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Topics Covered

* LIHTC/HOME Program Manuals

 Mandatory Tenant File Forms (LIHTC/HOME Programs)
« MSHDA Checklist Verification Forms

 File Maintenance — Physical & Digital

« E-Storage Requirements

 Electronic Tenant File Audits

« Common Tenant File Audit Findings

* Questions
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« 2013 LIHTC Compliance Monitoring Manual

e 2015 HOME Compliance Manual
* UPCS Plus Physical Inspection Manual
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https://www.michigan.gov/mshda/0,4641,7-141-5555_8002_26576_26578-254003--,00.html
https://www.michigan.gov/mshda/0,4641,7-141-5555_8002_26576_26578-254003--,00.html
https://www.michigan.gov/mshda/0,4641,7-141-5555_8002_26576_26578-366435--,00.html
https://www.michigan.gov/mshda/0,4641,7-141-5555_8002_26576_26578-366435--,00.html
https://www.michigan.gov/mshda/0,4641,7-141-5555_8002_26576_26578-113476--,00.html
https://www.michigan.gov/mshda/0,4641,7-141-5555_8002_26576_26578-113476--,00.html

. — LIHTC & HOME (

. — LIHTC & HOME
. - LIHTC & Tax Exempt Bond
. — HOME

° — LIHTC & HOME
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https://www.michigan.gov/documents/mshda/mshda_crh_f_tff01_tenant_income_cert_187336_7.doc
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff01_tenant_income_cert_187336_7.doc
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff02_tenant_income_cert_inst_187339_7.pdf
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff02_tenant_income_cert_inst_187339_7.pdf
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff03_mshda_checklist_461109_7.doc
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff03_mshda_checklist_461109_7.doc
https://www.michigan.gov/documents/mshda/mshda_crhj_f_tff15_annual_student_elig_cert_lihtc_te_bond_502021_7.doc
https://www.michigan.gov/documents/mshda/mshda_crhj_f_tff15_annual_student_elig_cert_lihtc_te_bond_502021_7.doc
https://www.michigan.gov/documents/mshda/mshda_crhj_f_tff16_annual_home_cert_student_status_502023_7.doc
https://www.michigan.gov/documents/mshda/mshda_crhj_f_tff16_annual_home_cert_student_status_502023_7.doc
https://www.michigan.gov/documents/mshda/mshda_crhj_f_tff16_annual_home_cert_student_status_502023_7.doc
https://www.michigan.gov/documents/mshda/mshda_crhj_f_tff16_annual_home_cert_student_status_502023_7.doc
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff07_zero_income_cert_507617_7.doc
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff07_zero_income_cert_507617_7.doc
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff07_zero_income_cert_507617_7.doc

. *LIHTC Only — Cannot use at Move-In —
Restricted at Recertification.

Other forms may be utilized for verification of other types of income and asset sources listed on the
Applicant/Resident’'s MSHDA Checklist
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https://www.michigan.gov/documents/mshda/mshda_crh_f_tff09_employ_verification_187355_7.pdf
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff09_employ_verification_187355_7.pdf
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff05_student_verification_502019_7.doc
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff05_student_verification_502019_7.doc
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff05_student_verification_502019_7.doc
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff04_under_5000_asset_cert_187344_7.pdf
https://www.michigan.gov/documents/mshda/mshda_crh_f_tff04_under_5000_asset_cert_187344_7.pdf
https://www.hud.gov/sites/documents/DOC_35767.PDF
https://www.hud.gov/sites/documents/DOC_35767.PDF
https://www.hud.gov/sites/documents/DOC_35767.PDF
https://www.hud.gov/sites/documents/DOC_35779.PDF
https://www.hud.gov/sites/documents/DOC_35779.PDF
https://www.hud.gov/sites/documents/DOC_35779.PDF
https://www.hud.gov/sites/documents/DOC_35779.PDF
https://www.hud.gov/sites/documents/DOC_35779.PDF

File Maintenance

For Electronic or Hard Copy Storage

* Develop a File Order
Checklist for
consistency

 Utilize a “Do Not Purge”
Sheet to protect the
Move-In or Initial TIC
and Verifications.

Note to File Preparer: Plezse indicate the receipt and proper placement of each item by placing your initials next to each. If zn
item is not applicable to the resident's file indicate such by placing "N/A" in the space provided. A file chacklist must be.
completed each time a certification is completed. Items indicated by an asterik (*) must never be purged.

New Resident Summary Sheet*
Lease Package Checklist*

Bed Bug Addendum*

Copy of Move-In Payment*
I

Mold Information and Prs tion Addendum®
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Reasonable Accomodation Reques

Checklist REV. 07.2018

Move-in/Initial
Documents
DO NOT PURGE

Zero Income Package (I Applicabl!
Income Verifications (In Order of Check

* ORIGINAL TIC & SUPPORTING DOCUMENTATION
MUST NOT BE PURGED *

Unit #:

Move-In/ Initial Certification Date:
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File Maintenance

For Electronic or Hard Copy Storage

« Utilize a 4-part system for BT

. O a 0 Home Share View
phySICaI and dlgltal fIIeS- 3 o » ThisPC » Docurnents » #101 Grey Goose Apartrents Tenant Files »  Unit #20B
« Section 1 Compliance File = Dt modii
» Ule, , and all 2 Caren Lo Oncamers .
Verlflcatlons Of |ncome and assets 3. Current Resident Correspondence
. = 4, Current Eligibility Verifications ile
® SeCtlon 2 5. Prior Residents File folder
 Lease and addendums
* Section 3
° ReSIdent Correspondence € » ThisPC * Documents » #1071 Grey Goose Apartments Tenant Files * Unit #20B » 1. Current Compliance File
® SeCtion 4 Mame Date

« [Initial Eligibility and Eligibility of any
household additions through the term
of tenancy
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https://www.hud.gov/sites/documents/DOC_35779.PDF

HUD & MSHDA Notices and Policy

HUD and MSHDA Asset Management have provided excellent
guidance on the technical aspects of e-signature, e-storage, and

electronic transmission:

. — by approval only
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https://www.hud.gov/sites/dfiles/OCHCO/documents/2020-10hsgn.pdf
https://www.hud.gov/sites/dfiles/OCHCO/documents/2020-10hsgn.pdf
https://www.hud.gov/sites/dfiles/OCHCO/documents/2020-10hsgn.pdf
https://www.hud.gov/sites/dfiles/OCHCO/documents/2020-10hsgn.pdf
https://www.hud.gov/sites/dfiles/OCHCO/documents/2020-10hsgn.pdf
https://www.hud.gov/sites/dfiles/OCHCO/documents/2020-10hsgn.pdf
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp01_asset_mgmt_e_signature_policy_700387_7.pdf
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp01_asset_mgmt_e_signature_policy_700387_7.pdf
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp01_asset_mgmt_e_signature_policy_700387_7.pdf
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp01_asset_mgmt_e_signature_policy_700387_7.pdf
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp02_appendix_a_partner_cert_use_e_sig_700388_7.docx
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp02_appendix_a_partner_cert_use_e_sig_700388_7.docx
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp02_appendix_a_partner_cert_use_e_sig_700388_7.docx
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp02_appendix_a_partner_cert_use_e_sig_700388_7.docx
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp03_appendix_b_partner_recert_use_e_sig_700389_7.docx
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp03_appendix_b_partner_recert_use_e_sig_700389_7.docx
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp03_appendix_b_partner_recert_use_e_sig_700389_7.docx
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp03_appendix_b_partner_recert_use_e_sig_700389_7.docx
https://www.michigan.gov/documents/mshda/mshda_crh_p_amesp03_appendix_b_partner_recert_use_e_sig_700389_7.docx

Electronic Tenant File Audits

Typical Tenant File Audit Process and Timeline

Owner/Agent receives a Scheduling Letter from the MSHDA Contractor.

10 days before the scheduled Tenant File Audit the Owner Agent “O/A” sends the Rent Roll
& Vacancy Report to the MSHDA Contractor.

5-7 business days before the scheduled Tenant File Audit the MSHDA Contractor sends the
O/A a list of the files to be reviewed. O/A should immediately begin scanning and uploading
the digital files.

On the scheduled date the MSHDA Contractor conducts the Tenant File Audit.

2-5 business days after the scheduled Tenant File Audit the O/A will receive a File Audit
Report noting any findings. The O/A has 30 days to respond and the response to the
Tenant File Audit must be done through CARS. Backup documentation may need to be
emailed to the MSHDA Contractor.
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Electronic Tenant File Audits

During the Audit response period the O/A must work with the MSHDA Contractor to answer
any questions or concerns about the findings or requested corrective actions.

N el e N
e[S o Jome " [coery
The fully executed
Please send a copy to
125 11/6/2006 |Leass lease with all HCS Py
addendums is missing

Once the O/A has completed their response to the Tenant File Audit the MSHDA Contractor
will review the corrections, and if all findings were remedied, they will Close the Tenant File
Audit.

If issues remain after the MSHDA Contractor reviews the O/A Response, they may keep
working with the O/A to resolve the issues OR Close the Tenant File Audit with Issues and
then the O/A will work directly with their MSHDA Compliance Officer to complete any
outstanding corrections. 7-10 days is a typical deadline to complete these corrections.

Once all remaining issues are corrected the MSHDA Compliance Officer will email the O/A
that the Tenant File Audit is considered Closed.

MICHIGAN.GOV/MSHDA




Electronic Tenant File Audits

Required Information to be scanned to the Auditor
at least 10 days prior to the Tenant File Audit Date:

* Rent Roll and Vacancy Report

Required Information to be scanned to the Auditor,
for each file, after receiving the Unit List:

 Move-In or Initial Certification, Current Annual Recertification, Lease,
and any other supplemental information requested.
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Electronic Tenant File Audits

Rent Roll — if your property doesn’t use special software that creates a “rent
roll” for you, you can simply use a spreadsheet to provide the following
information:

« Unit#

 Head of Household Name (first and last)

« Move-in Date

 Designation (Market Rate or Program/Funding Source)

All restricted units must include the above requirements and the following:
 Current Income
Current Rent
« Current Utility Allowance (if applicable)
 Programs/Funding Sources and AMI% (i.e., LIHTC 50%, HOME 30%, etc.) Any and

all applicable unit designations for each unit must be included.
MICHIGAN.GOV/MSHDA




Vacancy Report — if your property doesn’t use special software that creates a
“vacancy report” for you, you can simply use a spreadsheet to provide the
following information:

e Unit#

 Move-Out Date of Last Resident
 Number of Days Vacant (preferred but not mandatory)

MICHIGAN.GOV/MSHDA



Electronic Tenant File Audits

* Move-In or Initial Certification — The auditor will review the income
reported at move-in (or initial eligibility) for each household and the
supporting documentation used to determine that income.

* MSHDA Tenant Income Certification (TIC)

 Auditor will determine if the household is qualified under the appropriate income limit;

 Auditor will check that the gross rent* amount charged to each household is under the rent limit;

« Auditor will make sure the utility allowance was calculated as part of Gross Rent for each unit;
 Auditor will watch to see if the correct HOME unit designation (Low HOME/High HOME) was reported.

« Verifications: Auditor will be looking for acceptable forms of verification that are fully
complete and will check that the math used was accurate and produced the correct
Income or asset value.

« This may include the Certification of Zero Income, when required.

* Gross Rent is the total rent charged for a unit, plus the applicable utility allowance, and all mandatory fees. This amount must be under the Rent Limit.
MICHIGAN.GOV/MSHDA




Electronic Tenant File Audits

» Current Annual Recertification — The auditor will review the income
reported at Annual Recertification for each household and the
supporting documentation used to determine that income.

* MSHDA Tenant Income Certification (TIC)
 Auditor will determine if the household is qualified under the appropriate income limit;
 Auditor will check that the gross rent* amount charged to each household is under the rent limit;
 Auditor will make sure the utility allowance was calculated as part of Gross Rent for each unit;
 Auditor will watch to see if the correct HOME unit designation (Low HOME/High HOME) was reported.

« \Verifications: Auditor will be looking for acceptable forms of verification that are fully
complete and will check that the math used was accurate and produced the correct
Income or asset value.

« This may include the Certification of Zero Income, when required.
» This will include a comparison of assets to determine if divestiture of any assets has occurred.

* Gross Rent is the total rent charged for a unit, plus the applicable utility allowance, and all mandatory fees. This amount must be under the Rent Limit.
MICHIGAN.GOV/MSHDA




Electronic Tenant File Audits

* The Lease Agreement — The auditor will review the Lease for mandatory
Michigan and Program Specific language

« LIHTC Addendum if the required language has not been incorporated into the
Lease Agreement —

» Lead-Based Paint Addendum and
pamphlet (if applicable) have been provided to residents. This is required of any
housing built prior to 1978.

» Supplemental Documentation
» Social security cards (or numbers), birth certificates, etc.;

» Project and program eligibility of each household for student status, elderly status,
etc;

» Other items and information as specified by MSHDA or the Tenant File Auditor.
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https://www.michigan.gov/documents/mshda/mshda_crh_l_01_lihtc_lease_addendum_187630_7.doc
https://www.epa.gov/sites/default/files/2020-04/documents/lead-in-your-home-portrait-color-2020-508.pdf

Common Tenant File Audit Findings

5 Very Common TFA Findings you can avoid right now!

1. Lease

« Current Common Finding: The required Michigan language was missing from the
lease.

» Corrective Action: Please add the required Michigan lease clauses to lease (12 pt bold
caps) and send the Tenant File Auditor an executed copy.

« NOTICE TO TENANT: YOU MUST NOTIFY YOUR LANDLORD IN WRITING WITHIN 4 DAYS AFTER
YOU MOVE OF A FORWARDING ADDRESS WHERE YOU CAN BE REACHED AND WHERE YOU
WILL RECEIVE MAIL; OTHERWISE, YOUR LANDLORD SHALL BE RELIEVED OF SENDING YOU
AN ITEMIZED LIST OF DAMAGES AND THE PENALTIES ADHERENT TO THAT FAILURE.

 NOTICE: MICHIGAN LAW ESTABLISHES RIGHTS AND OBLIGATIONS FOR PARTIES TO RENTAL
AGREEMENTS. THIS AGREEMENT IS REQUIRED TO COMPLY WITH THE TRUTH IN RENTING
ACT. IF YOU HAVE A QUESTION ABOUT THE INTERPRETATION OR LEGALITY OF A PROVISION
OF THIS AGREEMENT, YOU MAY WANT TO SEEK ASSISTANCE FROM A LAWYER OR OTHER
QUALIFIED PERSON.
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Common Tenant File Audit Findings

2. Tenant Income Certification (TIC)

« Current Common Finding: The Initial TIC is not signed, or The 2021 AR TIC is not
signed and/or dated.

» Corrective Action: Please have all parties sign the TIC and place the phrase
“Information is true and accurate as of the certification effective date.” next to each
signature, then send a copy to the Tenant File Auditor.

3. Tenant Income Certification (TIC)

* Current Common Finding: The 2020 or 2021 Tenant Income Certification (TIC) does
not indicate the HOME status.

» Corrective Action: Please complete the 1st and 3rd page of the TIC to indicate the
HOME status and send a copy to the Tenant File Auditor.

MICHIGAN.GOV/MSHDA




Common Tenant File Audit Findings

4. MSHDA Checklist and Verifications

e Current Common Finding: MSHDA Checklist and backup verifications are missing from
the file.

» Corrective Action: Please send a copy to the Tenant File Auditor.

5. Missing Annual Recertifications

e Current Common Finding: The 2020 or 2021 Annual Recertification has not been
processed.

» Corrective Action: Please send a copy to the Tenant File Auditor.

The best way to avoid all findings is to double check your scan
before you send it — are all the forms REALLY there?
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Always check for policy changes and memos.

Tenant File Maintenance Questions?e
Electronic Tenant File Audit Questions?
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https://www.michigan.gov/mshda/0,4641,7-141-5555_8002_26576_26577---,00.html

ss MISHDA

MICHIGAN STATE HOUSING DEVELOPMENT AUTHORITY

THANK YO

It is your hard work that helps MSHDA reach our shared vision to
make Michigan a place where all people have quality affordable
housing as a foundation to reach their full potential.
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