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Webinar Logistics
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• Submit content 
related  questions via 
the WebEx Q&A box –
submit to “All 
Panelists”

• Submit technical 
issues related to 
WebEx in the Chat 
box – submit to 
“Host”



Presenters
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Host
• Jennifer Larson, Office of Asset 

Management and Portfolio Oversight

Speakers
• David Wilderman, Office of Production



Today’s Webinar

• First CNA e-Tool session for OAMPO, 
focusing on PRACs & Needs Assessors 

• Additional information and recordings will 
be made available at 
https://www.hud.gov/program_offices/ho
using/mfh/cna
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https://www.hud.gov/program_offices/housing/mfh/cna


Learning Objectives

• Requirements for using HUD's CNA e-Tool for 
PRACs

• Unique aspects of reviewing and submitting the 
CNA e-Tool for PRACs

• Resources that are available to assist CNA e-
Tool users
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Relevant Guidance

• Housing Notice 2016-18 – Implementation of CNA e-
Tool

• MAP Guide
– Appendix 5, Section III.C – CNAs for Asset Management Function
– Section 5.2.B.2 – Qualifications of Needs Assessors

• Housing Handbook 4350.1
– Chapter 4 – Reserve for Replacement
– Chapter 7 – Processing Budgeted Rent Increases
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https://www.hud.gov/sites/documents/16-18hsgn.pdf
https://www.hud.gov/program_offices/administration/hudclips/guidebooks/hsg-GB4430
https://www.hud.gov/program_offices/administration/hudclips/handbooks/hsgh/4350.1


What is a Capital Needs Assessment (CNA)

• Describes the physical inventory, condition, durability 
of a Multifamily property.

• Prepared by an independent 3rd party needs assessor

• Must include a year by year schedule of projected 
capital needs and associated costs (provided by the 
needs assessor)

• The Estimate Period for HUD CNAs is 20 years

• The CNA describes critical, non-critical, and future 
repairs/replacements.
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CNA  REPORT 
Follows the ASTM 2018-01 Standard: 
As shown on the Assessment Tool, Narrative Form:
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CNA e-Tool Quick Facts
• Required February 1, 2018 for PRAC projects 

when a significant increase to R4R is requested

• Minor R4R increases (annual contribution 
increase of less than 5% or $500) do not 
require a CNA

• CNA e-Tool will be completed by a Needs 
Assessor

• This expense is reimbursable from the R4R
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PRAC Examples
• Maple Apartments has an annual R4R contribution of $3,000.  

As part of their rent increase, they want to increase their R4R 
by $400 in anticipation of common area carpet replacement.  
They do not need to submit a CNA because even though the 
increase is over 5%, it is less than $500.  

• Birch Apartments has an annual R4R contribution of $3,000.  
They plan to replace the building’s roof within 10 years and 
want to prepare, so they request a rent increase that adds 
$1,000 to their annual contribution.  They must prepare and 
submit a CNA using the CNA eTool before HUD can approve the 
rent increase.
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CNA e-Tool Overview
• There are instructions about how a CNA must be 

performed and documented
– Use a qualified assessor (MAP Guide 5.2.B.2)
– Must follow the MAP Guide

• The process for sending a CNA for a non-FHA insured 
project to HUD

– Owner obtains from a qualified assessor, reviews
– Assessor completes assessment tool 
– Owner sends to appropriate HUD representative
– HUD reviews and provides feedback
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PRAC Owner Role

• Owner determines a property may have unmet 
future capital needs

• Owner hires a qualified assessor to perform 
compliant CNA

• Owner reviews and ensures a quality CNA is 
received from the assessor, prior to sending to 
HUD

• Owner submits request for reimbursement from 
the Reserve for Replacement
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Needs Assessor Role  

• Focus solely on the physical condition of the 
property

• Provides an assessment of the physical condition 
covering a span of 20 years 

• Complete CNA Tool and address/resolve flags

• Not responsible for the completion of the reserve 
for replacement schedule
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HUD Account Executive Role
• The HUD Account Executive will review the 

Assessment Tool, Flag Notes, and exhibits

• Particular attention paid to whether 
notes/explanations for Warning Flags are provided 
(Severe flags are not acceptable)

• If documentation is unsatisfactory or incomplete, 
Account Executive sends CNA back to Owner for 
revisions

• If CNA is acceptable, Account Executive will issue 
approval letter
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The Owner reviews the CNA, and in a single 
zip file emails the digital CNA files to HUD 

Regional Asset Management Office

The Regional Asset Management Office’s Program Assistant 
(PA) retrieves the zip file and assigns it to the appropriate 

Account Executive.

HUD AE reviews the Owner’s CNA 
documentation.

HUD AE approves the CNA and 
notifies the Owner via email.

HUD AE may return the documentation and request 
corrections be made. Owner provides revised 

documentation back to the HUD AE for additional 
processing so CNA can be approved.

CNA e-Tool Process 
for projects 

without 
FHA mortgage 

insurance

Owner hires a 3rd party, qualified needs 
assessor to complete Assessment Tool, flag 
notes, and exhibits to compile a digital CNA

Qualified assessor completes the Assessment 
Tool, flag notes, and necessary exhibits and 

delivers digital CNA to Owner



CNA e-Tool Toolbox for PRACs 
• The Assessment Tool (Excel)

– Available online

• The Validation Engine (Web)
– Open to the public

• Instructions are provided @ 
https://www.hud.gov/program_offices/
housing/mfh/cna
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https://www.hud.gov/program_offices/housing/mfh/cna


https://www.hud.gov/program_offices/housing/mfh/cna
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https://www.hud.gov/program_offices/housing/mfh/cna


The Assessment Tool
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The Validation Engine
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The Validation Engine
 
• A completed  Assessment Tool  must be  

“Validated”  to  see results and  address flags 
1) “S” (Severe)  Flags  must be removed through  corrections  to 

the  Assessment Tool  file, revalidate 
2) Flag Notes then created by  the needs assessor 

•	 Can export Flags from Validation Engine to separate 
Excel file, add notes in new column 

•	 Must explain any remaining “W” (Warning) flags
 
•	 Option to add explanations for “I” (Informational) flags 

• Flag Notes should always be provided as part 

of a completed CNA, along with exhibits
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Useful Reference Materials
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https://www.hud.gov/program_offices/housing/mfh/cna

https://www.hud.gov/program_offices/housing/mfh/cna


HUD Exchange Training Modules

• Linked to from the CNA e-Tool homepage
HUDExchange.info > Trainings > Capital Needs Assessment e-Tool
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https://www.hudexchange.info/trainings/capital-needs-assessment-e-tool-training/


The Ask A Question
(AAQ) Resource

• Linked to from the CNA e-Tool homepage
HUDExchange.info > Program Support > Ask A Question
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https://www.hudexchange.info/program-support/my-question/


Your questions?
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Thank you!
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