
Owner & Agent Training

Avoiding Common Compliance Errors:

Presenter: Heather Metcalf, Asset Manager

Best Practices for IHDA Document Submissions
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Session Agenda
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Frequently 
Used 
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 3



IHDA Internal Processes: Compliance 
Documents

Documents are received 
via Compliance 

Connection, and the 
appropriate Project 

Operations Compliance 
Team Member is notified 

via email. 

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

The CA or AM will return 
documents via email with 

feedback to O/A with a 
time sensitive deadline to 

return corrections (if 
needed). 

The CA/AM will review 
corrected documents 

once returned (if 
applicable).

If no corrections were 
needed OR once corrections 

requested have been 
satisfied, the CA/AM will 

submit documents to their 
respective POC Managers for 

final approval.

The O/A will receive 
notification from their 

AM/CA or a POC Manager 
with an approval cover 

letter and an IHDA 
executed signature. 
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Overview of Compliance 
Documents 
1. Affirmative Fair Housing 
Marketing Plan (AFHMP)
2. Management Agreement 
Extension 
3. Tenant Selection Plan (TSP)
4. Rent Schedules/Utility 
Allowance Request 
5. Consolidated Certificate of 
Compliance (COC)
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Affirmative Fair Housing 
Marketing Plan 
Common Errors

AFFIRMATIVE FAIR HOUSING MARKETING PLAN
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https://ihda.jotform.com/252877680814065


AFHMP: 
Common Errors

Approximate 
Starting date of 
General 
Advertising should 
be the CURRENT 
date of marketing 
efforts.
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JotForm will not 
let you proceed if you 

enter a past date!
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AFHMP: 
Common Errors

You can find your 
development’s Census Tract 
data and code at this link: FRB 
Census Geocoder

You can enter the data obtained 
from the Census Tract here by 
dividing the demographic 
population by the total 
population in the Census Tract. 
Example: Hispanic Population: 
657; Total Population: 2597 
(657/2597 = 25.3%)

https://geomap.ffiec.gov/ffiecgeomap/
https://geomap.ffiec.gov/ffiecgeomap/


AFHMP: 
Common Errors

Ensure that staff members listed here 
are the same staff members whose 
certificates you have attached. 
Note: Fair Housing certificates must 
be dated within the last two years. 9



AFHMP: 
Common Errors

This section should 
describe how staff 
responsible for 
marketing will be trained 
on the AFHMP. Some 
examples of things to 
include are how staff are 
made aware of the plan 
and any updates or 
changes. 
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AFHMP: 
Common Errors

Demographic 
information of the 

development’s 
tenants must be 

filled out here. 

Yes or No must be 
selected here but it is not 

required to collect 
demographic data for 

applicants. If you answer 
Yes, you will need to input 

the demographic 
information
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AFHMP: Common 
Errors

In this section, you need to 
identify the market area and 

the expanded housing 
market area. 

The market area is a smaller area 
that is close to the development 

whereas, in contrast, the 
expanded housing market is a 

larger geographical area. 12

An example of this would 
be a development in 

Elgin, IL. The market area 
would be the city of Elgin, 

and the expanded 
marketing area would be 

Kane County
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AFHMP: Common Errors

Demographic 
information can 

be found by 
clicking this link. 
You will be able 

to access 
demographic 

data to complete 
the chart below



Based on the 
demographic 
data you obtain 
from the 
previous chart; 
you will need to 
select three 
populations 
that are least 
likely to apply 
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AFHMP: Common Errors
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AFHMP: Common 
Errors

If you select Yes, you will 
need to complete the 

information below about the 
organization(s) your 

development does annual 
outreach with. You will also 

need to attach the applicable 
outreach letters for each 

organization listed. 
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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

AFHMP: Common 
Errors

How will you evaluate if you 
are successfully marketing 

to least likely to apply 
populations?



AFHMP: Back-Up 
Documentation 

CENSUS TRACT DATA ILHOUSINGSEARCH.O
RG WEBSITE 

REGISTRATION

PICTURES OF 
PROJECT SIGNAGE

ALL ADVERTISEMENTS FAIR HOUSING 
CERTIFICATES 

ANNUAL OUTREACH 
LETTERS TO 

COMMUNITY 
ORGANIZATIONS

SIGNTURE PAGE

You will be 
able to 

upload all 
applicable 
documents 

here, on 
the last 

page before 
submitting. 
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Management 
Agreement Extension 
Most Common Errors

Management-Agreement-Extension-Rev.-6-2023.pdf
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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
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
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
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
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
https://www.ihda.org/wp-content/uploads/2023/06/Management-Agreement-Extension-Rev.-6-2023.pdf
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Management 
Agreement Extension: 
Common Errors

Ensure that this line states the 
development’s name and NOT the owner 
entity name. Example: If development 
name is ABCD Apartments and the owner 
entity is ABCD Apartments, LP, make sure 
you DO NOT include the “LP” on this line. 

This date should reflect the date 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

The term of the extension 
should begin the day 

after the end of the prior 
Management 

Agreement/Extension

The date in the “Recitals” 
paragraph must match the 

date of the original 
Management Agreement
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Management 
Agreement 
Extension: 
Common 
Errors

Note: The FEIN 
can be found on 
the 8609 if 
development has 
LIHTC or other 
business tax 
documents!

Double 
check the 

Federal 
Employee 

Identification 
Number 

(FEIN) for 
both the 

owner and 
the agent 

before 
submitting!

Submitting updated Fidelity Bonds with a 
Management Agreement Extension is 

required!



Consolidated Certificate 
of Compliance Most 
Common Errors

CONSOLIDATED CERTIFICATE OF COMPLIANCE
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https://ihda.jotform.com/252824710984059
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Consolidated Certificate of 
Compliance: Common Errors

Enter the previous year here. Example: If 
you are submitting your Consolidated 
Certificate of Compliance in 2026, the 
compliance year you will enter will be 
2025. 

Ensure 
development 
name is typed 

here- not 
owner entity!

Select the applicable funding 
source(s). You may need to select 
both depending on the funding at 
your development.



Consolidated Certificate of 
Compliance: Common Errors

Conduit Bond (CDT) 
Regulatory 

Agreement: 60 units 
@ or below 60% AMI

Low Income Housing Tax 
Credit (LIHTC) Extended 

Use Agreement: 60 
program units/60 total 

units in project @ or 
below 60% AMI
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Double Check EUA for 
deeper restrictions!



Consolidated 
Certificate of 
Compliance: 
Common Errors

Credit 
Advantage 

(CrAd) 
Regulatory 
Agreement: 

24 units @ or 
below 60% 

AMI 

HOME Regulatory 
Agreement: 16 

HOME units 
designated as Low 
HOME units (@ or 
below 50% AMI)
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Consolidated Certificate of Compliance: 
Common Errors

Input the unit set 
asides as outlined in 
your Extended Use 

Agreement and/or your 
Regulatory 

Agreement(s)

26

If your HOME 
affordability period 
has ended, place 
those units here
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Consolidated Certificate of 
Compliance: Common 
Errors

Select the 
applicable 

option to your 
development 

If you have HOME units, enter the 
applicable unit distributions per your 
development’s HOME Regulatory 
Agreement. Note: If you have only Low 
or High HOME, you must enter “0” in 
the box of the set aside that is not 
applicable to your development. 



Rent Schedule/ Utility 
Allowance Request Most 
Common Errors

RENT & UTILITY ALLOWANCE REQUEST
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https://ihda.jotform.com/252306170215041
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Utility 
Allowance 
Requests: 
Common 
Errors

If using a PHA 
Schedule, 

ensure that 
you circle or 
highlight the 
applicable 

utility charges 
before  you 

submit!

IHDA Utility Allowance Summary Sheet can be found on IHDA’s website 
for both Factor Based and Consumption models: Property Owners, 

Managers, & Other Partners – IHDA under “Utility Allowance Summary.”

JotForm will not 
allow you to submit 

your Rent/UA 
request without 

attaching the 
verification back-up

https://www.ihda.org/rental-housing-main/property-managers/#poc
https://www.ihda.org/rental-housing-main/property-managers/#poc
https://www.ihda.org/rental-housing-main/property-managers/#poc
https://www.ihda.org/rental-housing-main/property-managers/#poc
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Utility Allowance 
Requests: Common 
Errors

Utility 
Allowance 

effective date 
must be within 
60 days of the 
effective date 

of the 
verification 

back up used, 
but 

developments 
have 90 days to 

implement.



Tenant Selection Plan 
Most Common Errors

Tenant-Selection-Plan-Other-Programs-Rev.-11.27.2024.pdf

31

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/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/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/2024/11/Tenant-Selection-Plan-Other-Programs-Rev.-11.27.2024.pdf


Tenant Selection 
Plan: Common 
Errors

This page should be 
filled out in 

accordance with your 
Extended Use 

Agreement and/or 
Regulatory 

Agreement(s). 

Each program 
should have their 
own section and 
continues to the 

next page to 
accommodate 

developments that 
have multiple 

funding sources
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Tenant 
Selection 
Plan: 
Common 
Errors If you have multiple 

AMI set-asides at 
your development, 

Optional Preference 
3E must be selected

33

Exhibits and 
Addendums 
located on 

pages 36-57 
must be 

completed on 
the Agent’s 
letterhead!



Group Break-
Out Session
INSTRUCTIONS
1. Work within your table as a 

group.
2. Complete the Consolidated 

Certificate of Compliance 
based on the Extended Use 
Agreement/Regulatory 
Agreements on the next slide.
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Consolidated 
Certificate of 
Compliance 
Access
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Group Break-Out Session
For the next 10 minutes, complete the Consolidated Certificate of Compliance based 
on the information from the Extended Use Agreement/Regulatory Agreements below: 

There are 117 units at this 
development

1. HOME Regulatory Agreement: 
(6) units @ 30% AMI, (18) units 
@ 40% AMI, (46) units @ 50% 
AMI; (10) units @ 60% AMI

2. Credit Advantage (CrAd) 
Regulatory Agreement: (26) 
units @ 60% AMI

3. Conduit Bond (CDT) Regulatory 
Agreement: at least 40% of the 
units should be occupied by 
Tenants whose family income 
is 60% AMI or less. 

Deeper Restrictions: 
At least 20% of the units must be Rent Restricted at 
40% AMI and at least 5% of the units must be further 
Rent Restricted at 30% AMI.
40% of the units in the project must be Rent 
Restricted at 50% AMI; any additional occupancy and 
rent restrictions as referenced above may count 
towards meeting this requirement

Extended Use 
Agreement: 105 
project 
units/117 total 
units in project
Minimum Set 
Aside: 40% of 
units @ 60% AMI 
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Group Break-Out 
Session Review

1. CDT: 117 units x 40% = 46.8 = 47 units @ 60% AMI 
(round up)

2. LIHTC: Calculate deeper restrictions first: 
117 x 20% = 23.4 = 24 units @ 40% AMI
117 x 5% = 5.85 = 6 units @ 30% AMI
117 x 40% = 46.8 = 47 units @ 50% AMI
*Because of the language in the deeper restrictions, 
you will subtract 24 from 47 (47-24) and the result is 23 
units. Additionally, you will subtract the (6) 30% units 
from the (24) 40% units, giving you 18 units @ 40% AMI
105 – 47 = 58 units @ 60% AMI
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Questions?

38



Contact Information

HEATHER METCALF, ASSET 
MANAGER 

PHONE: 773-836-5222

EMAIL: 
HMETCALF@IHDA.ORG

39



40

We Appreciate Your Feedback!
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