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Freddie
5 Mac 1

Multifamily

Bulk CREFC Template

The Bulk Multifamily (MF) and Bulk Healthcare (HC) CREFC templates provide the Servicer a way of submitting Annual
and Quarterly CREFC forms on multiple loans at one time. The templates are excel-based and contain Individual CREFC
form MF and HC data fields in a data tape format. A Servicer now has the ability to extract the required data fields
from their Asset Management system, copy and paste the data into the Bulk CREFC template for multiple loans and
upload the data into PRS.

Listed below are several unique features of using the bulk template method of submission:

e There are two different templates for each property type — MF and HC. Both bulk templates have the same
column sequence and data elements. Data elements unique to healthcare will not apply to the multifamily
template and vice versa.

e The NOIWS and OSAR data elements are contained in one worksheet. Column sequence begins with the
Property Overview information followed by NOIWS and OSAR data elements. Column titles are self-
descriptive.

e At Contribution/Underwriting, data elements are intentionally excluded from the bulk templates. As such, the
corresponding variances between Preceding Year and UW are also excluded.

e Completeness and validation checks are performed in the excel template. Only loan records that have a
“Complete” status in the bulk template will be consumed by Property Reporting System (“PRS”).

e Upon successful upload of the bulk template records, Users will be able to view the uploaded bulk data and
Freddie Mac Underwriting data by downloading the Individual CREFC template or using the View Form
functionality in PRS from the queue grid.

e Required attachments — Operating Statements and Rent Rolls must be uploaded into PRS in order for the
submission to be considered Complete.

General Form Guidance

* Template Location

0 Bulk CREFC Template is location on the main menu of PRS under Download > Blank Assessment
Templates. Special Note: Always enable the macro and Active X controls before using the template.

Home Upload Download Reports My Account Administrati
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0 Bulk CREFC Template is a single worksheet with multiple columns and rows arranged in a data tape

format.
A B Cc
Validate Goto Status
Clear Validations Goto NOI
Find Errors Goto OSAR
Reset Find Format
Populate with relevant data
>
| 1 2 3
| Required Required Required R
FM Loan # Submission Period Template Type Report

IJS! Freddie Mac Loan Numbers

BulkDump | User Worksheet ‘ Legend ‘

Cell Description

O Required Fields are denoted above the column title.

1

Required
FM Loan #

2
Required

Submission Period

3

Required
Template Type

o Formula Cells appear in grey and contain embedded formulas that apply when the User clicks on the
Validate button regardless of whether the cell has a value or not.

=IF[AND{AIZ0="",A130="" A030="", AP30="", AQ30=""AR30="",AN20=""),"" (AI30+AI30+A030+AP30+AQ20+AR30+AN320))

ome

AS AT
45 46
Required Required

BA_*Effective Gross Income

BA_Real Estate Taxes
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o Override Cells appear in blue and contain embedded formulas that apply when cells are left blank or can
be overridden with values.

=IFAND{AG20="Annual",CZ30<>""),CZ30,IF[AND(AG20="Annual",CZ30=""),0,""))

KH Kl

294 / 295

Date_P Gross Potential Rent (3) P Less: Vacancy Loss_P

Validation Process

Performs completeness checks and validations in the template by clicking the “Validate” button. Errors are
highlighted with red borders and will display messages.

0 Required Fields: Certain key data elements are required. For example: Submission Period, NOIWS
Normalized DSCR. Certain fields become required when dependent fields contain a value. For example:
2" Preceding Year Occupancy Rate and Date become required when 2™ Preceding Year Income and
Expenses numbers are reported.

0 Valid Data Format: Certain fields contain validation rules that check whether or not the value entered
into the field is correctly formatted. Error messages describe the format rule.

0 Accuracy of Data: Certain fields contain simple logic to ensure data is accurate. For example: vacancy
must be negative, either GPR and Vacancy or Base Rent should be reported.

Loan Status

Provides a status of either “Complete” or “Incomplete” for each loan record in the worksheet. At the time of
submission, all errors must be corrected and only those loan records that have “Complete” status will be
consumed by PRS. Otherwise, the loan records will be rejected and considered “Incomplete.”
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The following validation functionality is included in the Bulk CREFC Template:

Name
Loan Status

Description
Each loan record will have a
“Complete” or “Incomplete” status.
PRS will skip loans that have
“Incomplete” status and will only
accept loans that have “Complete”
status. Required attachments must be
submitted before PRS will move a loan
record from “Due” to “Accepted”
status.

Example

Loan Status

Loan Status

Incompletel

Validate

Performs a validation check

Validate

Required Fields or
Errors

As part of the Validation function, a red
outline will appear on any data field
where an input is required or an error
has occurred. To display the error
message, simply hover over the cell.
Once the data has been corrected and
the Validation function has been
performed again, the red outline will
no longer display.

Clear Validations

Clears all errors identified during the
Validation process

Clear Validations

Find Errors

Identifies all errors contained within a
single worksheet. This is helpful if
there are several incomplete fields or
errors for the User.

Find Errors

Reset Find Format

Resets the Find Format by clearing
prior Find Error results

Reset Find Format |

Goto Status

Directs User to the column in the
worksheet where the Loan Status is
displayed

Goto Status ‘

Goto NOIWS

Directs User to the section within the
worksheet where NOIWS data
elements are located

Goto NOI

Goto OSAR

Directs User to the section within the
worksheet where OSAR data elements
are located

Goto OSAR
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Examples and Tips

1. The Freddie Mac loan number is a unique identifier that is considered a mandatory field. If a user fails to
provide the Freddie Mac loan number, the Loan Status will indicate “Empty Row” and the information will
not be captured upon upload into PRS.

Validate
Clear Validations

Find Errors

Reset Find Format

1
Required
FM Loan #

Goto Status
Goto NOI
Goto OSAR

2
Required
Submission Period

Loan Status

\ 987654321 2015Q3 I<j 0
2016

456789123 2016
741852963 2015Q3

Complete

2. Inthe example below, the cells have red borders around them because the same Freddie Mac loan number

was entered on multiple rows therefore triggering an error. In this instance, delete the duplicate loan number
and re-run the Validate function to correct the error.

Validate Goto Status

Clear Validations Goto NOI

Find Errors

Goto OSAR

Reset Find Format

1

2
Recquired Required
FM Loan # Submission Period
Seresas] e
123456789T 2016 MR
4567891 23‘4Duplicate Loan - See Row 20 2016 MF
123456789 2016 MR
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3. Submission Period and Template Type require specific naming conventions.

A B (o3

Validate Goto Status
Clear Validations Goto NOI
Find Errors Goto OSAR
Reset Find Format
- ubmission Period must follow PRS naming conventions:
-CREFC: YYYY

-CREFC: or YYYYQX

1 2 3

Required Required Required

FM Loan #

Submission Period

- Lat, n
The value is not in the list. Please select from the

987654321[Q32015

TN following values:

123456789|

2016 | M1995.1996,1997, 1998, 1999,2000,2001, 2002, 2003, 2004, 2

456789123

D05, 2006,2007,2008,2009,2010,2011,2012,2013,2014,20
2016 M5 2016,2017,2018,2010,2020,5021, 5022, 5023, 2024, 502
S.100501,19960Q1, 199701, 199801, 199901,20000Q1,2001
©01,200201,2003Q1, 200401, 200501, 2006Q1,2007Q1,20

05Q1,200901,2010Q1,201101,2012Q1,2013Q1,2014Q1,

20153Q1,201641,2017¢1,201841,2019¢1, 202001, 2021Q
1,202201,2023Q1, 202401, 202501, 199502, 199602, 1997
02, 199502, 199202, 200002, 200102, 200202, 200302, 20

D402, 200502, 200602,200702,2006802,200902,201002,

201102,201202,201302,301402,201502, 201602, 20170
2,201802,201902, 202002, 202102, 202202,202302,2024
02,202502, 199503, 109603, 199703, 199803, 199903,20

00Q3, 200103, 200203,200303,200403,200503,200603,

200703, 200803, 2009073, 201003,201 193, 201203, 2013Q
3,201403,201503, 201603, 201703,201803,201003,2020
03,202103,202203, 202303, 202403, 202503, 199504, 19

9504, 199704, 1998Q4, 199904, 200004, 200104, 200204,

200304, 200404, 200504, 200604,2007 04, 2008Q4, 2009Q
4,201004,201104, 201204, 2013Q4,201404,201504,2016
©04,201704,201804, 201904, 202004, 202104, 202204,20

2304, 202404, 2025Q4.

D

Template Type

emplate Type

Use HC to denote Healthcare
Use MF to denote Multifamily

3
Required

2016[Healthcare

4
Required

T {The value is not in the list. Please select from the following values: HC.

4. By clicking on the “Goto Status” button, the template will direct a user to the Loan Status column on the far
right. Please note that at the time of upload, loans that have “Complete” status will be accepted by PRS, while

loans that have “Incomplete” status will be rejected.

Validate
Clear Validations

Find Errors

Reset Find Format

1

Required
FM Loan #

Goto Status

Goto NOI ;

Goto OSAR

2
Required
Submission Period
987654321 2015Q3

123456789 2016 N
456789123 2016 N

Loan Status
Incomplete
i Complete \

Complete
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5. To locate an error within the Bulk CREFC Template, utilize the Find Errors functionality. Due to the
width of the spreadsheet, this functionality will allow a user to skip to the errors for easier

resolution.
Validate Goto Status
Clear Validations Goto NOI
 FindEmos o s | Find and Rapk
Find Ermors Golo OSAR ind and Replace En
- nd | Reglace ‘

Reset Find Format

Find what

El

Required
P ~ Occupancy Rate [physical)
1 ) i | fod et o g;

Required Required :
FMLoan £ Submission Period PP ———

987654321 201503 MF MR TRANMG MATERALdm  BDump

12456789 2016 MF MERL TRAINING MATERAL:sm  BullDump

VE ELT 8532016 TRADING MATERRALm BuliDump ) A B 1]
456789123 2016 MF VE BT 48 3 W16 TRADIAS RATERAA o BB i =g -mnnn I

T ¢ells) found

6. Excel converts dates to numbers. When a user is coding from their respective system of record to
the PRS Bulk CREFC Template, it is important for the user to ensure the mapping is accurate. In the
example below, an error message will not display.

atevalue displayed
Pate gets ill be used in
I 35 alculation for EGI
umeric
BA_Gross Potential Rent (3) BA_Gross Potential Rent (3) \
9/30/2015 |— 42277
4100128.66 4100128.66
5197913.53 5197913.53

10| Page



7. Inthe OSAR section of the Bulk CREFC Template, Extraordinary Capital Expenditure for 3™
Preceding, 2" Preceding, Preceding and Most Recent should be left blank.

HW , HX HY

Should be left blank

231 232 233

*Net Operating Income_3P Capital Expenditures_3P Extraordinary Capital Expenditures_3P
4345076.28 71446

Bulk File Upload Process

To upload a Bulk CREFC e, perform the following functions:

1. Click “Upload Assessment Bulk File” from the “Upload” menu.

Home  Upload Download Reports My Account  Administration  Help

Upload Individual Files

Upload Bulk SSR LIT Update Reportl ng SYStem

Upload Bulk File
This page is ONLY for upload of Bulk Data Excel files. Please DO NOT upload Assessment or Attachme

| Select |
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This will take a user to the Upload Bulk File page.

Upload Bulk File %

This page is ONLY for upload of Bulk Data Excel files. Please DO NOT upload Assessment or Attachment files here.

1 Select

2. Enter the file path or click Select to locate the excel file for upload.

3. Once the path has been entered, click Submit. The bulk file will upload and the loan records that have
failed to be uploaded will be listed on the “Upload Failures” screen.

Example of Upload Failures and messages

Incorrect Loan Number:
Upload BulK File &

This page is ONLY for upload of Bulk Data Excel files. Please DO NOT upload Assessment or Attachment files here.
Select

Submit

Bulk_MF.xlsm

File Processing Summary
Successfully uploaded:
Rejected:

Blank Rows:

18

1195

ErrorRow LoanNo
17

Error
987654100 Incorrect Loan Number
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Assessment doesn’t exist for Loan:
Upload Bulk File &

This page is ONLY for upload of Bulk Data Excel files. Please DO NOT upload Assessment or Attachment files here.

Submit

Bulk_MF.xlsm

Successiully uploaded:

File Processing Summary

16
Rejected: 1
Blank Rows: 1185

ErrorRow LoanNo

17

987654103

Loan Status = Incomplete for a row:

Upload Bulk File %

This page is ONLY for upload of Bulk Data Excel files. Please DO NOT upload Assessment or Attachment files here.

Submit

Bulk_MF.xlsm

File Processing Summary
Successfully uploaded:

16
Rejected: 1
Blank Rows: 1195
ErrorRow LoanNo

17

Select

Agsessment Doesn't Exist for this Loan

Select

Incomplete Template Submission
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To upload required attachments, perform the following actions:

Files”.
The document interface window will open up.

+ Clickthe blue up arrow (Upload Files).
The Upload Files window will pop up.

* Click “Add".
The Select Files window will pop up.

» You have the ability to select one or more files. Ensure that the files are named

window.

» Once you are ready to complete the upload, click “Upload”.
Your document will be immediately processed by the system.

» On the Main Menu, go to the upload drop-down menu and select “Upload individual

+ Browse to the appropriate location of files that you wish to upload and click “Open”.

properiy. For the files to properly process in PRS, the document naming convention
must be strictly followed. The files that you selected will appear in the Upload Files

Note: The file naming convention listed below needs to be strictly followed in order for the Bulk CREFC

Template and required attachments to be uploaded successfully into PRS.

Naming Convention for the Bulk and attachments

14 |

Form

Form

Operating Statement
Rent Roll
Other

Operating Statement
Rent Roll
Other

Operating Statement
Rent Roll
Other

Bulk_MF
Bulk_HC

XXXXXXXXX_A-CREFC-MF_FS_MM-DD-YY_S-YYYY
XXXXXXXXX_A-CREFC-MF_RR_MM-DD-YY_S-YYYY
XXXXXXXXX_A-CREFC-MF_Other_MM-DD-YY_S-YYYY

XXXXXXXXX_A-CREFC-HC_FS_MM-DD-YY_S-YYYY
XXXXXXXXX_A-CREFC-HC_RR_MM-DD-YY_S-YYYY
XXXXXXXXX_A-CREFC-HC_Other_MM-DD-YY_S-YYYY

XXXXXXXXX_Q-CREFC-MF_FS_MM-DD-YY_S-YYYYQn
XXXXXxxxX_Q-CREFC-MF_RR_MM-DD-YY_S-YYYYQn
XXXXXXXXX_Q-CREFC-MF_Other_MM-DD-YY_S-YYYYQn



e Operating Statement o Xxxxxxxxx_Q-CREFC-HC_FS_MM-DD-YY_S-YYYYQn
e RentRoll o xxxxxxxxx_Q-CREFC-HC_RR_MM-DD-YY_S-YYYYQn
e Other o xxxxxxxxx_Q-CREFC-HC_Other_MM-DD-YY_S-YYYYQn

Viewing Uploaded Assessments

Successful assessments will be processed through PRS using the standard workflow queues. A user may
view the uploaded data from the Bulk CREFC template for each record by using the “View Form”
functionality from the Context menu in the assessment Queue Gird or downloading an Individual CREFC
Template.

Getting to the Queue Grid

. ]
e =
e || =) .
@ e, = | \'x_;" CONVILIS SO
Home Upload Download Re

N
Freddie Vlac

Home m F I
Boarding =]
Pipeline = [
All Assessments m
Loan Management =) |1 Click on the drop down menu for either Annual or
Quarterly Financial (=] // Quarterly Financial to get to the status queue grid
Annual Financial L:f/_
Due [
R | | .
Accepted ~~ |Navigate to the Completed or Accepted queues by
Inspectlonllj [ clicking the status
Compliance (=]

—
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Using the View Form functionality from the queue grid to view uploaded bulk data and FM
Underwriting information

FFC WL As of Date Type Submission Period Due Date . Original Submitted D3
h ¢ crefc T L‘r_, | T_ | L_.T
[18/2015 A - CREFC - MF 2015 07 /15/2015 07/06/2015

A - CREFC

& View Seller/Servicer Details

18/2015 A - CREFC - MF 2015

[22/2015 A - CREFC - MF 2016

View Loan Details

View Form

View Documents

1
-~
1

MF NOIWS m I

MULTIFAMILY OPERATING STATEMENT ANALYSIS REPORT (includes Mobile HorlD)gtQg reported in the bulk

arecatea Leantamplate will display in the

I
FM Underwriting Data will ot i DOV OIS0 Trst

respective reporting periods

be pre-populated in the
“At Contribution” Column

Current Net Rentable SF/Units/Beds/Roor Use second box to specily saft.,

Yeoear BuiltYear Renovated
specify annual/per
it

Cap Ex Reserve (annually)per Unit otc_ (2)
Statement Ending Date Underwritin 12/31/2014 12/31/2015
Occupancy Rate (physical) 06.09 % 93.79 % || 9517 %

Il 8/12/2012 12/12/2074 | 12/14/2015

Occupancy Date
(1) "X if debt is outside of the trust, otherwise leave blank
(2) Total $ amount of Capital Reserves required annually by loan docurments

INCOME:

[ T T
12,00

Number of Mos. Covered 1200

Period Ended

Statement Ending Date

Gross Potential Rent (3)
Loss: Vacancy Loss I

3rd Precedin: Preceding Yr.

At Contribution
Information

$5,355,936 00
($375,666.00)

$5,881,916.00 86,217, 67500
@361,332.00) | (F402,417.46)

<
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Downloading the Individual CREF template from the queue grid to view uploaded bulk data and FM
Underwriting information

EFC WL As of Date Tvpe Submission Period Due Date - Original Submitted D3
LT crefc [T r L |—1
182015 M - CREFC - MF 2015 07/15/2015 o7/06/2015

View Sellery/Servicer Details

18/2015 A - CREFC - 2015

View Loan Details

Vieww Form

[22/2015 A - CREFC - 2016

View Documents

1
Freddie Mac PRS P & % = 0O
Attachments /
|. 4 l Assessment Documents |
1 . Returned
1 subfolders
E . Assessment Do ents 4 files, 552 KB
: Name : Size Type Date Modif
.. Returned File Folder 3/15/2016 .
A-CREFC-MF_03-22-16_5-2016 59 KB XLSX File 3/17/2016
A-CREFC-MF_F5_03-22-16_5-2016 105 KB PDF File 3/17/2016:
A-CREFC-MF_RR_03-22-16_5-2016 194 KB PDF File 3/17/2016:
A-CREFC-MF_RR_12-14-15_5-2016 194 KB PDF File 3/16/2016
|l
| v
< >
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