ILLINOIS HOUSING DEVELOPMENT AUTHORITY (IHDA)

MANAGEMENT PLAN GUIDELINES
IHDA MANAGEMENT PHILOSOPHY

The Management Plan (the “Plan”), which is an attachment to the Management Agreement, is required of every entity that manages an IHDA financed property.   The Plan must demonstrate that the Owner/Sponsor and the Managing Agent will consistently implement fair and appropriate housing management practices and comply with applicable program requirements when managing an IHDA financed development.  

By responding to the specific questions contained in the following pages, the Managing Agent and/ or the Owner address key management and compliance issues.  In addition to demonstrating related experience, their responses to these questions are the basis upon which Asset Management Services (AMS) evaluates the Managing Agent’s performance potential.

IHDA views sound management as a crucial element in providing decent housing for the families served by its programs. Striking a balance between the economic and social demands of a development, while trying to achieve a feeling of community and establish good relationships between the managing agent and the residents is no easy task.  IHDA recognizes that competent housing management requires an understanding of not only the physical maintenance and fiscal controls, but should also include a socially desirable environment to produce the best possible living conditions.  This means that community services and facilities must be provided as well as adequate grievance procedures and efficient physical maintenance of the development. 

INSTRUCTIONS FOR COMPLETING THE QUESTIONNAIRES AND THE PLAN OUTLINE

The information requested in the questionnaires and the Plan is required to allow IHDA to gain understanding of the background and qualifications of the managing agent, and to highlight the level of involvement that the sponsor/owner will have in managing the development.

The Plan is a required attachment to any Management Agreement approved by IHDA.  It should be as comprehensive as possible. It is not enough to indicate ones’ policies with regard to management but should provide detailed explanations as to how each area of management will be handled. It allows the agent an opportunity to show how sound financial management, preventative and corrective maintenance and a good social environment will be achieved. Therefore, the managing agent should not limit their responses to only those items listed in the outline, but is required to cover those items at a minimum and is encouraged to give additional consideration to anything further that he/she feels will be needed at this development. 

IHDA views it’s Management Philosophy as one that is essential to professionally manage an IHDA financed development as well as conventionally financed apartment developments. Following the order of the outline as described will enable our staff to approve your Management Plan on a timely basis.

Each section must be completed:

· QUESTIONNAIRE FOR SPONSOR/OWNER (Section A):  should be completed by the owner/developer;
· QUESTIONNAIRE FOR MANAGING AGENT (Section B):  should be completed by the managing agent;
· MANAGEMENT PLAN OUTLINE  (Section C):  should be completed by the managing agent after consultation with the owner.
Section A

QUESTIONNAIRE FOR SPONSOR/OWNERS 

Please address the following questions in detail following the same order as shown below; also indicate those questions that are not applicable in your case.

1. List the names and addresses of all Managing Agents that are currently managing developments sponsored by you.  Do you plan to use the same managing agent for this development?

2. Outline your experience and capabilities as a sponsor in providing affordable housing, including any special amenities such as social services that you feel are necessary for the proposed development. List any development experience with IHDA financed projects.

3. Complete the Plan Outline (Section C) if you intend to manage the property yourself. However, if you plan on using a fee agent, then describe the extent of intended personal involvement in operating and managing the development, with a detailed explanation of the division of duties and responsibilities between the agent and the owner.

Section B

QUESTIONNAIRE FOR THE MANAGING AGENT 

 Please address the following questions in detail following the same order as set out below:

1. Name of company, address, phone number, fax number and e-mail addresses.

2. Type of business; i.e. sole proprietorship, partnership or corporation and the number of years in business, include any state(s) in which you are licensed to operate. 

3. Name of principals.  Include a resume of each principal or summary detailing prior related experience, particularly in management of affordable housing and management training. List any professional associations or Real Estate Boards to which you belong.  

4. Property Managers must employ staff who, at a minimum, possess the following certifications, licenses and training:

· For all Projects:

1. Licensed Real Estate Broker or Leasing Agent (Not applicable for PHA)
2. Fair Housing and Affirmative Marketing certifications

· For Projects contemplating Tax Credits:

1. Low Income Housing Tax Credit Compliance Specialist

· For Projects contemplating federal funds:

1. Certified Occupancy Specialist

2. HOME Program Specialist
· For Projects contemplating rental subsidy:

1. Blended Occupancy Specialist

            List name of each certified staff and provide a copy of certifications.
5. Describe the company’s organizational structure, including number employed in the following capacities:

· Supervisory, clerical, maintenance, social services, accounting, and leasing;

· List minority employees by racial breakdown and the positions they hold with your         firm;

· Name the person responsible for the management division of the firm.

6. Give number, types and location of developments presently under your management, including any IHDA financed developments. 

7. List any developments that you have managed where the following occurred: mortgage default, mortgage relief required, or foreclosure, while giving an explanation of the circumstances that led up to such action, and the resolution as applicable.

Section C

MANAGEMENT PLAN OUTLINE 

The responses given to this section should explain the policies and procedures that the agent has established to address key areas of managing the development.  It should cover the following areas, describing how you intend to implement the methods, procedures and policies necessary for achieving a well-managed development.

Please give your responses using the outline format below: 

I. The relationship between the sponsor and the managing agent:

a. Explain the role and the responsibilities of the sponsor, and his relationship to and delegation of authority to the managing agent;

b. The relationship of the sponsor to the on-site project manager, with a clear division of responsibilities for policy and administration;

c. Personnel policy and staffing arrangements for site personnel and supervisors;

d. Provisions for staff training and development: i.e. in sales/leasing, rental, management and maintenance. (It should not include employee benefits, compensation, or tenant procedures.)  Participation in IHDA training is required every three years for on- site management personnel, managing agent and owners, or as needed due to staff turnover.

II. Procedures for tenant eligibility and processing:
a. Insuring management personnel’s familiarity with IHDA or HUD program requirements for income and occupancy limits, and adherence to compliance and regulatory requirements;
b. The system used to determine applicant’s eligibility, including the procedures utilized for accepting applications, the number of persons reviewing, processing, and approving or rejecting applications.  (It should not contain specific Tenant Selection, as this is covered in the Tenant Selection Plan.);
III. Rent Collection policies and procedures:

a. Procedures for rent collections, including accommodations for on-site collections. Describe the system used to record rent payments;

b. Follow-up procedures for keeping delinquencies at a minimum (i.e. to collect delinquent rent, serving notices for non-payment of rent and eviction procedures).

IV. Resident/Management Relations:

a. Leasing and tenant orientation procedures including notifying tenants of house or community rules, and conducting move-in inspections;

b. Marketing and lease-up policies;

c. Referral to social service agencies or services provided by onsite staff, and social programming;

d. Method of handling tenant grievances, i.e. what is the on-site manager’s role, and who the tenant contacts in case of complaints or issues. 

e. Procedures for handling tenant work order requests, including off hours emergency notification procedures;

f. Provisions for on-site security.

V. Maintenance and Repairs:

a. Procedures for inventory control and servicing of equipment and appliances;

b. Plans for conducting periodic unit inspections (i.e. for housekeeping or Decent, Safe and Sanitary Inspections) and maintenance of units for move out and re-rental;

c. Procedures for routine and cycle maintenance and repair program, with special attention to preventative maintenance, and interior and exterior decorating schedules.

VI. Financial and Accounting procedures, and Reporting System:

a. Accounting System for maintaining adequate records and handling necessary forms, vouchers and reports (general ledger system, comprehensive and current written fiscal policies and procedures established) and records management and retention;

b. Internal controls (i.e. dual control for bank deposits and cash receipts, disbursements, handling petty cash.etc)

c. Accounts payable and receivable procedures, including division of duties and responsibilities between on-site and corporate personnel;

d. Consistency of accounting and purchasing procedures with IHDA accounting manual;

e. Familiarity with weekly, monthly, quarterly and annual report requirements;

As applicable: Income Integration Plan for multi-building developments having units at both market and affordable rates that has been approved by an IHDA program officer.  The Income Integration Plan should provide the approximate percentage of units in each building to be designated for low and very low-income tenants.

IHDA MANAGEMENT PLAN REQUIREMENT GUIDE

Rev. December 2013
PAGE 4 of 6

