
Owner & Agent Training

People and Processes:

Pre s e n t e r(s ): He a t h e r  Me t c a lf , 
C o m p lia n c e  An a lys t  

Behind the Scenes: Understanding the 
Teams That Process Your Work
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Session Agenda
Review processes  that  IHDA POC 
Team Members  go through  when  a 
compliance  document  is received . 

Internal Processes 
for Compliance 
Submissions 1

2
Brief  overview  of  compliance  documents

Document  Overview

Go over  most  common  mistakes  made on 
compliance  documents

Most Common 
Mistakes

4 Feedback
Group breakout session and questions
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IHDA Internal Processes:
Compliance Documents

1

2 The Compliance  Analyst  and/or  
Asset  Manager  reviews  the  
documents  received  within  30  days 
of  receipt . 

Documents  are received  via Compliance  
Connection  and POC Team Member  is 
notified  via email .
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IHDA Internal Processes:
Compliance Documents

3

4 CA/AM  will  review  corrected  documents  
once returned  (if  applicable)

CA/AM  will  return  documents  via email  
to  O/A with  feedback  regarding  
corrections  if  needed with  a time  
sensitive  deadline

These steps may be 
skipped if 

documents 
submitted require 

no corrections!
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IHDA Internal Processes:
Compliance Documents

5

6
O/A will  receive  a notification  from  
the  POC Department  Assistant  with  
an approval  cover  letter  and IHDA 
executed  document  with  the  
Assistant  Director’s  signature . 

If  no corrections  are needed OR once 
corrections  requested  have been 
satisfied,  the  CA/AM  will  submit  
documents  to  their  respective  POC 
Managers  for  final  approval . 
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Overview of Compliance Documents

1. Affirmative Fair Housing Marketing Plan 
(AFHMP)

2. Management Agreement Extensions

3. Tenant Selection Plans (TSP)

4. Rent Schedules/Utility Allowance Requests 

5. Consolidated Certificate of Compliance (COC)
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IHDA Compliance 
Document Abbreviations

1. AFHMP, AMP = Affirmative Fair Housing Marketing Plan

2. CA= Compliance Analyst

3. AM= Asset Manager

4. POC= Project Operations Compliance 

5. O/A= Owner/Agent 

6. COC = Consolidated Certificate of Compliance 

7. TSP = Tenant Selection Plan 

8. UA Request = Utility Allowance Request 
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Affirmative Fair Housing 

Marketing Plan

Most 
Common 
Errors

Our Mission:

h t t p s :/ / w w w .ih d a .o r g / w p - c o n t e n t / u p lo a d s / 2 0 2 3 / 10 / AFHMP- w -
In s t r u c t io n s - _0 2 .10 .2 0 2 3 .p d f  
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https://www.ihda.org/wp-content/uploads/2023/10/AFHMP-w-Instructions-_02.10.2023.pdf
https://www.ihda.org/wp-content/uploads/2023/10/AFHMP-w-Instructions-_02.10.2023.pdf


AFHMP: Common Errors

Approximate Starting Date of General 
Advertising should be the CURRENT 

date of marketing efforts. 

The description of the Housing Market 
Area should include what type of 

market the development is in, 
including info on transportation, 

resources, and other housing types. 
This can also include physical 

boundaries of the marketing area.
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AFHMP: Common Errors

THREE targeted 
populations must be 

selected based on 
demographic information 

from the Census Tract 

Census Tract Data can be found here:
https://geomap.ffiec.gov/FFIECGeocMap/Ge

ocodeMap1.aspx 
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https://geomap.ffiec.gov/FFIECGeocMap/GeocodeMap1.aspx
https://geomap.ffiec.gov/FFIECGeocMap/GeocodeMap1.aspx


AFHMP: Common Errors

Include approximate 
date of last contact 

AND targeted 
population being 

reached

List trainings staff 
has taken OR 

intends to take. 
Fair Housing 

certificates must 
be dated within 
the last 2 years

Ensure that staff members 
listed here are the same staff 
members whose certificates 

you have attached

Evaluation of marketing 
activities should include 
how often management 

reviews the impact of the 
marketing plan and how 

they will evaluate if 
marketing efforts have 

been successful 

How will you evaluate 
if you are successfully 

marketing to least 
likely to apply 
populations? 
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AFHMP: Back -Up 
Documentation Required

C e n s u s  Tr a c t  
Da t a  + Ma p s

ILHo u s in g Se a r c h
.Or g  w e b s it e  
r e g is t r a t io n  

P ic t u r e s  o f  
p r o je c t  
s ig n a g e

All 
a d ve r t is e m e n t sWorksheet 1
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AFHMP: Back -Up 
Documentation 
Continued  

Fair Housing Training 

Certificates for all staff 

responsible for affirmative 

marketing

Annual Outreach Letters 

to community 

organizations

1. Must be issued 
within the last TWO 
years.
2. Staff listed on 
AFHMP must have 
certificate attached

Must include letters to ALL 
organizations listed in the 
AFHMP 
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Management 

Agreement Extension

Most 
Common 
Errors

Our Mission:
Insert  text

h t t p s :/ / w w w .ih d a .o r g / w p - c o n t e n t / u p lo a d s / 2 0 2 3 / 0 6 / Ma n a g e m e n t -
Ag r e e m e n t - Ext e n s io n - Re v.-6 - 2 0 2 3 .p d f  
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https://www.ihda.org/wp-content/uploads/2023/06/Management-Agreement-Extension-Rev.-6-2023.pdf
https://www.ihda.org/wp-content/uploads/2023/06/Management-Agreement-Extension-Rev.-6-2023.pdf


Management Agreement 
Extension: Common Errors

Ensure that this line states 
the development’s name and 
not the owner entity name. 

This date should represent when the 
Management Agreement Extension 

was signed by both the owner and the 
agent

Double check to make sure 
the entirety of both the 

owner and agent entities are 
typed out  
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Management Agreement 
Extension: Common Errors

This date must match the date 
of the original Management 

Agreement The term of the extension should begin 
the day after the end of the prior 

Management Agreement/Extension
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Management Agreement 
Extension: Common Errors

The FEIN can 
be found on 

the form 
8609
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Consolidated Certificate 

of Compliance

Most 
Common 
Errors

Our Mission:
Insert  text

h t t p s :/ / w w w .ih d a .o r g / w p - c o n t e n t / u p lo a d s / 2 0 2 4 / 0 3 / C ONSOLIDATED-
C ERTIFIC ATE- OF- C OMPLIANC E- 9 - 2 0 2 3 .p d f  
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https://www.ihda.org/wp-content/uploads/2024/03/CONSOLIDATED-CERTIFICATE-OF-COMPLIANCE-9-2023.pdf
https://www.ihda.org/wp-content/uploads/2024/03/CONSOLIDATED-CERTIFICATE-OF-COMPLIANCE-9-2023.pdf


COC: Common Errors
60 units @ 
60% AMI

24 units @ 
60% AMI

60/60 units 
are Tax Credit 
@ 60% AMI

Double 
check EUA 
for deeper 

restrictions!

16 Low HOME 
units (@ or 

below 50% AMI)
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COC: Common Errors
Ensure the development’s 

name is typed here- not the 
owner entity 

List HOME units 
here on Page 2 
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COC: Common Errors

If your HOME 
affordability period has 

ended, place the 
previously HOME 

funded units 
HERE
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Rent Schedule/UA Requests

Most 
Common 
Errors

Our Mission:
Insert  text

Te n a n t  Se le c t io n  Pla n s
AND

h t t p s :/ / w w w .ih d a .o r g / w p -
c o n t e n t / u p lo a d s / 2 0 2 4 / 11/ Te n a n t -
Se le c t io n - Pla n - Ot h e r - Pr o g r a m s - Re v.-
11.2 7.2 0 2 4 .p d f  

h t t p s :/ / w w w .ih d a .o r g / w p -
c o n t e n t / u p lo a d s / 2 0 2 3 / 0 4 / Re n t - a n d -
Ut ilit y- Allo w a n c e - Re q u e s t - 12 - 2 0 2 2 .p d f  22

https://www.ihda.org/wp-content/uploads/2024/11/Tenant-Selection-Plan-Other-Programs-Rev.-11.27.2024.pdf
https://www.ihda.org/wp-content/uploads/2024/11/Tenant-Selection-Plan-Other-Programs-Rev.-11.27.2024.pdf
https://www.ihda.org/wp-content/uploads/2024/11/Tenant-Selection-Plan-Other-Programs-Rev.-11.27.2024.pdf
https://www.ihda.org/wp-content/uploads/2024/11/Tenant-Selection-Plan-Other-Programs-Rev.-11.27.2024.pdf
https://www.ihda.org/wp-content/uploads/2023/04/Rent-and-Utility-Allowance-Request-12-2022.pdf
https://www.ihda.org/wp-content/uploads/2023/04/Rent-and-Utility-Allowance-Request-12-2022.pdf
https://www.ihda.org/wp-content/uploads/2023/04/Rent-and-Utility-Allowance-Request-12-2022.pdf


TSP: Common Errors

This page should be filled out 
in accordance with your EUA 

and/or Regulatory 
Agreements

It might be 
helpful to this of 

this page as being 
a more detailed 
version of the 

COC

TSP EXHIBITS
The exhibits attached at the end 
of the TSP must be completed on 

the Agent’s letterhead! 
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Rent Schedule/UA Requests:
Most Common Errors

Three options for 
supporting Utility 

Allowance back-up 
documentation 

HUD PHA 
Schedule 
example

IHDA Utility 
Allowance 

Summary Sheet 
(can be found on 
IHDA’s website)

Ensure that all 
applicable 

amounts are 
circled or 

highlighted

h t t p s :/ / w w w .ih d a .o r g / r e n t a l-
h o u s in g - m a in / p r o p e r t y-
m a n a g e r s / # t o g g le - id - 11 
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https://www.ihda.org/rental-housing-main/property-managers/#toggle-id-11
https://www.ihda.org/rental-housing-main/property-managers/#toggle-id-11
https://www.ihda.org/rental-housing-main/property-managers/#toggle-id-11


Most 
Common 
Errors

1. After discussing specifics 
of the  various compliance 
documents, what 
questions/concerns do you 
still have on how to 
successfully complete 
IHDA’s compliance 
documents?

Break -Out Session

In s t r u c t io n s : 

1. Br e a k  o f f  in t o  s m a ll g r o u p s  o f  3 -4  
p e o p le .

2 . C o m p le t e  a  C o n s o lid a t e d  
C e r t if ic a t e  o f  C o m p lia n c e  b a s e d  

o f f  t h e  in fo r m a t io n  f r o m  t h e  
s a m p le s  o f  Re g u la t o r y  

Ag r e e m e n t s  a n d  Ext e n d e d  Us e  
Ag r e e m e n t  o n  t h e  n e x t  s lid e .
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Break -Out Session

Most 
Common 
Errors

1. After discussing specifics 
of the  various compliance 
documents, what 
questions/concerns do you 
still have on how to 
successfully complete 
IHDA’s compliance 
documents?

For the next 5 -10 minutes, complete the Consolidated Certificate of Compliance 
based on the Regulatory Agreement information provided below:

HOME Regulatory Agreement
(note: Very-Low Income = 50% AMI)

Credit Advantage Regulatory Agreement

CDT Regulatory Agreement 
(note: there are 117 units in the project)

Extended Use Agreement
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Break -Out Session: Review 
COC

Most 
Common 
Errors

1. After discussing specifics 
of the  various compliance 
documents, what 
questions/concerns do you 
still have on how to 
successfully complete 
IHDA’s compliance 
documents?
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Most 
Common 
Errors

1. After discussing specifics 
of the  various compliance 
documents, what 
questions/concerns do you 
still have on how to 
successfully complete 
IHDA’s compliance 
documents?

QUESTIONS?
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Our Contact
Information

+312-836 -5222

www.ihda.org

HMetcalf@ihda.org
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We Appreciate Your Feedback

Most 
Common 
Errors

1. After discussing specifics 
of the  various compliance 
documents, what 
questions/concerns do you 
still have on how to 
successfully complete 
IHDA’s compliance 
documents?
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