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Scan the QR Code for Digital
Binder:




Asset Management: Management and Occupancy
Review (MOR)

Asset Management
monitors projects
with IHDA financing
in the form of loans,
grants, bonds, tax
credits and federal
contracts
administered by
IHDA.

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.




Preparing for the Management & Occupancy

Review

Initial Step:

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

Starting Point:

The development
must review the
IHDA Tabs and
reach out to the
Asset Manager
with any
questions prior to
the scheduled
MOR.




MOR Preliminary
Review Reports:

Current Year
o Rent Roll

. Vacancy Report

Previous Year (if applicable)
. Move Ins

o Move Outs

« Rejected Applicants




Preparing for the Management & Occupancy

Review (Continued)

Begin:

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

Build:

As you collect

the information,
start building up
the IHDA Binder.




o
Fill in:
Document any
information
that requires
a written
response
directly on the
IHDA Tab
Cover Sheets
orona

separate
sheet of

paper.

Building the

@
Insert:

Place the
requested
documents
listed on each
IHDA Cover
Sheet directly
behind the
corresponding
sheet.

Binder

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.

@
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.

@
Present:

Submit the
IHDA Binder to
your Asset
Manager to
confirm that
your
development
meets all
program
compliance
requirements.




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.




Vacant Units

Community: Tlinais Housing Development AM
s of Date: 10/15/2025

- IHDA TABS

Days Vacant
AMI Move Out
Unit Unit Type Level Subsidy Unit Sqft Rent Amount Date
Illinois Housing Development AM
118 ED Nore 90,00 08/26/2025 19
140 2 % Nore .00 12/26/2024 ]
0 T None 0.0 08/22/2025 3
m 2 6% None .00 0318205 2t
N 2 Nore 0.0 08/27/2020 1875
1 2 S Nore .00 12/01/2018 2510
n L Nore .00 09)16/2024 3%
435 2 None 0.0 01/27/2021 172
) 2 6% None .00 12/31/204 208
Hlinois Housing Development AM Total Vacant Units : 9 $0.00




IHDA TABS

The IHDA Tabs shown are
examples of how to document
the information and organize
the forms in the binder.




IHDA TABS

Review and Insert the Reports:

Operating Account
Bank Statement

—




IHDA TABS =5

Review and Insert the Reports:

Security Deposit Account
Bank Statement

——




IHDA TABS

Review and Insert the Reports:

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

Annual Operating Budget & Balance

Sheet

Ilinces Howusing Devel opmment AM
Balance Shest

As of 10/31/2025

Aeses
Cunrrert Asssts
Cash B Cash Equivalents
Ciperating Acoourtt
Pty Cash Acck.
Total Cash & Cash Bquivalents
Acoounis Recefvable
Prepaid Expenses
Oither Cument Asseis
Right of Use Asssk (office leass)
Allowrance for Bad Dept
Tot=l Other Current Asseds
Total Current Assets
Long-term Asseds
Property & Bguipnent
Land
Bwiildings
Imnjprosrenmemts:
Equipnmert
Fumishings:
Acoumulsted Depreciabon Buildings
Accumulsted Depreciation Equipnment
Accumulated Deprecation Fumishings
Crther
Total Property & Equiprment

Oher Lomg-term Assets

Toktal Long-termn Assebs

Total Asseis
Lizhilfies:
Short-t=rmn Liabilibies
Accounts Payable
her Short-term Liabilities
Total tther Short-term Liabilises
Total Short-termn Labilites
Oher Lomg-term Liabilibes
Office Lease Liabiliby
Criher
Total Cther Long-termn Liabilities
Total Long-term Lishilities

Current YTD Met Incomses

e a ]
1020

1L
13055

15000
15040
15020
1030
15040
12010
12030

1040

21050

Sl6,634.82
234,77

916,8259.59
150, 860,54
B64,653.72

358,404.00
{1,200.00)

357, 204.00

1,529,597.85

1,269,230.00
8,160,474.80
4,606,336.57
118,678.10
76,335.93
(1,331,368.81)
(9,232.45)

(15,276.92)
727.052.83

13,602, 270,14

270,560,326

270,560,226

13,872,830.40

70,931.28
133,156.60

133,156.60

201, 087,97

362, 250000
3.627,228.41

3,9859,488.41
4,193,576.38

514, 274. 75

Project Name:

lllinois Housing Development Authority

Annual Operating Budget
Property Input Form

Project I0: |TC-12345

IHinis Jopusing Development AM

Budget Year: |Iﬂlﬁ |

Income and Expense Overview

Income

Rental Income
Vacancy Loss
Rental Concessions

Total Income

Income Motes

Expenses

Administrative:
Office Expenses
Management Fees

social Programming 3 400.00

% 2 000.00 Miscellaneous
|5 2.000.00 |

Legal Expenses
Audit Expense

ADMIN. TOTAL

Operating:
Exterminating
Rubbish Removal
Snow Removal

COPERATING TOTAL

Maintenance:
Structural Repairs
Roofing Repairs
Carpeting
Elevator Repairs
HWVAC

Security

$ 152,400.00 Subsidy Income $ 231,053.00
3 0.00 Interest Income 3 0.00
3 0.00 Other Receivables 3 0.00
$ 383.453.00
SAMPLE SAMPLE SAMPLE
5 810.00 Telephone % 1,500.00 |
§ 10,172 00 Marketing [3 2.000.00

Bad Debts $ 2.400.00

I5 18.00

$ 30,300.00 |

» 2.400.00
$ 2.000.00

» 2.000.00

|5 14,300.00 [

5 4,000.00

$ 12,000.00

5 10,000.00
5 4 000.00

Landscaping
Equipment
Miscellaneous

Painting & Decorating

Plumbing Repairs
Electrical Repairs
Appliance Repairs
Miscellaneous

5 2,000.00
5 6,000.00
5 8,000.00
$ 3,000.00
$ 1,000.00




IHDA TABS

The IHDA Tabs shown below are examples of how to document the
information and organize the forms in the binder.

r

TRAINING

Please insert:

Evidence that current on-site staff have required cerifications as
outlined in the management plan.

A list of all job-related seminars attended within the last two years by
on-site employees (including a copy of fair housing and any other
applicable cerificates).

il
-

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

e Current Vacant Unit Report

e Current Year-to-Date Move-out Report

*Previous Year Move-out Report

ePrevious month work orders and work order logs
ePolicies and Procedures Manual

eHouse Rules

e\Waiting List and Waiting List Annual Update Letters

eList of Fair Housing Certificates and/or any Program
Training Certificates




Binder - Key Documents

e Operating Bank Statement

e Security Deposit Account Bank Statement
e Annual Security Deposit Interest

* Annual Operating Budget

e Budget Variance Report

e Balance Sheet

e Market Rent Analysis

e Unit Inventory List (required for HOME)
e Rent Roll

e Tenant Aged Receivables

e Tenant Aged Payables

e Most recent Reserve Account Statements for all non-IHDA held
reserves




Binder - Key Documents

eTenant Selection Plan with IHDA Exhibits
e Affirmative Fair Housing Marketing Plan
e AFHMP Annual Outreach Letters

e Applicant Rejection Letter

eList of Accessible Units by Bedroom Size

e ist of Tenants occupying the accessible units that require
the features of the unit

e Breakdown of Racial Mix
e Breakdown of Ethnic Mix

eThe Property, Liability, Umbrella and Fidelity Bond insurance
certificates listing IHDA as additional insured




Binder - Key Documents

e Redecoration Policy

e Move-in/Move-out Policy
e Turnover Policy

e Community Room Policy
e Rent Collection Policy

e Eviction Policy

e Grievance Policy

e Fair Housing/ Reasonable Accommodation Policy
e Pet Policy

e Transfer Policy

® Drug Free Housing




Schedule of current rents and last rent increase date.
See attached schedule of current rents that became effective 1172026

. If rents increased in the last 12 months, how much was the increase” What were

MOSt Common Slip—u ps: the rent increases based on?

Based upon the most recent market analysis, all rents were increased by 5%.

. Computerized rent roll listing specific ANI rent restrictions and total number of
units for each restriction (i.e_, 40%, 50%, 60%) and columns for tenant rent and
subsidy (if applicable).

See Attached

. Copy of all outreach letters for the last 12 months.
Letters must be dated and should represent all entities listed in the AFHMP.

. A breakdown with percentages (must equal 100%) of the racial mix of all current
tenants.
White = 20%, Black/African American = 20%, American Indian/Alaska Native =
20% ., Asian = 20%, MNative Hawaiian/Other Pacific Islander = 20%, Other = 0 %.

. A breakdown with percentages (must equal 100%) of the ethrnic mix of all current

tenants.
Hispanic/Latino = 50%, Mot Hispanic/Latino = 50%.

. A list of the number of accessible and adaptable units by bedroom size.
A unit cannot be classified as both accessible and adaptable.
An accessible unit has features that allow the unit to be approached, entered, and
used by physically challenged people.
An adaptable unit has features that are either adjustable or capable of being easily

and immediately added or removed to meet individual needs or preferences.
O OP A list of the number of accessible units occupied by tenants with disabilities that

do reguire the features of the unit.
Unit #110

Unit #117

nspection Tabs e, 30 12025
ML-TEB-HOME-MHTF-Mod Fehsh




o
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.

*®




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.




DON’T FIGHT THE WORK!
JUST DO THE WORK!

25



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.




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.







My Contact
Information

Courtney Sanders, MBA, ARM®
Asset Manager

M Ccsanders@ihda.org

@ www.ihda.org




We Appreciate Your Feedback!
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