
Housing Management Project Operations 
Housing Management Representatives (HMR) monitoring program and Agency requirements 
for Portfolio Properties. 



Project Operations Legend

NEW

Please note/
Important!

Must be publicly 
posted

Tenant must provide 
signed acknowledgement 
of receipt

Reference to PHFA 
Manual or Resource

Housing Management 
Representative (HMR)



Presentation Supplements
• Handout
• To assist with the content/materials today.  

• All forms are located on our website.

• Please check the website regularly for updates.

• Homework  
• Checklist included in the handout.

• Identified with the clipboard icon in today’s presentation.

• List of items to complete/ follow up on.  



Portfolio Properties
• PHFA administers funding from the federal and state level, as well as  

providing Agency financed mortgages.

• Housing Management Division’s “Portfolio” Properties are awarded 
additional Agency financing aside from Low-Income Housing Tax Credits 
(LIHTC). 

• The financing may be from either a program sourced from federal monies 
(HOME, HTF, etc.), or an Agency Mortgage. 

• Portfolio Properties are monitored for both LIHTC and additional funding 
source regulations by Housing Management Representatives. 

• Portfolio Properties have additional reporting requirements on top 
of Tax Credit requirements.  



PHARE* = Pennsylvania Housing Affordability and Rehabilitation Enhancement Fund

Portfolio Property Funding Types Monitored by Project Operations

PennHOMES: Federal HOME (Non-PJ) or Match (PJ)

Agency Mortgage Loans | PHFA Reserves | Support Loans

PHARE* - National Housing Trust Fund (HTF)

Capital Magnet Fund (CMF)

Housing and Redevelopment Assistance Program (HRA) | Keystone

Guaranteed Rural Rental Housing Program (GRRHP)

Monitored by Project Operations 
only if layered with funding listed above

PHARE* - Realty Transfer Tax (RTT)

Construction Cost Relief Program (CCRP)

Development Cost Relief Program (DCRP)

PHARE* - Marcellus Shale



PHFA Website Navigation
www.phfa.org

http://www.phfa.org/


Multifamily Housing Professionals Menu





Property 
Management
Menu 

www.phfa.org/mhp/propertymanagement/

http://www.phfa.org/mhp/propertymanagement/


Updated Effective:
January 2025

Portfolio Property Compliance Manual

Property 
Compliance 
Manual

www.phfa.org/mhp/propertymanagement/

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf
http://www.phfa.org/mhp/propertymanagement/


PHFA Property Compliance Manual: 
Portfolio Properties

• The PHFA Property Compliance Manual for 
Portfolio Properties is a reference guide for 
compliance with the affordable housing 
programs the Agency offers and administers. 

• The Manual is a resource outlining the 
Agency’s policies and procedures. It is not 
a comprehensive guide to program 
regulations, but a supplement to the laws 
and regulations for each program. 



Portfolio Properties

• Exhibits

• Sample Verification Forms

• Management Document 
Checklists

• Annual Report Templates

PHFA sample verifications do NOT 
replace any HUD requirements.

Agency Financed Properties

www.phfa.org/mhp/propertymanagement

http://www.phfa.org/mhp/propertymanagement


PHFA Property Management Resources

•Newsletters
• Found under Best 

Practices

•Accessible Unit 
Resources

•VAWA Resources

•MAHC  

www.phfa.org/mhp/propertymanagement/

http://www.phfa.org/mhp/propertymanagement/


PHFA HOTMA Resources

PHFA resources 
do NOT

replace any HUD 
requirements.

www.phfa.org/mhp/propertymanagement/

http://www.phfa.org/mhp/propertymanagement/


www.phfa.org/mhp/propertymanagement/

PHFA HOTMA Policies
PHFA HOTMA Implementation effective: 7/1/2025

HOTMA Matrix outlines PHFA Policies and Procedures for HOTMA 

https://www.phfa.org/mhp/propertymanagement/
https://www.phfa.org/forms/property_management/hotma_resources/policies_and_procedures/hotma-policies-matrix.pdf


PHFA HOME Resources

www.phfa.org/mhp/propertymanagement/

PHFA resources 
do NOT

replace any HUD 
requirements.

http://www.phfa.org/mhp/propertymanagement/


PHFA HOME Rule Policies
PHFA HOME Final Rule Implementation effective: 7/1/2025

PHFA HOME Policies Matrix outlines PHFA Policies and Procedures in 
response to the HOME Final Rule 

www.phfa.org/mhp/propertymanagement/

https://www.phfa.org/forms/housing_management/home_resources/phfa_policies_and_procedures/home-policies-matrix.pdf
http://www.phfa.org/mhp/propertymanagement/


Housing Management 
Agency Responsibilities

• The Agency is tasked with ongoing monitoring of multifamily 
properties for various aspects of project operations.  

• We monitor for compliance with program regulations as well as 
with agency requirements.

• Within Housing Management each department has specific 
responsibilities and reporting requirements.



Regulation Resources

HOTMA: 

HUD Exchange Website

Low Income Housing Tax Credit:

IRS 8823 Audit Guide

HOME Regulations: 

CFR 92 | HUD Exchange Website

Housing Trust Fund Regulations: 

CFR 93 | HUD Exchange Website

Capital Magnet Fund Regulations: 

CFR Title 12 Part 1807

https://www.hudexchange.info/programs/hotma/
https://www.irs.gov/pub/irs-utl/lihc-form8823guide.pdf
https://www.ecfr.gov/current/title-24/subtitle-A/part-92
http://www.hudexchange.info/home
https://www.ecfr.gov/current/title-24/subtitle-A/part-93
https://www.hudexchange.info/programs/htf
https://ecfr.io/Title-12/Section-1807.401


Owner Responsibilities 
Include but are not limited to:

 Ensuring the property is managed in accordance with:

 Applicable program regulations

 Indenture of Restrictive Covenants 

 Regulatory Agreement 

 Management Agreement

 Ensuring units remain suitable for occupancy

 Responding timely to Agency communication

 Notifying the Agency of proposed changes in ownership or management

 Ensuring the Management Agent is compliant with the terms of the 
Management Agreement

 Timely submission of Annual Report(s)



Management Agent Responsibilities 
Include but are not limited to:

 General operations of day-to-day 
activity, including:

 Enforcement of the lease

 Collection of rents

 Building/unit maintenance

 Ensuring staff managing the property 
has a thorough understanding of Fair 
Housing practices and program 
knowledge based on the property’s 
funding sources

 Responding timely to monitoring 
requests

 Submission of required reports

 Adhering to Agency Requirements as 
described in the Manual

 Providing staff with adequate software 
to meet program and Agency 
requirements

 Mandatory attendance for file audits 
and physical inspections

 Attending property specific Rent-Up 
meetings

 Submission of rent increase requests

 Establishing training program(s) for 
property staff



Communication with the Agency

Communication between PHFA and Owners/Agents 
is vital for building trust, strengthening 
partnerships, and ensuring operational efficiency. 

Best Practices:
• Timely responses

• Updated site staff contact information



Ownership Change Process
• Written notification of ownership changes must be submitted to the 

Director of Housing Management

• The Indenture of Restrictive Covenant and Regulatory Agreement typically 
contain terms that bind future owners to the terms and conditions 
established at closing

• Loan payoff does not release a new owner from the obligations within 
these agreements 

• Please refer to the property's legal documents for more information



Management Agent Change Process
• A new Agent must be approved prior to implementation of the change

• A fee is assessed for the change request 

• Multifamily Post-Closing Fee Schedule

• Owners may submit a change request in writing to the Manager of 
Project Operations. The following items must be included:

• Name of contact person, mailing address, email address and phone number 
for the new Agent

• The requested effective date for the change

• The requested management fee factor percentage

https://www.phfa.org/forms/housing_management/multifamily_post_construction_fees/post-closing-fee-schedule-july-2024.pdf
https://www.phfa.org/forms/housing_management/multifamily_post_construction_fees/post-closing-fee-schedule-july-2024.pdf
https://www.phfa.org/forms/housing_management/multifamily_post_construction_fees/post-closing-fee-schedule-july-2024.pdf
https://www.phfa.org/forms/housing_management/multifamily_post_construction_fees/post-closing-fee-schedule-july-2024.pdf


Management Agent Change Process
Following Agency acknowledgement of the request, additional documents 
are required for review and approval by the Agency including but not limited 
to:  

• A completed Certification of Management Agent Experience with applicable 
attachments

• Property Management Documents

A new Management Agreement must be executed. This will be provided by 
PHFA.

• Agents without sufficient experience in Pennsylvania must submit a certification of compliance 
from the allocating agency(s) and provide a Memorandum of Understanding with a qualified 
Mentor.

• For more information on requirements and the process please review PHFA Portfolio 
Compliance Manual, Chapter 3.1: Ownership and Management Agent Changes. 

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf




Properties with an allocation of 
Low-Income Housing Tax Credits 
have an Indenture of Restrictive 
Covenant (IRC) which outlines 
the property specific 
requirements under the Tax 
Credit program. 

Indenture Of 
Restrictive 
Covenant (IRC)

In addition to administering Tax 
Credits, PHFA administers other 
funding from the federal and state 
level, as well as providing Agency 
financed mortgages. 

The RA outlines requirements for 
the funding source and contains 
important information including 
the affordability period, set-asides 
for income and rent restrictions, 
and additional requirements such 
as annual reporting, marketing, 
etc.

Regulatory 
Agreement (RA)



Legal Documents

• Management must be familiar with both documents (IRC and RA), and when 
managing a mixed-financed property, ensure the most restrictive rules are 
applied to comply with both programs. 

• Should a conflict occur between the terms of the IRC or the RA and the 
Agency-Financed Manual, the terms of the IRC and/or RA shall supersede the 
Agency-Financed Manual.

• Owners/Agents (O/A) are strongly encouraged to seek legal counsel and/or 
specialized consulting agencies in the funding programs.



• Sets forth the income and occupancy restrictions for the project 
during the compliance period or extended use period 
(whichever is greater).

• For Low Income Housing Tax Credits. 

Indenture of Restrictive Covenant 
Agreement (IRC) Defined



Regulatory Agreement (RA) Defined

•A contract between the agency and the owner that sets 
terms and conditions that will surround the operation of 
the project.

•For Additional Funding Sources



Regulatory Agreement

Includes: 

Occupancy and Structural Restrictions Rent and Income Restrictions

The RA is a deed restriction that runs with the property and carries 
forward to all subsequent owners

Owners are required to execute a RA with the Housing Finance 
Agency (HFA)



RA Continued
• Outlines the requirements for the 

additional funding source

• Specifies the Affordability Period

• Identifies the number of units and their 
designated set-asides for income and rent 
restrictions. 

• Specifies the rents for HOME/HTF assisted 
units at closing

• HOME/HTF rents are not required to be 
reduced below the amounts that are specified 
in the Regulatory Agreement

• May include additional requirements such 
as annual reporting, marketing, etc.



RA Affordability Period 
• The Regulatory Agreement requires owners to operate the 

project as an affordable property during the compliance period. 

• The requirements may still apply after the 
affordability period has expired if there is an 
outstanding balance on the loan.



Affordability 
Period

• Property Specific

• Outlined in RA

There may be additional clauses within the Regulatory Agreement that 
extend the affordability period beyond what is specified on page 1 of     
the RA.  Be sure to review the document in its entirety. 



Set-asides and Unit Mix – 
Additional Funding

Depending on the age of the 
property, property restriction 
information may be housed in 
different sections of the Regulatory 
Agreement. 



Older 
versions of 
RA:
 

Section 8(a) 
contains the 
property’s 
restrictions



Newer 
versions of 
RA:
 

Section 9(a) 
contains the 
property’s 
restrictions



Fixed or Floating Specification
• HOME or HTF funded projects designate whether HOME/HTF units 

are fixed or floating in the property’s RA.

• Floating units: the unit designated as HOME or HTF assisted units may 
be changed to maintain conformity with the requirements of the HOME 
or HTF program during the Affordability Period so that the total number 
of housing units meeting the program requirements remain the same.  

• Each substituted unit shall be comparable in terms of size, features, and 
number of bedrooms to the originally designated assisted units of the 
same funding type.  

• Households do not need to physically transfer unless they are in a 
fixed unit.



Best Practices: Resources
 
• Bookmark each website on your browser for 

easy reference.

• Do NOT print manuals/guides - you may miss 
updates.

• Group all applicable links into a Compliance 
folder.

• Re-read the sections/chapters/etc. covering a 
specific task prior to beginning the task.

• Management must be familiar with all funding 
regulations when managing a mixed-financed 
property and ensure the most restrictive rules 
are applied to comply with all programs. 



Management Documents 



Management Documents

Management 
Plan

Tenant Selection 
Plan 

aka Resident 
Selection Criteria

Affirmative Fair 
Housing 

Marketing Plan

(AFHMP)

Lease 
Agreement

Grievance 
Procedure



Additional Management Documents
for HOME and HTF Funded Properties

Language Access Plan (LAP)

VAWA Emergency Transfer Plan (ETP)



Management Documents

• Management Documents must be submitted to the 
Agency for review and approval prior to closing.  

• Agents are required to utilize the checklists for each 
Management Document located on the PHFA 
website.

• Revisions must be submitted until the documents 
are approved by the Housing Management Rep. 

• Any changes to the Agency approved documents 
must be submitted for review and approval prior to 
implementation. 



Best Practices: 
Management Documents
• The following slides will provide you with a brief 

overview of each Management Document, 
however:

• Please to refer to the PHFA Portfolio Compliance 
Manual Chapter 2: Management, Marketing and 
Leasing for a complete explanation of each 
document. 

• The applicable checklist must be completed and 
submitted with each Management Document. 

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf


Owner/Agents must utilize the Management Plan Checklist which provides mandatory requirements.

Management Plan 

• Outlines property operation objectives. 
• Relationship between the Owner and the Management Agent

• Staffing

• Occupancy Standards

• Accessible Unit Vacancies

• Violence Against Women Act (VAWA)

• HOME & Housing Trust Fund Properties: 

• Fixed or Floating Unit Designations

• VAWA Emergency Transfer Plan

• Additional information based on needs of property – up to Owner/Agent 
discretion

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/management_document_checklists/management-plan-checklist-9-2024.pdf


Management Plan 
Requirements

• A copy of the Management Plan must be 
retained on-site and available to the 
property’s staff.

• Requirement reviewed at the annual 
Management Review.



Affirmative Fair Housing Marketing Plan

• The Affirmative Fair Housing Marketing 

Plan (HUD-935.2A) is a HUD required 

form for all Agency funded properties.  
 

•  The Addendum emphasizes every 

effort is being made to conduct 

outreach to persons with disabilities and 

inform them of the availability of 

accessible units.

• A signed and dated PHFA 

AFHMP Addendum is a required 

attachment to the AFHMP. 
 

•The AFHMP is a resource to ensure 

properties are marketing equitably and 

targeting demographics least likely to 

apply.

Owner/Agents must utilize and submit the AFHMP Checklist which contains mandatory AFHMP requirements. 

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm-ph-afmp.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm-ph-afmp.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm-ph-afmp.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm-ph-afmp.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm_pf_addendum_fhmp.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm_pf_addendum_fhmp.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm_pf_addendum_fhmp.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/management_document_checklists/afhmp-checklist-ext.pdf


Fair Housing, the AFHMP & 
Ongoing Marketing Requirements

A copy of the AFHMP with all attachments must be 
posted on-site and available for public inspection.
  

Refer to the plan when marketing is needed.  
 

Must maintain:
• An active listing on the PA Housing Search website.

• A file of all outreach efforts to local social service 
agencies regarding the availability of accessible units.

https://pahousingsearch.com/


Affirmative Fair Housing Marketing Updates 

• Following approval of the Initial AFHMP, Owners/Agents must review the AFHMP 
annually, and submit documentation to the Agency regarding Affirmative Fair 
Housing Marketing at various intervals:

• A revised plan when there are changes to the data on Worksheet 1, if new census 
data has been released or if marketing activities have changed.

or 

• Every five (5) years after an AFHMP is approved, either a new AFHMP, or a Five-Year 
Acknowledgement stating no updates are needed.

 

• New and revised AFHMPs and Five Year-Acknowledgement must be submitted to the assigned 
HMR for approval prior to implementation.

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm_afhmp_acknowledgement_letter.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm_afhmp_acknowledgement_letter.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm_afhmp_acknowledgement_letter.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hm_afhmp_acknowledgement_letter.pdf


Best Practices: AFHMP 
• Create an annual reminder to review the AFHMP 

and conduct marketing efforts utilizing the plan on 
an annual basis. 

• Create a marketing folder/binder and make copies 
of marketing efforts conducted, such as outreach 
letters, newspaper ads, website postings.

• Review the waiting list regularly to ensure a 
sufficient applicant pool for upcoming vacancies. 
Implement Worksheet 3 and 4 as needed.  

• Submit the Marketing Worksheet to PHFA’s 
Supportive Housing Officer to assist with general 
marketing as well as any accessible unit vacancies.



Fair Housing and the AFHMP 
Tenant Preferences

The PHFA Census Navigation Tool assists with guiding users through the 
Census website to obtain statistics and maps needed for Worksheet 1.

Written Agency approval is 
required for projects 
planning to implement a 
tenant preference after 
application.

A residency preference is a 
preference for admission of persons 
who reside or work in a specified 
geographic area (see 24 CFR 
5.655(c)(1)(ii)). 
 

Affirmative marketing procedures 
must be in place that pertain to the 
preference.

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/hud-afhmp-census-navigation-tool.pdf
https://www.ecfr.gov/current/title-24/part-5/section-5.655#p-5.655(c)(1)(ii)
https://www.ecfr.gov/current/title-24/part-5/section-5.655#p-5.655(c)(1)(ii)


Tenant Selection Plan (TSP)
Outlines the criteria Owners/Agents will utilize to 
determine an applicant’s project eligibility.
 

Requirements include:
• Managing Waitlist
• Resident Application 
• Tenant Screening

• Eligibility
• Tenant Selection
• Transfers

TSP must be publicly posted and available to 
applicants upon request, or as the TSP defines. 

Owner/Agents are required to utilize the Tenant Selection Plan 
Checklist, which contains the mandatory requirements for occupancy.

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/management_document_checklists/tenant-selection-plan-checklist-9-2024.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/management_document_checklists/tenant-selection-plan-checklist-9-2024.pdf


The Owners/Agents must execute a written Lease Agreement with each 
household at the time of move-in. *The Agency does not provide a model Lease Agreement* 

Written Lease Agreement must include:
 

• Required lease terms.
• The following attachments:

• PHFA LIHTC Lease Addendum
• PHFA Accessible Unit Addendum *
• Resident Notification Letter  
• VAWA Lease Addendum (HUD-91067)

Written Lease Agreement may not include any prohibited terms.
Please consult legal counsel to ensure the lease complies with federal, state, and local laws.

Lease Agreement

Owner/Agents must utilize the Lease Agreement Checklist which provides mandatory requirements.

https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lihtc-lease-addendum.pdf
https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lihtc-lease-addendum.pdf
https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lihtc-lease-addendum.pdf
https://www.phfa.org/forms/housing_management/accessible_resource_center/phfa-accessible-unit-addendum.pdf
https://www.phfa.org/forms/housing_management/accessible_resource_center/phfa-accessible-unit-addendum.pdf
https://www.phfa.org/forms/housing_management/accessible_resource_center/phfa-accessible-unit-addendum.pdf
https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lease-addendum-resident-notification-letter.pdf
https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lease-addendum-resident-notification-letter.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/management_document_checklists/lease-agreement-checklist-9-2024.pdf


Grievance Procedure
Outlines the method(s) in which a resident could bring a discrimination or 
management grievance to the Owner/Agent.
 

 

The procedure must specify:
•  Name and contact information of the Agent’s Fair Housing Officer or the individual 

designated to process grievances.

•  A timeframe in which the agent will address the grievance.

• Each household must sign an acknowledgement of receipt of the Grievance 
Procedure.

• This procedure must be posted in a common area accessible to all residents.

Owner/Agents must utilize the Grievance Procedure Checklist which provides mandatory requirements.

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/management_document_checklists/grievance-procedure-checklist-9-2024.pdf


Violence Against Women Act (VAWA)
The Violence Against Women Reauthorization Act of 2013: 
Implementation in HUD Housing Programs provides protections 
for victims of domestic violence, dating violence, sexual assault, 
or stalking. 

• VAWA protections are not only available to women but are available 
equally to all individuals regardless of sex, gender identity, or sexual 
orientation. 

• If more than one VAWA protection applies due to multiple sources, 
the tenant may choose which protection they prefer.

https://www.govinfo.gov/app/details/FR-2016-11-16/2016-25888
https://www.govinfo.gov/app/details/FR-2016-11-16/2016-25888


VAWA Emergency Transfer Plan

A housing policy designed to help survivors of domestic violence, dating 
violence, sexual assault, or stalking move to a new, safe unit.

Required for properties awarded HOME Funds or Housing Trust Funds.  

• HUD offers a Model Emergency Transfer Plan.

• PHFA has additional requirements that must also be included.  

• The VAWA ETP must be posted in a common area at the property.  

Owner/Agents must utilize the VAWA Emergency Transfer Plan Checklist which provides mandatory requirements.

https://www.hud.gov/sites/dfiles/OCHCO/documents/5381.pdf
https://www.phfa.org/forms/housing_management/vawa/vawa-emergency-transfer-plan-checklist-9-2024.pdf


Limited English Proficiency (LEP) and
Language Access Plan (LAP)

Required for HOME and HTF funded properties. 

• PHFA does not have specific content requirements 
for the LAP; however, this is subject to change. 

• If the Owner/Agent does not have a plan, the 
county plan may be adopted. 

• See the Unified Judicial System of PA website,        
“County Court Information” to locate the county 
and LAP.

https://www.pacourts.us/judicial-administration/court-programs/language-access-and-interpreter-program


Management Document Submissions

All documents must be reviewed and approved by a Housing 
Management Representative prior to implementation. 

Pre-Commitment

Management Agent Change

Document Updates



Housing Management Requirements:
Through Construction Until Lease-up is Concluded

RENT-UP 
MEETING

FAIR HOUSING

• PA HOUSING 
SEARCH

• ACCESSIBLE UNITS
• AFFIRMATIVE 

MARKETING

REPORTING
 

• MONTHLY 
OCCUPANCY 
REPORTING

• QUARTERLY RENT-
UP REPORTING

• ANNUAL REPORTS 

DOCUMENTS
 

• POSTED 
DOCUMENTS

• AVAILABLE 
DOCUMENTS



Rent-Up Meeting
• Applies to: Agency 1st, PennHOMES, HTF and CMF funded 

properties.

• Who should attend?
• Owner/Agent staff members responsible for rent-up and 

property operations are required to attend. 

• PHFA staff in attendance will include the Financial Analyst, 
Housing Services Representative, and Housing Management 
Representative. 

• What should be discussed? 
• Review of pertinent information regarding procedures and 

requirements specific to the property. 

• Why hold this meeting?
• Provides an opportunity to engage in a discussion and answer 

questions that either party may have prior to lease-up.

• When to host?
• When construction is approximately 60% completed as 

determined by Tech Services/PHFA. 

• Conducted via Microsoft Teams



PA Housing Search
• PAHousingSearch.com was developed as the state’s designated vacancy 

listing tool for PHFA and its partners. 

• Participation is MANDATORY.

• Properties must be listed regardless of unit availability.

• You may note that there is a waitlist for the property, or if the waitlist is 
closed. 

• Log on at www.pahousingsearch.com or call 1-877-428-8844 to get 
assistance with registering.

http://www.pahousingsearch.com/


Accessible Units

The Agency requires specific outreach marketing efforts to persons 
with disabilities to ensure persons needing the design features of 
an accessible unit occupy those units. 

• During the initial lease up, management must hold accessible units for 
persons needing the features of the unit for the first thirty (30) days after 
the Certificate of Occupancy is issued on a unit. 

• The Accessible Unit Policy outlines the requirements.  

• An Accessible Unit Timeline and resources are also 
available.  

https://www.phfa.org/forms/housing_management/accessible_resource_center/accessible-unit-policy.pdf
https://www.phfa.org/forms/housing_management/accessible_resource_center/accessible-unit-timeline.pdf


Accessible Units Resource Center
Please review to assist in marketing accessible units. 

https://www.phfa.org/mhp/propertymanagement/


Fair Housing Ongoing Requirements

Prominently 
display the HUD 
Fair Housing and 
the Pennsylvania 
Human Relations 
Commission Fair 

Housing Practices 
posters in offices 
in which sale or 
rental activity 

occur.

Submit the 
Marketing 

Worksheet to 
PHFA’s Supportive 

Housing Officer 
when accessible 

units become 
available, and no 

residents or 
applicants require 

the features.

Submit a copy of 
any formal 

housing 
discrimination 
complaint filed 

against the O/A to 
the assigned HMR 
within 30 days of 

receipt.

Comply with 
advertising 

specifications as 
outlined in Part 

109 - Fair Housing 
Advertising.



Required On-Site Document Postings

• Affirmative Fair 
Housing Marketing 
Plan (AFHMP)

 

• Tenant Selection Plan
 

• Grievance Procedure
 

• Violence Against 
Women Act (VAWA) 
Emergency Transfer 
Plan

• HUD Fair Housing 
Poster

 

• PA Human 
Relations 
Commission Fair 
Housing Practices 
Poster

• Emergency Pull 
Cord Policy *

 

• Fair Housing 
Officer contact 
information *

(Non-Participating 
Jurisdiction)

*If applicable

Both posters are required. 



Best Practices: 
On-Site Documentation 
• Maintain the list of all required On-Site Documents 

to be posted in a visible or frequently visited area.

• If possible, utilize an enclosed, lockable bulletin 
board and ensure any multi-page documents 
display all pages. 

• Additionally, utilize a brochure holder to make 
copies available. Check it regularly to ensure copies 
continue to be available.

• If the property utilizes an open bulletin board, 
check the board daily to ensure documents have 
not been removed or altered.



Quarterly 
Rent-Up Reporting
Provides an update on newly funded 
properties throughout the initial rent-up.



Rent-Up Reporting 
• Begins when a property receives an initial Certificate of Occupancy (or a 

temporary Certificate of Occupancy) and continues quarterly until each unit is 
occupied at least once by a qualified household. 

• The HMR contacts the property staff or designated contact person to obtain 
information regarding the status of the initial lease-up activities. 

• Required Information
◦ Number of occupied units by designation.

◦ Rents and utility allowances.

◦ Utilization of accessible units.

◦ Marketing and outreach efforts.

 



Projects that are not 100% occupied 
within six months of receipt of the 
Certificate of Occupancy are required 
to provide a Marketing Action Plan 
detailing the enhanced marketing 
measures the agent has implemented 
to lease the remaining vacant units. 



Occupancy 
Reporting



Monthly Occupancy Reporting

Occupancy data is also used for market analysis when evaluating the 
funding of new properties.

This information is used to monitor ongoing viability and marketability 
of each property.

Occupancy Reporting is collected monthly for Agency-financed 
properties.



Monthly Occupancy Reporting

• Automatically 
emailed to Agent 
contact on the 25th 
of each month. 

• Must be completed 
within 5 days.



Monthly 
Occupancy 
Reporting 
Portal



Occupancy Reporting Instructions

Click SUBMIT to complete the reporting requirement for the month; the email and link will 
delete upon completion.

Next, enter the number of applicants on the waiting list requesting an accessible unit. 
(Accessible units will only be listed for properties with Tax Credits.)

For each designated accessible unit, select the occupancy status of the unit. If the unit is 
occupied, check the box if a household member needs the accessible features of the unit.

Enter the total number of occupied units as of the last day of the reporting month.

Click on the property name in the email - the entry screen will open in a browser window.

*For Tax Credit properties, accessible units are not listed until the 8609 is processed.



Failure to 
Report 
Monthly 
Occupancy

A Late Notice email is sent for failure to enter 
the occupancy data by the 2nd of the month.
  

• If you need further assistance, view the                
Monthly Occupancy Reporting How-To Video. 

Occupancy information is reported only through the 
monthly email request from the Agency.

https://www.youtube.com/watch?v=91uHBgVt4iE
https://www.youtube.com/watch?v=91uHBgVt4iE
https://www.youtube.com/watch?v=91uHBgVt4iE


Quarterly Occupancy Reporting
• Properties with low occupancy at the end of the quarter are contacted for 

additional information including challenges with vacancies, unit turnovers, etc.

• Properties with an occupancy rate below 90% (excluding properties in rent-
up) 

• Single Room Occupancy (SRO) Properties with an occupancy rate below 80% 

• Properties that have 11 units or less with an occupancy rate below 80%

• Data from these reports keeps PHFA informed of the viability and challenges 
of each property.



Marketing Assistance 

Marketing assistance is available!

• The PHFA Supportive Housing Office provides marketing 
assistance to properties with vacant accessible units and general 
vacancy issues (both accessible and non-accessible units). 

• Projects experiencing occupancy challenges must complete a 
Marketing Worksheet and submit to the PHFA Supportive 
Housing Officer.

https://www.phfa.org/forms/housing_management/accessible_resource_center/marketing-worksheet.pdf


Ongoing Occupancy Reporting 

Monthly 
Occupancy 
Reporting

Quarterly 
Occupancy 
Reporting



•Applies to Portfolio Properties only

•Requests for a modification to site staffing must be submitted to the Agency in writing and sent 
to the HMR with a copy to the Financial Analyst (FA). 

•Modifications may include new positions, removing a position, or position modifications with 
significant salary changes. 

•The request must include:

• Job description (general duties)

• Payroll amount (annually)

• Number of Hours (allocated to the property)

• Effective date (potential start date)

• Justification/narrative for the addition or change

•Written approval must be received prior to implementation.

•See Chapter 3.1.3 in the PHFA Property Compliance Manual for Portfolio Properties for more 
information. 

Staffing Request Policy



Annual Reports & 
Owner Certifications

Certifies that Owners/Agents 
adhered to program requirements 
during the prior calendar year. 

Due by January 31st.



Annual Reports 
Portfolio properties must submit an annual report in addition to 
the LIHTC Owners Certification of Continuing Compliance. 

• PennHOMES Addendum

• Properties with PennHOMES and Tax Credits

• PennHOMES Annual Report 

• PennHOMES only properties

• HTF Annual Owner’s Certification

• CMF Annual Owner’s Certification



Annual Reports

Required for PennHOMES, HTF, and CMF properties, beginning the 
year of closing and each subsequent year during the period of 
affordability. 
(The period of affordability is stated in the property’s RA)

If an Annual Report is not submitted on time, a notice of 
program non-compliance is issued.



Submitting Annual Reports 
Prior to Issuance of an 8609

LIHTC Owner’s Certification of Continuing Compliance 
• The original must be mailed to the Manager of Tax Credit Compliance.
• A copy must be retained for your records.
• An electronic copy must be emailed to the assigned HMR.
• The template is available on the Agency’s website.

PennHOMES Addendum, PennHOMES Only Report, HTF Annual Owner’s 
Certification, and CMF Owner’s Certification 

• An electronic copy must be emailed to the assigned HMR, if applicable.
• These templates are available on the Agency’s website.

https://www.phfa.org/mhp/propertymanagement/
https://www.phfa.org/mhp/propertymanagement/


Properties with access to the PHFA Multifamily Web Entry System 
(Multifamily Login) must upload:

• Completed PennHOMES Addendum, if applicable

• LIHTC Owner’s Certification of Continuing Compliance

These templates are available in the Web Entry System.

Submitting Annual Reports 
After Issuance of an 8609

Refer to the Compliance Website Manual on the website 
for instructions on uploading the annual reports.

https://multifamily.phfa.org/
https://www.phfa.org/forms/housing_management/dv_compliance_website_manual.pdf


The following reports are not available in the Web Entry System and must be 
emailed to the assigned HMR.

• PennHOMES Only Report

• HTF Annual Owner’s Certification

• CMF Owner’s Certification

These templates are available on our website under Agency Financed-Manual.

Submitting Annual Reports 
After Issuance of an 8609



Income and Rent Limits 
• The U.S. Department of Housing and Urban 

Development (HUD) publishes median 
income information for Pennsylvania that is 
broken down into local areas, such as 
county or metropolitan areas. HUD 
publishes these limits on an annual basis.

• New income and rent limits are published 
annually for LIHTC, PennHOMES/HOME, 
Housing Trust Fund (HTF) and Capital 
Magnet Funds (CMF - HUD Section 8 limits). 



Applicable Income and Rent Limits 

Funding Type Income/Rent Limits

PennHOMES: Federal HOME (Non-PJ) 
or Match (PJ)

PennHOMES for HOME Units                            
PennHOMES w/Tax Credit if unit has both funding 
types.

PHARE - National Housing Trust Fund (HTF)
HTF for HTF Units                                
HTF w/Tax Credit if unit has both funding types.

Agency Mortgage Loans | PHFA Reserves | 
Support Loans

Tax Credit

RTT | Marcellus Shale | HRA | CCRP | DCRP Tax Credit

Capital Magnet Fund (CMF)
HUD Section 8 income limits.        
Tax Credit rent and income limits.

Use the Income and Rent chart listed for each funding type.



Layered Funding Example
Harbor View Apartments consists of 10 units

All 10 units have Tax Credit funding and 3 of the 10 units have 
additional PennHOMES funding. 

7 units will use the Tax Credit income and rent limit chart 

3 units will use the PennHOMES with Tax Credit income and rent limit chart 



Locating Income and Rent Limit Charts
Harbor View Apartments will utilize two different income and rent limit charts. 

 Tax Credit 

 PennHOMES with Tax Credit

• Prior to receiving the executed 8609, two income and rent limit charts will 
need to be pulled from the PHFA website for this property. 

• After receiving the executed 8609, property-specific income and rent limits will      
be accessible via the PHFA Web Entry System (aka Multifamily Login). 

• For Harbor View Apartments, the PHFA Web Entry System will generate 
both Tax Credit and PennHOMES with Tax Credit income and rent limits 
charts. 

https://multifamily.phfa.org/


Prior to receiving the executed 8609, income and rent limits for each county are available on the 
PHFA website.

Retrieving Income and Rent Limits Pre-8609

https://www.phfa.org/mhp/rent_and_income_limits/


Retrieving Income and Rent Limits Pre-8609

https://www.phfa.org/mhp/rent_and_income_limits/ 

Properties 
and/or units 
with HOME, or 
HTF with or 
without         
Tax Credits

Properties and/or units 
with Tax Credits and no 
HOME or HTF

https://www.phfa.org/mhp/rent_and_income_limits/


Once the 8609 is processed, property-specific income and rent limits are accessible via 
the PHFA Web Entry System (aka Multifamily Login).

Retrieving Income and Rent Limits Post-8609

https://multifamily.phfa.org/


Retrieving Income and Rent Limits 
View How To Retrieve Income And Rent Limits On The PHFA YouTube Channel.

https://www.youtube.com/watch?v=VO0GsaWvX0U


Implementation of 
Income & Rent Limits 
• Tax Credit limits must be implemented within 45 days of the release or the 

effective date, whichever is later. 
• The 2025 LIHTC income limits were released by HUD on April 1, 2025, and were 

effective starting that date. Property owners were required to implement these 
new limits within 45 days, meaning they were in use on or before May 16, 2025.

• HOME limits are implemented as soon as the lease permits following the 
effective date of the limits. 

• HTF limits follow the same requirement as HOME. 

• CMF/HUD Section 8 limits must be implemented as of the effective date.
• The HUD Section 8 income limits are only applicable on the CMF Calculation 

Worksheet (NOT on the TIC)
Ensure your software is updated ASAP!



Income and Rent Limit Changes: 
Updating the TIC
If a certification was completed (up to) 120 days prior to the the effective 
date, it will need to be corrected to reflect the new limits – if the effective 
date of the limit change occurs prior to the effective date of the certification. 
 

To correct a TIC:

• Draw a single line through the incorrect information.

• Legibly write or type in the correct information. 

• Corrections to the rent/income limit must be initialed by management.
 

Example: A 7/1/2025 recertification was completed on 4/25/2025. The new HOME limits were 
released and effective 6/1/2025. The income and rent limits will need to be updated on the 
TIC to reflect the new limits. 



Rent Increase Policy and Rent Summary

PHFA’s policies and procedures are required when requesting rent increases 
from tax credit application to annual increases for existing properties.

All rent increases must be approved by the Agency in writing prior to 
implementation. Owner/Agents may be required to retroactively refund residents 
for rent increases made without prior Agency approval.

Required based on property funding type. 

See Chapter 3.2 in the PHFA Property Compliance Manual for Portfolio Properties.



Tax Credit application rents may be increased up to 5% each year from 
application to closing. 

Any increase over 5% requires an updated Market Analysis to support the 
request and maximum rent limits still apply. 

Requests must be submitted to the Lending Analyst and forwarded              
to the Housing Management Representative for final approval.

Rent Increase Policy: 
Application to Closing



Rent Increase Policy:
Closing to Occupancy 
• If a project increased rents prior to closing, rents are permitted to increase up to 5% 

per year from closing to initial occupancy of the first unit.

• If rents did not increase at closing, rents are permitted to increase up to 5% per year 
from the application date to initial occupancy of the first unit. 

Example: Application June 1, 2024, and Initial Occupancy December 2027 – This project could receive a 
compounded 15% rent increase.

• If a rent increase is not requested during this period, the rents on the PHFA Closing 
Spreadsheet must be used for initial lease up.

Application

2024
2025 2026

Initial Occupancy

2027

Tenant Rent: $1,000 $1,000 $1,050 $1,102

Increase amount 5% = $50 5% = $52 5% = $55

New Tenant Rent Request $1,050 $1,102 $1,157

*Increasing rents without PHFA written approval may result in negative ranking points on future tax credit applications.*



Rent Increase Policy
Existing Properties Post Rent-Up
• Includes a review of the tenant rent and proposed increase for the 

upcoming year.  

• This is the only time a rent increase will be considered. 

• The Rent Summary submission is the Agent’s opportunity to request an 
increase to tenant rents for the upcoming year. 

• All requested increases must be approved by the Agency in writing 
prior to implementation.

• Due annually by July  15th, approximately 30 Days after HOME limits are 
released. 



Rent Increase Policy
Existing Properties Post Rent-Up
• Submit Rent Summary to the property’s HMR.  If the HMR is unable to 

approve the Rent Summary as submitted, a letter will be sent detailing 
the reason.

• A revised Rent Summary correcting the issue(s) must be submitted until 
approved.

• Tenant Rent increases may not exceed 5% without an explanation 
provided and Agency approval.

• Notes regarding subsidy or explanation of an increase over 5% must be 
placed in the comments. 

• Failure to submit a Rent Summary by the required deadline could be a 
violation of the terms and conditions of mortgage financing.



Rent Increase Policy
Existing Properties Post Rent-Up
• Agency approved increases are only applicable to the portion of rent 

paid by the tenant which is referred to in the Rent Approval Policy as 
“Tenant Rent(s)”. 

• Agency approved rent increases are not applicable to Utility Allowance 
or Gross Rent amounts. 

• Tenant Rent (including the requested increase) + the Utility Allowance 
for tenant-paid utilities cannot exceed the published maximum rents. 

• Any charges to low-income residents for services that are not optional 
must be included in gross rent.

• Failure to abide by the Rent Approval Policy may result in negative 
ranking points on future applications.



Rent Increase Implementation

• Rent increases may be implemented upon receipt of written approval 
from the Agency. 

• The Agent may apply the approved rent increases for move-ins, 
household recertifications, or at a date specified in the lease agreement. 

• The Agency requires at minimum 30 days written notice to residents 
prior to the increase.  

• The New HOME rule requires 60-day notice is provided to the residents.  



Rent Summary Template
Must be downloaded each year from the Property Management page of the PHFA website.

Please Note: Template may change from year to year.  Make sure to use the most recent version. 

https://www.phfa.org/mhp/propertymanagement/


• Ensure the Total Units Entered is correct.

• Ensure Utility Allowances are correct based on the unit size 
and type.

• Ensure the Max Allowable Rents are correct based on:
• Funding source 

• Unit size 

• AMI %

• If the property has a specified number of HOME or HTF units 
monitored by PHFA, ensure they are included and accurately 
indicated.

• Review all items in RED to ensure an exception exists. 
• For example: PBV or TBV may exceed max rents depending on the 

funding

• Ensure the unit breakdown of income/rent tiers matches the 
IRC and RA. (i.e.: 25 units at 60%, 15 units at 50%, 5 units at 20%)

• Include a comment in the Reconciliation Tab to explain the 
need for increases exceeding 5%.

• Submit detailed supporting documentation for all requests 
over 5%. 

• Ensure the year ending date is correct.  

Rent 
Summary
Review



Rent Summary Preparations
Collect and review the following information in 
preparation for completing the Rent Summary:
 

• Legal Documents (IRC & RA)
• Rent roll
• Next annual recertification dates
• PHFA approved utility allowance letter
• Unit chart with rent/income limit designations
• Unit chart with funding type of each unit
• Newly published rent and income limit charts 

from the PHFA system or website
• Non-optional fee charges (if applicable)



Certification Of Income
• A determination of annual income for each person residing in the 

household is required for properties with Low Income Housing Tax Credits, 
HOME/PennHOMES, Housing Trust Funds and/or Capital Magnet Funds. 

• A certification of income is required at move-in and annually thereafter to 
ensure eligibility for the applicable program(s). 

• The type of certification will vary annually depending on funding type(s) 
and unit mix. 

• A Tenant Income Certification (TIC) must be completed annually to 
document the household’s income and must be retained in compliance 
with all record retention requirements.



Types of Income Certifications
• Initial Certification: Owner/Agent must obtain and retain source income and 

asset documentation and/or acceptable forms 3rd party verifications for 
every move-in.

• Annual Recertifications: Owner/Agent must obtain and retain source income 
and asset documentation and/or acceptable forms of 3rd party verifications.

• Alternate Recertifications: Tenants may self-certify income and income from 
assets.

If the applicable fraction is 100%, Alternate Certifications can be conducted for 
households following initial move-in, up to the 6th year when annual recertifications are 
required. 



Annual Recertifications

Required at different intervals based on the funding type and unit mix.

• PennHOMES and Housing Trust Fund: required for all households every 6th year 
from the start of the affordability period (date of first certificate of occupancy). 

• Properties with Market Rate units must complete annual recertifications each 
year.

• Units with Capital Magnet Funds must complete annual recertifications each 
year.

A new annual recertification date may be established to coincide with a Housing Assistance 
Payment (i.e. Tenant-Based/Housing Choice Voucher, VASH, etc.), however, the recertification must 
be processed PRIOR to the anniversary date of the previous recertification.



6th Year 
Recertification 
Cycle: 
PennHOMES 
& HTF

• Year 1 begins the 
start of the first 
6th year cycle. 

2000

2005

2011

2017

EXAMPLE:
• If the Period of 

Affordability begins 
in 2000, a full 6th 
year recertification 
is due in 2005, then 
every six years 
thereafter

Period of 
Affordability 
Begins

Full 6th Year 
Recertification 
Due

Full 6th Year 
Recertification 
Due

Full 6th Year 
Recertification 
Due



Annual Submission of 
Tenant Income Certifications (TIC)

• Each year, a Tenant Income Certification (TIC) must be 
uploaded or manually entered in the PHFA Multifamily Web 
Entry System (Multifamily Login). 

• The Agency recommends each household’s TIC is uploaded as 
the event occurs, to ensure all TICs are uploaded by 
December 31st.

https://multifamily.phfa.org/


XML Uploads 
Uploading the TIC into the Multifamily Web Entry System requires compatible 
software. 

• The uploads must be completed using the most recent NAHMA (National Affordable 
Housing Management Association) version. 

• The software creates the XML files needed for upload. The software permits a date 
range up to a year for the files, i.e., January 1st to December 31st. 

Please to refer to the PHFA Portfolio Compliance Manual - Chapter 3.5: Reporting 
Tenant Income Certifications (TIC Uploads) - for step-by-step details on XML uploads. 

For manual entries, view How to Submit a Tenant Income Certification on the PHFA 
YouTube Channel.

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf
https://www.youtube.com/watch?v=m4JoQypDCTI\


Management Review (MR) and File Audit
• Who: Owner/Agents are required to participate in Management Reviews, 

consisting of reviewing the resident files for compliance and conducting an 
interview regarding the status of the property operations and general 
management practices.

• What: A review of compliance with applicable program regulations, the 
Regulatory Agreement, Indenture of Restrictive Covenant, Management Plan, 
Tenant Selection Plan, Grievance Procedure, Affirmative Marketing, Fair 
Housing, VAWA and Agency policies and procedures.

• When: Annually

• Where: On-site or Remote

• Completed by: Housing Management Representative

• File Sample Size: Varies

Portfolio Property



Onsite MR Preparations
• Prepare information outlined on the Notification Letter.

• Confirm the address for the management review.
• Ensure all files are available for review.

• Provide information 
• Parking (if applicable)  
• Accessing the building/office upon arrival
• Cell phone # for the onsite staff and a supervisor

• Have the Wi-Fi password available 

• Prepare an acceptable workspace for the auditor
• Working surface and chair i.e. desk or table
• Seasonally appropriate temperatures 

(heating/cooling)



Management Review Topics
• AFHMP/Outreach efforts to persons with disabilities.

• Reasonable accommodations

• Staffing

• Occupancy

• Vacancy Units & Make Ready Status

• Waiting List

• Rent Collection/ Delinquency

• Evictions

• Fair Housing/Equal Opportunity Complaints

• 504 Coordinator Contact Information (Non-PJ)

• Lease/Addenda 

• Security

• Curb appeal, grounds, and common area maintenance.

Portfolio Property



File Audit
The primary focus of a file audit is to review tenant files to confirm 
income qualified tenants are admitted, and rents comply.

•File Sample Size:

• First year: 100% file audit of the initial resident certifications

• Thereafter: a sampling including all new initial certifications

• May include move-ins, annual and/or alternate certifications, move-out 
files, and rejected applicant files.

Portfolio Property



Management Review Follow-Up

After a Management Review, the Follow-Up Letter outlines general and file-
specific deficiencies and gives 30 days to respond. 

Properties that are under-performing: 

• Will receive a Corrective Action Plan with 14 days to respond.

• A follow-up on-site visit may be conducted.

• Identified areas of non-compliance may be attached or sent at a later date.

Portfolio Property



Management Review Response

When Responding: 

• Respond within 30 days.

• Include a response to all general and file deficiencies.

• Review with HMR upon receipt if any questions.

• Implement internal controls.

• Ensure uploaded documents are directed to the assigned HMR’s Regional Office. 

• Corrections to a TIC require a revision in the Web Entry System. 

• Personal Identifiable Information (PII) must be redacted on documents uploaded 
to the PHFA Secure Upload Portal. 

Portfolio Property

https://mft.phfa.org/form/housingmanagementdocumentsubmission


Non-Compliance
Non-compliance occurs when:

• The Owner/Agent, project, buildings, or units have 
not met applicable funding program regulations or 
state agency policies. 

• In addition to program regulations, properties must 
also abide by the RA and IRC.

Notification is sent to the Owner and Agent when 
the non-compliance issue is discovered. The 
notification will provide the non-compliant 
finding and the allotted corrective period.



Non-Compliance: Common Issues
May include but are not limited to:

• Tenant eligibility
• Reporting requirements
• Maintaining unit set-asides

For specific program requirements, refer to the Internal Revenue Code section 
42, the 8823 Audit Guide (Low-Income Housing Tax Credit program), Code of 
Federal Regulation (HOME Program) and the Housing Trust Fund regulations 
(HTF). 

Compliance with all funding sources is required.

https://www.ecfr.gov/current/title-24/subtitle-A/part-92#_top
https://www.ecfr.gov/current/title-24/subtitle-A/part-93


Non-Compliance: Types

Tax Credit (LIHTC)

• Out of compliance with IRC §42, or the Indenture of Restrictive Covenants.

• Additional guidance can be found in the LIHTC Manual Chapter 4: Compliance Procedures.

Agency

• Additional non-compliance may be discovered which do not fall under program regulations 
but are required for receiving Agency financing. 

• These topics may be included in the property’s Regulatory Agreement or the PHFA 
Property Compliance Manual for Portfolio Properties.

https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/chapters/tc_chptr_04.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf


Non-Compliance: Types
HOME 
• Out of compliance with HOME Regulations or the Regulatory Agreement.
• May be Temporary Non-Compliance:

•i.e. Unit mix does not match the RA or household’s income increases over 80% 
• 30 days to respond
 
Housing Trust Fund (HTF) 
• Out of compliance with HTF Regulations or the Regulatory Agreement.
• May be a Temporary Non-Compliance:

•i.e. Unit mix does not match the RA or household’s income increases over 30% 
• 30 days to respond



Tenant Files Required Documents
During a file review conducted by a Housing Management 
Representative, required documents are reviewed for current 
tenants, move outs, and rejected applicants. 

Required File Documents are found in Chapter 5.1 of the        
PHFA Portfolio Property Compliance Manual. 

A checklist is available to track all required documents for     
Move In, Annual, and Alternate files.

Portfolio Property

https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/tenant-file-checklist-move-in-hotma.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/tenant-file-checklist-annual-recertification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/tenant-file-checklist-alternate-recertification-hotma.pdf


Required 
File 
Documents

Portfolio Property

NOTE: 
PHFA Compliance 

Manual for 
Portfolio 

Properties has not 
yet been updated 

for HOTMA



PHFA Tenant File Checklists

www.phfa.org/mhp/propertymanagement/

PHFA checklists do 
NOT

replace any HUD 
requirements.

http://www.phfa.org/mhp/propertymanagement/


Move In 
File 
Checklist

https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/tenant-file-checklist-move-in-hotma.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/tenant-file-checklist-move-in-hotma.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/tenant-file-checklist-move-in-hotma.pdf


Tenant Income 
Certification (TIC)
• Annual Alternate Certification

• Tenant Income Certification (11/25)

https://www.phfa.org/forms/housing_management/exhibits/agency_and_tax_credits/tenant-income-certification-7-2025.pdf
https://www.phfa.org/forms/housing_management/exhibits/agency_and_tax_credits/tenant-income-certification-7-2025.pdf


True and Correct as of 6/4/2025 ___  ___ 

• TICs signed after the 
effective date of 
certification require a 
True and Correct 
Statement.

• At bottom of page 1, 
write the following:

• “True and Correct 
as of _____ 
(effective date of 
certification)

• Must obtain initials 
from the Head of 
Household.

• This statement certifies 
that as of the effective 
date on the TIC, the 
information is correct.

• All sections of 
the TIC must be 
filled out 
completely and 
accurately. 



• Provide specific 
subsidy type:     
i.e. project-based, 
tenant-based, 
internal, etc. 

• Ensure correct 
AMI designations 
for all program 
types

• All sections of 
the TIC must be 
filled out 
completely and 
accurately. 



HUD Passbook Savings Rate

Inflationary Adjustments are determined by HUD annually

www.phfa.org/mhp/propertymanagement/

https://www.huduser.gov/portal/datasets/inflationary-adjustments-notifications.html
http://www.phfa.org/mhp/propertymanagement/


Common avoidable TIC deficiencies
• Missing Rental Assistance Type. Provide specific subsidy type, i.e. 

project-based, tenant-based, internal, etc. 

• Incorrect Rent/Income Limits and/or Utility Allowances.

• Missing AMI designations and/or all program types.

• Income corrections must be made to all sections reflecting income.

• Hand-written corrections on page 1 must be initialed by tenant(s) and 
landlord. 

• Ensure you are using the current Passbook Rate.

• All sections of the TIC must be filled out completely and accurately. 



When certifications require corrections, utilize the guidance below:
 

DO:
• Draw a single thin line through the incorrect information.
• Legibly write in pen or type in the correct information. 
• Initial each correction on the first page of a TIC, both the resident and management.
• Reflect mathematical changes in Part IV in Total Annual Household Income (box L).
• Make corrections with a blue or black pen.
• Correct the gross rent when correcting the utility allowance. 
• Update the maximum rent and income limit if a change is made to the occupancy designation/set 

aside.
  

DON’T:
• Use white out.
• Make a correction without a matching verification.
• Require tenant initials on the second page of a full TIC, except for Total Annual Household Income 

(box L).
• Correct in pencil.

The Do’s and Don’ts of TIC Corrections



TIC: Completing Part IVA
Calculate assets from the Asset Self Certification 

Then: 
Enter the actual income from 

assets in PART IVA (F)

Then: 
Do NOT complete Part IVA (F)

If: 
Assets are greater than the 
imputed income threshold

(Assets > Threshold)

If: 
Assets are less than 

or equal to the imputed income 
threshold

(Assets < or = Threshold)



TIC: Completing Part IVB

Then: 
Do NOT complete PART IVB

Then: 
Complete PART IVB

If: 
Assets are greater than the 
imputed income threshold

(Assets > Threshold)

If: 
Assets are less than or equal to the 

imputed income threshold
(Assets < or = Threshold)

Calculate assets from the Asset Self Certification 



HOTMA TIC & Listing Assets Example

2026 Imputed income 
threshold: $52,787

Tenant’s certified assets 
total: $11,200

Tenant’s certified annual 
income from assets: $75

Will you list the tenant’s assets 
on the TIC?    

Will you list the tenant’s income 
from assets on the TIC? 

Where do you list the tenant’s 
income from assets on the TIC? 

NO

YES

PART IVA (F)



Income & Asset Verifications
Income Verification and calculation worksheet and/or tapes:

• Verification of employment

• Verification of unearned income (SS, SSI, TANF, pension, etc.)

• Self-employment documentation

• Child Support

• Recurring cash contribution(s)

• Other __________________________

• Zero Income Questionnaire*
 

• PHA Income Determination Certification and 50058/50059

• Safe Harbor Income Certification
 

• Asset Self-Certification and Manager Worksheet 

• Child Support and Alimony Affidavit 

• Verification of Assets and calculation worksheet/calc. tapes *

• CMF Calculation Worksheet * *If applicable

NEW – Effective with HOTMA Implementation 

https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/recurring-cash-contribution-verification-ms-legal.pdf
https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/recurring-cash-contribution-verification-ms-legal.pdf
https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/zero_income_questionnaire.pdf
https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/zero_income_questionnaire.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/pha-income-determination-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/pha-income-determination-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/safe-harbor-income-determination.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/safe-harbor-income-determination.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/asset-self-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/asset-self-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/asset-self-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/asset-self-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/child-support-and-alimony-affidavit.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/child-support-and-alimony-affidavit.pdf
https://www.phfa.org/files/housing_management/agency_financed/cmf_calculation.zip
https://www.phfa.org/files/housing_management/agency_financed/cmf_calculation.zip


HOME & HTF 
Income & Asset Verifications

•HOME and HTF require two (2) months source documentation for 
verification of income (including income from assets) at move-in and 
at every 6-year full recertification, except for TBRA and PBRA units, 
in which the PHA / Administrator income determination is utilized.



Level Verification Technique
Ranking/Order of 

Acceptability

6
Upfront Income Verification (UIV), using HUD’s Enterprise Income 

Verification (EIV) system 

Highest
*Not permitted for 

TC/HOME/HTF.

5
Upfront Income Verification (UIV) using non-EIV system (e.g., The Work 

Number, web-based state benefits systems, etc.) 
Highest 

4
Written, third-party verification from the source, aka “tenant-provided 

verification” OR EIV + Self-Certification 
High

3 Written, Third-Party Verification Form Medium

2 Oral Third-Party Verification Medium

1 Self-Certification (not third-party verification) 
Low

*Use as a last resort.

HUD New Verification Hierarchy

J.5 Verification Hierarchy Regulation: 24 CFR §§ 5.240(c); 5.659(d); 891.105; 891.410(b)-(c) and (g); 891.610(b)-(c) and (g); 960.259(c); 982.201(e); and 982.516(a)(2)



Income & Asset Verifications
• If self certification, O/A must document in the tenant file why third-party 

verification was not available. Including attempts to 3rd verify. 

• Include clarification records to provide explanations or clarify missing 
information.  Date and sign the document. 

• Must be within 120 days of the effective date of the certification.

• Do NOT use screen shots as third-party verification.

• Do NOT adhere calculation tapes, post its, etc. directly onto 3rd party 
verifications. Provide a separate sheet with calculations/label each.  

• DO NOT fill out a third-party verification form completed via phone. Use a 
Record of Oral Verification.  Include required information per HUD. 



PHFA Sample Forms
• PHFA sample verifications are available 

on the PHFA website.

• O/As are not required to utilize PHFA 
sample forms, however all content 
contained on the samples must be 
included on the Agent’s form.  

• The Agent may add to the requirements 
but may not delete from them.

https://www.phfa.org/mhp/propertymanagement/


PHFA Required Forms 
• Asset Self Certification (9/25 v. 2.0)

• Required for all households at initial and annual certifications. 

• Child Support and Alimony Affidavit (8/25) for all households

• Is required for all households at move in and full recertification.  For households 
receiving income, third party verification is also required. 

• PHA Income Determination Certification (8/24)

• When using a PHA determination of income, the Owner/Agent is required to 
obtain this form along with a copy of the 50058/50059.

• Safe Harbor Income Determination

• When using another administrators’ determination of income, the Owner/Agent 
is required to obtain a completed form.

https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/asset-self-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/asset-self-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/child-support-and-alimony-affidavit.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/child-support-and-alimony-affidavit.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/pha-income-determination-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/pha-income-determination-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/safe-harbor-income-determination.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/safe-harbor-income-determination.pdf


Certification of Student Status
• Student Certification LIHTC and HOME (5/22)

• Required at initial, annual, and alternate recertifications. 

• To be completed by the head of household.

• Properties with HOME – required for each adult household member.

• Verification of Student Status (if applicable)

• Verification of Student Financial Assistance (if applicable) 

• Student Certification Financial Assistance Workbook (if applicable)

https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/student-certification.pdf
https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/student-certification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/Student-Tuition-and-Financial-Assistance-Verification.pdf
https://www.phfa.org/forms/property_management/hotma_resources/sample_forms_revised/Student-Tuition-and-Financial-Assistance-Verification.pdf
https://www.phfa.org/files/property-management/HOTMA-Resources/PHFA-Sample-and-Required-Forms/Student%20Certification%20Financial%20Assistance%20Workbook%20-%20Required.zip
https://www.phfa.org/files/property-management/HOTMA-Resources/PHFA-Sample-and-Required-Forms/Student%20Certification%20Financial%20Assistance%20Workbook%20-%20Required.zip


VAWA Forms

Residents must sign and date acknowledgement to confirm VAWA 5380 and 5382 were 
provided at move-in.

Resident Move-In: 

HUD Forms 91067, 5380 and 5382

Upon Execution of a New Lease:

A new HUD-91067 is signed if the resident enters a new lease.

Notice of eviction or termination of assistance: 

HUD Forms 5380 and 5382

Rejected applicants: 

HUD Forms 5380 and 5382

The above information must be outlined in the Management Plan. 

https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5380.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5382.pdf
https://www.phfa.org/forms/housing_management/vawa/HUD_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5380.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5382.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5380.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5382.pdf


Best Practices: VAWA

• Notate the HUD-5380 and HUD-5382 as 
enclosures on the applicant rejection letter 
template and notice of eviction. 

• Inform legal counsel, ensure they are aware of 
the requirement and include the forms. 

 

• Do NOT need to also retain a printed copy of 
the HUD 5380 and 5382.



Required File Documents:
Move In Review
• Lease Agreement
• PHFA LIHTC Lease Addendum
• PHFA Accessible Unit Addendum*
• VAWA Lease Addendum (HUD-91067)
• Lead-Based Paint Addendum*
• Section 8 HAP Contract*
• Acknowledgment of Receipt of Documents

• PHFA Resident Notification Letter 
• Fair Housing Brochure
• Property Grievance Procedure
• VAWA Notice of Occupancy 

Requirements (HUD-5380)
• VAWA Certification of Domestic Violence 

Form (HUD-5382)

• Emergency Pull Cord Policy*
• Residency Application 
• Initial / Waitlist Application (date and 

time stamped)
• Race and Ethnicity Information
• Proof of Age (Record of Visual Inspection 

or other acceptable documentation)
• Proof of Social Security Number*
• Screening Documentation
• Screening Evaluation Form or another 

comparable document
• Landlord Verification
• Move in Inspection

Portfolio Properties

*If applicable

https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lihtc-lease-addendum.pdf
https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lihtc-lease-addendum.pdf
https://www.phfa.org/forms/housing_management/accessible_resource_center/phfa-accessible-unit-addendum.pdf
https://www.phfa.org/forms/housing_management/accessible_resource_center/phfa-accessible-unit-addendum.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.hud.gov/sites/dfiles/HH/documents/Sample_Lessor_Disclosure_Form-508.pdf
https://www.hud.gov/sites/dfiles/HH/documents/Sample_Lessor_Disclosure_Form-508.pdf
https://www.hud.gov/sites/dfiles/HH/documents/Sample_Lessor_Disclosure_Form-508.pdf
https://www.hud.gov/sites/dfiles/HH/documents/Sample_Lessor_Disclosure_Form-508.pdf
https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lease-addendum-resident-notification-letter.pdf
https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lease-addendum-resident-notification-letter.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/fair_housing_brochure.pdf
https://www.phfa.org/forms/housing_management/agency_financed/manuals_and_documents/exhibits/fair_housing_brochure.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5380.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5380.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5380.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5382.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5382.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_5382.pdf
https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/record_visual_inspection.pdf
https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/record_visual_inspection.pdf
https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/record_visual_inspection.pdf
https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/record_visual_inspection.pdf
https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/screening-evaluation-form.pdf
https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/screening-evaluation-form.pdf


Lease Agreement

• Executed Lease Agreement must be maintained in the file and available 
for review during a file audit.

• Common findings during file audit (what to avoid):

• Handwritten changes without tenant’s initials.

• Incomplete lease, i.e. blank sections such as rent amount, household 
members, security deposit, etc.

• Utilities section blank - must identify landlord vs. tenant responsibility



Lease Addendums

• PHFA LIHTC Lease Addendum

• VAWA Lease Addendum (HUD-91067)

• Resident Notification Letter

• PHFA Accessible Unit Addendum*

• Lead-Based Paint Addendum*

• Section 8 HAP Contract*

* if applicable 

https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lihtc-lease-addendum.pdf
https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lihtc-lease-addendum.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lease-addendum-resident-notification-letter.pdf
https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lease-addendum-resident-notification-letter.pdf
https://www.phfa.org/forms/housing_management/accessible_resource_center/phfa-accessible-unit-addendum.pdf
https://www.phfa.org/forms/housing_management/accessible_resource_center/phfa-accessible-unit-addendum.pdf


PHFA LIHTC Lease Addendum
• Be sure to use 

the most 
recent 
version 
(8/17/2022)

 

• A copy of this 
addendum 
must be 
attached to 
the Notice to 
Quit.

https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lihtc-lease-addendum.pdf


VAWA Lease 
Addendum

HUD-91067 must be 
completed for every 
adult household 
member.

Effective date 
of move-in or 
recertification.

Signed at 
Move-In and 
if/when a 
resident enters 
a new lease.

https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf


Resident Notification Letter
Verbiage provided on PHFA’s website under 
LIHTC-Manual-Exhibits.

Please Note:

• Use agent’s Letterhead.

• Provide to Tenant(s) with the Lease at 
Move-in.

• Retain a copy with the Lease.

• Tenant must sign an acknowledgement 
that it was provided.

https://www.phfa.org/forms/housing_management/tax_credits/manuals_and_documents/exhibits/lease-addendum-resident-notification-letter.pdf


PHFA 
Accessible Unit 
Addendum

Tenant

Landlord

Addendum must be 
completed by all 
households that reside 
in accessible units. 

https://www.phfa.org/forms/housing_management/accessible_resource_center/phfa-accessible-unit-addendum.pdf


Tenant Acknowledgement at Move-In
Tenants must receive a copy of the following documents and sign an acknowledgement 
of receipt.

• Resident Notification Letter

• HUD-5380 Notice of Occupancy Rights under VAWA

• HUD-5382 VAWA Certification of Domestic Violence

• HUD Fair Housing Brochure

• Property’s Grievance Procedure

• Emergency Pull Cord Policy (If Applicable) 

We recommend utilizing our sample Acknowledgement Form located under Agency 
Financed exhibits on PHFA.org. 

https://www.phfa.org/forms/housing_management/shared/sample_verification_forms/acknowledgement-form-1-2024.pdf


Best Practices: 
Tenant Acknowledgement

• Create a pdf file or a printed packet that 
includes all documents that must be 
provided to new tenants.  

  

• List all documents on one acknowledgement 
form. 



Best Practices: Tenant Files
• Utilize checklists to ensure all PHFA requirements are in the file.

• Ensure documents are clear, legible, filled out completely, and 
signed/dated where required.

• Add clarifications to any documentation that does not answer 
all questions on the verification form.

• I.e. interest rate, penalties, anticipated raise, bonus, commissions, 
etc.

• Purge older files into an overflow system: 

• Retain Initial/Move-In & the 2 most recent Certs in the active file.

• Label the file with tenant name, building and unit numbers, 
corresponding with the PHFA BIN and unit numbers. 

• Keep in-process recertifications in a separate folder.

• Include the software summary sheet with the TIC.

• Include calculator tapes or worksheets with income or asset 
calculations.



• Retaining excess fax cover sheets, unless needed to 
document attempts to collect third party 
verification.

• Retaining bank statements when 3rd party 
verification is sufficient, except where source 
documentation is required.

• Retaining employment documentation not used in 
determining the amount placed on the TIC.

• Keeping unsecured/loose paperwork in the 
resident file.

Tenant Files: What to Avoid



Record Retention
• Resident Files

• Move Out Files

• Rejected Applications

• Onsite Document Retention

• Regulatory Requirements



Resident Files Record Retention

• Initial Move – In Certification 

• Two most recent annual/alternate certifications

• Overflow file to contain older certifications



Initial Move In File Retention
• Rental Application Form 

• Tenant Income Certification (TIC)

• Third-Party/Source Verifications

• Residential Lease and Addenda 
• VAWA-HUD-91067 

• PHFA LIHTC Addendum

• Accessible Unit Addendum *

• Resident Signed Acknowledgement 
• Resident Notification Letter

• HUD-5380 

• HUD-5382 

• Fair Housing Brochure

• Property Grievance Procedure

• Lead-Based Paint Disclosure*

• Proof of social security number

• Proof of age

• Proof of completed screening 

• Race and Ethnicity data or attempt 
to collect

• Move-in Inspection Form

* If applicable

https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf
https://www.phfa.org/forms/housing_management/vawa/hud_91067.pdf


Move Out File Retention
• Notice to vacate and/or any documentation regarding notice of 

termination or court filing.*

• A dated copy of the security deposit disposition sent to the former 
resident, showing any charges deducted or that the refund was issued.

• The letter must be in the file demonstrating the refund was processed within 30 
days per state law.

• Notice of termination, including the enclosure of VAWA forms HUD-
5380, HUD-5381 and HUD-5382 and the PHFA LIHTC Lease Addendum.*

* If applicable



Rejected Application File Retention

• The original application 

• The notice of rejection specifying the reason 

• The enclosure of the VAWA HUD 5380 and 5382 must be noted

• Appeal documentation (if applicable)



Onsite Documentation Retention
• Marketing and Management Plan 

• Affirmative Fair Housing 
Marketing Plan (AFHMP) 

• Tenant Selection Plan 

• Utility Allowance Documentation 

• Resident Grievance Procedure 

• Reasonable Accommodation 
Policy 

• Language Access Plan (if 
applicable) 

• Violence Against Women Act 
(VAWA) Emergency Transfer Plan 

• Emergency Pull Cord Policy (if 
applicable) 

• Copies of the signed annual 
reports 



Onsite Documentation Retention

• Indenture of Restrictive Covenant 

• Regulatory Agreement 

• List of accessible units (MIUs) including the unit number and 
number of bedrooms

• IRS Form 8609 (recommended) 



Regulatory Record Retention

• Record retention must be compliant with the regulations 
per funding source.

• Tax Credit IRS Reg 1.42-5 (b)

• HOME 24 CFR 92.508

• Housing Trust Fund 24 CFR 93.407

https://www.govinfo.gov/content/pkg/CFR-1999-title26-vol1/pdf/CFR-1999-title26-vol1-sec1-42-5.pdf
https://www.govinfo.gov/content/pkg/CFR-1999-title26-vol1/pdf/CFR-1999-title26-vol1-sec1-42-5.pdf
https://www.govinfo.gov/content/pkg/CFR-1999-title26-vol1/pdf/CFR-1999-title26-vol1-sec1-42-5.pdf
https://www.ecfr.gov/current/title-24/subtitle-A/part-92/subpart-K/section-92.508
https://www.ecfr.gov/current/title-24/subtitle-A/part-93/subpart-I/section-93.407


PHFA Resources

PHFA Property Compliance Manual for Portfolio Properties

LIHTC Compliance Manual

PHFA Multifamily YouTube How-To Training Series

PHFA Property Management Webpage

http://a.org/forms/housing_management/agency_financed/manuals_and_documents/chapters/phfa-property-compliance-manual-for-portfolio-properties.pdf
https://www.phfa.org/mhp/propertymanagement/
https://www.youtube.com/playlist?list=PLjK6UbTyYVxhu5vEJvlJn_8z__Vuf-aua
https://www.youtube.com/playlist?list=PLjK6UbTyYVxhu5vEJvlJn_8z__Vuf-aua
https://www.youtube.com/playlist?list=PLjK6UbTyYVxhu5vEJvlJn_8z__Vuf-aua
https://www.phfa.org/mhp/propertymanagement/
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