
Owner & Agent Training

Preparing for Success:

Presented by: 

Courtney Sanders , MBA, ARM®, MORS, BOS, COS, TCS, HCS.

Asset Manager

                 

“MOR Binder Bootcamp: Tabs, 
Financials, and Beyond”
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Session Agenda

. 

Preparing for the MOR
• Binder Basics
• Preliminary Reports
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Building the Binder
• IHDA TABS
• Key Documents

Helpful Tips
• Common Slip Ups
• MOR Response
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Scan the QR Code for Digital 
Binder:



Asset Management: Management and Occupancy 
Review (MOR)
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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 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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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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Preparing for the Management & Occupancy 
Review (Continued)

Begin: Build:

The development 
must start 
gathering the 
required 
information listed 
on the IHDA Tabs.

As you collect 
the information, 
start building up 
the IHDA Binder.
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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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Sample Completed MOR TABS:



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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IHDA TABS
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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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IHDA TABS
Review and Insert the Reports:
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Operating Account 
Bank Statement 



IHDA TABS
Review and Insert the Reports:
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Security Deposit Account 
Bank Statement 



IHDA TABS
Review and Insert the Reports:
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Security Deposit 
Liability Report

• 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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Annual Operating Budget & Balance 
Sheet



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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IHDA Required Trainings for 
developments with:

Tax Credits:
• Tax Credit Specialist

HOME, NHTF, FFB:
• HOME Compliance Specialist and/or Certified 

Occupancy Specialist

Section 811, MOD Rehab:
• Blended Occupancy Specialist
• Certified occupancy Specialist (recommended) 

*Note: The individual performing leasing, 
certification, or recertification duties is required 
to hold the appropriate license or certification.



Binder -  Key Documents

•Current Vacant Unit Report

•Current Year-to-Date Move-out Report

•Previous Year Move-out Report

•Previous month work orders and work order logs

•Policies and Procedures Manual

•House Rules

•Waiting List and Waiting List Annual Update Letters

•List of Fair Housing Certificates and/or any Program 
Training Certificates
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Binder -  Key Documents
•Operating Bank Statement

•Security Deposit Account Bank Statement

•Annual Security Deposit Interest

•Annual Operating Budget

•Budget Variance Report

•Balance Sheet

•Market Rent Analysis

•Unit Inventory List (required for HOME)

•Rent Roll

•Tenant Aged Receivables

•Tenant Aged Payables

•Most recent Reserve Account Statements for all non-IHDA held 
reserves
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Binder -  Key Documents

•Tenant Selection Plan with IHDA Exhibits

•Affirmative Fair Housing Marketing Plan

•AFHMP Annual Outreach Letters

•Applicant Rejection Letter

•List of Accessible Units by Bedroom Size

•List of Tenants occupying the accessible units that require 
the features of the unit

•Breakdown of Racial Mix

•Breakdown of Ethnic Mix

•The Property, Liability, Umbrella and Fidelity Bond insurance 
certificates listing IHDA as additional insured
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Binder -  Key Documents
Policies

•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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IHDA TABS
Most Common Slip - Ups:
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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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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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DON’T FIGHT THE WORK! 
JUST DO THE WORK!
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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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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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Our Vision: Our Mission:

Insert text Insert text
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My Contact
Information

www.ihda.org

csanders@ihda.org
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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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