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IHFA Website
Why is the IHFA website helpful?
• Manuals 
• Required Forms
• Suggested Forms
• Other Resources 

https://www.idahohousing.com/

https://www.idahohousing.com/


Procorem 
What is Procorem?

Procorem is the secure web-based platform we use to communicate with all of our properties. 
https://app.procorem.com/Login?ReturnUrl=%2fProfile%3ftab%3dinvites&tab=invites

https://app.procorem.com/Login?ReturnUrl=%2fProfile%3ftab%3dinvites&tab=invites


Audits



15 day notification is here to stay 

Audits

IRS Notice 2022-05 and 52
The 15 day reasonable notice requirement is described in section 1.42-5(c)(2)(iii)(C)(3) of the tax regulations. 
Beginning on January 1, 2023 all notification of audits will be no more than 15 days, with some limited exceptions.

Compliance Monitoring – Review of tenant files
• 15 day notice beginning January 1, 2023

Compliance Monitoring – Review of physical inspections
• 15 day notice beginning January 1, 2023



Why the 15 day notice?

Audits

Section 1.42-5(c)(2)(iii)(C)(2) provides that an Agency must select the low-income units to inspect and 
low-income certifications to review in a manner that does not provide advance notice that a particular 
low-income unit (or low-income certifications) will or will not be inspected (or reviewed) for a particular 
year.  The Agency may notify the owner of the low-income units for on-site inspection only on the day 
of inspection.   

• Audits are scheduled in a manner that provide owners/agents with advance notice to ensure 
arrangements for representative attendance, proper notice to tenants, and owner/agent preparation 
for inspection. 

• Owners/Agents should take time to address common physical deficiencies prior to the 
actual inspection.



Follow-up responses

Physical Audits

Step one: 
• IHFA provides the O/A with an Audit Summary Report or Audit Close letter within 30 days after an inspection. 

Step two:
• Original Audit Summary Report/Cover Letter - IHFA requires a due date which is no more than 30 days from 

the date of the Audit Summary Report which is uploaded to the property’s work center. Owner/Agents are given 30 
days to correct the noncompliant issue(s) and to respond to IHFA with either the corrective actions taken or a 
corrective action plan.  (Basically, this is cut & dry and this has always been the standard IHFA has set)

• IHFA will be calendaring the 30 day due date and will not remind you. Remember, it is the management’s 
responsibility to track when responses are due. 

Step Three:
• Partial Response Letter 1 - If a property responds to the original audit summary report but still has outstanding 

deficiencies, with approval IHFA will allow a set amount of time to be determined based on the complexity of the 
outstanding violation(s) to remedy. 



Follow-up responses continued 
Physical Audits

At the end of the due date period if there is no response from the property representative, IHFA will upload a 2nd and if 
needed a 3rd request for response.

• Property is responsible for tracking due dates and deadlines 

• If the property is unresponsive the audit score will be affected

Not complying with IHFA can put your property on the Watch List (WL) or Not in Good Standing (NGS). 



Follow-up responses continued 

Physical Audits

Follow-up responses must have adequate documentation to resolve all corrective action noted within your summary 
report.
• Completed work order(s) must be signed and dated documenting completed repairs.
• Paid invoices along with contractor bids can also be used to document repairs by third parties.
• Pictures are only allowed as a corrective action if they are accompanied with a completed work order and/or paid 

invoice clearly showing what was corrected.



Closure of Audits

Physical Audits

If the report indicates noncompliance, the owner is expected to respond to IHFA within 30 days to provide 
clarification or document that issues of noncompliance have been addressed and/or resolved.

Extensions may be approved through IHFA only if the request has been made in writing within the 30 day window. 



Closure of Audits continued

Physical Audits

The IRS stipulates that findings of noncompliance that are not reportable are a state agency issue and must be 
resolved at the state level. All documented deficiencies, whether they are IRS or an IHFA preferences, must be 
corrected by the property owner/agent. 

Audits will remain open and not be closed until all corrective action has been addressed and resolved completely.



Audit Process
File Audits

• Notice of audit sent with list of requested initial documents
• Includes electronic file audit guide and file stacking order
• If your tenant files are not already in a digital format, we encourage you to start scanning them in 

now
• Owner/agent provides initial requested documents
• Auditor provides list of files needed for review
• Owner/agent uploads files within 48 hours
• Auditor completes the audit and provides a summary report of findings
• Owner/agent responds within the 30-day correction period



File Audits
Electronic File Audit Guide



Electronic File Stacking Order

File Audits



HOME File Required Forms
File Audits

• HOME Certification of Student Status 
• If combined with Tax Credits, both program student forms must be completed

• 3rd party income and asset verifications
• HOME Unit Lease Addendum
• Criminal Screening for all household members 18 years and older 
• Denial/Appeal/Approval for rejected applications, if applicable
• Lead-based paint brochure acknowledgement, if built prior to 1978
• Signed and dated move-in inspection

• Include work orders for repairs, if applicable

These forms can be found on our website here: 
https://www.idahohousing.com/housing-compliance/home-program-compliance/

https://www.idahohousing.com/housing-compliance/home-program-compliance/


File Audit Response Process

• Once the Audit Summary Report is uploaded to the Procorem Work Center, the Owner/Agent has 30 days to 
respond.

• What if the corrections are not completed within the allotted timeframe?



How to Respond

• The Audit Response Guidelines were created this 
year to help standardize responses and eliminate 
confusion

• The guidelines outline the requirements we will 
now enforce to reduce improper response 
submissions



Requesting Extensions
Physical and File Audits

• 30 days given for audit response

• May extend correction period for extenuating circumstances

• Owner/agent submits written extension request prior to due date

• Include evidence why an extension is necessary, along with estimated completion date

• Include any completed corrections

• Partial response letter will be uploaded with new due date

• Set task reminder for due date

• No response or extension request equals point deduction



Non-Compliance
Physical and File Audits

Not complying with IHFA or IRS regulations can land your property on the Watch List (WL) or Not in Good Standing 
(NGS)

• Watch List – First year offense, scoring below average or unsatisfactory on any portion of audit *Fees 
Apply*

• Not in Good Standing – Scoring below average or unsatisfactory on any portion of the audit for a 
second year in a row.  *Fees Apply & Owner can no longer apply for credit/funding.* 

Removal from WL or NGS – Property must have a minimum satisfactory score in every audit category 



Tenant Income and Verifications



Resources
Income

• HUD Handbook 4350.3 Rev 1, Chapter 5 -
https://www.hud.gov/sites/documents/
43503HSGH.PDF

• 24 CFR §5.609 
• IHFA Low-Income Housing Tax Credit 

Compliance Manual, Chapter 7-
https://www.idahohousing.com/docume
nts/low-income-housing-tax-credit-lihtc-
manual.pdf

Verifications
• Treasury Regulations § 1.42-5(b)
• HUD Handbook 4350.3 REV 1, Chapter 3 and 

Chapter 5
• IHFA Low-Income Housing Tax Credit 

Compliance Manual, Chapter 7  
• Tax Credit suggested verification forms -

https://www.idahohousing.com/housing-
compliance/tax-credit-compliance/

• Compliance in HOME Rental Projects: A 
Guide for Property Owners – Chapter 3 -
https://files.hudexchange.info/resources/docu
ments/ComplianceinHOMERentalProjects_Gu
ideforPropertyOwners.pdf

2
2

https://www.hud.gov/sites/documents/43503HSGH.PDF
https://www.idahohousing.com/documents/low-income-housing-tax-credit-lihtc-manual.pdf
https://www.idahohousing.com/housing-compliance/tax-credit-compliance/
https://files.hudexchange.info/resources/documents/ComplianceinHOMERentalProjects_GuideforPropertyOwners.pdf


Tax Credit and HOME programs use gross annual income from all sources in the household to 
determine their eligibility to lease a unit.

• Gross income is all applicable income without any adjustments or deductions.
• Annual income is all applicable income anticipated by the household from the effective date 

of the certification for the next twelve months.

Income



Earned Income
• Employment

• Wages, Salaries, Tips, Bonuses
• Current
• Anticipated

• Self-employment
• Net income from business owned 

by household member.



Unearned Income
• Payment in Lieu of Earnings
• Social Security Benefits

• Disability
• Retirement
• Dependent
• Survivor

• Public Assistance
• AABD
• TANF

• Pension/Retirement Payments
• Child Support or Alimony
• Cash or non-cash recurring 

contributions
• Scholarships or Grants



Income from Assets

Actual income generated from assets 
effectively owned by a household 
member.

• Checking or Savings Accounts
• Investment Accounts
• Real Property
• IRA or other retirement savings 

accounts
OR

Imputed income calculated from 
household assets with a total cash 
value more than $5,000.



Cash Value

Market Value
• The amount the asset is worth if 

it were to be sold today.

Costs to Convert an Asset to Cash
• Penalties for early withdrawal
• Fees
• Commissions
• Loan payoff

Checking Account
Savings Account

6 month average balance
Current balance

Cash Value = Market Value – Costs to Convert Asset to Cash

Direct Express Current balance



The total of the difference between cash value and amounts received over the last two 
years has to be greater than $1,000.

• List the amount that was less than fair market value as the cash value on the TIC. 

Disposed Assets
Amount Disposed of  for less than market value = Cash Value – Amount Received

Last year donation to Save Bunnies

$250.00 x 2

$0 $1,000.00 $1,000.00

Yearly donation to Save Bunnies

$1,000.00

$0 $500.00 $0

Previous Home $100,000.00 $1.00 $99,999.00 $99,999.00



Whose income in the household counts?

All income is counted from the head of 
household, spouse, co-head, or any other 
adult.

Unearned income and asset income is 
counted for children and foster children under 
18, but not earned income. 

All unearned income and asset income is 
counted for a full-time student over 18 as well 
as $480 of any earned income, if applicable.

Live-in aide earned, unearned, or asset 
income never counts when determining 
income eligibility. Live-in aides are not 
considered members of the household.



Verification

Each source of income is required to be verified.

Verification rules vary depending on the source of income, the funding sources for the property/unit, and whether or 
not the certification is for the initial move-in or annual recertification.



General Rules
• For a verification document to be considered valid it must be dated within 120 days from the date of receipt by 

the owner/agent.

• Methods other than third-party verification should only be used when attempts have been made and 
documented to obtain third-party verification for a minimum of two weeks.

• If information provided by third party is incomplete, the owner/agent must follow up and include documentation 
of the clarification.

• Owner/Agent must not write on verifications.

• Use of white-out is never permitted.



Order of Priority
1. Third-Party Verification

• Upfront-Income Verification (UIV)
• Print out from The Work Number and other state government databases.

• Written
• Tenant-provided documentation originating from a third-party.

– Tax returns
– W-2
– Pay stubs

• Documentation sent directly by third-party via mail, fax, email, or internet. Forms available for use 
on idahohousing.com.

• Oral
• Certification over the telephone between owner/agent and third-party.

2. Family or Self-Certification
• Notarized statement
• Signed affidavit

Verification Method



Verification of Assets
• If the total cash value of a household’s assets is $5,000 or less, the household may use the 

Under $5,000 Asset Certification to self-certify the value of and income from assets. 

• If the household has no assets, they are required to submit the Under $5,000 Asset 
Certification. The form is required to certify that there are no household assets.

• For a HOME-assisted unit, in a year that a full certification is required, all assets must be 
third-party verified.
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Verification at Recertification
100% LIHTC Project

• If a project is 100% LIHTC, meaning there 
are no market units, there is no requirement 
to verify income and assets at recertification. 
Tenants are instead required to submit an 
IHFA Low-Income Tax Credit Tenant Income 
Self- Certification and a certification of 
student status on the anniversary of the initial 
certification.

HOME-assisted units

• HOME units are required to perform a full 
certification at move-in and every 6th year in 
the project’s Period of Affordability, including 
supporting documentation. At any other 
recertification, tenants are required to submit 
a Tenant Income Self-Certification and a 
HOME certification of student status once per 
year.

If the project is blended with HOME or other funding, be sure to follow the other programs’ recertification requirements 
for the units that are blended. In a unit with HOME and LIHTC, both HOME and LIHTC certifications of student status 
are required at move-in and annually thereafter.



“Document, document, 
document!”

AND
“The file needs to tell the 

whole story.” 



Due Diligence

What is reasonable? 
What would a reasonable person do? 

WWRPD?



The Case of Sally Resident
Sally is the second member of a two-person household who moved into a unit at Falcon’s 
Landing on February 20, 2020. 

She started working part-time at the diner down the street January 10, 2020 and her 
manager, Mark provided a third-party verification to the manager of Falcon’s Landing on 
February 4, 2020.

You are reviewing the move-in file during a routine audit. There is no other information about 
Sally’s employment in the file beyond the TIC, third-party verification, and management’s 
income calculation sheet.



The TIC



Verification of Employment



The Calculations
Management Agent

Auditor



A. Do nothing. There is no cause for concern. The verification is completely clear. 
The tax credits are safe.

B. Call Mark Manager to provide clarification for the average number of weekly 
hours and maintain the clarification memo with the move-in file.

C. Ask Sally to provide all of her pay stubs to date to support 15 hours per week 
used to calculate income and permanently keep them in the move-in file.

D. Require Sally to provide evidence of her work history from her previous 
employer to determine the amount of hours that she will likely work.

WWRPD



Common File Findings

• Missing VAWA lease addendum for each adult in the household.
• The TIC is missing asset income on page 1.
• Missing clarification memos.
• Missing management income calculation sheet.
• Missing or incomplete demographic profile form. 
• Incorrect identification of rental assistance type on page 2 of the TIC. 
• Rent amount listed on the TIC does not match rent amount listed on the lease.
• Missing either the HOME or the LIHTC certification of student status for a unit that is LIHTC and HOME-

assisted.



Physical Inspections



Overview of Physical Inspection

IHFA uses the (UPCS) inspection protocol which was developed by HUD’s Real Estate Assessment Center (REAC) 
to ensure that housing is “decent, safe, sanitary and in good repair”.

In short, UPCS was designed to assess the condition of the housing.

UPCS (Uniform Physical Condition Standard)



Overview of Physical Inspection

The IRS requires housing agencies to use local health, safety, and building codes OR use the UPCS standards to 
assess the physical condition of Housing Tax Credit Developments. Codes can vary from city to city or some might 
not have code enforcement at all. 

To ensure a uniform inspection standard is used state-wide, IHFA has adopted the UPCS standard for all of the 
programs we monitor, with exception of COC, ESG and HOPWA which uses HQS protocol. 

Why use UPCS?



Overview of Physical Inspection

• IHFA’s compliance staff will perform a physical inspection and tenant file review of each development at least once 
every 3 years.

• IHFA’s compliance department has developed its own scoring system based off the REAC’s comprehensive list of 
inspectable items which may result in a property being audited more frequently. 

Compliance Monitoring

Example audit scores 

Category Score
Percentage of 
Overall Rating

Calculated 
Points

General Physical Condition & 
Appearance 

90 20% 18

Units 82 20% 16
Leasing & Occupancy 91 35% 32
General Management 

Operations
100 25% 25

Totals 100% 91
Overall Rating 91

Overall Score Rating Next monitoring period

100-90 Superior 3-yr

89-80 Above Average 3-yr

79-70 Satisfactory 2-yr

69-60 Below Average 1-yr

59-0 Unsatisfactory 1-yr

Note: IHFA reserves the right to monitor a property at any time, regardless of the previous score.
Examples of this may include:
• Follow-up reviews in instances of complaints
• To confirm completion of  a corrective action
• Low performing properties 
• High percentages of long-term vacant units



Overview of Physical Inspection

• IHFA will conduct a complete inspection of the property, which includes the 5 UPCS inspectable areas and any 
Health & Safety issues.

• Once the IHFA inspector arrives, he or she will present a randomly selected unit list to the on-site staff, pull the 
keys and the inspection begins. 

• A management or maintenance agent must accompany the inspector inside the units, with the agent entering first 
while following the inspector throughout the unit. 

• IHFA is required to report to the IRS all deficiencies identified under UPCS. 
• Even deficiencies that are corrected must be reported to the IRS. 

• Vacant units will be inspected during an on-site visit. 
• Vacant units must be suitable for occupancy or “Rent Ready”

• IHFA has determined a 30-day turn is reasonable 
• Failure to “turn” vacant units in a reasonable period will result in a report of noncompliance. 

Physical Inspections

Site

Building 
Exterior

Building 
Systems 

Common 
Areas 

Dwelling 
Units 



Overview of Physical Inspection

• IHFA will provide a written notice of the upcoming physical inspection to the Owner/Agent through the property’s 
Procorem Work Center.

• At least 24-hour advanced notice to all residents. 
• Staff should walk the property to see if there are any deficiencies that require attention. 
• Arrive on time for the inspection with a notepad and camera to document any deficiencies that are found. 
• Communicate with the inspector about any known issues at the property and any work orders or plans for 

correction. 
• Repairs can be made during the course of the inspection if performed while the inspector is in a unit or inspecting 

the building where the deficiency is identified. Deficiencies will be noted, but recorded as corrected (repaired 
during inspection, RDI). 

Note: The inspector cannot delay the inspection for these repairs to be completed. 
Note: Staff may want to have available common repair items such as smoke detectors, batteries and lightbulbs. 

Notification and Preparation 



Overview of Physical Inspection

Reaching the coveted Superior score isn’t as difficult as you think!

Step 1 Always walk your property. If you suspect an inspection, complete a 100% inspection of all areas.

Step 2 (15 days out – the day you are notified of the inspection). Conduct a mock inspection of the site, exterior, 
systems, common areas and a sampling of units to ensure nothing was left unprepared and all repairs are within 
industry standards. 

Step 3 (day of inspection – escorting). Take notes and be present. 

Step 4 (within 30 days after Audit Summary Report). Submit response to IHFA for all completed work orders, work in 
progress,  ownership and contractor issues, etc.. 

4 Simple steps to becoming a High Performer



Overview of Physical Inspection

• Inspectable items and deficiencies are listed in the Federal Register under the HUD UPCS 
Dictionary of Deficiency Definitions. 

• Two sections of the Federal Register are used to score a finding:
1. Appendix 1 (pages 47724 – 47737) – lists the criticality point value for each 

observable deficiency of an inspectable item. 
2. Appendix 2 (pages 47738 – 47759) – contains the Dictionary of Deficiency 

Definitions 

Federal Register Link https://www.federalregister.gov/documents/2012/08/09/2012-
19335/public-housing-assessment-system-phas-physical-condition-scoring-notice-and-
revised-dictionary-of

Federal Register 

https://www.federalregister.gov/documents/2012/08/09/2012-19335/public-housing-assessment-system-phas-physical-condition-scoring-notice-and-revised-dictionary-of


Overview of Physical Inspection

• Blocked egress (furniture blocking windows in 
bedrooms)

• Deteriorated weather stripping (door)
• Bathroom basin problems (stoppers or associated 

hardware inoperable or missing)
• Deteriorated fridge seal
• Deteriorated carpet/stains/holes
• Clogged dryer vent  
• Expired fire extinguisher
• Missing/deteriorated screens

Most Common Findings

• Holes/cracks in siding
• Missing light globe
• Trip hazards (walkways/general walking areas)
• Parking lot (faded striping & deteriorated or failing 

surface area)
• Vegetation (overgrown and/or encroaching)
• Hornet nests
• Missing splash blocks
• Damaged/falling/leaning fencing  



Overview of Physical Inspection
Most Common Findings that could be addressed prior to an audit

Hornet Nests

Overgrown Vegetation

Overgrown Vegetation



Overview of Physical Inspection
Most Common Findings that could be addressed prior to an audit

Missing Screen

Bent Screen

Cracked Window



Overview of Physical Inspection
Most Common Findings that could be addressed prior to an audit

Detached Gate

Impeding walkway

Impeding walkway



Overview of Physical Inspection
Most Common Findings that could be addressed prior to an audit

Overgrown Grass

Missing Window Lock

Expired Fire Extinguisher



Overview of Physical Inspection
Most Common Findings that could be addressed prior to an audit

Inoperable Emergency Light

Missing Light Globe

Faded Striping/ Handicap



Overview of Physical Inspection
Most Common Findings that could be addressed prior to an audit

Clogged Gutters Trip Hazard



Overview of Physical Inspection
Most Common Findings that could be addressed prior to an audit

Hole/Crack in siding Not Industry Standard (NIS) Repaired downspout Not Industry Standard (NIS)



Overview of Physical Inspection
Most Common Findings that could be addressed prior to an audit



Overview of Physical Inspection

IHFA Physical Inspections Training Webinar https://www.idahohousing.com/housing-compliance/tax-credit-
compliance/

IHFA Compliance Manual and all required and suggested forms can be found here 
https://www.idahohousing.com/housing-compliance/housing-compliance/

UPCS Comprehensive List of Inspectable Areas https://www.hud.gov/sites/documents/DOC_26481.pdf

Federal Register link https://www.federalregister.gov/documents/2012/08/09/2012-19335/public-housing-
assessment-system-phas-physical-condition-scoring-notice-and-revised-dictionary-of

Always 
Consider industry training for all staff members!

IHFA Resources

https://www.idahohousing.com/housing-compliance/tax-credit-compliance/
https://www.idahohousing.com/housing-compliance/housing-compliance/
https://www.hud.gov/sites/documents/DOC_26481.pdf
https://www.federalregister.gov/documents/2012/08/09/2012-19335/public-housing-assessment-system-phas-physical-condition-scoring-notice-and-revised-dictionary-of


Rent Increases

Annual Responsibilities 



Tax Credit Rent Increase Requests
Tax Credit Rent Increases
On October 21, 2022, IHFA published a memo lifting the 5% rent increase cap.
• Rent increases 5% and under

• Do not require approval 
• 30 day notice to residents is required

• Rent increases from 5% and over
• Do not require approval
• 60 day notice to residents is required 

• All rent increases over 10% 
• Must be submitted for review / approval using the required Tax Credit Rent Increase Form.
• Submit form to Katie Kilgrow via email or Procorem. 
• 60 day notice to residents is required 

Procorem Location:



1 rent increase per 12 month period!



HOME Rent Increase Requests
All HOME rent increases must be approved by IHFA prior to implementation. On November 1, 2022, IHFA 
amended the rent cap from 5% to 10%. The rent cap applies to existing tenants without regard for the published 
income and rent limits.
• Only one rent increase is permitted per 12-month period.
• The HOME rent increase request form should be submitted with the annual reports, which are due no later 

than the last business day of February.
– Upload the request form to the property’s Procorem Work Center in the “Annual Reports/Annual HOME 

Rent Increase Requests/Applicable Year” folder
– If the rent increase is approved, an approval letter will be uploaded to the same folder

• Notice of rent increase must be given to tenants prior to implementation.
– At or below 5% - 30-day notice 
– Above 5% - 60-day notice

• Vacant units may be rented at the published income and rent limits

Procorem Location:



1 rent increase per 12 month period!



Utility Allowances

Annual Responsibilities 



Utility Allowances

• Utilities paid by the tenant, not by the owner of the property, must be reflected in a utility allowance. 
• Utility allowances must be reviewed and updated annually.
• Utility allowance needs to be submitted for approval at approximately the same time each year.



Utility Allowances

Utility Allowance Source Options:
• Public Housing Authority (PHA) Utility Allowance
• Actual Consumption Utility Allowance
• HUD Utility Schedule Model (HUSM)
• Engineering Consumption Model

100% Tax Credit Properties



Utility Allowances
HOME Properties

Following methods may be utilized for HOME assisted units with a funding date on or after August 23, 2013.
• Actual Consumption Utility Allowance 
• The HUD Utility Schedule Model (HUSM) 
• Engineering Consumption Model



Utility Allowances
Mixed Subsidy Units

Tax Credit and HOME
• Apply the HOME utility allowance to your Tax Credit units as well 

Tax Credit and RD
• Apply the RD utility allowance to your Tax Credit units as well



Utility Allowances
Mixed Subsidy Units Continued

Tax Credit and Project-Based Section 8
• Apply the Section 8 utility allowance to your Tax Credit units as well

Tax Credit and Tenant-Based Section 8 or Housing Choice Voucher
• Apply the utility allowance established for the voucher to that unit



Utility Allowances
Calculation Methods

• Public Housing Authority (PHA) Utility Allowance
• Engineering Consumption Model
• Actual Consumption Utility Allowance
• HUD Utility Schedule Model (HUSM)



Utility Allowances
Actual Consumption



Utility Allowances
Actual Consumption



Utility Allowances
Actual Consumption



Utility Allowances
Actual Consumption



Utility Allowances
References for Actual Consumption

• Feb. FAQs https://www.hud.gov/sites/dfiles/OCHCO/documents/UA_FAQs_February_2022.pdf

• HUD notice H-2015-04 UA methodology https://www.hud.gov/sites/documents/15-04HSGN.PDF

https://www.hud.gov/sites/dfiles/OCHCO/documents/UA_FAQs_February_2022.pdf
https://www.hud.gov/sites/documents/15-04HSGN.PDF


Utility Allowances
HUSM

• https://tools.huduser.gov/husm/uam.html

• Upload full worksheet for each bedroom size and copies of rates from power and gas (if applicable) companies

https://tools.huduser.gov/husm/uam.html


Utility Allowances
HUSM

Service Charge, per month 
Energy Charge, per kWh 

First 800 kWh
801-2000 kWh
All additional kWh over 2000



Utility Allowances
HUSM



Utility Allowances
HUSM Extra Charges



Utility Allowances
HUSM – Extra Charges

Dollar/kWh:
• Schedule 54 – Fixed Cost Adjustment

• Per the language in the second paragraph on page two, under the heading of Fixed Cost Adjustment, 
“the monthly Fixed Cost Adjustment for Residential Service (Schedule 1…) is 0.6153.” This is 
cents/kWh.

• Schedule 55 – Power Cost Adjustment
• Page three of the schedule shows a Schedule 1 property has a total Power Cost Adjustment (Total PCA) 

of 1.3893. This is also cents/kWh. 
• Schedule 98 – Residential and Small Farm Energy Credit 

• Page two of the schedule shows the Credit Adjustment is 0.2534 cents per kWh.

Add the three amounts – cents/kWh:
• Schedule 54 – Fixed Cost Adjustment 0.6153
• Schedule 55 – Power Cost Adjustment 1.3893
• Schedule 98 – Energy Credit + (-.2534)

Total 1.7512 cents/kWh
Convert to dollars/kWh 1.7512 divided by 100 = 0.017512 $/kWh



Utility Allowances
HUSM – Extra Charges

Percent / kWh
• Schedule 91 – Energy Efficiency Rider – Schedule 1 properties are a flat rate of 3.1%
• Schedule 95 – Adjustment for Municipal Franchise Fees

• These are dependent on the city of service and range from 1% to 3%. You must check the schedule to 
determine the percentage for your city. 

Add the two percentage – in this case, lets use Twin Falls
• Schedule 91 – Energy Efficiency Rider 3.0%
• Schedule 95 – Adjustment for Municipality  + 3.0%

Total 6.0%
In the examples above, the numbers to use for the extra charges in the Electric portion of the HUSM, add 
0.017512 to the $/kWh. Add 6.0% for the %/kWh. 

These amounts may differ depending on the location, as well as the service provider. Always confirm the effective 
date of the rates from the provider before completing the HUSM. 



Annual Reporting

Annual Responsibilities 



Annual Reports Include:
• Violence Against Women Act (VAWA)
• Certification of Continuing Program Compliance (CCC)
• Annual Occupancy Report (AOR)
• Any marketing documents supporting the HOME Affirmative Marketing Plan (AMP) or HUD’s Affirmative Fair 

Housing Marketing Plan (AFHMP)
• Tenant Events/Certifications

Annual Reporting Requirements

Due Last Business Day of February 



Reporting Locations:
Property Work Center/Annual Reports/ Reporting 20XX, where 20XX is the year of the reporting activity. 
• VAWA Emergency Transfers
• Program CCCs
• AORs
• AMP and AFHMP marketing documents, if required

Property Work Center/Tenant Event Portal/20XX Tenant Events
• Tenant Events – whether via NAHMA XML files or manual entry

Annual Reporting Requirements

Due Last Business Day of February 



AOR versus Tenant Events
• AOR includes information on only the Head of House, and should show all movement of households in the unit 

during the year.
• Tenant Events should include all certifications in the unit during the course of the year, including all move-ins, 

move-outs, unit transfers, household updates and re-certifications.
• Also includes minimal information regarding each member of the household:

• Name,
• Date of Birth,
• Full-time Student (Y/N),
• Disability (Y/N),
• Last four digits of SSN,
• Race, 
• Ethnicity.

Tenant Events
driven by the Tenant Certifications of the unit during the course of the calendar year



Tenant Event Portal Location:
• Property Work Center/Tenant Event Portal/20XX – Tenant Events where 20XX is the year’s activity you are 

reporting.

Once you have all the year’s certifications added to the Tenant Event portal, or you have uploaded a NAHMA xml, you 
must:
• VALIDATE the data  - The system will generate error messages specific to information that is in conflict, or 

inaccurate, etc.  You must clear any errors, and validate until there are no error messages, and
• SUBMIT the data – once there are no error messages, you much click the SUBMIT button to move the data from 

the work center to IHFA’s ProLink system.

Completing the Tenant Events has taken the place of participation in HUD’s Tenant Data Collection. The ProLink 
system aggregates all Tenant Events from all properties to create one file IHFA uploads to HUD, annually.

Tenant Events
driven by the Tenant Certifications of the unit during the course of the calendar year



HUD Notice H 2017-05
• Detailed guidance for implementing requirement in the Final Rule for VAWA 2013
• Examples and scenarios 
• Changes to notification and emergency transfer plan requirements
• Clarifies documentation requirements 
• The final rule replaced the term “immediate family member with “affiliated individual”

• Spouse, parent, brother, sister, or child of the victim, or an individual to whom the individual is in loco 
parentis, or any individual, tenant, or lawful occupant living in the unit

VAWA Management Requirements



Emergency transfers
• The deadline to establish an Emergency Transfer Plan (ETP) for each property was June 14, 2017.

• Requirements of the ETP 
• Defining who is eligible
• What is required to request the transfer
• What if a safe unit is not immediately available
• How and when the plan will be available

• Use and customize HUD’s model ETP (form 5383) for each of your properties. 

VAWA Requirements
How to comply with VAWA regulations



VAWA Requirements
How to comply with VAWA regulations

• VAWA lease addendum
• https://www.idahohousing.com/documents/vawa-lease-

addened.pdf
• VAWA Notice of Occupancy Rights HUD-5380

• https://www.idahohousing.com/documents/vawa-notice-
rights-5380.pdf

• Notice must be made available in multiple languages 
per LEP requirements.

Additional VAWA forms can be found at HUD.gov

• H 2017-05 VAWA Reauthorization Act
• HUD-5380 Notice of Occupancy Rights
• HUD-5381 Model Emergency Transfer Plan
• HUD-5382 Victim Certification
• HUD-5383 Emergency Transfer Request

Required forms from IHFA website

https://www.idahohousing.com/documents/vawa-lease-addened.pdf
https://www.idahohousing.com/documents/vawa-notice-rights-5380.pdf
https://portal.hud.gov/hudportal/documents/huddoc?id=5380.docx
https://portal.hud.gov/hudportal/documents/huddoc?id=5381.docx
https://portal.hud.gov/hudportal/documents/huddoc?id=5382.docx
https://portal.hud.gov/hudportal/documents/huddoc?id=5383.docx


Documentation 
• Track the number of VAWA emergency transfers requests for each property
• Do not include any identifying information
• Submit to IHFA with annual documents
• Have this information available during audit exit interview

VAWA Requirements
How to comply with VAWA regulations



Security
• Confidentiality is key! 
• Separate and secure 
• No shared database
• No disclosing or sharing of details

VAWA Requirements
How to comply with VAWA regulations



Housekeeping



• March 20, 2020 IHFA sent a memo titles COVID 19 Guidance. It outlines the acceptance of electronic signatures for 
Tax Credit/HOME tenant recertifications.

• During the pandemic in May 2020, HUD released Notice H 20-4, permitting the use of electronic signatures for HUD 
Multifamily Housing Programs. November 19, 2020 HUD released H 2020-10, a revision of H 20-4. 

Electronic Signatures



Owner / Management Changes

All Ownership and Management Changes must be reported using the required forms on the IHFA website. 
• These forms are located under the Owner/Agent Changes tab. 
• The request must be emailed to Katie Kilgrow or uploaded to Procorem for review. 

Procorem Location:



Owner / Agent Contact Information

To stay compliant all contacts at a property need to be current. 
• This should be completed for any changes including on-site manager, regional manager, compliance 

personnel, etc..
• Use the required form on the IHFA website to submit any changes. 
• Complete the form and email to Kiley Nelson.
• This form can also be used to update Procorem contacts.

Procorem Contact Note: Procorem contains personal identifiable information in the tenant files, rent rolls, and tenant event portal. It is 
critical that all personnel that leave your company be removed IMMEDIATELY  from the Work Center to keep tenant information safe. 
Email Kileyn@ihfa.org to remove or add contacts.



Compliance Staff:
Compliance Housing Manager: Katie Kilgrow, Katiek@ihfa.org

Auditors:
Amanda Reifers - Amandar@ihfa.org
Jeff Holmes - Jeffh@ihfa.org
LaJean Wilson - Lajeanw@ihfa.org
Mari Todd - Marit@ihfa.org
Sheryl Whitus - Sherylw@ihfa.org

Compliance Administrator: Kiley Nelson - Kileyn@ihfa.org

IHFA Housekeeping

NEW PO Box:
PO Box 9405
Boise, ID 83707



Q & A



Thank you!
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