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Conversion to Project Based Rental Assistance (PBRA)
Part 1: General Overview of the Closing Process for PBRA Conversions
Assignment of a RAD Closing Coordinator 
Upon issuance of the RAD Conditional Approval Letter, the RAD Closing Coordinator will serve as your main point of contact during the closing process. The RAD Closing Coordinator will contact you with closing instructions and will also arrange a kick-off call with internal and external parties to discuss the closing process, timelines, and other topics as needed. Note: FHA-RAD Closings will follow the existing FHA requirements and closing process with the addition of a RAD Closing Coordinator who will review the RAD-specific documents.

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

Closing Package Submission 
All draft closing package submissions to your RAD Closing Coordinator must be uploaded via www.radresource.net. Upload instructions can be found in Part 3 of this document. Only complete draft closing packages will be reviewed. The draft closing package should be submitted within two weeks of HUD’s issuance of the Conditional Approval Letter.

Closing Package Review & Closing
Upon receipt of a complete closing package, the RAD Closing Coordinator will review, provide comments, and work with you to finalize all required documents in order to close. The RAD closing will occur concurrently with the financing closing (if applicable) and will include execution of the RAD PBRA HAP contract and RAD Conversion Agreement.

Final Closing Docket Submission
Following closing, upload copies of all final, fully executed, and recorded (as applicable) documents to the Final Closing Docket transaction page on www.radresource.net. This includes uploading final, fully executed documents evidencing that all financing shown in the final, approved RAD Sources & Uses has closed.



Part 2: Closing Checklist for RAD for Mod Rehab/Mod Rehab SRO PBRA Conversions
	No.
	Document
	Included

	1
	Closing Contact List 
	☐Yes ☐No 

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

	3
	RAD PBRA HAP Contract Parts 1 and 2 with exhibits (HUD Forms 52619 & 
52617) and Environmental Rider (if applicable)

Include Consent to assignment of HAP Contract HUD Form (if applicable)
	☐Yes ☐No

	4
	Request to change information in the draft RAD for Mod Rehab/Mod Rehab SRO Conversion Agreement

Note: Review the draft RAD Conversion Agreement attached to your RAD Conditional Approval letter. HUD to provide final version of document for review in advance of closing. The Sources & Uses exhibit attached to the Agreement can be updated on the RAD Resource Desk > Transaction Pages > Transaction Log > As-Closed column. 
	☐Yes ☐No ☐N/A

	5
	Project Owner’s/Management Agent’s Certification (HUD Form 9839) 
	☐Yes ☐No 

	6
	Management Entity Profile (HUD Form 9832) 
	☐Yes ☐No ☐N/A

	7
	Property Management Agreement 
	☐Yes ☐No 

	8
	Evidence of Required Amount of Fidelity Bond Coverage 
	☐Yes ☐No 

	9
	Form of Tenant Lease (PBRA Model Lease HUD Form 90105a)
	☐Yes ☐No

	10
	Evidence of executed construction bids/contracts, or other final pricing information. Required for all conversions that have post-closing repairs:
· Executed construction contract including final bids/pricing information
· If work is being done by property staff and not a third party, provide documentation showing the pricing, quantity, and replacement timeline (date order will be placed, when the item(s) will be delivered, and when installation will be completed). The documentation should be dated and executed.
	☐Yes ☐No ☐N/A 


	11
	Other Documents
	☐Yes ☐No ☐N/A 

	STEPS TO BE COMPLETED IMMEDIATELY AFTER CLOSING

	1
	Once closing has occurred, provide email confirmation to your assigned RAD Closing Coordinator and attach the following fully executed documents:
1. Fully executed RAD PBRA HAP contract with all exhibits
2. Fully executed RAD Conversion Agreement
3. Other documents as specified in your RAD closing escrow instructions letter
	☐Yes ☐No

	2
	Upload a copy of all final and fully executed (& recorded, as applicable) documents, including evidence that all financing has closed, and complete the resident data on the Final Closing Docket transaction page on www.radresource.net within 10 days following your RAD HAP contract effective date. 

Example: Your transaction closed on 2/15/25 with a 3/1/25 HAP effective date. The RAD Final Closing Docket transaction page must be completed and submitted to HUD no later than 3/11/25.
	☐Yes ☐No

	3
	Complete and submit the RAD Completion Certification via the RAD Resource Desk (www.radresource.net > Transaction Pages > Completion Certification
· For transactions with no required post-closing repairs (per your RAD Conversion Agreement): Submit within 10 days of your RAD HAP contract effective date.
· For transactions with required post-closing repairs (per your RAD Conversion Agreement): Submit within 45 days of completing the Scope of Work and no later than the timeframe specified on page 1 of your RAD Conversion Agreement. Contact your RAD closing coordinator should you require additional time.
	☐Yes ☐No




Part 3: Instructions for Uploading the Draft Closing Package to the RAD Resource Desk
The draft closing package submitted to your RAD Closing Coordinator must be uploaded to the “Closing” transaction page on www.radresource.net. 

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