Due Date (-FL).  Field -FK will be coded with the date interest is to begin to accrue in the system, which will always be exactly one month prior to the installment due date coded in field -FL.



(a)	on new vendee accounts, the first installment date will be established as the first day of the second month following the loan closing.



Example.  Loan closed any day in December 1989.  First installment due date is February 1, 1990.  Field - FK will be coded "010190" and field -FL coded "020190." Interest will begin to accrue in the system from January 1. The interest due from the closing date in December to January 1 will be collected from the obligor at closing and posted to the account by Finance activity.



(b)	On repurchased vendee accounts and acquired loans, field -FL will be coded with the oldest unpaid installment date.



Example.  Repurchased or acquired loan with the oldest unpaid installment of March 1, 1989, is being coded in June.  Field -FK will be coded "020189" and field -FL coded "030189."  The system will accrue interest from February 1, establishing four delinquency segments for the March thru June installments, accrue applicable late charges and generate the reportable default date, April 1.  (if there is partial month's unpaid interest from January, it should be capitalized by Finance based upon instructions from Loan Guaranty.)



(6)	Data entered on the master record by TT 050 may be changed by coding the particular items with TT 150.  The processing of each TT 050 and TT 150 generates RPO 78 for Loan Guaranty to verify all coded data against source documents.



e.	TT's @057/059 and @058.  If the complete tax, special assessment and insurance data are available when the loan is established, these transaction types will be coded at that time and may accompany the establishment string. (For detailed instructions, see pars. 3.16 and 3.17 for tax coding; pars. 3.18 and 3.19 for insurance coding; and pars. 3.20 and 3.21 for special assessment coding.)  Do not, under any circumstances, delay coding the establishment string if these data are not available.  Control will
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be exercised to assure prompt coding of the TT's 057/059 and 058, and any associated transaction types, when the data are available. (NOTE: For tax and special assessment coding on new vendee loans generated from PMS, see par. 3.14b.)



f.	TT@060



(1)	How Paid (-GB).  If a deduction from benefits or military allotment (how paid codes 2 through 5) is established when this installment coding is done, it will be included in the same transaction (fields -GB, -GL, -GM and, if applicable, -GN).  For these cases, Pay Record (-GJ) will be coded "4."  Refer to paragraph 3.31f(2) and figure 14.



(2)	T and I Installment Amount (-GE).  If there is no T and I escrow account (e.g., as on a vendee account with 25 percent downpayment in cash), code all zeros in this field.



(3)	 Pay Record (-GJ).  If repurchased vendee account or acquired loan, use code "2," unless there is a deduction from benefits or military allotment which requires code "4" for all loans.



(4)	Vendee Repurchase (-GP).  For repurchased vendee accounts (type of loan 3 or 4), the field must be coded.  Enter code "2" and date of settlement of the repurchase by VA.  Also, for 38 U.S.C. 1820 repurchases of former direct loans sold with a special repurchase agreement (i.e., certain type loan 5 records), enter code "5" and the repurchase settlement date in field -GP.  Note that this field will not be coded for regular acquired loans (type loan 5 or 8) that are refunded under 38 CFR 36.4318.



(5)	T and I Indicator (-GG) .  Leave blank on initial TT 060 if account is to be left open for automatic T and I analysis after each tax payment.  Enter code "2" if existing accounts in same State or for same tax collector are excluded from automatic analysis.  (This practice requires stations to initiate on demand analysis each year.)  Enter code "1" to obtain T and I analysis on individual loan from next biweekly analysis run.  (NOTE:  All new vendee loans generated from PMS are left open for automatic analysis, except for loans in KY, MA, MS, NJ, NY and TX which are marked with code "2.")



(6)	Data entered on the master record by TT 060 may be changed by coding the particular items with TT 160.  The processing of TT 060 generates RPO 62 for Loan Guaranty to verify all coded data against source documents.



g.	Immediate Modification of Acquired Loan



(1)	If an acquired loan is to be immediately modified at time of acquisition, it may be coded "as modified" when it is initially established in PLS, provided this causes no delay in processing the establishment transaction string.
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(2)	Note especially the definitions for the following fields to be coded.  Other required fields will be coded as usual. (See fig. 6.)



TT 050	-FA	Original date of loan�		-FB	Total amount paid holder, including interest to�			settlement date�		-FC	New term  of  loan,  if  loan  is  extended;  otherwise,�			original term�		-FD	New  interest  rate,  if  rate  is  reduced;  otherwise,�			original interest rate�		-FK	Settlement date (with holder)�		-FL	First of month following settlement date��TT 060	-GD	New total installment amount if reamortized�		-GE	New T and I installment amount�   	-GK,	-GL	Modification  data  coding  as  prescribed  in   section�			XIII and figure 14



h.	TT@080 (Diary Reason Code 399)



(1)	If a new or repurchased vendee account installment contract provides for conversion to a mortgage and delivery of a deed at borrower's request prior to payment in full, a permanent Diary Reason Code 399 will be coded using this transaction type, with the maturity date as the diary date.  Refer to section XIII for coding.



(2)	On July 27, 1972, the PLS records for active vendee account installment contracts dated prior to May 5, 1972, and having such right of conversion, were automatically updated with Diary Reason Code 399 and diary date equal to maturity date.



(3)	If the maturity date is subsequently changed or corrected, the special diary will be deleted and a new diary reason code 399 will be coded.  If the installment contract is subsequently converted to a mortgage, the special diary will be deleted.  Refer to section XIII for diary coding.



SECTION VI.	PORTFOLIO LOAN TAX CODING



3.16	 CODING ACTIONS



a.	Coding will be performed by the Loan Guaranty Division to establish tax segments on new loans at the following times:



(1)	When a direct loan is closed and the installment payment schedule is established.  For a construction loan with stage payments, tax segment coding will be done when the installment payment schedule is established and the "final step" coding is performed. (See par. 3.13b).



(2)	When a vendee loan is closed. (See par. 3.15e.)  (For tax coding on new vendee loans generated from PMS, see par. 3.14b.)
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(3)	When a vendee account is repurchased. (See par. 3.15e.)



(4)	 When a loan is acquired. (See par. 3.15e.)



b.	Additionally, coding will be performed by the  Loan  Guaranty Division to insert new tax segments which become effective subsequent to closing or establishment of the portfolio loan, or to make changes in existing tax segments on an individual basis.  The system can handle a maximum of nine tax segments in the master record of an individual account.



c.	Finance activity is responsible for preparation of input to record each disbursement for taxes (TT 027) in the appropriate tax segment, following certification by Loan Guaranty Division and scheduling for payment.  VA Form 24-8472, T and I Disbursement Code Sheet (PLACE-ARS), is used for this purpose.  A complete tax segment must be in the master record before a disbursement transaction can be processed.  Reversals of such disbursements by Finance activity (TT 127) are initiated by Loan Guaranty coding action.  See paragraph 3.17b.



3.17	CODING NOTES



The following coding notes supplement the general coding instructions contained in section I and Figure 7, Portfolio Loan Tax Coding.



a.	TT@057



(1)	Tax segments are established by TT 057 only.  The master record of every loan account contains a tax segment for every separate tax that is paid.



(2)	In case of a fully tax-exempt property, there will be no tax segments established.  If some taxes are paid and others are fully exempted, tax segments will be established in the normal manner for those that are paid.



(3)	If taxes are paid by the obligor directly rather than by VA (Payment Mode "7") , the appropriate tax segment(s) will be established with complete data in all applicable fields.  Subsequent updating of the tax segment to record such payments will be accomplished by coding TT 157 with Segment Number (-HB), next Due Date (-HC), and any other applicable fields upon receipt of satisfactory evidence of payment.



(4)	The Segment Number, field -HB, remains constant after it is once assigned and is never changed.
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(5)	Special attention should be given to accurate coding of two key elements to assure proper tax service: Tax Collector Code, field -HH, and Tax Service Code, field -HJ.  (See par. 2.02 for definitions.)



(6)	When the Tax Service Code, field -HJ, is coded 2, 3 or 6, the Tax Description Number, field -HK, must be coded.



(7)	When establishing a tax segment by coding TT 057, be sure to code the proper tax collectors' name and address data (TT's  240, 245) unless it is already in the tax collectors' file.  Similarly, if the Tax Description Number is coded, field -HK, be sure also to code the tax description data, TT 257, unless it is already in the tax description file.  Refer to sections IX and X.



b.	TT@157



(1)	Tax data entered on the master record by TT 057 may be changed, or missing items inserted, by coding the particular items with TT 157.



(2)	To delete a complete tax segment from the master record, code the proper Segment Number, field -HB, and code a zero for Tax Type, field -HE.



(3)	If the TT 157 coding affects either the Tax Description File or the Tax Collectors' File, appropriate coding actions must be taken.  Refer to sections IX and X.



(4)	Certain data common to all tax segments with a given tax collector may be changed by "mass action" (without individual coding actions), by request to DPC on VA Form 26-8622, Tax or S/A Segment Change Request (PLS-PMS).



(5)	 Reversal of tax disbursement (TT 127).



(a)	This transaction is limited to cases when a Treasury check is canceled after the TT 027 was processed, or when the wrong loan account is updated by the TT 027.  The reversal (TT 127) is initiated by Loan Guaranty Division coding the proper Segment Number (-HB) and the amount to be reversed (-HG) on VA Form 24-8472, which will, in turn, be completed and processed by Finance activity.



(b)	The reversal transaction (TT 127) will automatically decrease taxes paid year-to-date and increase T and I balance.  In the tax segment, it will down date the next due date and callup date (e.g., by 1 year if annual mode, etc.), and will subtract the reversed disbursement amount from the estimated tax amount in the segment.  This may result in an apparent tax amount of zero!



(c)	Loan Guaranty will determine what corrective coding is necessary to adjust the tax segments for complete proper data after the reversal, especially the next Due Date (-HC) and Amount by Mode
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(-HG) using TT 157.  The two transactions TT's 127 and 157 should be forwarded together to Finance activity with annotations to transmit via VADATS/IDCU in the same batch.



(6)	Refund of taxes (TT 011/032).  When a tax refund is received, it is to be forwarded to Finance activity for local deposit and processing through the suspended credits file (TT 011) to restore the funds to the T and I account (TT 032).  In addition, the taxes paid year-to-date field may require adjustment by coding TT 091.  When these accounting actions are completed, Loan Guaranty will review the case and take corrective coding action if necessary to adjust the next Due Date (-HC) and Amount by Mode (-HG) in the appropriate tax segment using TT 157.



SECTION VII. PORTFOLIO LOAN INSURANCE CODING



3.18	 CODING ACTIONS



a.	Coding will be performed by Loan Guaranty to establish insurance segments utilizing TT's 058, 205 and 235, as applicable, at the following times:



(1)	When a direct loan is closed and the installment payment schedule is established.  For a construction loan with stage payments, insurance segment coding will be done when the installment payment schedule is established and the "final step" coding is performed. (See par. 3.13b.)



(2)	When a vendee loan is closed.  (See par. 3.15e.)



(3)	When a vendee account is repurchased.  (See par. 3.15e.)



(4)	When a loan is acquired.  (See par. 3.13e.)



(5)	When a new insurance segment is required for new coverage on an existing portfolio loan.



NOTE: Each and every active, primary loan account must have at least one insurance segment established in the record for control purposes.  This includes applications pending with a State insurance pool for assigned risks, as well as uninsured or uninsurable properties and the reason therefore.  (See par. 3.19f and g.)



b.	Coding will be performed by Loan Guaranty (utilizing TT's 158, 205 and 235) whenever necessary to make  changes in existing insurance segments on an individual basis.  Note that VA Form 24-8472 may be coded by Loan Guaranty to change certain insurance segment data when a disbursement is processed.
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c.	Coding will be performed by Loan Guaranty to record each insurance premium disbursement in the appropriate insurance segment (TT 028) or to reverse such disbursements (TT 128).  A complete insurance segment must be in the master record before a disbursement transaction can be processed.



3.19	CODING NOTES



The following coding notes supplement the general coding instructions contained in section I and Figure 8, Portfolio Loan Insurance Coding.



a.	TT@058



(1)	Insurance segments are established by TT 058 only.  The master record of every loan account contains an insurance segment for every separate insurance policy in effect (maximum of three segments).  The Segment Number (-JB) remains constant once - it is established.



(2)	Follow Up Code (-JD).  For regular insurance segments this should always be coded "2," so that VA Form 26-8607, Portfolio Loan Insurance Print Out (IPO),  will be received at least 2 months before the next due date (premium paid to date) to provide control and facilitate processing.  (Other followup intervals may be coded as appropriate for State pool applications and uninsured properties.)



(3)	If insurance premiums are paid by the obligor directly rather than by VA (Payment Mode "7"), the appropriate insurance segment(s) will be established with complete data in all fields.  Subsequent updating of the insurance segment to record such payments will be accomplished by coding TT 158 with Segment Number (-JB), Premium Paid To Date (-JC), and any other applicable fields upon receipt of satisfactory evidence of payment.  System output consisting of IPO's (insurance printouts) and RPO's 67 and 68 will be utilized for control and followup with borrower, per M26-3, paragraph 2.08f.  (See also subpar. b(4) below for special direct-pay cases with no VA followup.)



(4)	Payment Mode (-JF).  Codes 5 (term lump sum) and 8 (Nonlevel premium) are not valid in combination with Policy Period (-JM) of 1 or 9 (single year or continuous); such policies usually require payment mode 4 (annual).  If payment mode is 9 (uninsured), then both Type (-JE) and Policy Period (-JM) must also be 9 and Carrier Code (-JR) must be all 9's.



(5)	The Policy Number, field -JJ, must be expressed in exactly 10 numeric and/or alpha digits without any blanks.  If policy number is actually less than 10 digits, add leading zeros.  if greater than 10 digits, strike out leading numbers or letters.  Use a slash line (0) to designate numeric zero.
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b..	TT@158



(1)	Insurance data entered on the master record by TT 058 may be changed or missing items inserted by coding the particular items with TT@158. (Such changes may be coded on VA Form 24-8472 with TT 028, in which case, it will be processed in the system by a computer-generated TT 158.)  Note however that if Payment Mode (-JF) is coded "5" or "8", then Policy Period (-JM) must also be coded for a specific period 2 through 8.



(2)	To delete a complete insurance segment from the master record, code the proper Segment Number, field -JB, and code a zero for Insurance Type, field -JE.



(3)	When there are changes in Policy Number, field -JJ, and/or Insurance Carrier Code, field -JR, be alert to the possibility that the name and address of the insurance payee may also require changing.  If so, code TT's 205 and 235 on the same code sheet.



(4)	Waiver of Insurance Escrow.  The requirement for an insurance' escrow account may be waived IT is determined that the land value covers the loan balance, per M26-3, paragraph 2.06a(3). Thereafter, no further VA followup will be made in regard to insurance coverage.  In such cases, each applicable insurance segment will be flagged as payment mode "7" with carrier code "77777," so that no IPO's or insurance RPO's will be produced for field station action.  This will be done when the final VA payment of the renewal premium is processed by using VA Form 26-8455 to flag the segment by coding TT 158, fields (-JB) Segment Number, (-JF) Payment Mode "7," and (-JR) Carrier Code "77777."  (Note that the installment amount will also require change (TT 160) per paragraph 3.31f.)



c.	TT@205



(1)	When applicable, TT 205 will be coded to enter or change name of insurance payee.  This transaction may be processed singly or with TT 058 or 158 or 235 coded on the same code sheet.



(2)	TT 205 will not be coded if Payment Mode, field -JF, is coded "7."



(3)	Name of Insurance Payee (-RE).  Code full business name of insurance payee, (agency or carrier) in its normal order within maximum of 25 digits.  Blank spaces may appear within the coded name, but not apostrophes, hyphens or periods.  use initials and abbreviations, if necessary.  If the name does not fill the line (25 digits), insert an asterisk (*) in the space following the last coded character.
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(4)	Insurance Segment Number (-RG)  Special attention should be given to this field to assure that it is properly coded to identify the specific insurance segment to which the payee pertains.  The same segment number will be used in field -RG as in field -JB on TT's 058 and 158.



d.	TT@235



(1)	When applicable, TT 235 will be coded to enter or change address of insurance payee.  This transaction may be processed single or with TT 058 or 158 or 205 coded on the same code sheet.



(2)	TT 235 will not be coded if Payment Mode, field -JF, is coded "7."



(3)	Number of Lines (-RB).  If address requires more than two lines, both TT's 235 on the code sheet  must be circled and coded, and field -RB in both TT's must contain "3" or "4" for total number of lines used.



(4)	Lines of Address (-RE, -RF).  Insert an asterisk (*) in the next space after the last character that is coded in each line of address, unless the coded data completely fills the line.



(5)	In all fields with TT 235, use a slash (0) to designate numeric zero.



e.	TT@028 (Disbursements)



(1)	Insurance premium disbursements are coded by Loan Guaranty and recorded in the system by TT 028 only.  VA Form 24-8472 is used for this purpose.



(2)	Segment Number (-JB).  Extreme care must be taken to code this field accurately.



(3)	Premium Paid to Date (Card Columns 21-26 or -JC).  This field will be coded if it is desired to insert a specific next due date in the insurance segment, rather than permit the system to generate the next due date from the old date and the payment mode.  Note that this field must be coded in cases when the payment mode for the policy is other than codes 1 through 4 (e.g., code 5 or "Term"); otherwise, the system will update by only 1 month.  This field must also be coded when an additional premium amount is disbursed, otherwise, the system will erroneously update the next due date.  See subparagraph (6) below.



(4)	Dividend Credited (Card Columns 36-40 or -JH).  If this field is coded, the system will add the amount of dividend to the actual disbursement amount in the transaction and insert the sum into the Current Premium by Mode field in the insurance segment.
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Note that when an additional premium amount is disbursed, this field will be coded with an amount calculated to cause the system to insert the new full premium in the insurance segment.  See subparagraph (6) below.



(5)	Freeze Override (-JQ).  DO NOT CODE.  Leave blank. (T and I disbursement transactions process freely against all record conditions, including RC X4 on accounts in foreclosure.  However, these transactions will reject (reason code JC) on loans frozen for sale with diary code 110.  Such rejections are necessary for proper control by Finance activity of any post freeze disbursements.)



(6)	 Additional Insurance Premium



(a)	When an additional or supplemental insurance premium is to be disbursed on an existing policy, Loan Guaranty will code proper Segment Number (-JB), Next Due Date (-JC), Disbursed Amount (-JG) and Dividend Credited (-JH) on VA Form 24-8472.



(b)	The next due date and a "dividend" amount must both be coded; otherwise, the system will erroneously update the segment based upon the additional premium and the payment mode.  The system will add the coded "dividend" amount to the disbursed amount in the transaction and insert the sum in the Current Premium By Mode field in the insurance segment.  Therefore, field -JH will be coded with an amount calculated to cause the system to generate the full new premium by mode.



(c)	Loan Guaranty Division will determine what corrective coding, if any, may be necessary to adjust other data in the insurance segment using TT 158.  The two transactions, TT's 028 and 158, should be forwarded together to Finance activity with annotations to transmit via VADATS/IDCU in the same batch.



(7)	 Reversal of Insurance Disbursement (TT 128)



(a)	This transaction is limited to cases when a Treasury check is canceled after the TT 028 processed, or when the wrong account or the wrong insurance segment is updated by the TT 028.  The reversal (TT 128) is initiated by Loan Guaranty coding the proper Segment Number (-JB), and the amount to be reversed (-JG) on VA Form 24-8472, which will, in turn, be completed and processed by Finance activity.



(b)	The reversal transaction (TT 128) will automatically increase T and I balance.  In the insurance segment, it will down date the next due date and  callup date if the payment mode is 1 through 4.    (It will not down date if the payment mode is 5 through 8; e.g., a "term" mode.) Also, it will subtract the reversed amount from the current premium-by-mode field.  This may result in an apparent insurance premium of zero!
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(c)	Loan Guaranty will determine what corrective coding, if any, is necessary to adjust the insurance segments for complete proper data after the reversal, especially Premium Paid to Date (-JC) and Current Premium By Mode (-JG) using TT 158.  The two transactions, TT's 128 and 158, should be forwarded together to Finance activity and transmitted via VADATS/IDCU in the same batch.



(d)	If the reversal involves a wrong loan account, Loan Guaranty will recode TT 028 correctly so as to post the disbursement to the proper loan account and insurance segment.



(8)	Refund of Insurance Premiums (TT 011/032).  When an insurance premium refund is received and it is determined to apply the funds to the T and I account, the refund check is to be forwarded to Finance activity for local deposit and processing through the suspended credits file (TT 011) to restore the funds to the T and I account (TT 032).  When these accounting actions are completed, Loan Guaranty Division will review the case and take any necessary corrective coding actions in regard to insurance segment data, especially Premium Paid to Date (-JC) and Current Premium by Mode (-JG), using TT 158.



f.	 State Pool Applications



(1)	Applications.  When an application is made for coverage in a State pool for-assigned risks (Insurance Type 8), an insurance segment will be promptly established (TT  058) or updated (TT 158) without waiting for acceptance of the application or receipt of a policy.  If the particular payee's name and address are known at that time, it will also be entered in the record by coding TT's 205 and 235.



(a)	In areas where a State pool application contains valid policy and coverage data, it will be so coded in the regular manner.  This requires correct information for coding all fields in TT 058 or 158, except for policy number and carrier code.  Field -JJ will be coded "STATEPOOLS" if the policy number is not yet known, and field -JR will be coded "88888" if the carrier code is not yet known.



(b)	In some areas, the State pool procedures will make it necessary  initially to establish (TT 058) or update (TT 158) the insurance  segment with State pool' "application data" in certain basic fields in lieu of actual policy data.  Later, when the policy is received, such fields must be changed or corrected.  The following table gives guidelines for coding the "application data:"
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(c)	Upon receipt of the State pool policy or notice of acceptance, all fields of data in the insurance segment must be reviewed for validity and corrected as necessary by coding TT 158.  Particular attention will be given to Premium Paid to Date (-JC), Follow Up Code (-JD), Payment Mode (-JF) and Current Premium by Mode (-JG).  At the same time, the State pool payee's name and address will also be coded on TT's 205 and 235, if not already processed at time of application.



(2)	Followup for Policy.  If substantial delays or difficulties are experienced in receiving actual policies or notices of acceptance for State pool applications, control will be exercised by use of PLS insurance service output, such as IPO's and RPO'S.  When coding TT 058 for State pool applications, careful selection will be made of the date and the followup code to be coded in fields -JC and -JD, so as to set desired callup dates for followup with the State pool.  These dates will be based upon the time currently required to receive State pool policies.
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(a)	Example 1.  Assume that IPO's are wanted about 4 months after date of application and RPO's 67 and 68 on applications still pending about 6 months after application.  To accomplish this result, field -JC is coded with the date 6 months from date of application, and followup code "2" is coded in field -JD (6 months minus 4 = 2).



(b)	Example 2.  Assume that IPO's are wanted about 2 months after date of application and RPO's 67 and 68 on pending applications about 5 months after application.  This is accomplished by coding field -JC with the date 5 months from date of application, and field -JD with followup code "3" (5 months minus 2 = 3).



(c)	Followup action on State pool applications is facilitated by receipt of distinctive IPO's showing "STATEPOOLS" in the Policy Number block and the application date printed in the Effective Date block.  If the segment has not been updated with a new Premium Paid to Date (-JC), RPO 67 will be produced 15 days before the date coded in field -JC, and RPO 68 on that date and monthly thereafter.



(d)	When the State pool policy or notice of acceptance is received, every field of data in the insurance segment will be carefully reviewed and corrections made as necessary by coding TT 158.  (See subpar. (1)(c) above.) If an additional premium payment is made when the policy is issued, a TT 028 will also be required for the disbursement.  (See subpar. e(7) above.)



(3)	State Pool Coverage Denied.  If the State pool application is denied, the loan account will be promptly identified "UNINSURED" by coding  TT's 158 and 205 (and possibly 235) to update all fields of data in the insurance segment exactly as described in subparagraph g below.  A refund to VA of any premium payment will be handled as described in paragraph e(9) above.



g.	Uninsured and Uninsurable Properties



(1)	New Segment.  An "uninsured" segment will be established to provide identification, control and review at least annually by coding TT's 058 and 205 as follows:

�TT 058 Fields		Data to be Coded��-JB  Segment No.		1�-JC  Premium Paid To	Code followup date for next review,�		but not to exceed 12 months in�		future.�-JD  Follow Up Code	1�-JE  Type		9
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TT 058  Fields	Data to be Coded��-JF  Payment Mode	9�-JG  Premium by Mode	000000�-JJ  Policy Number	"NOT INSURED"�-JK  Face Amount	00000�-JL  Effective Date	Date the security became uninsured.�-JM  Policy Period	9�-JR  Carrier Code	99999�

TT 205  Fields	Data to be Coded



-RE  Name	Code specific reason for no insurance in plain

	language.  (Insert "*" if all 25 available spaces not

	used.)

	Examples:



"UNINSURABLE LOCATION*"

"UNINSURABLE CONDITION*"

"UNINSURED LAND ONLY*"

"LAND VALUE EXCEEDS LN BAL"



-RG  Segment No.	1



(2)	Existing Segment.  If the security property for an outstanding loan had been insured and it is now uninsured or uninsurable, the existing segment will be updated for uninsured status by coding TT's 158 and 205 with all fields of data exactly as specified above.  In addition, it will be necessary to eliminate the invalid previous payee address in the record by coding TT 235 as follows:���TT 235  Fields		Data to be Coded��-RB  No. of Lines		1��-RC  Trailer Control		Precoded 1



-RDZIP  Code			99999�

-RElst Line of Address		"NONE*"�

-RGSegment No.		1
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(3)	Followup Review.  One month prior to the selected date coded in field -JC as described in subparagraph (1) above, an IPO will be generated for field station review of the uninsured status.  The date selected for review will depend upon the circumstances of the case (planned repairs, construction, etc.), but will not exceed 12 months in the future.  Upon detailed review, insurance coverage will be obtained if available and applicable.



(a)	If insurance coverage is secured, the actual policy data will be coded into the insurance segment using TT 158 with all fields coded, plus TT's 205 and 235 for the payee name and address.



(b)	If application is made for State pool coverage, the insurance segment will be updated by coding TT's 158 and 205 with all fields of data exactly as described in subparagraph f above.



(c)	If the security property remains uninsured, the segment will be updated with a new date for the next followup by coding TT 158 as follows:



TT 158 Fields			Data to be Coded-



-JB  Segment No.		1



-JC  Premium Paid to		Code date selected for next review,

				but not to exceed 12 months in future.



SECTION VIII.  PORTFOLIO LOAN SPECIAL ASSESSMENT CODING



3.20	CODING ACTIONS



a.	If a special assessment is levied on the property, coding will be performed by Loan Guaranty to establish the special assessment segment on a new loan at the following times:



(1)	When a direct loan is closed and the installment payment schedule is established.  For a construction loan with stage payments, special assessment coding will be done when the installment payment schedule is established and the "final step" coding is performed. (See par. 3.13b.)



(2)	When a vendee loan is closed. (See par. 3.15e.)  (For special assessment coding on new vendee loans generated from PMS, see par. 3.14b.)



(3)	When a vendee account is repurchased. (See par. 3.15e.)



(4)	When a loan is acquired. (See par. 3.15e.)
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b.	Additionally, coding will be performed by Loan Guaranty to insert new special assessments levied on the property subsequent to closing or establishment of the loan, or to make changes in existing assessment segments on an individual basis.  The system can handle a maximum of three special assessment segments in the master record of an individual account.



c.	Finance activity is responsible for preparation of input to record each disbursement for special assessment (TT 029) in the appropriate special assessment segment, following certification by Loan Guaranty Division and scheduling for payment.  VA Form 24-8472 is used for this purpose.  A complete special assessment segment must be in the master record before a disbursement transaction can be processed.  Reversals of such disbursements by Finance activity (TT 129) are initiated by Loan Guaranty coding action.  See paragraph 3.2lb(5).



3.21	CODING NOTES



The following coding notes supplement the general coding instructions contained in section I and Figure 9, Portfolio Loan Special Assessment Coding.



a.	TT@059



(1)	Special assessment segments are established by TT 059 only.  If there are no assessments levied on the property, there will be no special assessment segments.



(2)	If special assessments are paid by the obligor directly rather than by VA (Payment  Mode  "7"), the appropriate special assessment segment(s) will be established with complete data in all applicable fields.  Subsequent updating of the special assessment segment to record such payments will be accomplished by coding TT 159 with Segment Number (-KB), next the Due Date (-KC) and any other applicable fields upon receipt of evidence of payment.



(3)	The Segment Number, field -KB, remains constant after it is once assigned and is never changed.



(4)	Note that the special assessment type codes, field -KE, are not the same as tax type codes.  See paragraph 2.02 for definitions.



(5)	Note that a Collector Code, field -KH, used for a collector of special assessments cannot be the same as the code used for a collector of taxes. (See par. 2.02, "Tax Collector Code.")



(6)	When the tax Service Code, field -KJ, is coded, 2. 3 or 6, the Tax Description Number, field -KK, must be coded.
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(7)	When establishing a special assessment segment by coding TT 059, be sure to code the proper tax collector name and address data (TT 240, 245) unless it is already in the tax collector file.  Similarly, if the Tax Description Number, field -KK, is coded be sure also to code the Tax Description data (TT 257) unless it is already in the tax description file.  Refer to sections IX and X.



(8)	On TT 059, Interest Paid, field -KP, and Interest Paid 1/1 to Date, field -KQ, will not be coded.



b.	TT@159



(1)	Special assessment data entered on the master record by TT 059 may be changed or missing items inserted by coding the particular items with TT 159.



(2)	To delete a complete  special  assessment  segment  from  the master record, code the 'proper Segment Number, field -KB,  and  code a zero for special assessment Type, field -KE.



(3)	If the TT 159 coding affects either the Tax Collectors' File or the Tax Description File, appropriate coding actions must be taken.  Refer to sections IX and X.



(4)	Certain data common to all special assessment segments with a given tax collector may be changed by "mass action" (without individual coding actions) by request to DPC on VA Form 26-8622.



(5)	Reversal of Special Assessment Disbursement (TT 129)



(a)	This transaction is limited to cases when a Treasury check is canceled after the TT 029 processed, or when the wrong loan account is updated by the TT 029.   The reversal (TT 129) is initiated by Loan Guaranty coding the proper Segment Number (-KB) and the amount to be revised (-KG) on VA Form 24-8472 which will, in turn, be completed and processed by Finance activity.



(b)	The reversal transaction (TT 129) will automatically increase T and I balance and decrease Interest Paid year-to-date, if appropriate.  In the assessment segment, it will down date the next due date and callup date, will subtract the reversed disbursement amount from the assessment installment amount in the segment (the result may be zero), and will adjust the principal and interest paid fields in the segment.



(c)	Loan Guaranty will determine what corrective coding is necessary to adjust the special assessment segments for complete proper data after the reversal, especially the next Due Date (-KC) and Amount by Mode (-KG) , using TT 159.  The two transactions TT's 129 and 159, should be forwarded together to Finance activity with annotations to transmit via VADATS/IDCU in the same batch.
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(6)	Refund of Assessment (TT 011/032).  When a special assessment refund is received, it is to be forwarded to Finance activity for local deposit and processing through the suspended credits file (TT 011) to restore the funds to the T and I account (TT 032).  When these accounting actions are completed, Loan Guaranty will review the case and take corrective coding action if necessary to adjust the next Due Date (-KC), Amount by Mode (-KG) and other data in the appropriate special assessment segment using TT 159.



SECTION IX.  TAX COLLECTOR CODING



3.22	CODING ACTIONS



a.	Coding will be performed by Loan Guaranty to establish and maintain name and address data for each collector of taxes or special assessments that are levied upon properties owned by VA or securing VA portfolio loans.  This data is kept in tax collector sequence in a separate file within the system.  It is not part of the master record of an individual loan account in PLS or property record in PMS.  A single tax collector file is used by both systems.



b.	Coding of tax collectors' name and address data will be completed by Loan Guaranty at the following times:



(1)	When a portfolio loan is closed, repurchased or acquired and the data for a specific collector is not already established in the system.



(2)	When a property is conveyed to VA, and the data for a specific collector is not already established in the system.



(3)	When new taxes or assessments are levied on properties owned by VA or securing VA portfolio loans, and the tax collector data is not already in the system.



(4)	Whenever a tax collecting authority is newly created or newly encountered in relation to portfolio loans or acquired properties.



(5)	Whenever it becomes necessary to change or to correct existing tax collectors' name and address data in the system.



C.	VA Form 26-8454 will be transmitted to DPC by mail, VADATS/IDCU will not be used.  An original and two copies will be sent to the Control Point for PLS input.



d.	The instructions for coding tax collector data are contained solely in this section of this chapter.  The general coding instructions in section I are not applicable to these transactions.
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3.23	CODING NOTES



The following coding notes supplement Figure 10, Tax Collector Coding.



a.	 Identification Data



(1)	Note that the identification data for a tax collector consists of eight digits: Office of Jurisdiction plus a six-digit code which identifies a specific collector of taxes or special assessments within a specific State. (See par. 2.02 for definitions.)



(2)	The same collector code cannot be used for a collector of taxes and for a collector of special assessments.



(3)	A collector which collects multiple taxes (i.e., taxes or special assessments defined by separate segments in PLS) will be assigned multiple tax collector codes, one for each separate tax or assessment segment.



(4)	Assignment of tax collector codes must be coordinated between stations which share jurisdiction within a State in order to avoid duplicate tax collector codes.



b.	TT 240



(1)	 Circle TT 240.



(2)	Name of Collecting Authority.  Code descriptive business or institutional name (not an individuals name) in its normal order within maximum of 25 digits.  Blank spaces may appear within the coded name, but not apostrophes, hyphens or periods.  If name exceeds 25 digits, use abbreviations.



(3)	Collector's name data in the system may be changed by completely coding a new TT 240.



(4)	 To delete a tax collector entirely from the file (both name and address), code TT 240 with an "XI' in the first position of the name field (block 27).



IMPORTANT:  A tax collector must not be deleted from this file if any tax or special assessment segments in the PLS or PMS master records contain this tax collector code.  Any such individual segments should first be changed or deleted by coding applicable TT's 157 or 159 in PLS, or TT's 657 or 659 in PMS according to the circumstances.  It is also possible to make a "mass change" of the tax collector code in all affected tax or special assessment segments in PLS and/or PMS by use of VA Form 26-8622 as described in paragraph 3.17b(4) and 3.21b(4).
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c.	TT 245



(1)	 Circle TT 245.



(2)	Number of Lines.  If address requires more than two lines, both TT's 245 on the code sheet must be circled and coded and "No. Lines" in both TTs must contain "3" or "4" for total number of lines used.



(3)	In all fields within TT 245, use a slash line (0) to designate numeric zero.



(4)	Collector's address data in the system may be changed by completely coding a new TT 245.



SECTION X.  PORTFOLIO LOAN TAXING DESCRIPTION CODING



3.24	CODING ACTIONS



a.	Coding will be performed by Loan Guaranty to establish taxing descriptions with data required to obtain, control and pay tax and special assessment bills.  This includes:



(1)	Taxing descriptions other than property address, when necessary, for one or more tax and/or special assessment segments of PLS and PMS records.  (Required for Tax Service Codes 2, 3 and 6; permissible for codes 0, 1, 4 and 5.)



(2)	Instructions for producing tax (and special assessment) account listings in special coded sort sequences as required by individual tax collectors.  (Required for and restricted to Tax Service Codes 2, 3 and 6.)



(3)	Identification of former owners' names if necessary for obtaining tax bills from individual collectors.



(4)	Data for the production of a special punched control card in the format required by an individual tax collector. (Tax Service Codes 4 and 6.)



b.	Taxing description coding will be performed at the following times:



(1)	When a property is conveyed to VA and the tax and special assessment segments are established in PMS, if tax descriptions (other than property address) are required.



(2)	When a portfolio loan account is established with the proper tax and special assessment segments, if tax descriptions are required.  If the desired tax description data is not available at that time, it will be input as soon as possible thereafter. (The
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loan establishment coding will not be delayed in any event.)  (NOTE: For tax description coding on new vendee accounts generated from PMS, see par. 3.14b.)



(3)	Whenever a change or correction is necessary in tax description or in the account sequence required on the tax account listing or in the former owner identification.



c.	The tax description data is kept in loan account or property number sequence in a separate tax description file within the system.  It is not part of the main master record of an individual loan or property record.  A single tax description file is used by both systems.



d.	VA Form 26-8453 will be transmitted to DPC by mail.  VADATS/IDCU will not be used.  An original and two copies will be sent to the Control Point for PLS input.



e.	The instructions for coding taxing description data are contained solely in this section of this chapter.  The general coding instructions in section I are not applicable to this transaction.



3.25	CODING NOTES



a.	Identification Data will always be coded in the same manner, regardless of which coding action is performed.



(1)	Items 1-5.  Code all 15 digits of loan or property identification data.  Item 5 will always be coded with the current name code.



(2)	 Item 6, Trans. Type.  Precoded "257."



(3)	Item 7, Tax Description No. Code tax description number assigned (1-9).  If more than one tax description applies to a single loan or property record, special attention is required to assure that the correct number is used to relate the tax description to the proper tax or assessment segments.  The correct tax description number must appear in each corresponding tax or assessment segment (field -HK on TT 057 or field -KK on TT 059 in PLS; or field -NI on TT 657 or field -PJ on TT 659 in PMS).



b.	Establish Taxing Description



(1)	Code taxing description data either by hand printing or by typing as found convenient in the particular case.  Observe the appropriate column numbers at top for hand printing or at bottom for typing.



(2)	Item 8.  Number each coded line of tax description in card columns 21-23, beginning with "001" and continuing in sequence.
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(3)	Item 9.  Enter the taxing description data on successive lines in columns 24-73 until entire description has been coded, using several code sheets if necessary.  A maximum of 238 lines can be included in one description.  Each line becomes a separate TT 257 in system processing.



(4)	Code each line of tax description just as it should appear when printed on a tax account listing.  Blanks, punctuation marks and abbreviations may be freely used.  Letters and numbers may be mixed.  A slash line (0) will be used to designate numeric zero.  Do not write fractions in a single space; e.g., "1/2" requires 3 spaces.  Special symbols for degrees, minutes and seconds should be avoided.



(5)	Item 10, Total Lines.  Enter the total number of lines that have been used in columns 74-76 on the first line ("001").  These columns will be blank on all subsequent lines.  Be sure that the total number of lines coded on all code sheets for one tax description is the number inserted in item 10 on line "001".



(6)	To change or correct a taxing description in the system, it is generally necessary to delete the old description and reestablish a complete new description as described in subparagraph f below.  However, the first line and the last line of an existing tax description may be changed or even deleted without disturbing the rest of the tax description data, as indicated below:



(a)	At the time the taxing description is established, Line No. "001" may be coded with special "coded sort" data for use in sorting the tax account listings in other-than-loan-account sequence by collector.  Line No. "001" may later be changed by individual coding without affecting the rest of the tax description data.  See subparagraph c below.



(b)	At the time the tax description is established, the last line of the tax description may be coded, "Former Owner, (Full Name)" in the event such data is needed to procure tax bills.  This last line may later be changed or deleted by individual coding without affecting the rest of the tax description data.  See subparagraphs d and e below.



(c)	Note that only one TT 257 with Line No. "001" coded will  be accepted for a given account in the same processing cycle.  Thus, either the first line or the last line of a tax description  may be changed at one time.  In order to change both the first and last lines of a description, it is necessary to prepare two TT's 257 on separate code sheets and to process them on separate days.
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c.	Taxing Description Sort



(1)	Standard Sort



(a)	The standard sort for tax account listings produced by the system is by loan account or property number sequence by tax collector.



(b)	Standard sort is used with or without tax descriptions for tax account listings produced for Tax Service Codes, 0, 1, 4, and 5 in the individual tax segments.  No special sort data is necessary for the standard sort.



(2)	Special Coded Sort



(a)	Any sort sequence required for tax account listings other than the standard sort is termed a special coded sort sequence.  Examples of commonly used coded sorts are borrowers' names, geographic names and addresses, lot and block numbers, and parcel reference numbers assigned to individual properties by taxing authorities.  A special coded sort is required for and restricted to Tax Service Codes, 2, 3 and 6 in the individual tax segments of the master record.  (The coded sort data is printed as first line of the tax description for codes 2 and 6; it is not printed with the tax description for code 3.)



(b)	Tax descriptions are required for all special coded sorts.  The coded sort is a maximum 50-character sort by position of any data on Line No. "001" of the tax description (columns 24-73).  The final sort elements (after the coded sort) are always by collector code within office of jurisdiction.  The tax description may contain additional lines of data (e.g., legal description), if desired or required for tax audit or control purposes.



(c)	Extreme caution is required in the coding for a special coded sort to assure that the output for a given tax collector is exactly as it was intended.  The coded sort offers wide flexibility, but demands precision in coding tax segments and tax descriptions.



(3)	Establish Coded Sort



(a)	A special coded sort may be established at the time the taxing description is first introduced into the master record in accordance with subparagraph b above.



(b)	Code TT 257 with Line No. "001" in item 8, columns 21-23; code the  sort data in item 9, columns 24-73; and code the "Total No. of Lines" in item 10, columns 74-76 as usual.
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(4)	Insert Coded Sort ("SRT")



(a)	A special coded sort may be inserted into an existing tax description that is already in the system without a special coded sort.



(b)	Code TT 257 with Line No. "001" in item 8, columns 21-23; code the desired sort data in item 9, columns 24-73; and code "SRT" in item 10, columns 74-76.



(c)	This transaction will insert the new Line No. "001" and shift all existing tax description lines behind it without the necessity of recording the basic tax description.



(5)	Change Coded Sort ("CNG")



(a)	Special coded sort data that is in the first line of tax description may be changed without recording the basic tax description.



(b)	Code TT 257 with Line No. "001" in item 8, columns 21-23; code the new sort data in item 9, columns 24-73; and code "CNG" in item 10, columns 74-76.



(c)	This transaction will replace the existing first line data with the new Line No. "001"  data required for the sort.  The balance of the taxing description will remain unchanged.



(6)	Punched Control Card.  Punched control cards are no longer produced for tax purposes.



d.	Insert or Change Former Owner's Name



(1)	If the former owner's name is necessary for obtaining tax bills, it may be inserted or changed in the system at any time.  The last line of the taxing description is used for this purpose.



(2)	Insert.  ( "FOR" If an existing tax description in the system does not contain a reference to former owner, it may be inserted (if desired) by coding a TT 257, Line No. "001," if with "Former Owner, (Full Name)" in columns 24-73, and "FOR" in columns 74-76.  (This action will add the former owner's name in a new last line at the end of the existing tax description.)



(3)	Change.  ("FCG") If an existing tax description in the system contains a former owner reference that requires correction, it may be changed by coding a TT 257, Line No. "001," with "Former Owner, (Full Name)" in columns 24-73, and "FCG" in columns 74-76.  (This action will replace the last line of the existing tax description with the "new" former owner's name.)
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e.	Delete Former Owner's Name.  ("FDL") If it is necessary to delete a former owner's name that is in the last line of an existing tax description, code a TT 257, Line No. "001," with "FDL" in columns 74-76.  Leave columns 24-73 blank.  (This action will delete the last line of the tax description.)



f.	Delete Taxing Description



(1)	Caution:  This coding will cause deletion of entire tax description that is identified by the tax description number in item 7.  Be certain that this is the desired and proper action to be taken.



(2)	On the first line, code "000" in item 8, columns 21-23, and "DEL" in item 10, columns 74-76.  Leave columns 24-73 blank.  (This action will delete the entire tax description.)



(3)	If a new tax description is inserted immediately to replace the deleted description, coding may continue on the same code sheet to establish the new tax description.  In this case, the next line will be numbered "001" in columns 21-23 (directly under Line No. "000") . The new taxing description data will be coded on successive lines, the coded lines will be numbered and the new total number of lines entered in columns 74-76 on Line No. "01" as specified in subparagraph b above.



(4)	When an active loan account is terminated by sale or payment in full, its tax description records (if any) are automatically deleted within the system.  No coding action is required for this purpose. (If the loan is foreclosed or conveyed, the tax description records are retained for the related property record in PMS.)



SECTION XI.  PORTFOLIO LOAN ADDRESS CODING



3.26	CODING ACTIONS



a.	Coding will be performed by Loan Guaranty to record the property address at the following times:



(1)	When a direct loan application is approved.



(2)	When a vendee loan is closed.  (NOTE:  For property address coding on new vendee  accounts generated from PMS, see par. 3.14b.)



(3)	When a vendee account is repurchased.



(4)	When a loan is acquired.



(5)	Whenever the property address requires change or correction.
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b.	Coding will be completed by Loan Guaranty whenever necessary to record the proper mailing address (if different from property address).



3.27	CODING NOTES



The following coding notes supplement the general coding instructions contained in section I and Figure 12, Portfolio Loan Address Coding.



a.	TT@035



(1)	Transaction Type 035 is always used for property address coding., including changes.  Only Loan Guaranty is authorized to code property address.  when a direct loan application is approved, a transaction string is required: TT's 030 and 035.  For all type of loans the full establishment transaction string (TT's 001/002 through 060) includes TT 035.



(2)	Transaction Type 035 may be processed in PLS to correct the property address in the PMS record, even if the portfolio loan is terminated and is no longer on the PLS active file.  In that event TT 035 will establish a PLS record with LSCC (Loan Status Control Character) zero (0).  In the same daily cycle the correct property address will be passed to the PMS record.



(3)	Number of Lines (-DA).  If address requires more than two lines, both TT's 035 on the code sheet must be coded, and field -DA in both TT's must contain "3" or "4" for total number of lines used.



(4)	ZIP Code (-DB).  Use the National ZIP Code Directory to determine unknown ZIP codes.  Do not leave blank.



(5)	Lines of Address (-DC, -DD).  Insert an asterisk (*) in the next space after the last character that is coded in each line of address, unless the coded data completely fills the line.



(6)	In all fields within TT 035, use a slash line (0) to designate numeric zero.



b.	TT@135



(1)	The master record will maintain both the property address and a mailing address for the current owner (if different from property address).



(2)	It is especially important that new vendee loans generated from PMS be promptly reviewed to assure that the borrower's correct mailing address is in the record for billing purposes.
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(3)	TT 135 is always used for mailing address coding, including changes.  It is also used to enter the name of a co-borrower or of a person or firm to whom mail for the owner is to be sent.  See subparagraph (8) below.



(4)	A mailing address (TT 135) may be entered on the same code sheet with the property address (TT 035), provided that the name code in the account's identification is not changed by an intervening TT 105 or 115 that is processed in the same cycle.  If the name code remains unchanged, the two address transactions may be entered on a single code sheet without difficulty.  (As regards name code in transferee cases on repurchased vendee accounts and acquired loans, refer to par. 3.15a(2).)



(5)	When an old mailing address must be deleted from the record because the new mailing address is the same as property address, code the property address data as mailing address with TT 135.  if the address thus coded is exactly the same as the property address that is recorded in the master record, then the system will retain only one address, recognizing that it is both property and mailing address.



(6)	Number of Lines (-DA).  If address requires more than two lines, both TT's 135 on the code sheet must be coded, and field -DA in both TT's must contain "3" or "4" for total number of lines used.



(7)	ZIP Code (-DB).  Use the National ZIP Code Directory to determine unknown ZIP codes for all mailing addresses in the nation including overseas military installations.  Code all zeros if mailing address is in a foreign country and has no ZIP code.  Do not leave blank.



(8)	First Line (-DC).  In the mailing address, this line may contain the name of a person or firm to whom mail for the owner is to be sent ("c/o FIRST NATIONAL BANK").  Or it may be used for the name of a co-borrower ("AND JOHN SMITH"),  if such information is desired in the record.  (Note that in such cases the complete mailing address must be coded, not merely the name in the first line.)



(9)	Lines of Address (-DC, -DD).  Insert an asterisk (*) in the next space after the last character that is coded in each line of address, unless the coded data completely fills the line.



(10)	In all fields within TT 135, use a slash line (0) to designate numeric zero.
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SECTION XII.  PORTFOLIO LOAN NAME CHANGE CODING



3.28	CODING ACTIONS



Coding will be performed by Loan Guaranty when the following changes are required in the master record:



a.	Change in name data (TT 105).



b.	Change of ownership (TT 115).



3.29	CODING NOTES



The following coding notes supplement the general coding instructions contained in section I and Figure 13, Portfolio Loan Name Change Coding.



a.	TT@105



(1)	The master record will maintain the names of both the original obligor and the current owner (latest transferee).  The Name Control (-AG) indicates on input transactions whether name data pertains to original or transferee owner.



(2)	TT 105 is used only to change name data previously inserted in the record with TT 005 (original obligor) or TT 115 (change of owner).  Name control (-AG) will be coded "1" if the transaction is to correct name data previously coded on a TT 005; and will be coded "2" if the transaction is to correct name data previously coded on a TT 115.



(3)	A Loan Guaranty Index card will be generated for the  field station when the computer processes each TT 105 (also TT's 005 and 115).



(4)	Liability Ident. (-AA).  May be coded on TT 105 to correct master record data.



(5)	New Name Code (-AB).  If this field is coded, the name code in the master record identification for the account will be changed accordingly; and all transaction types above number "105" in the same processing cycle (and all subsequent transactions) must use the correct new name code in identification to avoid being rejected.



(6)	Name (-AC).  This field must contain name of original obligor or current owner.  The name of a "third party" may be entered in the record as part of the mailing address.  See paragraph 3.27b.
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(7)	Code the full name within maximum of 25 digits as follows: Last name, comma, blank, first name, blank, middle initial.



(a)	If the name does not fill the line (25 digits), insert an asterisk (*) in the space following the last coded character.



(b)	If full name exceeds 25 digits, use initials only for the first and middle names.



(c)	If the name is an institution rather than a person, code the name in its normal order and place the comma at the end after the full name.



(d)	Endings such as "JR" or "INC" may be coded as part of the last name before the comma.  One comma must be used and everything to the left of the comma will be considered the "last name."  Blank spaces may appear within the coded name, but not apostrophes, hyphens or periods.



b.	TT@115



(1)	The master record will maintain the names of both the original obligor and the current owner (latest transferee).  The Name Control (-AG) which is used to distinguish between the two names in the record, will always be coded "2" on this transaction.



(2)	TT 115 is used only to record a change of ownership of the property and may be coded only by Loan Guaranty.  This transaction will reject if the how paid code is not "1" in the master record; i.e., if the prior owner had a deduction from benefits or an allotment, it must be removed before the TT 115 may be transacted.



(3)	A Loan Guaranty index card will be generated for the field station when the computer processes each TT 115 (also TT's 005 and 105).



(4)	Liability Ident.  (-AA).  Must be coded on TT 115 to indicate whether original obligor was released from liability.



(5)	New Name Code (-AB).  When this field is coded, the name code in the master record identification for the account will be changed accordingly.  All transaction types above number "115" in the same processing cycle (e.g., TT 135 with a change of mailing address) and all subsequent transactions must use the correct new name code in the identification to avoid being rejected.



(6)	Name (-AC)



(a)	This field must contain the name of the new current transferee owner in TT 115.  For coding details, refer to subparagraph a(6) above.
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(b)	The name of a "third party" may be entered in the record as part of the mailing address, in accordance with paragraph 3.27b.



(7)	Social Security Number (-AD).  This field will be coded for the new owner.  If it is not available, or if the new owner is a business firm or institution, code all zeros to replace obsolete data.  If the Social Security number becomes known at a later date, it may be inserted by coding TT 105 with the appropriate fields of data.



(8)	When a change of ownership is processed (TT 115), it may also be necessary to change the Taxing Description (TT 257, Line No. "001") , if Tax Service Code 2, 3 or 6 is being utilized with a special alphabetical sort on the borrower's last name, or if former owner's name is required for tax purposes.  Refer to section X.



(9)	When the TT 115 is  processed, the system will automatically:



(a)	Generate RPO 74 giving the former owner's name and year-to-date interest and tax data.



(b)	Change the owner's name and name data.



(c)	Zero out the year-to-date totals and (if a current account) old pay record and default data.



(d)	Delete old mailing address that is different from property address.  Therefore, if the property address in the system is incomplete, it will be corrected by coding TT 035.  If the new owner has a different mailing address, it will be coded using TT 135.   Refer to section XI.



SECTION XIII.  PORTFOLIO LOAN MISCELLANEOUS CODING



3.30	CODING ACTIONS



a.	Coding will be performed by Loan Guaranty for the following actions as described in paragraph 3.31.



(1)	Request for master record data (including payoff).



(2)	Referral for foreclosure or contract termination or voluntary conveyance.



(3)	Sold vendee reported paid-in-full (38 CFR 36.4600).



(4)	Docket retirement.



(5)	Diaries.



(6)	Restoration of entitlement.
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(7)	Interest Rate Reduction.



(8)	Change of installment.



(9)	Deduction from benefits or military allotment.



(10)	Modification.



(11)	Pay Record.



(12)	Record condition.



(13)	T and I indicator.



(14)	Delinquent service code.



(15)	Data changes and corrections.



b.	Finance activity will code the following actions in accordance with MP-4, part V, chapter 9.



(1)	Request for master record data.



(2)	Disbursements (new loans, advances, taxes and insurance).



(3)	Vendee account repurchased (38 CFR 36.4600).



(4)	Loan refunded/acquired.



(5)	Loan liquidations, sales and payoffs.



(6)	Record condition.



(7)	Diaries.



(8)	Miscellaneous accounting transactions.



(9)	Adjustments to delinquent accounts.



3.31	CODING NOTES



The following coding notes supplement the general coding instructions contained in section I and Figure 14, Portfolio Loan Miscellaneous Coding.



a.	TT@900



(1)	Request data coding will be done by the division making the request.
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(2)	Name code (item 5 in the identification) must be  coded  for every transaction.  For TT 900 only, if name code is unknown,   use any alpha characters (e.g.,  "NNN").  The transaction will process and the requested printout will show the actual name code in the master record.



(3)	Request Code (-ZA).  This code will indicate the type of printout requested.



(4)	Correspondence Symbol (-ZB).  This will appear on the printout to assure proper routing to the operating element that made the request.



(5)	Station Number (-ZC).  Code only if requesting station is not the same as office of jurisdiction for the account.  If coded, it will appear on the printout to assure proper routing to the requesting station.



(6)	Payoff.  To obtain status-of-account data for payoff or assumption, stations can use RAS (Rapid Access System) Screen PL1 or a TPR (Teleprocessing response) request will be coded by Loan Guaranty with "2" or "4" in field -ZA and "249" in field -ZB.  In shaded area to right of the transaction, show "PAYOFF DATE (Month �Day - Year).  "  Upon receipt of the TPR, Accounting activity will annotate proper payoff amount and deliver to Loan Guaranty.  This request and its response are to receive special handling throughout the station.



b.	TT@070



(1)	Referral.  TT 070, fields -MD and -ME, will be coded with the action date and referral code when the loan is referred to office of District Counsel for deed in lieu foreclosure (code 5), or when forwarded to office of District Counsel for foreclosure or contract termination (code 6), or when referred to Department of Justice for foreclosure (code 7).  This transaction will freeze the account with Record Condition X4.  Any subsequent change in referral status (e.g., from code 5 to 6, or code 7 to 5) will be coded in the same manner with another TT 070.  (The referral code in the record must be correct and up-to-date to assure accurate reporting and termination of loan accounts.)



(2)	Referral  Canceled.  If the loan has been referred for termination action (code 5 6 or  7), and the referral is subsequently withdrawn, the cancellation or withdrawal action will be coded using TT 170.  In field -MD, use the current date.  In field -ME, use referral  code  0.  This coding is necessary to remove the record condition freeze.  It applies to all loans that are reinstated after being referred for termination action.
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(3)	Record Condition X4.  TT 070 referral coding will automatically generate an X4 Record Condition on the account, and a TT 170 coded for withdrawal or cancellation as described in subparagraph (2) above, will automatically remove the X4.  This record condition cannot be put on or taken off an account by any other method.  (TT 0601160 coded to insert or remove Record Condition X4 will reject with Audit Reason Code JK.)



(4)	Termination.  Based upon detailed advice from Loan Guaranty on VA Form 26-6822, Advice of Termination and Indebtedness on Portfolio Loans, Finance will process the appropriate series of accounting transactions to close out the loan account.  Typically, this may include TT's 004, 062, 072, 074, and 082 as specified in MP-4, part V, chapter 9, paragraph 9N.  28c.  The system will then automatically generate the termination transaction (TT 070) using the referral code (5, 6, or 7) in the master record as the termination code.  Loan Guaranty must verify proper referral code prior to release of VA Form 26-6822.



(a)	If a loan is actually terminated by voluntary conveyance (deed in lieu of foreclosure), Referral Code 5 must be in the record prior to termination to assure correct processing.



(b)	 If a property is bid-in by a third party at the foreclosure sale, the proper Referral Code 6 or 7 must be in the record before the applicable accounting transactions are processed in order for the proper termination code 6 or 7 to be system generated.  (The proceeds of sale are applied via TT 032 with distinctive freeze Override Code 3 to indicate third-party bid.)



(c)	Note that if a loan is actually paid-in-full by the borrower while in process of liquidation, the referral code need not be withdrawn to assure correct termination.  When the applicable collection transactions process (TT 410 or TT 032 with Override Code 0), the system will generate the proper Termination Code 3 (repaid) or 4 (prepaid).



(5)	Abandoned by VA.  A loan termination without foreclosure, with the security abandoned by VA, is to be coded the same as a termination by foreclosure.  Thus, TT 070 with the proper Referral Code 6 or 7 (according to the usual foreclosure practice in the particular State) must be processed (if not previously coded) before Finance is advised to terminate the account without foreclosure.  Such a termination by abandonment by VA requires prior approval  of Central Office in accordance with M26-3, paragraph 2.27g.



(6)	Reversal of Termination



(a)	Since a terminated record remains on the active file for 3 months (2 months after the month of termination), the manner of
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reversing or canceling a termination action in the system (Term.  Codes 1-7) depends upon whether it is done within or outside the 3-month period.



(b)	Within 3 Months (LSCC is 7 or 9).  A termination that has been entered on the master record will be reversed by Finance activity preparing appropriate accounting transactions.  When these are processed, the system will automatically generate TT 170, Term.  Code "O" to cancel the termination,  adjust the AMIS (Automatic Management Information System) data bank, if necessary, and return the account to active status.



Exception:  For an account with no T and I balance terminated by sale (Term.  Code 1 or 2), Loan Guaranty will code TT 170 which will be processed with the accounting transactions.  In field -MA, use exactly the same termination date as had been entered on the master record originally.  In field -ME, use Term.  Code "0."  Leave other fields blank.



(c)	Outside 3 Months (No Record On Active File).  The active account must be reestablished by complete coding by Loan Guaranty and Finance as for a new account.  In addition, Loan Guaranty will code and process TT 170 as described in subparagraph (b) above and will inform the station's VBA-ARCO (Veterans Benefits Administration, AMIS Report Coordination Officer) of the facts of the case, so that the AMIS data bank may be corrected by contact with Central Office in accordance with MP-6, part VI, supplement No. 3.1, paragraph 102.02c(6)(f).



(d)	If the account on which the termination is reversed is actually "in foreclosure," the referral action must be coded with TT 070 and processed during the month following the termination reversal transaction.



(7)	PMS Records.  Property records in PMS are automatically established and updated as a result of regular PLS transaction processing.



(1)	When a TT 070 is processed in PLS for referral for foreclosure or deed in lieu, a "skeleton" property record under the same identification number will be generated in PMS in stage 0 (preassigned).  Subsequently, when a TT 070 processes for termination of the loan, the PMS record will be advanced to stage 1 (assigned to PM).



(2)	When a TT 170 is processed in PLS to cancel a referral action or to reverse a termination action, the PMS record will be automatically set to withdrawal status (title status 7).



(8)	Sold Vendee Reported Paid-in-Full.  Use the current date in field -MA and Term.  Code "3" in field -ME on TT 070.
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	(9)  Reversal of Sold Vendee Paid-in-Full Report.  A paid-in-full report that has entered on the master record may be canceled or reversed (and the account returned to its previous status as a sold vendee account) by coding TT 170.  In field -MA, use exactly the original date of sale.  In field -ME, use Term. Code "2."



	[(10)  Docket Retirement (TT 070/170)



	(a)  Docket retirement actions will be accomplished on a mass basis by published nationwide selection procedures.  See M23-1, part I, paragraph 15.05 and MP-6, part XI, supplement No. 5.3 (TEST), chapter 9 for folder retirement procedures.  Code 1 indicates that the folder was retired to a federal records center; code 2 indicates that the loan was sold and the folder was shipped to the loan purchaser; code 3 indicates that the folder was destroyed.



	(b)  When a folder is withdrawn from the Federal Records Center, code the withdrawal using TPL08, TT 170, docket retired code 0.



	(c)  If a sold loan is reacquired under the sale warranties and the docket retired code is 2, use TPL08, TT 170, docket retired code 0 to indicate that the folder has been returned to the station.



	(d)  If a folder is destroyed, use TPL08, TT 070 to enter docket retired code 3.



	(e)  Any erroneous docket retired code may be corrected by using TPL08, TT 170, using the appropriate docket retired code (0, 1, 2, or 3).]



	c.  TT@080



	(1)  Diary data coding may be done by either Loan Guaranty or Finance.  The master record can maintain a maximum of 10 diaries.  A single transaction TT 080 may add or delete a maximum of five diaries, utilizing fields -NA through -NE.



	(2)  For each diary, code a complete 10-character field with diary date, reason code and add/delete indicator.  Use "A" to add a new diary or "D" to delete an old diary.  For Sales Diary Reason code "110," the purchaser code (field -NF) must always be coded.



	(3)  For deletion, the diary date and reason code in the transaction must exactly match an existing diary in the master record.



	(4)  Purchaser Code (-NF).  This field must be coded for all "110" diary transactions to add or delete Sale Diary Reason Code 110.  This code is assigned only by Central Office (26).  The Diary 110 is deleted only upon specific instructions from Central Office.



	(5)  A special permanent Diary Reason Code 399 with diary date equal to maturity date is used to identify vendee installment contracts which provide the right of conversion to mortgage prior to payment in full.  
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Refer to paragraph 3.15g.  If the maturity date of such loan is changed(TT 150), the diary date will likewise be changed by adding a new Diary Reason Code 399 and deleting the old diary as described above.  If an installment contract is converted to a mortgage, the Diary Reason Code 399 will be deleted when the security instrument code is changed (TT 150).



	d.  TT@120.  Restoration of direct loan entitlement will be coded by the office of jurisdiction to update the old terminated direct loan record as soon as the restoration action is approved.  Code TT 120, field -BE, with the previously existing entitlement code in the second (units) position and an "R" in the first (tens) position (e.g., "R3").



	e.  TT@150.  If an interest rate reduction refinancing has been approved per M26-3, paragraph 2.22l(3) to avoid liquidation of a PLS account, TT 150, fields -FD (Interest Rate) and -FF (Special Financing), will be coded.  Field -FF must be coded "2" to indicate an interest rate reduction case.  In addition, TT 160, fields -GC (When Paid), -GD (Total Installment Amount), -GE (T and I Installment Amount) and -GQ (Override "2"), will be coded for the new installment amounts.  If the loan is also to be modified by extension and/or reamortization at the same time, additional fields will also be coded as appropriate.  (See subpar. f below and fig. 14).



	f.  TT@160



	(1)  Change of Installment.  Installment changes may also be made at any time by coding TT 160, fields -GC, -GD, and GE [].  New installment data are accepted as "pending" within the system and made effective only when the next payment notice is produced.



	(a)  When Paid (-GC), Total Installment Amount (-GD), and T and I Installment Amount (-GE).  All three fields must always be coded to change an installment.  The difference between the two amounts (-GD and -GE) must equal the principal and interest installment "constant" required to amortize the loan.  When making an installment change, both fields must be adjusted by the same amount, or else the P and I constant established in the loan instruments will be erroneously changed.



	(b)  Override (-GQ).  If the loan account is frozen (record condition other than 00), the override (field -GQ) must be coded "0" for TT 160 to process.  If it is deliberately intended to change or correct the P and I constant in the record, the two installment amounts (fields -GD and -GE) will be coded accordingly and the override (-GQ) coded "2" to satisfy the P and I audit.  When the processing of TT 160 changes the P and I constant in the record, RPO 62 is generated for Loan Guaranty to verify all coded data and the P and I constant against source documents.











3-50�March 19, 1991                                             			M26-11



(c)	An installment change transaction may be rejected for various audit tests; e.g. , if there is no prior installment data, or if the loan is a repurchased vendee account established in the current month (LSCC is 8), is referred for termination or deed-in-lieu (record condition is X4), or is a terminated vendee account (LSCC is 7 or 9).



(2)	Deduction or Military Allotment (TT 160)



(a)	How Paid (-GB).  If this field is coded "2" through "5", then Pay Record (-GJ) must be coded "4." If this field is changed from "2" through "5" to any other code, then Pay Record  (-GJ) must also be changed from "4" to the appropriate code.



(b)	Effective Date of Deduct (-GL).  For deduction cases, this date must be coordinated with the Adjudication Division through the Finance activity.



(c)	Claim Number (-GN).  Code only for deduction cases.  Omit for military allotments.



(d)	If the borrower's Social Security number is not already in the master record when a deduction or military allotment is established, it will be inserted by coding TT 105.  See paragraph 3.29a.



(e)	If the deduction or military allotment is involved with a loan modification the two (TT 160) actions will be coded on separate code sheets and processed in separate update cycles.  See subparagraph (4) below.



(3)	Cancellation of Deduction or Allotment.  A deduction or military allotment may be canceled (and direct payment established) by coding TT 160.   In field -GB, use how paid code "1."  Field -GJ, Pay Record, may require coding per subparagraph (2)(a) above.  In field -GM, code all zeros for amount.  If deduction is being canceled, code claim number in field -GN.



(4)	Modification (TT 160) (NOTE: If an acquired loan is to be immediately modified at time of acquisition and establishment in PLS, see par. 3.15g for input coding.)



(a)	Modification Type and Months Effective (-GK)



1.	For a permanent modification (extension and/or reamortization), code proper modification type (1-3) plus "000" for number of months effective.
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2.	For a temporary modification, code proper modification type (4-7) with the specified or estimated number of months the temporary agreement or court order is to be in effect.  (Temporary modifications are  intended to cure defaults or are based upon military service or bankruptcy status . )



(b)	Effective Date (-GL).  Code the effective beginning date of the modification agreement or court order (for all modification types 1-7).



(c)	Modification Amount (-GM).  Code the modified installment payment set forth in the agreement or court order (for temporary modification types 4, 5 and 7 only).



(d)	Operational Notes for Temporary Modification Types 4 5 and 7



1.	The modification amount is used for all system-produced payment notices sent to borrowers, but the regular installment amount is used for system accruals of amounts actually due.



2.	Late charges are not accrued on modification types 4, 5 and 7, but any outstanding accrued late charges will be retained and repaid or capitalized in the normal manner.



3.	If a payment (TT 400 series) or suspended credit (TT 032) is processed for an amount not equal to the agreed upon modification amount, the funds will be applied in the normal manner and RPO Reason Code 82 will be produced to alert the station for possible servicing action.    RPO Reason Code 82 shows two legends, "PAYMENT OF $        to and "MODIFICATION AMOUNT $             in the Remarks area o the RPO.



4.	If no payment is received on modification types 4, 5 and 7 by the next billing date after the due date, an RPO 96 will be produced for station followup action.



5.	On modification type 7 cases (bankruptcy) no servicing legends of any kind will be printed on payment notices sent to borrowers (harassment rule).



(e)	Cancellation of Modification



1.	Any modification type may be canceled or deleted by coding TT 160 with all zeros in field -GK.  Leave fields -GL and -GM  blank.



2.	Associated loan data elements also require review for possible  correction (e.g., term of loan, installment amounts, interest rate, etc.) by coding appropriate change transaction types.
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(f)	Expiration of Temporary Modification Types 4-7



1 .	RPO 72 will be produced 30 days before modification types 4-7 expire, and again on the expiration date.  For modification types 5-7 it will also be generated every 30 days after expiration, until the modification is coded for cancellation as described above, or is totally recoded for another period of time.



2.	Modification type 4 will automatically be deleted from the system in the first billing cycle after the effective date plus number of months effective has bee reached.  The payment notice will revert to the regular installment amount and actual status of the account.



3.	Modification types 5-7, however, will remain in the system and will be given special billing and collection processing, even though the expiration date has been reached.  Positive coding action to cancel or delete the modification or to renew it must be taken on each such case.



(5)	Pay Record (-GJ).  This field may be coded on TT 160 to change or correct pay record whenever necessary.  Codes "1" (Default) and "2" (Bad Pay) are inserted, changed and cleared by the system automatically.  Code "49" which is established and removed only by coding TT 160 may be used to mark an account "Not Available for Sale" because of special circumstances of the case other than default status.



(6)	Record Condition (-GA)



(a)	Loan Guaranty establishes Record Condition X2 (good funds only) by coding TT 160, field -GA (and field -GQ, if applicable).  The "XI' in the tens position stands for any existing accounting record condition 0-7 which must be included without change in any Loan Guaranty coding of the units position.  (Note that Record Condition X4 (Referral) may not be inserted or deleted by TT 0601160.  See subpar. b(3) above.)



(b)	When Record Condition X2 is established, Diary Reason Code 388 will be set automatically in the system for plus 120 days, at which time the Record Condition X2 will be deleted automatically and an RPO Reason Code 88 produced for station review.  If it is determined that payment by certified funds or money order only is still required, Record Condition X2 must be recoded using TT 160.



(c)	If Record Condition X2 is removed by coding TT 160, or by referral  for termination which sets Record Condition X4, Diary Reason Code 388 will be deleted automatically in the system.
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(7)	T and I Analysis Indicator (-GG).  This field on TT 160 may be coded "1" to obtain an immediate individual analysis or coded "2" to exclude an individual account from automatic T and I analysis.  (In addition, the T and I analysis indicator may be changed by "mass action" without individual coding by request to DPC on VA Form 26-8624, PLS - T & I Analysis Service Request.)



(8)	Delinquent Service Code (-GH).  This field on TT 160 may be coded to change the delinquent service code on an individual account from the standard code "6" generated by the system.



(9)	Override (-GQ) .  This field will be coded "O" when it is specifically desired to override a known record condition "freeze" and enter data with a TT 160.  The record condition will remain.



g.	Data Changes and Corrections



(1)	Data in the system should be corrected whenever errors are discovered or significant changes occur in reality.  For example, an erroneous interest rate will be immediately corrected by Loan Guaranty Division upon discovery, and any necessary adjustments made to the account by Finance activity.



(2)	Changes to data in the system are generally made by coding the proper 100 series transaction with correct data to replace the old data; e.g., property location entered into the master record on transaction type 020 is corrected by coding the proper State and county codes on transaction type 120.



(3)	The following transaction types require complete recoding of the entire transaction to effect any change of prior data.  The new data will replace the old.



TT	035	Property Address�	115	Ownership change�	135	Mailing address�	205	Name of insurance payee�	235	Address of insurance payee�	240	Name of tax collector�	245	Address of tax collector



(4)	Correction of tax description data may require deletion of entire existing description, and complete recoding of transaction type 257.  Certain limited changes, however, may be made without that necessity.  Detailed instructions for coding taxing descriptions are contained in section X. If extensive revisions of tax descriptions are necessitated by action of taxing authorities, consultation with Central Office (265C) is suggested.
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