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Purpose of the Management 
and Occupancy Review

1 2
Management  and  occupancy  reviews  are  
conducted  to  monitor  operations  and  
management  practices  that  affect  the  
long - term  program  compliance,  physical  
condition,  and  financial  performance  of  the  
project . 

Asset  Management  monitors  
projects  with  IHDA  financing  in  the  
form  of  loans,  grants,  bonds,  tax  
credits  and  federal  contracts  
administered  by  IHDA . 
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Preparing for 
MORs: Binder 
Organization and 
Key Documents

Step 1: Step 2:
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Preparing for the 
Management & Occupancy 
Review

Step 1: Step 2:
The  Asset  Manager  will  send  an  
email  with  the  IHDA  Tabs  
attached  and  a scheduled  date  
for  the  MOR . 

The  development  must  review  
the  IHDA  Tabs  and  reach  out  to  
the  Asset  Manager  with  any  
questions  prior  to  the  scheduled  
MOR .
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Preparing for the 
Management & Occupancy 
Review (Continued)

Step 3: Step 4:
The  development  must  start  
gathering  the  required  
information  listed  on  the  IHDA  
Tabs .

After  all  the  information  
has  been  collected,  it  is  
time  to  set  up  the  IHDA  
Binder .
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Binder Basics

Bi
nd

er
 B

as
ic

s
Binder Basics

7



Binder Basics

Step 1
Any  information 
that requires a 

written response 
may be 

documented 
directly on the 
IHDA Tab Cover 
Sheets or on a 

separate sheet of 
paper.

Step 2
Put the IHDA Tab 
Cover Sheets in 
chronological 

order inside the 
binder, use a sheet 

tab to organize 
and separate each 

section.

Step 3 Step 4
Review the IHDA 

Binder for 
completion. 

Ensure all 
information 

requested has 
been addressed 

with either a 
comment on the 

cover sheet or 
supporting 

documentation.

Present the IHDA 
Binder to your 

Asset Manager to 
ensure program 
compliance with 

your development.

Step 5
Place the 

requested 
documents listed 
on the IHDA Cover 

Sheet directly 
behind each of the 

sheets.
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Binder Basics
The IHDA Tabs shown below are examples of how to document 
the information and organize the forms in the binder.
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Binder Basics -  Key Documents
Ke y Do c u m e n t s

• C u r r e n t  Va c a n t  Un it  Re p o r t

• C u r r e n t  Ye a r - t o - Da t e  Mo ve - o u t  Re p o r t

• Pr e vio u s  Ye a r  Mo ve - o u t  Re p o r t

• Pr e vio u s  m o n t h  w o r k  o r d e r s  a n d  w o r k  
o r d e r  lo g s

• Po lic ie s  a n d  Pr o c e d u r e s  Ma n u a l

• Ho u s e  Ru le s  

• Re d e c o r a t io n  Po lic y , Mo ve - in / Mo ve - o u t  
Po lic y , Tu r n o ve r  Po lic y , C o m m u n it y  Ro o m  
Po lic y , Re n t  C o lle c t io n  Po lic y , Evic t io n  
Po lic y , Gr ie va n c e  Po lic y / Fa ir  Ho u s in g /  
Re a s o n a b le  Ac c o m m o d a t io n  Po lic y , Pe t  
Po lic y , Tr a n s fe r  Po lic y  & Dr u g  Fr e e  Ho u s in g  
Po lic y .

• W a it in g  Lis t  a n d  W a it in g  Lis t  An n u a l 
Up d a t e  Le t t e r s

• Lis t  o f  Fa ir  Ho u s in g  C e r t if ic a t e s  a n d / o r  
a n y  Pr o g r a m  Tr a in in g  C e r t if ic a t e s

Ke y Do c u m e n t s

• Op e r a t in g  Ba n k  St a t e m e n t

• Se c u r it y  De p o s it  Ac c o u n t  Ba n k  St a t e m e n t

• An n u a l Se c u r it y  De p o s it  In t e r e s t

• An n u a l Op e r a t in g  Bu d g e t

• Bu d g e t  Va r ia n c e  Re p o r t

• Ba la n c e  Sh e e t

• Ma r k e t  Re n t  An a lys is

• Un it  In ve n t o r y  Lis t  ( r e q u ir e d  fo r  HOME)

• Re n t  Ro ll

• Te n a n t  Ag e d  Re c e iva b le s

• Te n a n t  Ag e d  Pa ya b le s

• Mo s t  r e c e n t  Re s e r ve  Ac c o u n t  St a t e m e n t s  
fo r  a ll n o n - IHDA h e ld  r e s e r ve s

Ke y Do c u m e n t s

• Te n a n t  Se le c t io n  Pla n  w it h  IHDA Exh ib it s

• Af f ir m a t ive  Fa ir  Ho u s in g  Ma r k e t in g  Pla n

• AFHMP An n u a l Ou t r e a c h  Le t t e r s

• Ap p lic a n t  Re je c t io n  Le t t e r

• Lis t  o f  Ac c e s s ib le  Un it s  b y  Be d r o o m  Size

• Lis t  o f  Te n a n t s  o c c u p yin g  t h e  a c c e s s ib le  
u n it s  t h a t  r e q u ir e  t h e  f e a t u r e s  o f  t h e  u n it

• Br e a k d o w n  o f  Ra c ia l Mix

• Br e a k d o w n  o f  Et h n ic  Mix

• Th e  Pr o p e r t y , Lia b ilit y , Um b r e lla  a n d  
Fid e lit y  Bo n d  in s u r a n c e  c e r t if ic a t e s  lis t in g  
IHDA a s  a d d it io n a l in s u r e d

10



Binder Basics
Gathering information can be 
overwhelming and time 
consuming.

Planning can make the 
preparation easier.
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Preparation Tips
• Always be ready, so that you do not need to get ready.

• Review the requested information thoroughly.

• Communicate with your Asset Manager for clarification. 

• Use your team, if applicable, to delegate. (Teamwork makes the Dream work!)

• Give a time and due date for delegated assignments.

• Meet with your team to discuss the binder preparation.

• Document on the form if a line item is not applicable to the development.

• Use the IHDA Tabs as a checklist and coversheet to organize the information in the binder.

• Review the completed binder to ensure all line items have been addressed and all applicable 
information is in the binder.
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DON’T FIGHT THE W ORK! 
JUST DO THE W ORK!
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Our Vision: Our Mission:
Insert  text Insert  text

14



Our Contact
Information

w w w .ih d a .o rg

DRa n kin @ ih d a .o rg
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Our Vision: Our Mission:
Insert  text Insert  text

We Appreciate Your Feedback!

16


	Slide Number 1
	Slide Number 2
	Slide Number 3
	Slide Number 4
	Slide Number 5
	Slide Number 6
	Slide Number 7
	Slide Number 8
	Slide Number 9
	Slide Number 10
	Slide Number 11
	Slide Number 12
	DON’T FIGHT THE WORK! JUST DO THE WORK!
	Slide Number 14
	Slide Number 15
	Slide Number 16

