
COMPLIANCE WORKSHOP 



How to find AHFA on the Internet? 

 Website Address:  www.ahfa.com 
 Select on Multifamily 
 Select Compliance 

 Compliance Manual, AHFA Online Management System, AHFA’s 
Audit Procedures, Mandatory Forms, and Income and Rent Limits. 

 Select Housing Credits 
 Select How to Apply for Credits 

 Select Download Allocation Plans  
 Select HOME or Tax Credit Plan  

 Read the Compliance Addendum 

 
 

http://www.ahfa.com/


Compliance Addendum  

 Health and Safety Violations 
 25% Units audited missing or non-charged fire extinguishers 
 25% Units  audited missing or non-working smoke detectors 
 25% Missing cooktop fire canisters or temperature limiting plates 

(if applicable) 
 Exposed or improperly installed wiring 
 Insect Infestation (notify of bed bugs) 
 Severe damage to sidewalks or parking lots 
 Missing or broken handrails or steps 



Missing Smoke Detector 



Discharged Fire Extinguisher 



Improperly Installed Wiring 



Exposed Wiring  



Exposed Wiring 



Damaged Sidewalks 



Broken Handrail 



Occupied or Vacant Unit Deficiencies 

 Missing or inoperable plumbing fixtures 
 Missing or disconnected stoves, dishwashers, or 

refrigerators 
 Missing or damaged cabinetry in the unit 
 25% of audited units with missing or damaged 

drawers  
 Boarded, broken, or missing exterior windows or 

doors 
 Units vacant more than 30 days not rentable  



Inoperable Plumbing Fixture 



Damaged Plumbing 



Inoperable Plumbing 



Missing Appliances 



Damaged Cabinetry and Plumbing 



Damaged Cabinetry 



Missing Drawers 



Vacant Unit > 30 Days 



Vacant Unit > 30 Days 



Vacant Unit > 30 Days 



Vacant Unit > 30 Days 



Site or Common Area Deficiencies 

 Missing project amenities as approved in the 
owner’s application 

 Gutters or Downspouts missing or broken 
 Siding and/or exterior trim rotted and allows water 

to penetrate behind exterior 
 



Damaged Exterior 



Document or File Deficiencies 

 Maintain copy of current utility allowance 
 25% of audited files with tenants over income limits 
 25% of audited files are missing  
 25% of audited files violate the student rule 
 25% of audited files where the tenant was charged 

more than the allowable rent 
 



Other General Deficiencies  

 All other deficiencies not discussed in the previous 
sections that are listed in your initial compliance 
letter must be corrected prior to the assigned 
correction period.  Additional points will be taken if 
all corrections are not remedied within the specified 
time frame. 



Inspection Day  

 AHFA auditors will ask for the following documents when we arrive for the 
audit: 

 Rent Roll – with the following information listed: 

 Unit & Building Number 
 Bedroom Size 
 The number of tenants in the household at move-in and recertification 
 Move-In Date 
 Move-In Income 
 Recertification Date 
 Recertification Income 
 The Tenant Paid Rent 
 The Utility Allowance 
 Subsidy 
 Gross Rent 
 Move-Out Date on any Vacant Units 
 



Inspection Day 

 Utility Allowance – the allowance has to be updated each CALENDAR year. 

 Properties who have Section 8 rental assistance tenants must use the utility 
allowance from the Public Housing Authority that provides the assistance 

 Properties who have Rural Development must provide the utility allowance 
that was approved and signed by the Rural Development representative. 

 Properties who have HUD assistance must use the utility allowance from the 
appropriate local housing authority 

 Properties that have NO rental assistance can use one of the following: 
 A utility allowance from the local public housing authority 
 A utility allowance from the utility provider (ex. Alabama Power, Water 

Authority) 
 An estimate calculated using the HUD Utility Schedule Model 
 An energy consumption model estimate provided by a licensed engineer 

or qualified professional approved by AHFA 
 The 2013 HOME Rule does not allow the use of a Public Housing Authority 

utility allowance for properties that are committed on or after January 24, 
2015. 

 



Inspection Day 

 Affirmative Marketing Plan (Home properties only) 

 We need copies of the contact letters 
 We need a copies of the advertisements 

 Audit Steps while on site: 
 We will verify that the approved property amenities (example Club House, 

Computer Center)  are present on the property 
 We make sure the Tenant Services are being offered  

 Please keep a notebook with signup sheets, dates offered, and pictures 
 We check on the Private Rental Assistance (PRA), if applicable 

 We need a list of tenant(s) and the amount of assistance received  
 We will choose 25% of the files to review and of the 25%, we will choose 

20% to do a physical inspection of the units 
 We will physically inspect vacant units that have been vacant more than 30 

days 



Vacant Units 

 

 Vacant low-income units must be suitable for occupancy; prepared for 
immediate occupancy.  Depending on the facts, AHFA will allow a 
reasonable period to clean a vacated unit or repair damages caused 
by a prior tenant. 
 AHFA generally allows 30 days to make a unit ready to rent 

(habitable)   
 The unit has to be marketable (cleaned, painted, carpet cleaned 

or replaced, and no damages) 
 If the owner is claiming credits on the unit then the unit will have 

to be ready to rent 



Set-Asides 

 Tax Credit Properties 

 100% at 60%: 100% of the property is rented to individuals whose 
income is at or below the 60% income limits 

 Tax Credit/HOME Properties  

 Properties funded before January 1, 2009 chose one of the following 
set-asides: 
 40% at 50% and 60% at 60% 
 100% at 50%  

 Properties funded before January 1, 2009 must meet the set- aside on a 
building by building basis 

 Properties funded after January 1, 2009 have the following set- aside: 
 20% at 50% and 80% at 60% 

 Properties funded after January 1, 2009 must meet the set- asides on a 
project basis versus a building by building basis 



Rent Roll for HOME Properties 
                              

Unit # 
Bedroom 
Size 

# of tenants 
(move-in) 

# of 
tenants 
(recert) 

Tenant Name                 (if 
vacant, then enter previous 
tenants income level) 

Move-in 
Date 

Move-in 
Income 

50% or 
60% @ 
Move-in 

Re-cert 
Date 

Re-cert 
Income 

50% or 
60% @ 
Re-cert 

Move-out 
Date 

Tenant 
Paid Rent UA Subsidy Gross Rent 

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                

                                



Rent Roll for Housing Credit Properties 
                        

Unit # Bedroom Size 
# of tenants 
(move-in) 

# of tenants 
(recert) Tenant Name Move-in Date Move-in Income Recert Date Recert Income Move-out Date 

Tenant Paid 
Rent UA Gross Rent 

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          

                          



These forms can be found at www.AHFA.com under Tenant 
Verifications in the Compliance Section of the Multifamily tab. 

Forms should be placed in the same order starting with the Tenant 
Income Certification (TIC) form for every re-certification down to the 
Move-In TIC and verifications. 

All verifications must be received by management prior to 
completion of the TIC and move-in of the household. 

Verification Forms 



AHFA
TENANT INCOME CERTIFICATION FORM

Effective Date: Move In: Recertification:

3. Household Member (First, MI, Last): 4. Relationship: 5. Social Security # 6. Date of Birth
7. F/T Student (Y 
or N)

8. Employed 
(Y or N)

9. Net Family Assets 0.00
10. Imputed Income from Assets (Passbook Savings Rate (2%) * Line 9 0.00
11. Actual Income from Assets 0.00

12. Income from Wages, Tips, Salaries, etc.
13. Income from Social Security, Pensions, other Retirement 0.00
14. Income from Public Assistance Payments (AFDC, etc) 0.00
15. Income in Lieu of Employment (Unemployment & Workers Compensation, Disability and Severance Pay) 0.00
16. Net Income from the Operation of a Business (attach latest tax return) 0.00
17. Periodic Income Payments (Alimony, Child Support, etc) 0.00
18. Income from Armed Forces Personnel 0.00
19. Other Income (Permanent Fund, Longevity Bonus, etc) 0.00
20. Income from Assets (Line 10 or 11, whichever is greater) 0.00
21. GROSS ANNUAL INCOME (add lines 12 thru 20, Do Not Round)

22. Move-in Date 23. Income Limit for Family Size 24. Income Level (50% or 60%)

25. Number of Bedrooms

27. Unit Number 28. Tenant Paid Rent 29. Utility Allow ance 30. Rent Assistanc31. Gross Rent

The Information on this form w ill be used to determine income eligibility.  I/w e have provided for each person(s) set forth in Part II acceptable 
verif ication of current anticipated annual income.  I/w e agree to notify the landlord immediately upon any member of the household moving out of 
the unit or any new member moving in.  I/w e agree to notify the landlord immediately upon any member becoming a full time student.  Under 
penalties of perjury, I/w e certify that the information presented in this certif ication is true and accurate to the best of my/our know ledge and 
belief.  The undersigned further understands that providing false representations herein constututes an act of fraud.  False, misleading or
incomplete information may result in the termination of the lease agreement.

Based on the representations herein and upon the proofs and documentation required to be submitted, the individual(s) named in Part II of this
Tenant Income Certif ication is/are eligible under the provisions of Section 42 of the Internal Revenue Code, as amended, and the Land Use
Restriction Agreement (if  applicable), to live in a unit in the Project.

Part II - Tenant Household Information

Part I - Property Information

26. Number of Household Members

1. Name of Apartment Complex: 2. Address:

Tenant Signature: 
Tenant Signature: 

Part V - Family Qualifying Information

Part IV - Certification by Tenant

Part IV - Income Calculations

Part III - Asset Information

Signature of Owner/Representative: Date: 

Date:
Date: 
Date: 

Tenant Signature:



Tenant  Income Certification 

 This is the document where all the verified tenant information is entered 

 Information entered on the TIC includes: 

 Effective Date (The date the tenant actually moves into the unit), 
Household Members Information, Student Status, Employment Status, 
Assets, Income, Bedroom Size, Number of Household Members, and 
Tenant Rent 

 The information entered on the TIC must be accurate and not contradict 
information in the file   
 Tenant Paid Rents must be the amount the tenant pays the landlord 
 Rental Assistance is the amount the tenant is given to help pay the rent 
 The Student Status must be entered correctly 
 The Employment  Status must be entered correctly 

 After all the required information is entered, All Tenants 18 and over 
along with Management must sign and date the TIC 



Tenant  Income Certification 

Common Issues found on the TIC: 

 Effective, Move-In or Recertification Dates missing at the top of the TIC 

 Missing Household Information in Part II 

 Missing Social Security Number or Date of Birth  

 Incorrectly entering Student Status or not entering at all (Y or N answer) 

 Incorrectly entering Employment Status or not entering at all (Y or N 
answer) 

 Asset Income Calculations in Part III 

 Not correctly calculating the actual income from assets or the imputed 
income from assets 

 Failing to have all tenants 18 and over along with the Owner 
Representative sign/date the TIC 





Employment Verification 

 Any household member 18 or older that is  employed needs to have 
verification completed 

 Form must be completed by a 3rd party 

 Faxed Employment Verifications are okay to use as long they are legible 

Common Non-compliance issues: 

 If the employer provides a range of working hours (example 35-40), 
you will need to use the highest number 

 If the employer provides hourly rate and year-to-date earnings, you will 
need to calculate both annual incomes and use the higher of the two  

 If the employer lists overtime, shift differential, bonuses, tips, etc., you 
will need to calculate and include the totals in the gross income 

 Make sure to multiply the rate of pay by the correct pay-period 
(weekly, bi-weekly, semi-monthly, monthly) 

 Make sure the employer signs and dates the form 





Income Verification (for Unemployed Persons) 

 Tenant(s) will need to complete if they are unemployed, receive income 
from another source other than employment, anticipate income from 
employment or claim zero income from employment or any other source of 
income 

Common Non-compliance Issues: 

 Tenant selects the second option (anticipated employment income) but does 
not list the anticipated income amount 

 Tenant receives Social Security Income or Unemployment Benefits and 
management does not have tenant complete the form 

 Tenant accidentally selects the wrong option (Tenant just needs to check the 
correct option and date the new response) 

 Tenant and/or Management do not sign/date the form 

 



CHILD SUPPORT VERIFICATION 

Are you receiving child support? (circle one) Yes No 

Do you have more than one child? Yes No 

If so, please list the children and how much they receive 

Names Amounts 

1       $   

2       $   

3       $   

4       $   

How often are you receiving the child support? (circle one) 

Weekly Monthly Quarterly Annually 

Total Amount Received $   

Is your child support court ordered? Yes No 

Are you receiving or expecting to receive the court 

ordered support? Yes No 

Under penalty of perjury, I, _________________, certify that the information 

presented in this certification is true and accurate to the best of my knowledge 

and I will inform the management if any changes occur within the next twelve  

months.  I further understand that providing false representation herein constitutes 

an act of fraud.  False, misleading or incomplete information may result in the termination 

of the lease agreement. 

___________________________________     

Signature of the Applicant/Tenant Date 

            

Signature of Owner Representative Date 



Child Support Verification 

 If legal documentation of the amount received cannot be obtained , then 
the child support verification form should be completed 

 If the tenant is supposed to be getting child support but is not receiving any, 
the child support document must be notarized 

Common Non-Compliance Issues: 

 Tenant signs/dates the form but does not complete the form 

 Tenant does not indicate (circle) whether or not the support is being 
received 

 Tenant does not list names of children or correct support amounts for each 
child 

 Tenant circles wrong description of how often child support is received or 
fails to circle any description 

 Tenant and Management do not sign/date the form 





Under $5000 Asset Certification 

 Every member of the household 18 or older will need to have assets 
verified 

 The Asset Certification form can be used on a Housing Credit property if 
the household member has under $5,000 in assets, if the household member 
has more than $5,000 in assets, 3rd party verification is required 

 On a HOME funded property, assets must be verified from a 3rd party 

 Asset verifications must be completed within 120 days of the move-in date 

What are Assets? 

 A savings account is a cash asset; you will use the actual balance of the 
savings account 

  A checking account is a cash asset; you use the 6 month average balance 
on a checking account because it fluctuates month to month 

 One-time lump sum payments are considered assets (inheritances, lottery 
winnings) 
 



Assets 

You will need the following to determine the Cash Value 

 The value (house, CD, etc.) 

 Any outstanding loan balance 

 The costs to sell the property 

 Penalties for early withdrawal 

 Broker and legal fees 

 Settlement costs for real estate 

 Once you have the above information, you subtract the costs from the value 
of the asset to determine the Cash Value 

 

 



Assets 

What do I do when I have the asset information? 

 If the total Cash Value of the assets is $5000 or less, you will include the 
actual income from the asset 

 If the total Cash Value of the assets is $5,000 or more, you will include the 
greater value of the following: 

 Actual income derived from the value of the assets OR 

 The Imputed Income derived from the HUD Passbook Rate (currently 2%) 

Common Non-Compliance Issues: 

 An asset is receiving interest, but is not verified and counted 

 Failing to complete sections 1 through 4 on the Under $5,000 Asset 
Certification 

 Failing to verify assets for each household member 18 or older  

 The tenant does not sign/date the certification 

 



STUDENT VERIFICATION 

Check the applicable statement: 

1 I am a full-time student *.           

2 I am a part-time student and I do not anticipate becoming 

a full time student within the next 12 months.   

3 I am not a part-time or full-time student and I do not anticipate 

becoming a full-time student within the next 12 months.   

* If yes, enter student explanation           

(also attach documentation)             

1 Students of the household are married and have filed a joint tax 

return (note: Students of the household do not need to be married 

to each other)   

2 The household consists of single parent(s) and their minor 

child(ren).  The parent(s) and the child(ren) can not be a   

dependent of a third party.  However, the child(ren) can be a 

dependent of the other parent.   

3 At least one member of the household receives assistance 

under Title IV of the Social Security Act (i.e., AFDC, TANF  

assistance)   

4 At least one member of the household was previously under the  

care and placement responsibility of the State agency  

responsible for administering a plan under par B or par E of 

title IV of the Social Security Act (adults who were in the foster  

care system during childhoold)   

5 At least one member of the household is enrolled in a job training 

program receiving assistance under the Job Training Partnership 

Act, or similar federal, state or local laws, and effective for  

households.   

I hereby certify that the statement above is true and complete to the best of my 

knowledge. 

            

Signature of Applicant/Tenant Date 

            

Signature of Owner Representative Date 

AHFA 2/1/10 



Student Verification 

 Households made up entirely of full-time students are not eligible 

 Student certification must be verified on each recertification 

 A full time student is defined as any individual who has been or will be a 
full-time student during each of five calendar months during the calendar 
year in which the taxable year of the taxpayer begins at a regular 
educational organization with regular facilities 

 The five months do not have to be consecutive 

 Elementary, Junior and Senior High Schools, Colleges, Universities, 
Technical Schools, Trade Schools and Mechanical Schools ARE defined as 
“regular educational organizations” 

 Full-time status must be verified by the Institution 

 



Student Verification 

There are five exceptions to the Student Rule 

 Students of the household are married and have filed/or entitled to file a joint tax 
return (Students of the household do not have to be married to each other) 

 The household consists of a single parent(s) and their minor children.  The parents and 
children cannot be a dependent of a third party; however the children can be a 
dependent of the other parent 

 At least one member of the household receives assistance under Title IV of the Social 
Security Act (Example AFDC and TANF assistance) 

 At least one adult household member was previously under the care and placement 
responsibility of the State agency responsible for administering a plan under Title IV 
Part A or E of the Social Security Act (Example: Adults who were in the foster care 
system during childhood) 

 At least one member of the household is enrolled in a job training program receiving 
assistance under the Workforce Investment Act (formerly Job Training Partnership Act), or 
similar federal, state or local laws and effective for all households 

If the individual meets on the exceptions listed, they must provide documentation of the 
exception.  The documentation needs to be kept in the tenant’s file 

 



Student Verification 

Common Non-compliance issues: 

 Tenant (in an all full-time student household) indicates they are a full time 
student but does not indicate the correct exception  

 Tenant signs/dates the form but does not indicate student status 

 Tenant selects an explanation but does not provide proof of the exception 
from a 3rd party 

 Manager does not require the tenant to complete this form 

 Tenant and/or Management do not sign/date the form 
 



 From 
Educati
onal 
Institute  



Student Verification (3rd Party) 

 This form should only be completed if tenants that claim to be part or full 
time students  

Common Non-compliance Issues: 

 Manager does send to Educational Institution 

 Education representative does not sign/date the form 

 Proof of Full or Part Time Status is not included 

 Tenant does not sign/date the form 
 



AHFA 

RE-CERTIFICATION FORM 

Effective Date:   

Household Members Date of Birth F/T Student       (Y or N) 
If Yes, Full-time Student Exception 
(1,2,3,4) 

        

        

        

        

        

        

        

Full-time Student Exceptions: 

1. Students of the household are married and have filed a joint tax return  

(Students do not need to be married to each other) 

2. The household consists of single parent(s) and their minor child(ren).  The parent(s) and the 

child(ren) can not be a dependent of a third party.  However, the child(ren) can be a  

dependent of the other parent. 

3. At least one member of the household receives assistance under Title IV of the Social  

Security Act (AFDC, TANF assistance) or was previously under the care and placement 

responsibility of the State agency (Foster Care System) responsible for administering 

a plan under part B or part E of the Title IV of the Social Security Act. 

4. At least one member of the household is enrolled in a job training program receiving assistance 

under the Job Training Partnership Act, or similar federal, state or local laws, and effective 

for households. 

Unit Number # of Bedrooms # of Household Members 

      

Tenant Paid Rent Utility Allowance Rental Assistance Gross Rent 

        
Gross Annual Income 

Move-in Date 

    

I/we certify that the information is complete and accurate and that the I/we will provide source  

documentation upon request. 

Tenant Signature: Date: 

Tenant Signature: Date: 

Tenant Signature: Date: 

Signature of Owner/Representative: Date: 



Recertification Form 

 This is all that is needed to do a recertification on a Tax Credit Property 

 If the property has HOME funds, this form can be used every year 
except years 6, 12 and 18. For these years, a FULL recertification is 
required 

 Any household member 18 or older must sign/date this form 

 

Common Non-Compliance Issues: 

 Missing student status 

 Not entering the amount the tenant actually pays each month in the 
tenant paid rent section 

 Missing effective, move-in or recertification dates 

 Entering a wrong effective date (this should be the month and day of the 
actual tenant move-in) 

 



AHFA Online Management System 

 We are sending a letter to all the owner contacts to confirm all owned properties.  We 
will ask that each owner contact provide a list of all approved property managers; the 
response is due back by June 1, 2014 

 We will provide the Organization Codes for each property upon receipt of the 
confirmation of ownership 

 Once the Owner has the Organization Codes, he/she can register for the AHFA Online 
Management System 

 The website address is https://multifamily.ahfa.com/AuthorityOnline/Default.aspx 

 Ownership and Management team members must register 

 When registering, it is recommended the username be your email address 

 The password has to be at least 7 characters (one has to be numeric) 

 An Owner only has to register one time.  The Owner can connect all properties he/she 
has ownership interest 

 After registering, each owner and management team member will be approved by an 
AHFA staff member.  Our deadline for registering is June 15, 2014.  AHFA has an 
August 1, 2014 deadline for submitting all tenant data for year ended December 31, 
2013. 

 
 

https://multifamily.ahfa.com/AuthorityOnline/Default.aspx


AHFA Online Management System 



AHFA Online Management System 



AHFA Online Management System 



AHFA Online New Registration 



AHFA Online 

 



AHFA Online 



AHFA Online 



AHFA Online 



AHFA Online 



AHFA Online 



AHFA Online 



AHFA Online 



AHFA Online 



AHFA Online 



AHFA Online 



AHFA Online 



HUD Utility Allowance 

 The website address is http://www.huduser.org/portal/resources/utilallowance.html 

 To complete this utility allowance, you will need: 

 Rate Sheets for all utility providers that the tenant pays 

 Tax Rates for the utilities 

 Other fee’s included with customer’s bill (example: Energy Consumption Recovery 
(ECR)) 

 PHA Code for the property 

 Most rate sheets are available online, but if not you can use a current bill or contact 
the utility provider 

 The website address to get the PHA Codes is 
http://www.hud.gov/offices/pih/pha/contacts/states/al.cfm, this is linked on the 
HUD Utility Allowance website address 

 If the city your property is located does not have a PHA Code, then choose the PHA 
Code closest to the property 

 Once you have completed the allowance, just send it to AHFA for approval.  Please 
make sure to include all backup information (rate sheets, copy of the bill, etc.) 
 

http://www.huduser.org/portal/resources/utilallowance.html
http://www.hud.gov/offices/pih/pha/contacts/states/al.cfm


HUD Utility Allowance 



HUD Utility Allowance: Example 1 



HUD Utility Allowance: Example 1 



HUD Utility Allowance: Example 1 



HUD Utility Allowance: Example 1 



HUD Utility Allowance: Example 1 



HUD Utility Allowance: Example 1 



HUD Utility Allowance: Example 1 



HUD Utility Allowance: Example 1 



HUD Utility Allowance: Example 1 

.15/1000 = .00015, 26.810/1000 = .02681; .00015 + .02681  
The Energy Cost  Recovery Rate is .02696 



HUD Utility Allowance: Example 1 



HUD Utility Allowance: Example 2 



HUD Utility Allowance: Example 2 



HUD Utility Allowance: Example 2 



HUD Utility Allowance: Example 2 



HUD Utility Allowance: Example 2 



HUD Utility Allowance: Example 2 



HUD Utility Allowance: Example 2 



HUD Utility Allowance: Example 2 



HUD Utility Allowance: Example 2 



HUD Utility Allowance: Example 2 



AHFA’s Contact Information 

 Mailing Address 

Alabama Housing Finance Authority 

7460 Halcyon Pointe Drive 

Suite 200 

Montgomery, AL 36117 

 Phone # 334-244-9200 

 Fax # 334-277-1854 

 Email Address 

 tpeaspanen@ahfa.com (Tom) 

 cbarrett@ahfa.com  (Cade) 

 jhines@ahfa.com (Jeff) 

 gkirkland@ahfa.com (Greg) 

 Jweissend@ahfa.com (John) 
 

mailto:tpeaspanen@ahfa.com
mailto:cbarrett@ahfa.com
mailto:thunt@ahfa.com
mailto:gkirkland@ahfa.com
mailto:Jweissend@ahfa.com
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