
Owner & Agent Training

COMPLIANCE ESSENTIALS

Pre s e n t e r : De s ire e  Ha ll, C o m p lia n c e  An a lys t
Ju n e  11, 2 0 2 5

Mastering Compliance: Understanding 
Required Forms and Agreements
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Annual Compliance Documents
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VI. Consolidated Certificate of
Compliance & Tenant Profile
Compliance Report (TST -2)

I. Initial and Updated Affirmative
Fair Housing Marketing Plan
(AFHMP)

II. Revised Tenant Selection Plan
(TSP)

VII. Owner’s Certification & Tax
Credit Monitoring Fees

III. Initial Management Agreement /
Management Agreements
Extension & Management Plan

V. Rent and Utility Allowance
Request Form

IV. Annual Monitoring Reviews

VIII. 86 0 9  & 882 3
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Aff ir m a t ive  Ma r k e t in g  Pla n  ( AMP)

 An updated plan is required every 5 years
 Or sooner if there’s a change of ownership or

management agent.
 Every development must register to

ILHousingSearch.org.
 A blank Affirmative Marketing Plan and a pre-

recorded webinar are available on IHDA’s
website.
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https://ilhousingsearch.org/
https://www.ihda.org/


Tenant Selection Plan (TSP)
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Use Regulatory Agreement(s) and/or
Extended Use Agreement
 Section 504 Coordinator
 Submit Exhibits & Addendums 1 & 2
 Revised Tenant Selection Plan – HOTMA
More information on HOTMA.

www.HUD.gov. Search HOTMA Final Rule

http://www.hud.gov/


Tenant Selection Plan (TSP)
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 New Tenant Selection Plan
1. An existing developments are sold
2. New development deal is made
3. Existing development change owner or

management agent
4. Owner wants to update screening

criteria
5. A blank Tenant Selection Plan and a pre-

recorded webinar are available on
IHDA’s website

https://www.ihda.org/


Initial Management Agreement
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Fidelity Bond

 Fidelity bond also known as
Employee Theft, Crime & Employee
Dishonesty

 IHDA Must be the Certificate Holder
& Joint Loss Payee

Initial Management Agreement

 New Deals
 Change in ownership or

management agent
 90 days before Initial Agreement

expires



Management Agreement Extension
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 Before initial Management Agr. Expires, the dev.
Has 90 days to submit an Management Agr.
Extension
 On the Recitals page, a date must match date on

initial management  agreement
 Extension of term should begin with the date

after the end of the prior agreement or extension
 Owner FEIN # is require Not General or Limited

Partner
 All owner & property manager information must

be provided
Management Agreement Extension can be found

on IHDA’s website

https://www.ihda.org/rental-housing-main/property-managers/#toggle-id-11-closed


List of Certifications
Fair Housing Certificate

HOME Compliance Specialist (HCS)
 Low Income Housing Tax Credit Compliance

Specialist (LIHTC) 
Certified Occupancy Specialist (COS)
 Blended Occupancy Specialist (BOS)

Attach
 Describe the Company’s organization

structure
 Number of employees and their role
 List of minority employees by racial

breakdown and positions they hold
8

Management Plan



Consolidated Certificate of Compliance
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 Consolidated Certificate of Compliance was due
for all programs March 31st  - COC is on IHDA’s
website

 Email Consolidated Certificate of Compliance to
ComplianceConnection@ihda.org

https://www.ihda.org/
https://www.ihda.org/
mailto:ComplianceConnection@ihda.org


Tenant Profile Compliance Report (TST -2)

• HOME
• National Housing

Trust Fund (NHTF)
• Community

Development Block
Grant (CDBG)

• Neighborhood
Stabilization Program
(NSP)

Due March 31, 2025
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Rent and Utility Allowance Request Form



Annual Monitoring Reviews

 Types of reviews: Desk Review, Limited Desk
Review and Management Review Inspection
(MOR)

 IHDA may require reviews every 2 to 3 yrs.
 Development will received email with

attachment of letter & review tabs
 Reply to questions on tabs or on separate

sheet. If on separate sheet identify the
question you are referring to

 Have 15 days from the date of the letter to
submit requested information.

 If  IHDA did NOT receive the requested
information, a noncompliance letter will go
out giving you 30 days to clear findings.

When the desk review or MOR is process
and there are findings, 30 days from date of
non-compliance letter to cure the findings

 If there’s NO response OR insufficient
response to the findings, you’ll receive a ten-
days follow-up letter.

 After the ten-days follow-up letter, close-out
letter with open findings.

 If development does not submit anything, it
will be listed as high risk and will be
inspected every year.
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Owner’s Certification (OC -AC)

 For Programs with Low Income Housing Tax Credit (LIHTC), 1602, and TCAP Fundings

 The Owner to register the development in the Data Management System (DMS)

 Register Web user(s).

 Requires four steps:

 Annual Owner Certification (TST-1) is a questionnaire that must be filled out. If in
Compliance period, select Tax Credit. If in Extended Use period, select Extended Use

 Utility allowance must be entered annually in DMS Before entering tenant events

 Enter all tenant events in DMS (Move-in, move-out, recerts, transfer-in and transfer-
out)

 Finalize all tenant events

 Once finalized, DMS will be lock

 Contact your Compliance Analyst to open DMS
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https://adms.ihda.org/AuthorityOnline/Programs.aspx
https://adms.ihda.org/AuthorityOnline/OwnerCert/Properties2.aspx


Tax Credit Monitoring Fees

New lockbox for tax credit compliance fees

Payments must be sent to the new P.O. Box in 
Minneapolis, Minnesota
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In t e r n a l Re ve n u e  Se r vic e  86 0 9  Fo r m
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8609/Part II/8b Multiple Building Project 
Election

Owner elects to treat the building as part of a 
multiple building:
Yes – Buildings are considered as one project

and Can transfer tenant from one building to
another.

No – each building is separate and can NOT
transfer tenant from one building to another

8609/Part II/10a Credit Period Election

Owner elect to begin credit period the first year 
After the building is placed in service: 
Yes – owner can start claiming credit the next

year
No – owner start claiming credit same year as

Place in service date



In t e r n a l Re ve n u e  Se r vic e  882 3  Fo r m

Non-compliance
When building(s) are out of compliance 
due to move in tenant over the income, 

fire, flood 

Corrected 8823
When non-compliance has been 

corrected
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C o n t a c t  Dir e c t o r y  Fo r m

• Submit Contact Directory form
whenever there’s any changes in
primary owner or primary
management, on-site contact
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W e  Ap p r e c ia t e  Yo u r  Fe e d b a c k !
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