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OHCS Compliance Acronym Glossary

AFHMP - Affirmative Housing Marketing Plan * MRQ - ManagementReview Questionnaire

AM - Asset Management

ARH - Affordable Rental Housing
BIN - Building Identification Number
CA-Compliance Analyst

CM - Compliance Mandatory
HFA-Housing Finance Agency
HOTMA - Housing O pportunity
Through Modernization Act

MA - ManagementAgent
MI-Move-in

* MTSP - Multifamily Tax Subsidy Program

+ NSPIRE - National Standards for the Physical
Inspection of Real Estate

O/A - Owner/Agent

OHCS - Oregon Housing & Community Services
* RSP -Resid ent Service Plan

* RA - Regulatory File Audit

Rl - Regulatory Inspection

RR - Regulatory Review

TIC - Tenant Income Certification
« TSP -Tenart Selection Plan




Oregon Housing &
Community Services

Housing
Finace Agercy.
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ARH Portfolio Administration

Programs We Monitor (At-a-Glance)
 LIHTC (Section 42)

* HOME & National HTF

* LIFT

* Risk Share

* Elderly & Disabled Bonds

How Often & When

Compliance Monitoring

* Owner’s Annual Certification of Continued
Program Compliance (the annual “CCPC”)

* Regulatory Review (“RR”)
1. Management Operations and Tenant Files
(“RA)
2. Maintenance Operations and Physical
Condition (“RI”)

] »
COMPLIANC!




Revi_ew Meth qcl Types

Initial Lease-Up Review: At or near lease-up, confirms
first year certifications are accurate

On-Site: The compliance aralyst visitsthe property,
auditsthe files AND inspects units

Electronic: Remote file review, Owner/Agent uploads
files through Procorem (
Special/Triggered: Initiated by multiple noncompgliance

concernswith either files or the physical inspection
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The Review Journey

Regulatory Review Process

Notify the O/A in writing of the Revie approximate Time

Conduct an on-site File Auditand Physicallnspection (RR) - OR - a File Audit without
aPhysical Inspection (RA)-OR -

Conduct an Electronic File Audit (remote) with a PhysicalInspection (RR)-OR -an
on-site Physicallnspection only (Pl)

The CAwill email the noncompliance findings ina Report to the O/Aand willinclude:

* Corrective Actions Required
* 45-day Submission due date
* An Extension, if needed (must be communicated to your CA before the due date)
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Sent by email only

Penelupe Grove

Confirmation Letter o

Dear Penrlope:
i i “This o s confier in the -referen rty is seheduled for s Rescigw T
15 days Prior to the Review s ette i com o that the sheveeferenced property s cheuled or a R he

areet tronic e o
irspection. =
1,2006, A 4=
tanants 2 houes prioe to the review.
* Typeof Regulatory T IMPORTANT INFORMATION""
. Frotorem —OHCS:
Review . 5 —
e The Date and Time ol
e Post the 24-hour PTE WierkCantesforthe -~ ey May 30, 2035,
otices i extablish your Procgren accesy forthe propsrty.
ofday, May 26, 2026.
¢ Deadiine tocontact = Managemens Redew Cuestionnaire (MAS) (stiached) " -
for ProCorem Access W+ Curent Rert Roll with temant e, household ncome, maveIn date, uritrert, it size, utity shawantce,

it transder dotes

Deadline submission . i
. = Moy report or the current month,Incudine nov-<ut 400 urncuss s et ead) and move-a
for ALL Predocs s, F vl " !

= HOME Wiaitoing Bescrt

end of b e of the Review, A lst of
reslew wil be sent the maming of the sc
il olocironically ance they are requested,

temant flles requised foe this regulatory

12 of the MAQ: be upliadex ta ProCarem WorkCenter by the

 reviow, It 5 important that management be prepared to submis
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**IMPORTANT INFORMATION**
ProCarem — OHCS's ing system:
» Please upload all required pre-review documents for the scheduled Regulatory Review into the
Compliance Audit/Pre-Review Documents folder.
If the person responsible for submitting documents and tenant files
WorkCenter for the property, the person must contact Jane Doe at{Jan
to establish your Procorem access he property.

The following documents must be uploaded to the ProCorem WorkCenter before the end of day, May 26, 2026. mmm
»  Management Review Questionnaire (MRQ) (attached)
mmp .+ Current Rent Roll with tenant name, household income, move-in date, unit rent, unit size, utility allowance,
unit transfer dates.
Site map showing all buildings, unique building identifiers, and number of units in each building.
Wacancy report for the current month, including move-out and turnaver dates (rent ready] and move-in
dates, if applicable.
HOME Monitoring Report

.

Procorem Work Center isa secure file-sharing system. Each property musthave anassigned
User to gain access prior to the predoc due date.

Predocs: What & When

7 Signed Management Review Question naire (MRQ)
oo HOME/HTF Elderly Bond Monitoring Report
< ys
SHINE Pri Rent Roll
rior: Vacancy Report
Site Map

Initial Compliance Spreadsheet, if new property




Predocs: What & When

v — Day of Resident ServicesReport Plan

v — Review: AFHMPwith marketingmaterials

j : Utility Allowance Source Document with Calculations
Managements Written Policies (as selected)

Preventative Maintenance Plan

Otheritems as requested
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Owners Responsibility

* ORS 456.515-456.725

This statute gives OHCS the authority to
inspect any property it funds and to review all
related records.

Owners must maintain accurate, complete
documentation and provide it to OHCS upon
request toensure compliance with program
requirements.

What's one part of
Predocs that feels
most stressful or

| confusing?
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Anatomy of a Compliant

Tenant File

The 3 Layers of a Compliant File

ST e Lease & Unit
S

* Application * Tenant Income * Rental Agreement
 Screening Summary Certification « Lease Addenda
* Income * OHCS Compliance « Utility Allowance
* Assets Mandatory & * Rent
Recommended Forms
* Timelines

* Student Rule

All compliance mandatory and recommended forms are onthe OHC Swebsite at:

* Application

* Screening(orcriterion summary)report. If
denied, appeal & override letter is present.

Income & Asset Verifications and

Layer 1:
] documentation
Ellgl blllty * Completed Tenant Income Certification (TIC)
1 OHCS Compliance Mandatory and
Essentlals Recommended forms

* Project move-in date verification




Verification
Hierarchy from
HUD

* Alwaysusethe

highe st-level, most
reliable form of

verific ation available
before moving to a lower
level.

[Level|  HuDs ion of Hierarchy | Ranking Order of

Upfront Income Verification (UIV)
using non EIV system - e.g., The Highest
Work Number, web-based state
|benefit systems |
Written third-party verification from
the source provided by the tenant
4 |e.g, paystubs, bank statements, High
benefit letters, etc. Also, may be
|referred to as UIV. |
Medium - use if applicant or
3 |Written, third-party verification form) tenant is unable to provide
| |Level 4 documentation
2 |Oral, third-party verification Medium
Low - use as last resort if unable to

1 |Self-Certification (not third-party)
|obtain any third-party
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Layer 2:
Continued
Eligibility

Annualrecertifications (if required)

Self-certifications

Updatedincome/asset verifications

UpdatedTICs

Rent changes and utility allowance adjustments

Unittransfer documentation

Student status documentation (if applicable to your
program)

Layer3: Lease &
Unit
Documentation

Executed lease: all adults listed; matches TIC
composition

Required addend a: LIHTC/HO ME/VAWA,; signed
& dated

House rules and occupancyagreements

Move-in/Move-out Inspection documentation

« Utility Allowance & Gross Rent: correct
schedule/version; < maxlimit

* Unitdesignation & dates consistent across all
docs




Organize for
Readability

+ Consistent File Order Across
Units

ClearLabels (income, assets,
student status, lease addenda,
etc.)

+ Combine PDFs (if electronic) or
hole-punched together. Avoid
loose papers.
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Before uploading your files, double check your work, confirm
and include:

o Application ofall adulthousehold members
o Screening Reportof all adult households

o Lease Agreement

o Move-in Unit Inspection Checklist

o LIHTC (Tax Credit) Rider / Addendum

o HOME or HTF Lease Compliance Form (Required for HOME and HTFunits)

o VAWA Lease Addendum (HUD-91067)

o Lead Base Paint disclosure, if required

o UnitTransfer Certification, ifapplicable I
o Rentsare correctly listed and consistent in lease Agreement and TICs

o Income and Utility Alowances amounts are current and calcuated correctly /

o Certification move-in/effective dates are accurate and completed on time

o Current mandatory forms are being used - ,

CommonPitfalls =~ ™

Okay, Norma, L'l 2dmit T've * Missing third-party verifications \

made 2 few mistakes in my life.

Okay, I made 2 LOT of mistakes, * No student status d ocumentation '
\‘__\(_/‘ * Missing assetverification

* No explanation for zero income

* Income calculated differently in two
places

* Household composition differs
between TIC, lease, and application

* Rent rolldoesn’t match TIC

« Utility allowance on TIC doesn’t
match the UA schedule used

* Move-in/Effective dates incorrect




What's one part of the
file review that feels
most stressful or
confusing?
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IMPORTANT
ANNOUNCEMENT

ANNOUNCEMENT-100% LIHTC ONLY

100% LIHTC Properties in the First Compliance Period
« First Year Annuals are N O longer required.

CERTIFICATION SCHEDULE:

Ceniication: Requited D L
* Move-in: FullCertification with verifications I M Po RTANT
 First Year & Beyond: 100%I1IHTC: Self-Certification

Nan-100% 1 HTC: Full Certification with

Verifications and Source
Documentation




Layered Funding Annual Certifications

—_——— e — —_—

*« HOME/HTF still requires full income verification
atmove-in and IDIS years:
O Fullcertification at move-in
Q Fullcertification in IDIS years
Q Self-certification allowed in interimyears

*Any unit with HOME/HTF funding must follow the
income verification rules for that program, even if
the LIHTC portion of the property qualifies for
self-certification.
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A Required Practice

* Although OHCS no longer requires full g |I

first-ye arincome recertifications for 100%

LIHTC properties, owners must still

exercise due diligence consiste nt with IRC

842 requirements to support accurate A
initialeligibility and prote ct against E -
reportable noncompliance.

 Thisexpectation isnot limited to the \
LIHTC program.

A Required Practice

* Areview of allincome sources and
documentation

¢ Confirmation thatno income or household
information was omitted atmove-in, or within
sixmonthsofplacement. E _—

* Anassessment of whetherthe discrepancy
indicates possible fraud oranhonest mistake
on the part ofthetenantormanagement.

* Documentation of the owner'sfindingsand
any corrective actionstaken.

10



5/8/2026

Internal Audit Checklist

Re-verify income sources & \‘ ASt ——]
documentation \ \\ OY\\\
c®
v 3!

Confirm no omissions at move-in or
withi n sixmonths of placement.

Assess mistake vs fraud; tale
correctve action.

5> 8 B

[

Document findings and resolutions
clearly.

[ip

Common
Findings & Clean
Responses

Missing/expired income |Qualified household cannot be
. verification determined
Common Flle TIC signed after move-in |Household was not properly
Aud|t Findings 2 quailifed prior to move-in
o Incorrect Utility Gross rent may exceed limit
Allowance
A Income miscalculated  |Income understated; household may
be over-income
5 Annual certification Inability to confirm the household
| leted late remained program eligible.
 |Missing required lease [Program requirement not met |
addendums
7 Incorrect program set-  |Improperly qualified household,
aside applied to the unit |placing the unit out of compliance.

11



Mandatory Forms:
Current & Complete s it 4 -

Forms used in the files must meet
specific standards:

O Must be the most current
form approved (or HUD, where
applicable)

QO Must be completed in full — no blank
required fields

Q Must be signed and dated
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Correcting Documents
(No White-Out!)

Acceptable |I

Strike-through +correction + Initials + Date \[™ = 8 \
Clear, legible, unaltered original information. |
Notes explaining adjustments and reason for.

Unacceptable
* White-out, tape, or any method that hidestext
* Erasing or overwriting originalinformation.

* Recreatingorreplacing pagesto remove
errors.

-

Risks & Consequences

Non-Compliance Risks

* Findngs during OHCS monitoring

« Federal audit issues (HUD/IRS).

* Questioned or ineligible costs (HOME)
* Potential tax credit recapture (LIHTC)

* Increased documentation requests and
corrective actions.

12
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What Makes a Strong Audit Response

Clear Concise Supported Professional

* Directly * No ¢ Includesall * Avoids
answers unnece ssary reque sted negative or
each information details. documentation defensive
finding. and confirmation. statements

* Hit Timelines(move-in &annual), and the 7-day
predocdeadiine

* Usecurrentforms; no blanks onrequired fields.
« VerifyIncome & As sets thoroughly; apply hierar chy

* Cross-checkLease, UA, and Rent
Top 10 Ways _
* Documentstudent status and zro-income clearly.
to ACE Your
. Organiz files in the 3-layerstructure
ReVI ew « Applythe most restrictive rulein layered funding.
* Runinter nal audits whentriggers appear.

 Correct transparently (no white-out).
* Respond cleanly —accurate, concise, clear.

Common Takeaways from a Regulatory Review Training

* Accuracy Matters More than Volume
* Consistency is Crucial in Compliance
* Organization is a Compliance Tool

* Use Correct Forms Every Time
* Clarifications Are Your Friend

* Compliance is a Team Effort

13



Steps to Maintain Program Compliance

EDUCATE IDENTIFY EVALUATE
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Knowledge Check
You’ ve re ceived a tenant file for a new household moving into
a unitfunded with both LIHTC and HOME.

Duringyour internalaudit, you notice that the household

qualifies under the LIHTC income limits but is just slightly over the
HOME income limit.

You also notice that the student rule is stricter under one of

the programs butisn’t clearly documented in the file.

What isthe correct compliance outcome for both programs?

A.The household qualifies for both LUHTC and HOME; income limits are averaged.

B. The household qualifies for LIHTC only; the unit cannot be counted as aHOME unit.
C. The household isineligible for both programs due to the student rule.

D. The household can qualify for HOME if the LIHTC limit is met.

Questions & Discussion

14
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Mandatory Forms — Quick Access

% Low-Income HousingTax Credit Mandatory Forms

HOME/HTF Mandatory forms
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