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Broker/Agent Initiated Extension Statuses 
  

 

 

 

 

 

 

 

 

 

 

 

 

 

 

HHS Extension Screen status HHS My Bids card status 

Sales Extension Created Created 

Sales Extension Request Preliminarily Accepted Preliminarily Accepted 

Sales Extension Canceled/Rejected Canceled or Rejected 

Final Extension Package Submitted by Broker/Agent Final Package Submitted 

Sales Extension Information Verified/DocuSign Process DocuSign in Progress 

Sales Extension Failed Verification Failed Verification 

Broker/Agent Resubmitted Extension Documents Documents Resubmitted 
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Sales Extensions in HUD Homestore 
 

Brokers and Agents may initiate sales extension requests directly through HUD Homestore at 
https://www.hudhomestore.gov/.  To add or view sales contract extensions within HUD Homestore, you 
must be logged in as a Broker or Agent. Once logged in go to the menu bar. Go to My Bids  Accepted 
Bids tab to view your accepted bids. 

 

 

 

 

My Bids – Accepted Bids Tab 
 

The Accepted Bids tab has been updated to show 4 tabs that better reflect how bids are categorized. 

 

Bids with active sales extension requests that require action from the Broker/Agent will be in the Action 
Required tab. This tab includes sales contract extension requests that require a response, documents, or 
in-progress Broker initiated extensions that have yet to be submitted. All other sales extension bids 
(including eligible extension bids) will be listed in the Under Contract tab. 

Each bid has a bid card that contains the primary bid details. To view the full bid details, you can click the 
highlighted bid confirmation number. 

 

 

 

 

 

 

 

 

 

https://www.hudhomestore.gov/
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My Bids – Action Required Bids Tab 
 

Action Required bids are accepted bids that need documents uploaded or information verified on the Bid 
Checklist or Sales Contract Extension. If there is an active extension requiring action, it will be listed in 
this tab with a View Extension link.  

For Sales Contract Extensions, click 'View Extension' or 'Continue Extension' to open it. To see bid details, 
click the Bid Confirmation Number. 

 

My Bids – Pending Sale Tab 
 

The Pending Sale tab lists accepted bids where the checklist has been verified, but the property status 
how not been promoted to Step 8 – Sales Offer. 
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My Bids – Under Contract Bids Tab 
 

The Under Contract tab lists accepted bids that have extensions or are eligible for sales contract 
extensions. If you wish to add a new extension, clicking the Add Extension link will take you to the Sales 
Contract Extension form. 

 

 

 



 
 

Sales Contract Extension Workflow for HUD Homestore  9 
 

My Bids – Sale Closed Tab 
 

Accepted bids where the sale has been closed will be listed here. 
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Sales Contract Extension– Add Extension Screen 
 

When a Broker/Agent is initiating a new extension, the sales contract extension screen will be in Add 
mode. There’s a back button in the top right corner that will take you back to the Under Contract tab. 

The case information is already filled out. The extension information section includes the basic 
information of the extension request, such as: 

- the Extension Request Number,  
- Purchaser Type,  
- Original / Proposed Closing Dates,  
- Extension Requested By,  
- Extension Days, 
- Cost per day / Total Amount Due to HUD 
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Use the dedicated dropdowns to select the Sales Type and Reason for Extension. In the Comments field, 
you can give a more detailed description of why you want to create this extension. Until all the required 
fields are populated, the Submit to HUD for Review button will not be enabled. 

Sale Type 
The possible values are: 

• Cash 
• Financed 

Reason For Extension 
Broker/Agent will select the value from one of the following options:  

Broker/Purchaser Extension Reasons 

Buyer Request 

Buyer seeking a credit 

Change in Financing delay 

City Inspection 

Closing Agent Delay 

Delay in 203k Loan processing 

Delay in obtaining the Buyer's Appraisal 

Lender Delay 

Property - change of condition 

Vandalism 

 

Extension Days 
By default, the Extension Days populates to 15 days. This field will be read-only. 

Note: The Asset Manager should be contacted outside of HUD Homestore before initiating an extension 
for contracts where the current closing date is more than 15 days in the past 

Cost Per Day 
This field will be populated if fees are to be assessed and collected based upon the information provided. 
The fee assessments have been standardized across the country based upon the following: 

Sales Price Range Fee Assessment 

< $25,000 ($10/Day) 

$25,000 to $50,000 ($15/Day) 

> $50,000 ($25/Day) 
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The following matrix outlines the rules regarding fee assessment: 

Note: Owner Occupants will not be assessed fees on the first extension regardless of whether the 
extension request was initiated by the AM/HUD or Broker/Purchaser 

Initiated By Group Purchaser Type Sales Type Fees Assessed 
Broker/Purchaser Owner Occupant Cash Yes 
Broker/Purchaser Owner Occupant Financed Yes 
Broker/Purchaser Investor Cash Yes 
Broker/Purchaser Investor Financed Yes 

 

Extension Fees 
Extension fees are assessed by calculating the number of extension days * cost per day. 

Save Extension Request 
At any point, if you would like to save your progress and submit it later, you can click the Save button and 
your progress will be saved. At this point, the extension request is not submitted. The AM will not be 
notified of the extension request until you submit it to HUD for review.  

 

After clicking Save, a success message and a Cancel button will be displayed if the information was 
successfully saved.  

 

If you mistakenly created the extension, want to start over, or just want to cancel the in-progress 
extension request, clicking the cancel button opens a modal requiring a cancelation reason before you 
can cancel the in-progress extension. After successfully canceling, you will be brought back to the My Bids 
tab you were previously on. 
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If you are logged out or leave the page for any reason, you can get back to the in-progress extension by 
going back to My Bids -> Accepted Bids tab. The extension bid card will be listed in the Action Required 
and Under Contract tabs. 

(See Continue Extension section for details) 

Extension Request Supporting Document 
If you have a document that supports the extension request, you can upload it in this section. A 
supporting document is not required to submit the extension request to HUD for review. The supported 
file types are jpg, png, pdf, doc, and docx. The maximum upload size is 10 MB. 

 

Asset Manager Information 

The Asset Manager’s contact information is also at the bottom of the Sales Contract Extension screen if 
you need to contact them. 
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Continue Extension Request 
If you previously saved an extension but did not submit it to HUD for review, it will be listed under both 
the Action Required tab and the Under Contract tab. You can use the Continue Extension link from either 
tab to continue the extension request. 

 

If the AM has already initiated an extension request before you were able to submit yours, clicking 
Continue Extension will open the modal shown below. This modal informs the Broker/Agent that a new 
extension has already been initiated. The new extension won’t be viewable until you receive an email 
notification from the AM. Clicking OK will cancel your in-progress request. 

 
  

Submitting the Initial Sales Extension Request 
When all the required fields have been set, the Submit to HUD for Review button will be enabled.  

 

Clicking the Submit to HUD for Review button opens a modal asking you to confirm if you wish to submit 
this extension request to HUD for review. Doing so will notify the AM. If a supporting document is 
uploaded, it will be unable to be removed after this point. 
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If your submission is successful, you will get a modal with green text saying the submission was 
successful. Clicking OK or anywhere else on the screen will reload the page into view mode.  

 

 

After the extension request has been submitted, the Broker/Agent will have to wait for the Asset 
Manager’s response. The extension can be canceled until the Asset Manager reviews your request. 

 

Sales Contract Extension– View Extension Screen 
The Sales Contract Extension provides information about the case and extension request, the contact 
information for the Asset Manager, which document(s) are required, and where to find any additional 
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instructions. Instructions for the next steps on the extension are in red bold text and at the top and 
bottom of the screen.  

 

 

 

 

 

Extension Information  
This section includes the basic information of the extension request, such as: 

- the Extension Request Number,  
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- Purchaser / Sales Type,  
- Original / Extended / Proposed Closing Dates,  
- Extension Status and Status Date,  
- Reason for Extension,  
- Extension Requested By,  
- Cost per day / Total Amount Due to HUD,  
- Extension Request Comments  

Asset Manager Information 
The Asset Manager’s contact information is also on the Sales Contract Extension screen if you need to 
contact them. 

 

 

Required Document(s) and Additional Instructions 
All extensions will require documentation to be uploaded and verified by the Asset Manager. If the 
extension was initiated by the Asset Manager, the Broker/Agent will review the required documents and 
additional instructions to determine if they would like to Accept or Reject the extension request. 

 

 

 

If the Broker/Agent initiates the extension, there will usually be extension fees that must be paid before 
you can submit the final extension package to HUD for review. If extension fees are paid, proof of 
payment is also required. Required documentation is determined by the purchaser and sales type and 
detailed in the table below. 
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Initiated By Group Purchaser Type Sales Type Supporting Documentation Required 
AM/HUD Owner Occupant / 

Investor 
Cash  Current proof of funds 

AM/HUD Owner Occupant / 
Investor 

Financed  Current Loan Status Letter 

Broker/Agent Owner Occupant Cash  Current proof of funds 
 Proof of scheduled closing   
 Proof of Payment* 

Broker/Agent Investor Cash  Current proof of funds 
 Proof of scheduled closing   
 Proof of Payment 

Broker/Agent Owner Occupant Financed  Current Loan Status Letter  
 Proof of scheduled closing   
 Proof of Payment* 

Broker/Agent Investor Financed  Current Loan Status Letter 
 Proof of scheduled closing  

* Proof of Payment is required unless this is the first extension request. 

Additional instructions for required funds, supporting documents, or canceling the sale can be found in 
the final section. 

 

Sales Extension Process 
Sales Extension Created 
When the Asset Manager initiates an extension request, the Broker/Agents will not be able to view the 
extension until they’ve received an email notification from the Asset Manager. After the notification has 
been sent, the extension be viewable in HudHomestore. 

The action required from the Broker/Agent is highlighted at the top and bottom of the page, you have 
the option to accept or reject the extension request. Accepting will allow documents to be uploaded and 
the extension package submitted to HUD for review. Rejecting will reject/cancel the extension request. 

 

If the Broker/Agent created the extension, there is no action required after initiating the sales extension 
request. The AM will review your request and accept or reject it depending on the information provided. 
An email will be sent with the AM decision. 

 

Broker/Agent Accepting the Sales Extension Request 
To accept an extension requested by the Asset Manager, click the Accept button to open a modal that 
will ask you to confirm your choice. Clicking Accept again will notify the AM and display a document 
upload section. Clicking Cancel will close the modal. 
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After clicking Accept, a modal will pop up either stating the extension was successfully accepted or if 
there were errors, the modal will explain those errors and have you try accepting again.  

 

After the extension request is accepted (either by the Broker/Agent or the Asset Manager), the page is 
updated to reflect this new status. The status messages at the top and bottom of the screen are updated 
to explain the next steps required. The extension status has been updated to Preliminarily Accepted and 
the status date is updated. 

 

A document upload section will be displayed, prompting the user to upload the required documents 
before the Submit to HUD for Review button will be enabled. Files must be under 10 MB in size and the 
file type must be jpg, png, pdf, doc, or docx.  
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AM/HUD Accepted Sales Extension Request 
When the AM preliminarily accepts your sales extension request, the sales extension screen is updated 
with new status messages at the top and bottom of the page to describe the action required. An email 
will be sent with the AM decision. 
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There is now a required documents section that details which documents need to be uploaded. This is 
explained in the Document Requirements section below.  
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NOTE: Contract Expired 
If the contract has expired (The current Closing date has passed), the Broker/Agents will have the option 
to reject/cancel the extension request no matter the status of the extension. 

 

 

 

Submitting the Final Extension Package  
Once the document is successfully uploaded, the document gets a new file name to describe the file 
uploaded, and the upload date is listed on the page. That file name is displayed in place of the upload and 
clicking the link will download the document. A button to remove the document is also available if you 
would like to upload a different document. If the upload is successful, the Submit to HUD for Review 
button will be enabled. Clicking this will submit your required documents to the AM for verification.  
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After clicking Submit to HUD for Review, a modal will pop up asking you to confirm your choice to submit. 
Submitting will notify the AM and the documents will be unable to be removed. Clicking Cancel will close 
the modal. 

 

Clicking Submit will replace the open modal with a successfully submitted message or, if there were 
errors, the modal will explain those errors and have you try submitting again. 

 

After submitting to HUD for review, the screen will be updated to reflect the new status and status date. 
The status messages at the top and bottom of the screen are also updated. 
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There is no action required from the Broker/Agent until the AM reviews the submitted documents. The 
AM will review the document(s) and verify them.  

If all your documents are approved and verified, the DocuSign process will begin.  If one or more of your 
documents are rejected, the extension fails verification, and you will need to re-upload the documents. 

 

 

Rejecting the Sales Extension Request 
Broker/Agent(s) can reject a sales extension request instead of accepting it. If you would like to reject the 
extension, clicking Reject opens a modal to confirm your choice and provide an explanation for your 
rejection. You will not be able to reject the extension request until a reason is provided. Rejecting will 
cancel the current extension and notify the AM.  
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After the sales contract extension request is rejected, the AM will review your reasoning. They may start 
a new extension request, or you may be able to start your request from the Under Contract tab.  

Sales Extension Failed Verification 
If the AM rejects one or more of your documents, the extension request has failed verification. The sales 
contract extension screen will be updated to reflect the next action required and an email will be sent. 
The status messages located at the top and bottom of the screen are updated to explain that one or 
more of the documents failed to be verified and must be reuploaded before the Submit to HUD for 
Review button will be enabled. If you do not wish to continue with the current extension, you can reject 
the extension by clicking the Reject button at the bottom of the screen. See the Reject section for more 
information. 

 

The document upload section will be updated to show the link to the previously uploaded document, a 
place to upload a new document, and the AM’s rejection reason. Clicking the link will download the 
previously uploaded document. A new document must be uploaded before the Submit to HUD for 
Review button is enabled. 
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After successfully uploading a new document, the previously uploaded document is removed and 
replaced by the new one. The upload date is updated, and a remove button is added in case you want to 
upload a new document before resubmitting. The AM Rejection message is also hidden after a new 
document is uploaded. The Submit to HUD for Review button will be enabled after all failed documents 
are successfully reuploaded. 
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After clicking Submit to HUD for Review, a modal will open asking you to confirm your choice to submit 
the correction. Submitting will notify the AM and the documents will be unable to be removed. Clicking 
Cancel will close the modal.  

 

Clicking Submit will replace the open modal with a successfully submitted message or, if there were 
errors, the modal will explain those errors and you can try submitting again. 

 

When the new document(s) are submitted, the sales extension screen will update to reflect the new 
status. The status messages located at the top and bottom of the page have been updated to show the 
extension correction has been submitted. There is no action required from the Broker/Agent here until 
the AM reviews the document(s) again. 
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Sales Extension Request Verified/DocuSign in Progress 
If the AM verifies that fees have been collected (if required) and proper supporting documentation has 
been supplied, the process will continue onto the E-signature phase which will not change from the 
previous workflow. The final piece of the Sales Contract Extension process requires E-Signatures from the 
Broker/Agents, all Purchasers and then the AM (who signs on behalf of HUD). See DocuSign E-Signature 
Workflow for more information. 

The Sales Contract Extension document will reflect all of the previously verified details of the extension. 

Note: The extension date will not be recorded on the Sales Contract until all parties electronically sign the 
document. 
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Additional Sales Extension Screen Enhancements 
After the extension request has been preliminarily accepted or rejected (either by Broker/agent or AM), 
there will be a menu icon next to the Back button that shows a few modals you can view. 

  

 

Adding/Viewing Notes 
Broker/Agent(s) can add notes to the extension request by clicking Add Note. A modal will open with a 
text area where you can enter your notes. Please note that the max length of the notes are 4000 
characters.  
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After entering a note, click Save to save your note. If successful, you should get a modal confirming that 
the note was saved.  

 

The note will be viewable when you exit the modal, go back to the menu next to the Back button, and 
click View Notes. Broker/Agent(s) will also see the AM/HUD notes that were specified by the AM/HUD to 
be viewable by Broker/Agent. 

 
 
The View Notes modal displays the note, the date it was created, and who created it. 
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Viewing the Extension Status History 
Broker/Agent(s) will be able to see the Extension status history by selecting View Status History from the 
top-right menu dropdown. This modal displays the prior status, the current status, the status date, who 
initiated the status change, and any comments from the AM at that step. 
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Viewing the Extension History 
To view the whole extension history, including prior extensions, click View Prior Extensions from the top-
right menu dropdown. This modal provides basic extension information about the current extension 
request, as well as all the previous requests.  

 
 

This is also available on the Bid Detail screen which is accessible by clicking on the Bid Confirmation link 
on the Bid Card. 
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DocuSign E-Signature Workflow (04a) 
The final piece of the Sales Contract Extension process requires E-Signatures from the Broker/Agents, all 
Purchasers, and then the AM (who signs on behalf of HUD). 

The Sales Contract Extension document will reflect all the previously verified details of the extension. 

Selling Broker/Agent Signing Ceremony 
The DocuSign Envelope will first be delivered to the Broker/Agent who then clicks on the “Review 
Document” button to view the contents and sign the document by clicking on Continue then Start and 
then either accepting the signature provided by DocuSign or providing their own signature. They will then 
click Finish. 
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Once the Broker/Agent completes their portion of the E-Signature, the following will occur: 

• The DocuSign Envelope will be routed and delivered to all listed Purchasers. 

Purchasers Signing Ceremony 
After the Selling Broker/Agent signs, each Purchaser will receive an envelope to electronically sign which 
will follow the same steps as the Selling Broker/Agent. 

Once all Purchasers complete their portion of the E-Signature, the following will occur: 

• The DocuSign Envelope will be routed and delivered to the AM who verified the fees and 
supporting documentation. 

AM Signing Ceremony 
After each Purchaser signs, the AM (acting on behalf of HUD) will receive an envelope to electronically 
sign which will follow the same steps as the prior signers. 

Once the AM completes their portion of the E-Signature, the Sales Extension process is completed, and 
the following will occur: 

• Each signer will receive a copy of the completed electronically signed document 
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• An email will be sent to the Selling Broker/Agent advising them that the closing date has been 
extended. 

 

• Bid cards on HUD Homestore Accepted Bids tabs will have Current Closing Date updated to the 
extended closing date.  

• The Bid Card under Accepted Bids will no longer have View Extension link. Add Extension link will 
be available in case additional extensions need to be added.  

• Extension information will be available on Bid Details. Extension Status will be DocuSign Process 
Completed. 

Additional DocuSign E-Signature Functions 
Void Envelope 
After the DocuSign Envelope is generated, there may be a need to Void the envelope. An envelope may 
be voided manually or automatically. Here is a list of actions that may void an envelope: 

• A Sales Contract is canceled by AM after the Sales Extension E-Signature process has been 
initiated. 

• AM cancels the Extension. 
• The DocuSign Envelope has not been signed by all parties by the Envelope expiration date. 
• AM manually Voids envelope. They can choose to either cancel extension or regenerate the 

envelope after voiding. 

If AM manually voids envelope and chooses to cancel the extension, the following will occur: 

• Bid card will no longer have View Extension link but will be replaced by the Add Extension link so 
a new extension can be added. 

• Bid Details will have an Extension history available with the information about the reason for 
cancellation. 

If AM manually voids envelope and chooses to regenerate the envelope, the following will occur: 

• A new envelope will be regenerated, and all signers will go through the signing process again. 
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