Posted October 15, 2010
Section 8 Vouchers Suspended by TRACS

A Customer Service Message for Owners/Management Agents (O/A) and Contract Administrators (CA) from the Financial Operations Division (FOD), Office of Housing Assistance Contract Administration Oversight (HACAO), Office of Multifamily Housing, U.S. Department of Housing and Urban Development, Washington DC.

Step 1: Your voucher may already be paid!

Many O/As and CAs submit vouchers for manual review that have already been paid or will be paid.  This is not necessary and can be avoided by first checking the voucher Status Code in TRACS Voucher Query before transmitting the voucher for FOD.

· Status Code P00 voucher paid, do not transmit voucher to FOD.

· Status Code P10 voucher will be paid, do not transmit voucher to FOD.

Step 2: If the Status Code is T03, T31, T51, or T52 the O/A must transmit the voucher to FOD for manual review.

Email a digital copy (Adobe Acrobat PDF file) of the voucher to VoucherProcessing@hud.gov.

Help us avoid mix-ups and delays in reviewing your voucher by following these FILE NAME and Email SUBJECT LINE requirements.

· The FILE NAME must be the “Contract number plus month (three letters) year (two digits).” For example: NC19Q05100 JUL 10
· Email each voucher separately if submitting multiple vouchers.
· The Email SUBJECT LINE must be the “Contract number plus month (three letters) and year (two digits).”  Same as above example: NC19Q05100 JUL 10
Alternative FAX instructions –the FAX COVER SHEET must include O/A or CA contact person’s

· Name

· Telephone number

· Fax number

· Email address

· NEW Fax telephone number: 202-708-1300
Step 3: If the Status Code is T91 or T92, only Traditional Contract Administrator (TCA) submitted vouchers must be manually reviewed by the FOD.  TCA must email digital copy (Adobe Acrobat PDF file) of the voucher to the FOD for manual review.  Please follow above file name and email subject name requirements or alternative FAX requirements.

Step 4: If the Status Code is T30, FOD will contact O/A or CA, as appropriate.

Step 5: If the Status Code is T53, O/A or CA should contact the TRACS Help Desk if assistance is needed.

Email address (best method because messages and responses are tracked): TRACS@hud.gov.

Telephone: 1-800-767-7588

Step 6: All other status messages and codes: O/A must contact the Multifamily Housing Project Manager in the HUD Hub or Program Center office that serves the project.  Information by state: http://portal.hud.gov/portal/page/portal/HUD/states.  
