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Presenter Notes
Presentation Notes
Good afternoon, Partners! Welcome to the 2026 Illinois Housing Development Authority Owner & Agent Training. And if you’re visiting—welcome to Chicago!

I’m Courtney Sanders, MBA, ARM®, MORS, BOS, COS, TCS, HCS, Asset Manager with IHDA. 

I’m coming up on my fourth year with the Authority, but before that, I spent over ten years in the affordable housing world as a property manager. So when I look around the room today, I see a lot of familiar faces from that chapter of my career—friends and colleagues who know that side of the work. [s/o familiars faces, smile, wave] 
And I also see a lot of faces I’ve gotten to know through Teams meetings. Some of you may remember that before stepping into my role as an Asset Manager, I served as the Compliance Analyst for the Statewide Referral Network and the Section 811 Program. [s/o familiars faces, wave]
I share that because every role I’ve held has shaped how I approach this work—and it’s exactly why I’m excited to be here today and walk through this session with you.

Today’s session, “Preparing for Success: MOR Binder Bootcamp,” will guide you through the tabs, the financials, and everything in between.


My goal is simple: that you leave this session feeling ready for your next Management and Occupancy Review—not nervous. And don’t worry, my team of slightly obnoxious—but very effective—acronyms and I have you covered.



Session Agenda
. 

Preparing for the MOR
• Binder Basics
• Preliminary Reports

1

2

3

2

Building the Binder
• IHDA TABS
• Key Documents

Helpful Tips
• Common Slip Ups
• MOR Response

Presenter Notes
Presentation Notes
So, show of hands, who all attended the Springfield training last year? Awesome. Welcome back! My colleague and friend, Denise did a wonderful job last year. This year is slightly different. In this Session Agenda we will start with Preparing for the Review and Binder Basics., then building the binder with the IHDA TABS and Key Documents, and then I have some tips that I hope you all will find helpful.

When we are done you will be an IHDA Binder Preparation Expert.
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Sc a n  t h e  QR C o d e  fo r  Dig it a l 
Bin d e r :

Presenter Notes
Presentation Notes
Before we get started, I just want to make sure everyone can see the presentation and has access to the Management and Occupancy Review Tabs.
If you haven’t already, please take a moment to scan the QR code using your smart device. That will give you a digital copy of today’s presentation, along with a sample set of completed tabs for reference.
One quick note to call out—if you manage a development that is one hundred percent tax credit, meaning there’s no additional funding like HOME or Housing Trust Fund, you wouldn’t have a Management and Occupancy Review. That said, the sample tabs are still a great resource and can be used as guidance for future desk reviews and tenant file audits.
So even if MORs don’t apply to your property, the information will still be helpful.







Asset Management: Management and Occupancy 
Review (MOR)

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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Presenter Notes
Presentation Notes
Speaking Notes: What Is Asset Management & Why MORs?
There are two questions we hear all the time:� What exactly is Asset Management?� And why do we conduct MORs?
At its core, IHDA’s mission is the creation and preservation of affordable housing. We do that by providing resources from both the federal and state level—things like loans, grants, bonds, tax credits, and federal contracts.
But providing resources is only part of the work. We also have a responsibility to monitor those resources and make sure they’re being used as intended—so that residents are living in housing that’s decent, safe, and sanitary.
That’s where Asset Management comes in. Our role is to monitor performance and ensure each property continues to meet program requirements over time.
Management and Occupancy Reviews or MORs are one of the key tools we use to do that. They help us evaluate management practices, day-to-day operations, long-term program compliance, financial performance, and the overall physical condition of the property.
And just as importantly, MORs also help inform future funding decisions. We use them to determine which owners and properties may be eligible to compete for funds—often at very low interest rates—to create new affordable housing or preserve the housing that already exists.
When you put it all together, the bottom line is this: MORs support the long-term health, stability, and success of each project—and the future of affordable housing overall.






Preparing for the Management & Occupancy 
Review

Initial Step: Starting Point:

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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Presenter Notes
Presentation Notes
Once the Asset Manager sends the email with your MOR date and IHDA Tabs, that’s your starting point.

Take a little time to look through the tabs and pull together any preliminary reports that may have been requested.

If something doesn’t make sense or you’re unsure about anything, reach out within the first few days—We are here to help.

Be sure to confirm the site visit address and who we will be meeting. And while you’re at it, it’s the perfect time to let IHDA know about any updates to your management team or contact information.




MOR Preliminary 
Review Reports:

Current Year
• Rent Roll

• Vacancy Report

Previous Year (if applicable)
• Move Ins

• Move Outs

• Rejected Applicants 

Step 1:
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Presenter Notes
Presentation Notes
Before the Asset Manager comes onsite, they’ll usually request a few, what I call, preliminary reports so they can review them and determine the file selection ahead of time. 
For the current year, we’ll ask for:
Your rent roll
Your vacancy report
And if it applies, we’ll also need a few items from the previous year, like:
Move-ins
Move-outs
Rejected applicants
These reports help us get a clear picture of what’s happening at the property so we can hit the ground running when the MOR starts.




Preparing for the Management & Occupancy 
Review (Continued)

Begin: Build:
Th e  d e ve lo p m e n t  
m u s t  s t a r t  
g a t h e r in g  t h e  
r e q u ir e d  
in fo r m a t io n  lis t e d  
o n  t h e  IHDA Ta b s .

As you collect 
the information, 
start building up 
the IHDA Binder.
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Presenter Notes
Presentation Notes
Begin gathering all the information listed in the IHDA Tabs. If you’re the agent responsible for the MOR binder, go through each tab carefully and figure out who’s responsible for providing the requested information. Some of it might be kept at the ownership level, so you may need to reach out to the owner, other departments like accounting or maintenance, or other team members.
As you collect everything, start building the IHDA Binder. Begin by adding the preliminary reports since those are already ready. In a few moments, I’ll show you how those reports go in the binder so everything is organized correctly.







Building the 
Binder

Fill in:
Document any 

information 
that requires 

a written 
response 

directly on the 
IHDA Tab 

Cover Sheets 
or on a 

separate 
sheet of 
paper. 

Keep the order:
Arrange the 

IHDA Tab 
Cover Sheets 

in 
chronological 
order within 
the binder, 

using a sheet 
tab to 

separate and 
organize each 

section. 

Insert: Check:
Review the 

IHDA Binder for 
completeness. 

Ensure all 
requested 

information has 
been 

addressed, 
either with a 
comment on 

the TAB cover 
sheet or with 
supporting 

documentation.

Submit the 
IHDA Binder to 

your Asset 
Manager to 

confirm that 
your 

development 
meets all 
program 

compliance 
requirements.

Present:
Place the 

requested 
documents 

listed on each 
IHDA Cover 

Sheet directly 
behind the 

corresponding 
sheet.
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Presenter Notes
Presentation Notes
Fill In: Any information that requires a written response should be documented directly on the IHDA Tab Cover Sheets or on a separate sheet of paper. Make sure to note what question or item your response is addressing. If you’re using a separate sheet, include the question along with your answer so everything is clear.
Insert: Place the requested documents listed on each IHDA Cover Sheet directly behind that sheet. Keep everything in order, and make sure each tab is clearly labeled.
Keep the Order: Arrange the IHDA Tab Cover Sheets in chronological order within the binder, using sheet tabs to separate and organize each section. This keeps the binder easy to navigate.
Review: Go through the IHDA Binder carefully to ensure it’s complete. Confirm that all requested information has been addressed, either with a comment on the cover sheet or with supporting documentation. When you’re reviewing the IHDA Tabs, it’s important to identify both the items that apply to your development and those that don’t. I suggest starting with the non-applicable items—just put a simple statement like, ‘Not applicable to this development’ next to any line item that doesn’t apply. Once that’s done, you can focus on the items that do apply.
Present: Finally, present the IHDA Binder to your Asset Manager to verify that your development is fully compliant with program requirements.
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Sample Completed MOR TABS:

Presenter Notes
Presentation Notes
Alright, now it’s time to dive into the TABS. Here's the QR Code again, please take a moment to scan it using your smart device for a sample set of completed tabs for reference.

I’ve mentioned the TABS several times throughout this presentation, and I know many of you who have worked with TABs have your own opinions—or even gripes—about them. But the TABS are actually really important because they clearly outline exactly what is needed for the review.

The IHDA Tabs provide examples of how to document information and organize forms in the binder. When documentation and organization are done correctly, it makes the audit flow smoothly and efficiently.







IHDA TABS
The IHDA Tabs shown 
are examples of how 
to document the 
information and 
organize the forms in 
the binder.
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Presenter Notes
Presentation Notes
Let’s go through the summary Tab. For this example, we’ll focus on a development owned by IHDA. I’ve included sample statements showing how to document information directly on the form, as well as notes you can use to indicate that certain supporting documents can be found behind the tab sheet.

Let’s go through the examples quickly—I think you’ll find this information very useful as a guide for organizing and documenting your own files.




IHDA TABS
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Presenter Notes
Presentation Notes
After you’ve filled in the summary Tab, the next step is to review and insert the appropriate attachments. For this sample development, we will need to insert the Vacant unit Report and pictures of the development in the binder. 



IHDA TABS
The IHDA Tabs shown are 
examples of how to document 
the information and organize 
the forms in the binder.
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Presenter Notes
Presentation Notes
Since this is a boot camp, Let’s review a more interesting tab. The Accounting/Bookkeeping Tab. For this example, we’ll continue our focus on a development owned by IHDA. I’ve once again included sample statements showing how to document information directly on the form, as well as notes you can use to indicate that certain supporting documents can be found behind the tab sheet.

As I’ve mentioned earlier, a lot of the financial reports may be kept at the ownership level, so you may need to reach out to the owner, or other departments like accounting. 

On the other hand, If you’re the preparer, and you receive the monthly statements, or have access to the financial reports via your property management software, start making it a habit of reviewing and inserting the updated reports and statements in the MOR Binder. This way the most up to date information is always in the binder.












IHDA TABS
Review and Insert the Reports:
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Op e r a t in g  Ac c o u n t  
Ba n k  St a t e m e n t  

Presenter Notes
Presentation Notes
Once you’ve completed the Financial Tab, the next step is really about making sure all of the right attachments are included. Just like with the Summary Tab, you want to review what’s been completed and then insert the required financial documents into the binder. For this sample development, that included the Operating Account Statement, Security Deposit Account Statement, the Operating Budget, the Monthly Operating Variance Report, and the Balance Sheet.

If you’re ever unsure about what’s required, your best resource is always the development’s management agreement, regulatory agreement, or loan documents. Those will also tell you whether there’s a requirement for the funds to be held in a federally insured bank located in Illinois.

Now, speaking of loan documents—if the development has an IHDA loan, the preparer should also be ready to address any delinquencies. That means not just identifying them, but being able to explain the plan to bring the loan current.

During the binder review, you should also expect questions around collections and cash controls. For example, you may be asked how rent is collected—whether it’s received on-site or by site staff. And just as a quick reminder, a lockbox is not a physical drop box at the property; it’s a mail-in location, such as a P.O. Box.





IHDA TABS
Review and Insert the Reports:
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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  

Presenter Notes
Presentation Notes
In this example, the development does collect security deposits, so make sure that these funds are deposited and kept in a federally insured bank account. 




IHDA TABS
Review and Insert the Reports:
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Se c u r it y  De p o s it  
Lia b ilit y  Re p o r t

• Review the statement 
and the security 
deposit listing reports 
and ensure there are 
enough funds to cover 
the amount of 
security deposits 
collected.

Presenter Notes
Presentation Notes
Also, review the statement and the security deposit listing reports and ensure there are enough funds to cover the amount of security deposits collected.





IHDA TABS
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An n u a l Op e r a t in g  Bu d g e t  & Ba la n c e  
Sh e e t

Presenter Notes
Presentation Notes
When it comes to the balance sheet, it should generally be no more than one month old. If accounting hasn’t closed out the most recent month yet, the prior month’s balance sheet is acceptable.
And finally, when reviewing the balance sheet, make sure everything is categorized correctly. Cash should reflect operating cash only. Accounts receivable should include both tenant accounts receivable and HUD accounts receivable. And accounts payable should reflect operating payables.





IHDA TABS
The IHDA Tabs shown below are examples of how to document the 
information and organize the forms in the binder.
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Re c o m m e n d e d  Tr a in in g s  fo r  
d e ve lo p m e n t s  w it h :

Tax Credits:
• Tax Credit Specialist, Blended Occupancy 

Specialist

HOME:
• Home Compliance Specialist, Blended 

Occupancy Specialist

Section 811:
• Certified Occupancy Specialist, Blended 

Occupancy Specialist

Presenter Notes
Presentation Notes
What’s a boot camp if we don’t talk about training? 

All properties are required to complete Fair Housing training, and that includes both office and maintenance staff. As a best practice, this training should be completed every two to three years to ensure everyone stays current and aligned with Fair Housing requirements.

During the review process, additional training recommendations may be made based on observations and conversations with staff. This is especially true for programs like HOME, Tax Credits, or other layered funding, where compliance requirements can be more complex.

That said, there are specific trainings I generally recommend based on the type of development.�For developments with Tax Credits, I recommend the Tax Credit Specialist and Blended Occupancy Specialist trainings.�For developments with HOME funding, the Home Compliance Specialist and Blended Occupancy Specialist trainings are recommended.�And for developments with Section 811, the Certified Occupancy Specialist and Blended Occupancy Specialist trainings are recommended.

At the end of the day, these trainings are important because they help staff apply program rules correctly, reduce compliance risk, and ensure residents are treated fairly and consistently across all programs.










Binder -  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

• Waiting List and Waiting List Annual Update Letters

• List of Fair Housing Certificates and/or any Program Training Certificates
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Presenter Notes
Presentation Notes
Here’s a list of some of the key documents you’ll want to be aware of. When you’re reviewing the IHDA Tabs, it’s important to identify both the items that apply to your development and those that don’t. I usually suggest starting with the non-applicable items—just put a simple statement like, ‘Not applicable to this development’ next to any line item that doesn’t apply. Once that’s done, you can focus on the items that do apply.
And remember, if you’re ever unsure about what’s needed, reach out to the Asset Manager. Let’s go over a few documents that may be required for the MOR. I won’t read the entire list, but I do want to highlight some key items to keep in mind when preparing your binder for excellence:









Binder -  Key Documents
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
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Presenter Notes
Presentation Notes

Unit Inventory List – Required for HOME programs.
Updated Tenant Selection Plan with HOTMA Changes – This is a must-have. Make sure the IHDA Exhibits are attached. If you use any IHDA Exhibit Templates, remember to remove the IHDA logo and name and replace it with your company or development name.
Affirmative Fair Housing Marketing Plan (AFHMP) – This needs to be updated every 5 years. If it’s expired, it will be cited as a finding.
Required Letters – Any outreach or rejection letters must be actual letters, with the date and addressed to the recipient.
Insurance Certificates – Property, Liability, Umbrella, and Fidelity Bond certificates must list IHDA as the additional insured.
These are the key items that tend to come up most often, so keeping them organized and accurate will really help your binder stand out.








Binder -  Key Documents

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
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Presenter Notes
Presentation Notes
Updated Tenant Selection Plan with HOTMA Changes – This is a must-have. Make sure the IHDA Exhibits are attached. If you use any IHDA Exhibit Templates, remember to remove the IHDA logo and name and replace it with your company or development name.
Affirmative Fair Housing Marketing Plan (AFHMP) – This needs to be updated every 5 years. If it’s expired, it will be cited as a finding.
Required Letters – Any outreach or rejection letters must be actual letters, with the date and addressed to the recipient.
Insurance Certificates – Property, Liability, Umbrella, and Fidelity Bond certificates must list IHDA as the additional insured.
These are the key items that tend to come up most often, so keeping them organized and accurate will really help your binder stand out.








Binder -  Key Documents
Po lic ie s

• Redecoration Policy

• Move - in/Move -out Policy

• Turnover Policy

• Community Room Policy

• Rent Collection Policy

• Eviction Policy

• Grievance Policy

• Fair Housing/ Reasonable Accommodation Policy

• Pet Policy

• Transfer Policy

• Drug Free Housing
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Presenter Notes
Presentation Notes








IHDA TABS
Most Common Slip -Ups:
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Presenter Notes
Presentation Notes
Alright, let’s walk through some of the most common mistakes we see when responding to these requests—and how to avoid them. I’m going to give you the request, the correct way to respond, and highlight where people usually slip up.

1. Schedule of Current Rents & Last Rent Increase Date
Always include the effective date.
Example: “See attached schedule of current rents effective 1/1/2026.”
2. Rents Increased in the Last 12 Months
Include both the amount and the reason.
Example: “Based on the most recent market analysis, all rents increased by 5%.”
3. Computerized Rent Roll
Make sure AMI restrictions are listed for each unit.
Include tenant rent and subsidy if applicable.
4. Outreach Letters (Last 12 Months)
Letters must be dated.
Include all entities listed in the Affirmative Fair Housing Marketing Plan (AFHMP).
5. Racial Mix of Current Tenants
Percentages must total 100%.
Example: White 20%, Black 20%, Asian 20%, etc.
6. Ethnic Mix of Current Tenants
Do not combine racial and ethnic mix.
Example: Hispanic/Latino 50%, Not Hispanic/Latino 50%.
7. Accessible & Adaptable Units
A unit cannot be both.
Accessible: for tenants with physical challenges.
Adaptable: can be adjusted to meet tenant needs.
8. Accessible Units Occupied by Tenants Who Need Features
Only include units where tenants actually require the features. Don’t skip this—it’s important for compliance.
Closing Tip:
Small details matter. Always double-check dates, percentages, and classifications. Thorough responses = smooth compliance review.






Helpful 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.
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Presenter Notes
Presentation Notes
Now let’s go over some Helpful Tips.
First off—always be ready, so you don’t have to scramble to get ready. If this isn’t your initial MOR, start by reviewing last year’s binder. Replace any old reports with the most up-to-date versions.
Make sure you review and answer all requested information thoroughly. And if anything is unclear, don’t hesitate to communicate with your Asset Manager for clarification.
If you have a team, use them! Delegate tasks where appropriate—teamwork really does make the dream work. Be sure to give a clear timeline or due date for any delegated assignments.



Helpful Tips
• 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.

• Keep Your Binder Up to date

• Relax, we are here to help, not hurt.
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Presenter Notes
Presentation Notes
For items that don’t apply to your development, document that directly on the form—something simple like ‘Not applicable.’
Use the IHDA Tabs as both a checklist and a cover sheet to organize the binder. Once everything is in place, review the completed binder to ensure all line items are addressed and all required information is included.
Here’s the payoff: once your binder is organized and complete, preparing for the next MOR will be much easier. You’ll mostly just need to update tabs and information that has changed—things like tenant demographics, financial documents, and waiting list info. Other items, like staffing or training certificates, may not have changed and won’t need updating.

I have one more Tip, listen closely this will be the best tip you ever received listen for it, OK, here it comes, are you ready?



DON’T FIGHT THE W ORK! 
JUST DO THE W ORK!
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Presenter Notes
Presentation Notes
DON’T FIGHT THE WORK! JUST DO THE WORK! UTILIZE YOUR RESOURCES TO PLAN, PREPARE and EXECUTE!

Waiting until the last minute to prepare the MOR binder often leads to missed documents and unnecessary findings. Starting early gives you time to ask questions, fix issues, and walk into the review confident and prepared.



Responding to the 
MOR Findings:

• Carefully review each MOR finding to fully understand the issue and 
applicable requirements.

• Gather all requested documentation and any additional supporting 
materials.

• Prepare a written response on company letterhead that addresses 
each finding individually.

• Clearly describe corrective actions taken or planned, including 
steps to ensure ongoing compliance.
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Presenter Notes
Presentation Notes
When you’re responding to an MOR, the first thing you want to do is really take the time to review each finding so you fully understand the issue and the requirement behind it. From there, gather all of the requested documentation, along with any additional support that helps tell the full story.
Your response should be written on company letterhead and address each finding individually. Be clear about what corrective actions have already been taken or what steps are planned to ensure ongoing compliance.
When submitting your response to IHDA, it’s important to remember that all audit and compliance-related correspondence must remain professional and respectful. Responses that don’t meet that standard won’t be accepted as part of the official record.
Finally, don’t forget to sign and date your response, and try to view MOR findings as an opportunity to strengthen internal controls and reduce the risk of future compliance issues.




Responding to the 
MOR Findings:
• Attach all required and supporting documentation 

to the response.

• Submit a complete, professional, and timely 
response to IHDA.

• Ensure the response is signed and dated prior to 
submission.

• Use MOR findings as an opportunity to strengthen 
internal controls and prevent future compliance 
issues.
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Presenter Notes
Presentation Notes
Make sure all required supporting documents are attached.
When submitting your response to IHDA, it’s important to remember that all audit and compliance-related correspondence must remain professional and respectful. Responses that don’t meet that standard won’t be accepted as part of the official record.
Finally, don’t forget to sign and date your response, and try to view MOR findings as an opportunity to strengthen internal controls and reduce the risk of future compliance issues.




Our Vision: Our Mission:
Insert  text Insert  text
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My Contact
Information

w w w .ih d a .o rg

c s a n d e rs @ ih d a .o rg
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Courtney Sanders, MBA, ARM®
Asset Manager



Our Vision: Our Mission:
Insert  text Insert  text

We Appreciate Your Feedback!
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