
Housing Services



Housing Services – Overview

• Services designed to promote and achieve self-sufficiency and stable living

• Personal Supports

• Employment and Education Supports

• Social and Community Supports

• Based on basic principles

• Voluntary Participation

• Universal Availability

• Resident Input

• Contractual obligations are meant to build upon each other

• Application Tab 11 Questionnaire → Site Visit(s) → Annual Report(s) → Plan of Services/3-Year Plans



In-House 
Service 

Provider
Management 
Agent directly 
hires staff to 

coordinate and 
provide services.

Community 
Based 

Service 
Provider

Management 
Agent contracts 

CBO to hire staff to 
coordinate and 

provide services.

Housing Services – Models of Service Delivery



• Outlined in two documents

• LIHTC application Tab 11 Supportive Services Plan Outline & Questionnaire

• Management Agent and Service Provider Memorandum of Understanding

• Based on basic ratio

• 1 hour on site (per week) for every 5 units (on-site)

• Must be identified in whole numbers

• Employ the rounding rule (if decimal is 0-4, round down; if decimal is 5-9, round up)

Staffing Expectations – Overview



9.4 → 9.0 
HOURS PER WEEK

11.6 → 12.0 
HOURS PER WEEK

100 UNITS ON-SITE

10 HOURS PER WEEK

Rounding Down No Rounding Rounding Up

58 UNITS ON-SITE47 UNITS ON-SITE

Staffing Expectations – Determining Staffing Ratio



Staffing Expectations – Position Titles
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Resident 
Services 

Coordinator
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Relations 
Specialist
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Community 
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Community 
Impact 
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Social Service 
Coordinator



Staffing Expectations – Role Boundaries

• ADVOCATES

• FACILITATORS

• MOTIVATORS

• REFERRAL AGENTS

• COMMUNITY PARTNERS

ARE:

Housing Service professionals do not provide direct service(s).

• DUPLICATORS OF SERVICES

• MEDICAL AIDS

• PAYEES OR ACCOUNTANTS

• PERSONAL DRIVERS

• POWER OF ATTORNEYS

ARE NOT:



Service Provider 
Questionnaire
LIHTC Application Tab 11 Original Submission



Memorandum 
of 
Understanding
LIHTC Application Tab 11 Original Submission



Plan of Services – Overview

Often referred to as a “3-Year Plan”

• Initial plan is submitted with PHFA application (Tab 11)

• Services designed to promote and achieve self-sufficiency and stable living

• Personal Supports

• Employment and Education Supports

• Social and Community Supports

• Based on basic principles (after initial submission)

• Voluntary Participation

• Universal Availability

• Resident Input



Plan of Services – Updated Submission

• Assigned HSR will review previously submitted plan prior to new submission

• Plan must include official PHFA Name and PHFA number

• New services and activities do not need prior PHFA approval

• Be sure to add these to next updated plan

• Annual resident survey should be included

• Designed to gather feedback

• Quality of Life

• Available Services vs Unavailable Services

• Identify Areas of Improvement

• Measure Resident Satisfaction



Service Provider 
Questionnaire
LIHTC Application Tab 11 Original Submission



Plan of Services
Updated Submission



REQUIRED:
Info from at least ONE YEAR’S annual resident survey (to help guide services planning)

Plan of Service – Reminders 

REQUIRED: 
Various Health, Wellness, Education & Social Events, Activities, or Programs PER YEAR

ENCOURAGED: 
TWO NEW Health, Wellness, Education & Social Events, Activities, or Programs PER 3-YEAR PERIOD



Resident Survey – What to Consider

ANALYZE AND ACT

Identify WHAT 
to Improve and 

Implement.

PLAN WITH PURPOSE

Identify WHAT 
to Improve and 

Implement.

PICK THE RIGHT TOOL

Identify WHAT 
to Improve and 

Implement.

SELECTIVE LAN

Identify WHAT 
to Improve and 

Implement.



Initial HSR Site 
Visit

Plan of Services Timeline – First Cycle

YEAR 3YEAR 2YEAR 1

TAB 11 PLAN PLACED IN SERVICE

Property 50%
Occupied

Networking for 
Community Partnerships

Plan Review 
(Max 30 Days)

Plan Approval

Resident
Survey

Plan
Updates

Plan 
Submission

Networking for 
Community Partnerships

Resident
Survey

Plan
Updates

Resident
Survey

Plan
Updates

Window to Receive Submission 
Deadline



Plan of Services Timeline – Subsequent Cycles

YEAR
(ASSOCIATED COMPLIANCE YEARS: 6, 9, 12)

YEAR
(ASSOCIATED COMPLIANCE YEARS: 5, 8, 11)

YEAR
(ASSOCIATED COMPLIANCE YEARS: 4, 7, 10)

UPDATED & APPROVED PLAN PLACED IN SERVICE

Networking for 
Community Partnerships

Plan Review 
(Max 30 Days)

Plan Approval

Resident
Survey

Plan
Updates

Plan 
Submission

Networking for 
Community Partnerships

Resident
Survey

Plan
Updates

Resident
Survey

Plan
Updates

HSR Site Visit: 
Original Plan Reviewed &

Submission Deadline Provided



Final HSR Site Visit

Plan of Services Timeline – Final Cycle

YEAR 15YEAR 14YEAR 13

Networking for 
Community Partnerships

Networking for 
Community Partnerships

Resident
Survey

Resident
Survey

UPDATED & APPROVED PLAN PLACED IN SERVICE



Areas of Challenge:
Three Year Period Timeline

Plan of Services
Updated Submission



Areas of Challenge:
Three Year Period Timeline
What PHFA is Looking For

Plan of Services
Updated Submission



Areas of Challenge:
Official Site Name & PHFA #

Plan of Services
Updated Submission



Areas of Challenge:
Official Site Name & PHFA #
What PHFA is Looking For

Plan of Services
Updated Submission



Areas of Challenge:
Budget Information

Plan of Services
Updated Submission



Areas of Challenge:
Budget Information
What PHFA is Looking For

Plan of Services
Updated Submission



Homeownership Election – Overview 
• Must be elected at the time of Tax Credit Application submission

• Conversion may occur only after compliance period

• Required associated escrow account

• $3,000.00 per unit

• All residents must be made aware of opportunity

• Assigned HSR will assist in Resident Packet creation

• Assigned HSR will assist in coordination of Annual Resident Meeting

• Year 15: Monthly Status of Units Sold/Potential Sales Report



Where to Find:
LIHTC Application Tab 13

Certificate of 
Home 
Ownership 



PROGRAM 
INFORMATION

RESIDENT
TIMELINE

FINANCIAL
EDUCATION 
RESOURCES

HOUSING
COUNSELING
RESOURCES

FREQUENTLY
ASKED

QUESTIONS

Homeownership Election – Resident Packet



Initial HSR 
Site Visit

Year 6 HSR 
Site Visit

Year 12 HSR 
Site Visit

Homeownership Election – Timeline 

INITIAL 
OCCUPANCY

YEARS 2-9 YEARS 10-11 YEAR 12 YEARS 13-14 YEAR 15

Based Upon Tenancy from Initial Occupancy of Property

ANNUAL RESIDENT MEETING (TO DISCUSS PROGRAM)

Awareness of 
Program

Provide Resident 
Packet

Referrals for 
Assistance

Assessment 
of Official 
Interest

Coordination of 
Financial 

Education

Coordination of 
Homebuyer Education

Secure 
Financial 

Assistance

Documentation 
Collection

Home
Inspection

Year 3 HSR 
Site Visit

Year 15 HSR 
Site Visit

Year 9 HSR 
Site Visit

Review of 
Official Interest

Connection to 
Required Programs

Monthly 
Unit Report

Program 
Meeting



Homeownership Election - Post Compliance Period

• Associated Indenture of Restrictive Covenants (IRC) will outline guidance

• Remaining unsold units

• Must remain low-income rental units for specified amount of time



Where to Find:
Homeownership Guidance

Indenture of 
Restrictive 
Covenants (IRC)



Site Visits – Overview 
• Site visits will occur periodically during the compliance period

• Property becomes 50% occupied

• Upcoming 3-Year Plan

• Non-compliance with Program Requirements

• New Housing Services staff

• New Housing Service Representative Staff

• Potential Re-Organization of Regional Portfolios



Site Visits – Regional Territory Map

Western Region
Keona Hutson

Allegheny County
Tamara Diggs

Central Western
William Jones

Central Region
Lisa Scott

Eastern Region
Alicia Spencer

Southeastern Region
(Senior Properties ONLY in Philadelphia)

Amanda Stengel

Philadelphia County 
(Multfiamily Properties ONLY)

Tylin Colston



Site Visit
Follow Up Letter



Annual Report – Overview 
• Tax Form 8609 issuance is required

• Account administrators are assigned to each property

• Responsible for account creation and assignment

• Report submission deadline is January 31st of each year

• IE: 2025 Annual Reports will be submitted 01/31/2026

• Report opens March 1st of each year

• Monthly data entry is encouraged

• Submission deadline extensions can be requested

• Must be submitted in writing to assigned HSR

• Approval occurs on a case-by-case basis



Annual Report – What to Report

ADULT
ACTIVITIES

ENERGY
CONSERVATION

FAMILY
ACTIVITIES

HOUSE
KEEPING

HOME
OWNERSHIP

HEALTH AND
WELLNESS

NUTRITION TRANSPORTATION
YOUTH

ACTIVITIES EDUCATION
JOB

TRAINING
SERVICE

COORDINATION



Annual Report Timeline

MARCH
1st

APRIL MAY JUNE JULY AUG SEP OCT NOV DEC JAN
31st

FEB
MARCH

13th

MONTHLY REPORT ENTRIES (FOR JAN 1st – DEC 31st)

JAN FEB

Reporting 
Portal Opens

Report
Review

Non-Compliance 
Outreach Begins

Submission 
Deadline

Non-Portal 
Record Keeping



https://multifamily.phfa.org/

Annual Report – Accessing the Portal



https://multifamily.phfa.org/

Annual Report – Accessing the Portal



Annual
Report



APRIL

MAY
Areas of Challenge:
Unduplicated Residents

Annual
Report



APRIL

MAY
Areas of Challenge:
Unduplicated Residents

Annual
Report



Continued Training – Overview 

CERTIFICATE 
PROGRAMS

CONFERENCES
LOCAL

COUNCILS
REGIONAL

ORGANIZATIONS
WEBINARS



Where to Find:
LIHTC Application Tab 11

Certificate of 
Continued 
Professional 
Development



Service Provider Changes – Overview 
• Written request to assigned PHFA HSR is required

• Explanation for provider change

• Name of new service provider

• Provider change cannot occur without written approval

• Required to maintain original contract obligations

• Required to maintain original budget source of funds

• Written notification is required to notify residents

• Encouraged notification between 15 and 30-days of transition



Questions?
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